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Introduction & Overview 

(Reviewer: Headmaster, August 2021) 

1. General Introduction
Hurst is a wonderful school in which to live and work.  It has a history rich in tradition and success.  
Its future, too, is one full of promise. However, the School’s success is based on its ability to evolve 
and continually improve in such a way as to offer the best possible education to its pupils. For this to 
happen requires work, commitment and creativity from all of us. Every member of staff in every 
department has the responsibility to play their part in constantly maintaining the highest standards 
in what we do and examining how we as a school can improve.  It is only through constant self-
appraisal, change and development that we will succeed in the future as we have in the past.  This 
staff handbook sets out the detail and mechanics involved in the smooth operation of Hurst as a 
school and community. However, as important, is that we as a Common Room also are imbued with 
the spirit that makes a school vibrant and successful.  This is about more than detentions, marked 
work and policies (very important though they are) but rather the way in which we go about our 
daily lives as members of this vibrant and exciting community.  This is the challenge for us if we are 
to be part of a school which gives its pupils the best education possible and of which we can all be 
proud. 

2. Hurst Strategic Vision
Over the years, the staff, parents and pupils have refined and articulated the values and strategic 
vision of Hurst. Although we have our clear statement of aims and the Hurst Purpose, the Hurst 
Strategic Vision is regularly shared and considered by the various stakeholder groups and, ultimately, 
seeks to inform the culture of the place, our values and the way in which we do things. At its heart 
lie certain fundamental beliefs which we have about Hurst which will help guide us through a shifting 
landscape and whatever might be thrown at us in terms of economic turbulence, crises such as 
Covid or political and other pressures. It is shared at the start of each year with the staff and often 
re-visited as a stimulus for thought and planning. 
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 The Hurst Strategic Vision 
 
Our why: Hurst’s Reason and Purpose for Existence 
To provide an educational experience which enables every pupil to become an independent, successful, well-grounded individual with excellent self-knowledge and strong values capable of leading worthwhile, happy, healthy and rewarding lives 
and enabling others to do the same.  
 
How we make it happen: The Hurst Mission Statement 
To provide an excellent all-round education with a strong academic core for every pupil. Leading to The Four Pillars on which our Strategy is based (and the metrics by which success might be judged): 

 

 
The Hurst Culture  
This is about the way that we do things, what we feel is important and how we live and work together every day. This requires a clarity and coherence amongst all stakeholders about Hurst’s purpose and a well-resourced commitment to the 
holistic development of every individual within strong communities coupled with an awareness and understanding of the world beyond Hurst. In its simplest form we have our core mantra: “work hard, do good and engage” but there is also 
the more complex Hurst Purpose1. Essentially, the culture is about a million little things every day rather than one single moment or outcome. Fundamentally, though, it is about attitude and how pupils and staff make the most of what lies 
within them as well as the opportunities around them and how they interact and treat each other and themselves. Judged by: 

• Level of understanding amongst pupils and staff as to why we are here. 
• Whether pupils and staff fully engage and make the most of what they have at Hurst.  
• How pupils and staff treat each other. 

 

 
 

Academic Hurst 
An engaging and motivating academic environment with 
outstanding teachers/coaches operating within the best 
facilities possible which enables all our pupils at every 
level:  
 
1. To develop into confident, skilled and thoughtful 
independent learners with effective habits and 
behaviours.  
 
2. To achieve the very best results of which they are 
capable as they study the most appropriate programmes. 

• Overall outstanding/excellent quality of 
teaching and learning (as judged by an 
Inspection or general observation and 
outcomes). 

• The realisation of Challenge Grades rather than 
just an aspiration. 

• Enthusiastic and full engagement in what we 
do as evidenced by reports, prizes, involvement 
with academic and intellectual matters beyond 
the rigid syllabus. 

• Top quartile value added (Independent Sector) 
at every level. 

• High quality training and CPD provision for all 
academic teaching staff. 

Co-Curricular Hurst 
A broad and attractive range of Co-Curricular 
opportunities accessible to all with emphasis on both 
participation (with outstanding personal outcomes in line 
with maximum ability) and excellence (wherever 
possible). These activities to be delivered by superb staff 
within excellent facilities which will enable our pupils to 
develop the skills, qualities and values necessary for 
success and happiness in later life along with that critical 
quality of self-knowledge. 

• Highest possible level of engagement, 
participation and inclusion in teams, fixtures, 
productions, activities, concerts etc. (“no-one 
on the bench”) even when they become 
optional.  

• Outstanding delivery of a full range of Co-
Curricular opportunities - sporting, creative, 
active, cerebral, and social with all valued 
equally. 

• Excellent outcomes across all ability ranges 
(from the enthusiastic amateur to the Semi-
Professional). Winning more fixtures than we 
lose. 

• No sense of tribalism or exclusive elitism. 

Pastoral Hurst 
Vibrant, supportive, civilised and civilising communities 
(especially, in the Senior School, the Houses) within the 
overarching single Hurst Community where pupils can be 
safe and feel that they belong as well as confidently be 
themselves in comfortable, high quality surroundings. 
Pupils to be supervised, mentored and supported by the 
best staff possible enabling all of them to grow into 
healthy, well-grounded, balanced and emotionally 
robust, fully-functioning human beings. 
 

• No pupils leaving the College for pastoral 
reasons or because “they don’t fit in”.  

• Pupils’ response to surveys on wellbeing and 
happiness (including food, “house comforts”, 
etc.) with a 90%+ approval rating. 

• Appropriate and effective support and a 
proactive approach to wellbeing for all.  

• High level of willingness amongst pupils to 
engage in the support and promotion of 
others. 

• The feedback from parents via questionnaires 
with a 90%+ approval rating including PRS for 
HoMs. 

• Outstanding provision in all matters relating to 
safeguarding.   

Future Prospects (Life beyond Hurst) 
Programmes and experiences designed to encourage 
and guide our Pupils and Staff to look to their futures 
enabling them to make the right choices both in terms 
of School progression, University, Career and in 
their personal lives once they have left the School. Our 
aim is to ensure that every pupil leaves here with a 
strong sense of the value of their own human capital 
including their relationships with others as well as a full 
understanding and possession of those uniquely 
human skills and qualities which will ensure their 
success and happiness in future years and enable them 
to make a positive contribution to the lives of others in 
the wider society. As the result of their experience 
within the Woodard tradition, pupils develop an 
awareness of life beyond the purely material and a 
willingness to embrace a Spiritual journey. 

• 90%+ acceptance at first choice Universities.  
• Minimal level of dropout once at University.  
• Success in subsequent careers.  
• Success in non-career areas: social capital, 

personal lives, health, mortality and general 
wellbeing.  

• Positive contribution to the lives of others in 
the wider society. 

• Successful development of staff and their 
careers. 

• Some form of Spiritual journey. 
• Successful transition through the phases of 

the College (Pre Prep -> Prep, Prep -> Senior, 
Senior -> Sixth).  
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Aims of Hurstpierpoint College 

(Reviewer: Headmaster, August 2021) 

1. Statement of Aims 
“The overarching aim of the College is to provide a genuinely excellent, all round education with a 
strong academic core for every pupil.” 

We expect pupils to enjoy their time here and to thrive and excel. They will join strong communities, 
make friendships that last a lifetime and take away memories that they will value over the years 
ahead.  

However, underpinning everything we do is the knowledge that School is not an end in itself but a 
preparation for the future.  Our overriding focus must be to ensure that when the moment comes 
for a pupil to leave, they are ready for the challenges that lie ahead and properly equipped to make 
a success of their future life. 

And so, first of all, we need to recognise that a pupil’s grades will dictate the options open to them 
after Hurst.  We believe that all our pupils must be given every opportunity to achieve the best 
possible grades so that they can progress to the university of their choice or move successfully 
straight into the world of commerce. 

Secondly, and as importantly, we aim to develop those skills, qualities and values which will turn 
such paper qualifications into success and also help to promote happiness in later life.  Academic 
grades will open the next door, but they will do no more than that and are no guarantee of success 
thereafter.  It is skills such as problem-solving, analysis, communication, persuasion and the ability to 
work with others that will drive success in the wider world.  Likewise, it is those great qualities of 
confidence, self-reliance, perseverance and openness to new ideas and a readiness to take the 
initiative, to innovate and to make things happen that will enable pupils to achieve where others 
might falter. It is our belief that such qualities and skills are often developed outside the Classroom 
through non-academic activities. 

Finally, we want pupils to develop certain values: a sense of duty, an awareness of right and wrong 
and a respect for others - the Christian ethos which is fundamental to us as a Woodard School, 
underlies all these values. We certainly want pupils to be ambitious with a clear sense of purpose 
but we also want them to develop a balanced view of life that values the needs of both the 
individual and the wider global community and has a sense of a spiritual life beyond our day to day 
existence. 

 These, then, are the key elements of a Hurst education and we must constantly review the 
excellence of our provision. Are our pupils enjoying and benefiting fully from their time here? Will 
they be in the best position to choose their own future when they come to leave?  Will they be 
equipped and ready for what lies ahead? 

Pupils, of course, also have a critical role to play in their own education. They must be encouraged to 
make the most of their time at Hurst, take the initiative and be ready to seize the opportunities open 
to them. Increasingly, they should take responsibility for their lives, gain clear self-knowledge, 
develop a clear vision of what they wish to achieve for themselves and others as well as how to 
achieve it.  

Your time at Hurst (and this applies to both pupils and staff) should be challenging, exciting, hard 
work and rewarding. When you come to look back on your career here, I hope that you will do so 
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both with enjoyment and a feeling that it was worth it. To achieve this will require a serious 
commitment from all of us.  

2. Summary of Aims
Note: Due to the format, this summary does lack some of the nuances and tonality of the Statement 
of Aims which really does encapsulate the Hurst Philosophy of Education. However, it should act as a 
helpful checklist for staff who, at a glance, can use it for guidance. 

1. To ensure that the academic potential of every pupil is realised
• To enable every pupil to achieve the highest grades possible for him/her.
• To stretch, challenge and enthuse every pupil.
• To encourage pupils to be independent learners with a strong work ethic.
• To tutor and teach pupils how to learn.
• To develop a School wide culture which encourages learning.

2. To develop every pupil as an individual
• To provide a range of extra-curricular opportunities and activities which will develop certain

skills, qualities and values in every pupil.
• To provide excellent quality coaching (intellectual, sporting, creative, etc.) which will enable all

pupils to access these opportunities, to maximise their extra-curricular potential.
• To encourage and ensure that pupils make the most of these opportunities.
• To provide pupils with the opportunity to take the initiative and responsibility in their day to

day school lives.
• To provide a strong moral and spiritual context for all pupils.
• To develop within pupils an awareness and appreciation of their own and other cultures.
• To encourage pupils to develop their own set of values based on the Christian ethos of the

College.
• To develop a sense of communal responsibility through teams, houses and belonging to other

groups within the wider school community.

3. To provide all pupils with a worthwhile and enjoyable education
• To prepare pupils properly for the next stage in their lives.
• To develop individuals who are well-balanced, with enquiring minds, who will make the most

of the opportunities before them in life.
• To encourage and enable pupils to have an understanding of themselves, the world around

them and a clear sense of their own future.
• To place importance on enjoyment of all aspects of life (intellectual, creative, extra-curricular,

social, spiritual) at Hurst.
• To enable pupils to recognise the rewards (not only the material ones) which arise from

pushing themselves to achieve their potential.

3. The Hurst Purpose
(Reviewer: Dominic Mott, August 2021) 

The Hurst Purpose is an attempt to encapsulate the values which all members of Hurstpierpoint 
College should hold in common. These values should reflect our continuity with our Woodard 
tradition, but at the same time take into account our changing context and the fact that not all 
members of the College community are active Christians of the Anglo-Catholic tradition.  Indeed, the 
composition of the College is (rightly) becoming a more accurate expression of the diversity of our 
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society. Within such a pluralist society and school, dogmatic expressions of spiritual and moral belief 
are untenable.  Nevertheless, staff and students – no matter what their individual beliefs – should 
have a clearer idea of the values to which this Woodard College tries to give active expression in its 
corporate life.  

  

The phrase ‘Hurst Purpose’ was deliberately chosen to represent a number of notions: the College’s 
raison d’être as a charitable educational establishment which aims to bring out the best in every 
child; the hope and expectation that each pupil and member of staff will set their own individual 
goals such that their time at Hurst has its own special meaning; and a sense of energy and 
engagement which typifies the way that members of the Hurst community commit to achieving 
those goals. At its heart is the simple message of “Work Hard, Do Good, and Engage” whilst the 
three ‘R’s of Responsibility, Respect and Resilience are some of the key character traits we seek to 
promote in our pupils and staff. The attitudes encapsulated in the speech bubbles and the skills 
represented by the clouds then define the way we encourage our pupils to think, to interact with 
one another, and to learn. 

In the first place this school should give priority to the development of personal and corporate 
spirituality within the context of an holistic education.  Spirituality may be defined as the exploration 
of the transcendent dimensions of life and of questions of ultimate meaning and purpose.  In 
practical terms this will be encouraged in the context of Chapel and the ministry of the Chaplaincy.  
However, spirituality must also be developed – whenever relevant and appropriate - through other 
subject areas in the curriculum.  Departments should give consideration to, and receive training in, 
making the appropriate connections between spirituality and their subject area.  

Hurstpierpoint College’s dominant spiritual ethos should be distinctively Anglican and Eucharistic, 
but should at the same be broad and inclusive and allow for a broad range of opinion and belief 
within the staff and pupil body.  Dogma should never be imposed and tolerance and respect are at 
all times to be fostered.  
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Flowing from the understanding of the College as part of a Eucharistic body is the principle of 
community.  As with any Eucharistic community, this principle must be reflected not simply in 
worship, but through all of our life together.  Given the individualism of our age, the construction of 
community takes on a particularly significant counter cultural role.  In practical terms it should 
mean:  

Maximum attendance in Chapel by staff and pupils, as well as other corporate events.  Community 
will be reflected in the way we come together and in which show support for each other (especially 
the pupils) at school events.  

A strong team ethic.  While individual talent should be fostered and praised all areas of school life, 
this should only happen in the context of the overriding importance of the team and its shared 
success or failure.  

Care and compassion.  The Guardian Scheme must continue to develop and should reflect an overall 
ethos wherein both staff and pupils take an active interest in the well-being of their peers.  

Good working conditions.  As an expression of such a caring attitude, the College should always be a 
fair and understanding employer.  Fair wages should be on offer to all staff (both teaching and non-
teaching) and every effort made to provide employees with the support necessary for them to both 
be happy and do their jobs well.  

Inclusivity. The College should be welcoming, warm and open, particularly towards those who make 
up minority groups within the College’s overall composition.  There should be a clear stance against 
bullying and all forms of discrimination.    

Our understanding of community should not be introspective, but should extend to embodying the 
values of service and self-sacrifice articulated in the Gospels.  It is clearly important that students 
have an awareness of the needs of the world and of their moral obligation to act in its service.  Given 
the privileged background of most of our pupils and the current climate of social and political 
apathy, it is important that we actively seek to promote pupils’ awareness of the world in which they 
live.  This will mean:  

• the development of Community Service; 
• the development of Charity initiatives;  
• inviting more external speakers who can raise awareness; 
• a greater social awareness element in our Skills for Life programme; 
• debating and discussing social and political issues as they arise through all areas of the 

curriculum, but especially the humanities.  

While emphasizing community, the College will also - in keeping with Christian tradition - maintain 
and uphold the dignity and value of individuals.  We should reject a functional notion of worth which 
values people only in terms of their achievements.  While valuing hard work and achievement, we 
should particularly seek to be a community which embraces and encourages the less able, those for 
whom great attainment is beyond their grasp.  This would mean being philosophically aware lest we 
are seduced by an exam-based, league table culture.  Hurstpierpoint College should be a place 
where all are affirmed and the word of praise is spoken far more frequently than the word of 
discipline.  

Upholding the dignity of individuals necessarily implies an emphasis on respect for all people within 
the College community.  Such respect will be reflected in the relationships amongst staff as well as 
the relationships between pupils and staff (‘staff’ in both cases meaning both teaching and non-
teaching colleagues).  Pupils should interact with staff in a way which reflects the staff member’s 
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position of authority, but at the same time can expect to be treated with courtesy and civility by all 
adult members of the College.  We should also seek to foster and develop a sense of moral 
responsibility and integrity amongst pupils and staff.  There must be a clear understanding of 
cheating, lying, theft etc as not simply disciplinary offences, but moral ones.  Our sense of integrity 
should be especially evident on the games field, where a strong position should be taken on any 
attempt to gain unfair advantage.  A Hurstpierpoint College team will show a strong will to win, but 
this will not extend to embracing any forms of cheating or gamesmanship.    

All of this implies the primary importance of the development of the moral faculties of pupils within 
Hurstpierpoint College.  Young people need to understand that firstly they are moral agents who 
have the ability to make choices, and secondly that those choices need to be made on the basis of 
what will benefit others and the community, rather than themselves.  If we can go even some way to 
inculcating such a moral sense in our College, what we shall have achieved will be immeasurable. 
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Safeguarding    
(Reviewer: Debbie Stoneley, September 2021) 
 

Child Protection 
 
1. Background  
At Hurstpierpoint College, the protection and welfare of our pupils is of paramount importance.  
Hurstpierpoint College staff (including governors, supply staff and volunteers) have a child-centred 
approach to safeguarding, considering at all times what is in the best interests of the child and 
recognising that safeguarding is everyone’s responsibility. We appreciate the importance of children 
receiving the right help at the right time to address risks and to prevent issues escalating. We are 
committed to act on, and refer, early signs of abuse and neglect and to reassess and challenge when 
there is inaction.  Creating a culture of vigilance in and around the College, is of utmost importance 
to us. 
 
This policy applies to the Senior, Prep and Pre-Prep Schools, including the Early Years Foundation 
Stage. This policy is available to parents, both on the College’s website and as a paper copy on 
request from the Headmaster’s secretary. This policy is written in accordance with inter-agency 
procedures agreed with the West Sussex Safeguarding Children’s Partnership (WSSCP) and has 
regard to the following guidance and advice: 
 
‘Keeping Children Safe in Education’ (Sept 2021) (KCSIE). 
‘Working Together to Safeguard Children’ (2018). (WT) 
‘What to do if you’re worried a child is being abused’ (Guidance: March 2015). 
The use of social media for on-line radicalisation (July 2015). 
Sexual violence and sexual harassment between children in schools and colleges, Advice for governing bodies, 
proprietors, head teachers, principals, senior leadership teams and designated safeguarding leads (Guidance: 
Sept 2021). (“SVSH”) 
Disqualification under the Childcare Act 2006 (DfE, August 2018). 
Revised Prevent Duty Guidance: for England and Wales (April 2021) 
Information sharing: advice for practitioners providing safeguarding services to children, young people (HM 
Government, July 2018). 
Sharing nudes and semi-nudes: advice for education settings working with children and young people. (UKCIS 
2020) 
Children missing education (DfE, September 2016). 
Child sexual exploitation: definition and a guide for practitioners, local leaders and decision makers working to 
protect children from sexual exploitation (DfE, February 2017). 
Multi-agency statutory guidance on female genital mutilation (HM Government, April 2016). 
Sexual Offences Act 2003 – Up skirting - Voyeurism Offences Act April 2019 
Preventing youth violence and gang involvement and its Criminal exploitation of children and vulnerable 
adults: county lines guidance (Sept 2018) 
 
This policy is reviewed, on an annual basis, at least, by the school governors. The last date of review 
was September 2020 
 
Designated Lead and Deputy 
Contact Details 
The Designated Persons who take responsibility for child protection across the college are as follows: 
 
Designated Safeguarding Lead (DSL): 
Mrs Debbie Stoneley: Director of Safeguarding (Whole school) 
debbie.stoneley@hppc.co.uk   01273 836523 (w) 07590 042857 (m) 
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Designated Safeguarding Lead (DSL): 
Mrs Caty Jacques, Deputy Head Pastoral Care 
caty.jacques@hppc.co.uk   01273 836887 (w) 07545 981355 (m) 
 
Designated Safeguarding Lead (DSL) 
Mr Simon Hilliard, Director of Safeguarding (Whole school) 
simon.hilliard@hppc.co.uk  01273  836877 (w)  07540 621752(m) 
 
Mr Nicholas Oakden, DSL, Deputy Head Prep School (Responsibility for EYFS) 
nicholas.oakden@hppc.co.uk  01273 836997 (w) 07889 170690 (m) 
 
The Governor with responsibility for Safeguarding and Child Protection is: 
Dr Sadhana Brydie Email: sb.gov@hppc.co.uk  
Chair of Governors is Tony Jarvis  Email: aj.goc@hppc.co.uk  
 
The West Sussex Children’s Partnership procedures can be found at; 
https://sussexchildprotection.procedures.org.uk/  
Telephone: 03302 225296 
 
Other contacts: 
The West Sussex D.O. are Miriam Williams and Donna Tomlinson 
Assistant D.O. is Sally Arbuckle 
LADO Consultation number: 0330 222 6450 (9am- 5pm) 
LADO Service 01403 229900 (through the MASH) 
Out of Hours Emergency Duty number 0330 222 26664 (5pm-9am) 
Email: LADO@WestSussex.gov.uk  
 
Safeguarding in Education Manager for West Sussex is Jez Prior Jez.Prior@westsussex.gov.uk  
West Sussex has a MASH Education Advisor; 
Ellen Ford        ellen.ford@westsussex.gov.uk  
 
The number to be used where there are concerns that a child may be at risk, or in need, is Multi 
Agency Safeguarding Hub (MASH) Horsham 01403 229900, Out of Hours 03302226664    
Email: www.mash@westsussex.gov.uk now known as the Integrated Front Door (IFD) 
 
The DfE dedicated non-emergency helpline for support and advice about extremism is 020 7340 
7264 (or online at counter-extremism@education.gsi.gov.uk). 
 
To make a Channel Police referral (for radicalisation concerns) contact the Sussex Police Prevent 
Team - Telephone 101/ ext. 531355 or Email: prevent@sussex.pnn.police.uk or contact the MASH on 
the number above 
 
Teaching Regulation Agency (TRA) – Teacher Misconduct, Ground Floor South, Cheylesmore House, 
5 Quinton Road, Coventry. CV1 2WT 
Tel: 0207 593 5393 Email: misconduct.teacher@education.gov.uk 
 
NSPCC Whistleblowing Advice Line: 0800 028 0285 
Email: help@nspcc.org.uk    
  
Related Policies 
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This policy should be read in conjunction with the following Hurstpierpoint College Safeguarding 
Policies: 

Anti-Bullying Policy (including cyber-bullying) 
Behaviour Policy – Pupils  
Use of Images Policy 

         Alcohol Policy 
Smoking Policy (Pupils) including EYFS 
Intimate Care Policy 
Pupils’ Entitlement to Privacy – please refer to the Staff Code of Conduct 
IT Acceptable Usage Policy (Staff/Pupils) 
Relationships and Sex Education Policy (including EYFS) 
Recruitment, Selection and Disclosures Policy 
Drugs Policy 
Restraint – please refer to the Staff Code of Conduct 
Mental Health Policy - Students 
E-mail & Internet – please refer to the IT Acceptable Usage Policy (ICT) 
Social Media Policy 
SEN and Learning Support 
Death and Bereavement Policy 
Admissions & Learning Support Policy 
Equal Opportunities Policy for Pupils 
Health and Safety Policy 
EYFS Mobile Devices – Acceptable Use Policy 
Children Missing in Education Policy 
Transgender Guidance 
Staff Code of Conduct. 

 
Hurst as a Listening school 
All children at the College, regardless of their age, have an enormous support network around them. 
They have a significant number of people to whom they can turn at any time. These include the 
Chaplain, teaching staff, tutors, coaches, prefects, guardians, house masters and mistresses, school 
counsellors, medical centre staff and the DSLs. The children also have access to an Independent 
Listener.  
 
There is, on each child’s portal, a HURST HELP button, which, when clicked, opens a text box. If 
children are not able to verbalise their worries or concerns, they can do so through the medium of 
text.  
 
All staff are committed to giving the children in our care the time and space that they need and 
understand that non-judgemental listening is an important skill to master when working with 
children. Knowing what to say and when, can make all the difference in the world to a child who is 
struggling to open up.  
 

Safeguarding children is at the heart of everything we do.  
 
Children in Need 
These are children who are not suffering from, or at risk of, serious harm but may need additional 
support either through health or educational provision e.g. Children and Adolescents Mental Health 
Services (CAMHS), Early Help, Child and Family Assessment or other local agencies.  
The child is deemed unlikely, under the Children Act (1989), to achieve or maintain a reasonable 
level of health or development, or whose health and development is likely to be significantly or 
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further impaired, without the provision of services; or a child who is disabled. Children in need may 
be assessed under section 17 of this act.  
In West Sussex, the introduction of the Integrated Front Door means that all referrals into services 
are accessed via the Front Door. At this point, the information received is triaged and the 
appropriate action is taken, depending on where the referral sits on the threshold continuum. 
 
Definitions of safeguarding and types and signs of abuse 
Safeguarding and promoting the welfare of children is defined as; 

• Protecting children from maltreatment.  
• Preventing impairment of children’s mental and physical health or development;  
• Ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care.  
• And taking action to enable all children to have the best outcomes. 

 
Abuse is a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting 
harm, or by failing to prevent harm. Children may be abused in a family, or in an institutional or 
community setting, by those known to them or, more rarely, by others (e.g. via the internet). Abuse 
can take place wholly online, or technology may be used to facilitate offline abuse. They may be 
abused by an adult or adults or by another child or children. Abuse can be: 

• Physical 
• Emotional 
• Sexual and/or 
• Neglect 
• Staff are referred to Appendix 1 of this policy for further detail of the types of abuse and 

possible signs of abuse. 
 
2. Procedures for dealing with concerns about a child. 
If staff suspect, or hear, an allegation or complaint of abuse, or neglect, from a child or any third 
party, they must act immediately and follow relevant procedure below. Staff should not assume that 
someone else will take action and share information that might be critical in keeping children safe. 
The guidance, Information Sharing: Advice for practitioners providing safeguarding services to 
Children Young People, Parents and Carers, supports staff who have to make decisions about sharing 
information. Fears regarding sharing information under the data protection Act 2018 and the GDPR 
should not be allowed to stand in the way of the need to safeguard and promote the welfare and 
protect the safety of children. If in doubt about what information can and should be shared, staff 
should speak to the Designated Safeguarding Lead.  
 
RECEIVE 
• Do not promise confidentiality. Explain that you may have to pass the information on. Do not 

say, (until you are sure that the disclosure does not concern them) that you will need to tell the 
DSL. Ask the child if they mind if you make some rough, handwritten notes. 

• Listen to the child. If you are shocked by what they tell you, try not to show it. Take what they say 
seriously. Children rarely lie about abuse (NSPCC statistics) and to be disbelieved adds to the 
traumatic nature of disclosing. Children may retract what they have said if they meet with 
revulsion or disbelief. 

REASSURE 
• Stay calm and reassure the child that they have done the right thing in talking to you. It is 

essential to be honest with the child so try not to say things like, “everything will be alright,” 
when you aren’t sure that they will be. Try to alleviate feelings of guilt by saying, “You are not to 
blame”. Acknowledge how hard it must have been for the child to tell you. 

REACT 
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• Do not ask leading questions. In fact, just let the child talk. You can say, “Is there anything else 
you would like to tell me?” If not, do not press the child for more. Explain what you have to do 
next and to whom you have to talk. Use your professional judgement at this point as to the 
degree of danger the child is immediately in. Inform a DSL straight away. 

RECORD 
• As soon as you are able, alert a DSL to the disclosure. This can be done verbally (you may also 

need to bring the child with you) or, by entering an incident marked; Highly Confidential, DSL’s 
eyes only on CPOMS.  

• Do not destroy your original notes in case they are required by a court. Record the date, time, 
place, any noticeable verbal or non-verbal behaviour and the words used by the child. Give 
details of what was said, by whom and in whose presence and then sign and date the document. 
If the child uses their own private sexual words, record the actual words used, rather than 
translating them into ‘proper’ words.  Where the allegation relates to harmful sexual behaviours, 
the disclosure should be managed with two members of staff present (one of them being a DSL). 
Draw a diagram to indicate the position of any bruising. A body map can be found on CPOMS. Be 
objective in your recording: include statements and observable things rather than your 
interpretations or assumptions. 

SUPPORT 
• Get some support for yourself, without disclosing confidential information about the child to 

colleagues. This can be an upsetting experience. Our college counsellors (Jerome Joseph and 
Debs Henderson) are here four times a week and are based in the Medical Centre. The DSL will 
help you to find the support that you need. 

 
Where there is a safeguarding concern, the school will ensure the pupil’s wishes and feelings are 
taken into account when determining what action to take, and what services to provide. This is 
particularly important in the context of harmful behaviours, such as sexual harassment and sexual 
violence. 
 
Contextual Safeguarding 
Safeguarding incidents, and/or behaviours, can be associated with factors outside the school, and 
can occur between children outside school. All staff, but especially the DSL and any deputies, should 
consider the context within which such incidents and/or behaviours occur. The school will, as part of 
the wider assessment of children, consider whether environmental factors are present in a child’s 
life that are a threat to their safety and/or welfare. The school will share as much information with 
Children’s Social Care as possible, as part of the referral process, to enable consideration of all the 
available evidence and the full context of any abuse. The school will always assess the risks and 
issues in the wider community when considering the well-being and safety of its pupils. 
 
Child Sexual Exploitation 
This is a form of child sexual abuse. It can be a one-off occurrence or might happen over time. Staff 
should read KCSIE (2021) Annex B (page 125) for further information. 
All staff should be alert to the signs and behaviours associated with CSE. More information can be 
found in: Child sexual exploitation: Definition and a guide for practitioners )DfE 2017) 
See Appendix 3 
 
Child Criminal Exploitation 
Child criminal exploitation is a rapidly developing form of abuse. The vulnerability of children 
involved in criminal exploitation is not always recognised by adults and professionals, and all staff 
should be aware of the factors which might contribute to this form of exploitation. Staff should read 
KCSIE (2021) Annex B (page 125) for further information. All staff should be alert to the signs and 
behaviours associated with CCE. 
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See Appendix 3 
 
County Lines 
County lines is a term used to describe gangs and organised criminal networks involved in exporting 
illegal drugs (primarily crack cocaine and heroin)  into one or more importing areas (within the UK), 
using dedicated mobile phone lines or other form of ‘deal line’.  Staff should read KCSIE (2021) 
Annex B (page 126) and make sure they are familiar with the behaviours and terminology associated 
with this type of abuse. 
See Appendix 3 
 
Serious Violence 
All staff should be aware of the indicators which may signal that children are at risk from, or are 
involved with, serious violent crime. These may include; 

• Increased absence from school 
• A change in friendships or relationships with older individuals or groups 
• A significant decline in performance, 
• Signs of self-harm or a significant change in well-being, 
• Signs of assault or unexplained injuries. 

All staff should be aware of the range of risk factors which increase likelihood of involvement in 
serious violence, such as; 

• Being male 
• Having been frequently absent or permanently excluded from school 
• Having experienced child maltreatment 
• Having been involved in offending, such as theft or robbery. 

 
Domestic Abuse 
The Domestic Abuse Act 2021 (Part1) defines Domestic Abuse as a range of behaviours, either as a 
pattern or as a single incident.  
Children witnessing DA, in the context of their home life, can be adversely affected by this form of 
abuse, especially where it occurs between family members. The definition of Domestic Abuse 
applies to children if they see or hear, or experience the effects of, the abuse; and they are related 
to the abusive person. Staff should familiarise themselves with KCSIE (2021) Annex B (page 128) for 
more information. 
See Appendix 3. 
 
F.G.M. 
Female genital mutilation refers to procedures that intentionally alter or cause injury to the female 
genital organs for non-medical reasons. The practice is illegal in the UK. In certain circumstances the 
Police may need to be called: for example, in known cases of Female Genital Mutilation (i.e. where 
you are informed by a girl under 18 that an act of FGM has been carried out). This is a criminal 
offence (Serious crime Act 2015) and reporting to the Police is mandatory by the teacher who 
discovers it. However, staff should still consider, and discuss, any cases with the DSL and involve 
children’s social care as appropriate. Staff should refer to KCSIE (2021) Annex B (page 131) for 
further information. This duty does not apply in relation to at risk or suspected cases. 
See Appendix 3 
 
Children with a Social Worker 
At Hurst, we recognise that when a child has a Social Worker, it is an indicator that the child is more 
at risk than most pupils. This may mean that they are more vulnerable to further harm, as well as 
facing educational barriers to attendance, learning, behaviour and poor mental health. 
We take these needs into account when making plans to support pupils who have a Social Worker. 

Staff Handbook 13 18/05/2022



 
Honour-based Abuse 
So called ‘honour-based’ abuse (HBA) encompasses crimes which have been committed to protect 
or defend the honour of the family and/or community. Including FGM, forced marriage and practices 
such as breast ironing. All forms of so called HBA are abuse (regardless of the motivation) and should 
be handled and escalated as such. Staff should read KCSIE (2021) Annex B page 130) 
See Appendix 3 
 
Children Missing Education 
Knowing where children are during school hours is an extremely important aspect of Safeguarding. 
Missing school can be an indicator of abuse and neglect and may also raise concerns about other 
safeguarding issues including the criminal exploitation of children. This may be a sign that the child is 
involved in County Lines.  We monitor attendance carefully and address poor or irregular attendance 
without delay. 
Staff should refer to the school’s Children Missing Education policy in the Staff Handbook for further 
information. Staff should also raise their concerns immediately with the DSL. 
 
Early intervention is necessary to identify the existence of any underlying safeguarding risk and to 
help prevent the risks of a child going missing in the future. 
 
Where reasonably possible, the school holds more than one contact number for each child to 
provide us with additional options to make contact with a responsible adult when a child missing 
education is also identified as a welfare and/or safeguarding concern. 
 
We will always follow up with parents/carers when pupils are not at school. 
 
In response to KCSIE (2021) the school has: 
 

• Staff who understand what to do when children do not attend regularly 
• Appropriate policies, procedures and responses for pupils who go missing from education 

(especially on repeat occasions) 
• Procedures to inform the local authority when we plan to take pupils off-roll when they; 

a) Leave school to be home educated 
b) Move away from the school’s location 
c) Remain medically unfit beyond compulsory school age 
d) Are in custody for four months or more (and will not return to school afterwards) or 
e) Are permanently excluded.  

 
When a pupil leaves the school we will record the name of the pupil’s new school and their start 
date, wherever possible and the DSL will complete the WSCC Removal From Roll documentation. 
The school will take advice from the appropriate authority when a pupil fails to attend school 
regularly or has been absent, without the school’s permission, for a period of 10 school days or 
more. This may be continuous or sporadic in nature. 
 
Private Fostering 
A private fostering arrangement is one that is made privately (without the involvement of a local 
authority) for the care of a child under 16 years of age (under 18yrs if disabled), by someone other 
than a parent or close relative, in their own home, with the intention it should last for 28 days or 
more. 
 
See Appendix 3 for further details 
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Prevent 
What staff should do if a child is seen as at risk of radicalisation 
Radicalisation and the Prevent Agenda is discussed in staff training. Staff are made aware of Prevent 
and their duty to have due regard to the need to prevent people from being drawn into terrorism. 
The DSLs have both completed Prevent training. The DSLs attend biennial Prevent training at WSCC.  
 
The Chair of Governors has completed the Westminster College of Policing online prevent training, 
as have many staff. 
 
All children are taught, through regular PSHE lessons, about fundamental British values, which 
enables them to challenge extremist ideas. 
 
A Prevent risk assessment has been carried out and the staff are aware that they have a duty to look 
out for those signs which may indicate that a child (or children) are being drawn into terrorism or 
other extreme ideologies. Any changes in behaviour, or specific background factors, are taken into 
account. They are told that this will necessitate a report to a Channel Police Practitioner or to the 
MASH/IFD. The school will play a full and active part in any supportive interventions that may be 
necessary. 
 
Although a Christian institution, the College seeks to present the Christian message in an inclusive 
way and recognises the importance of introducing pupils to different beliefs and cultures.  However, 
it will not invite speakers who do not advocate the mutual respect and tolerance of those with 
different faiths and beliefs. 
 
The College has a duty under Prevent legislation to ensure that all visiting speakers are suitable and 
appropriately supervised.  Visiting speakers will include individuals giving talks on academic subjects, 
pastoral matters and career guidance, as well as preachers in chapel. 
 

• All visiting speakers must be assessed for their suitability by the member of staff organising 
the talk/visit.  This assessment may be a personal recommendation or on-line references, 
but some basic background research must be undertaken and talks vetted in advance. 

• The Deputy Head (Pastoral) will keep a record of visiting speakers attending the College. 
• Staff organising talks should email the Deputy Head (Pastoral) at least one week in advance 

of the visit, using the message header ‘VISITING SPEAKER’; detailing the name and 
credentials of the speaker; and outlining the topic and broad content of the talk.   

• All visiting speakers must be accompanied at all times and a member of staff must be 
present during talks. 

• Speakers attending on a regular basis, or who will not be accompanied, will be subject to 
vetting checks as set out in the College's Recruitment, Selection and Disclosures Policy and 
Procedures. 

 
Staff should read KCSIE (2021) Annex B page 132/133 
See Appendix 3 
 
If staff have concerns that there is an immediate/significant risk of a child being drawn into 
terrorism, they must report to the DSL immediately or call the numbers listed at the beginning of the 
policy. 
 
Children with SEND 
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Children with special educational needs or disabilities (SEND) or certain health conditions can face 
additional safeguarding challenges. Additional barriers can exist when recognising abuse and neglect 
in these children. These can include: 

• Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to 
the child’s condition without further exploration. 

• These children being more prone to peer group isolation or bullying (including prejudice-
based bullying) than other children. 

• The potential for children with SEND or certain medical conditions being disproportionally 
impacted by behaviours such as bullying without outwardly showing any signs, and 

• Communication barriers and difficulties in managing or reporting these challenges. 
At Hurst, we provide extra pastoral and often academic support for these children The DSL and 
Head of Learning Support meet weekly to discuss individual cases. 

 
Early Help 
There is a difference between having concerns about a child (for instance where a pupil has not 
suffered and is not likely to suffer significant harm, but is in need of additional support from one or 
more agencies) and a child being in immediate danger. 
 
Early help means providing support as soon as a problem emerges at any point in a child’s life. 
Where a child would benefit from coordinated early help from a number of agencies, an early help 
inter-agency assessment should be arranged. Parental consent is required for this. 
School staff are in a good position to identify concerns early, provide help for children, promote 
children’s welfare and prevent concerns from escalating. 
 
All staff should be aware that providing early help is more effective in promoting the welfare of 
children than reacting later.  All staff should be aware of the early help process and understand their 
role which includes:  

• Identifying emerging problems. 
• Discussing early help requirements with the DSL. Sometimes the child’s situation 

can be adequately managed internally, via the school’s own pastoral support 
processes. 

• Sharing information with other professionals to support early identification and 
assessment and, in some cases, acting as the lead professional in undertaking an 
early help assessment. 

• Any such cases will be kept under constant review. 
 
Staff should be aware that all children may benefit from early help but that they should be 
particularly alert to the potential need for early help of a child who: 

• Is disabled or has certain health conditions and has specific educational needs. 
• Has special educational needs (whether or not they have an EHCP) 
• Has a mental health need 
• Is a young carer. 
• Shows signs of being drawn into anti-social or criminal behaviour, including gang 

involvement and association with organized crime groups or county lines. 
• Has a family member in prison, or is affected by parental offending 
• Frequently goes missing from care or from home. 
• Is misusing drugs or alcohol themselves 
• Is at risk of modern slavery, trafficking or exploitation. 
• Is in a challenging family circumstance e.g substance abuse, adult mental health 

issues or domestic abuse 
• Has returned home to their family from care. 
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• Is showing early signs of abuse and/or neglect. 
• Is at risk of being radicalised or exploited. 
• Is a privately fostered child. 
• Is persistently absent from education, including persistent absences for part of the 

school day 
• Is at risk of ‘honour’-based abuse, such as Female Genital Mutilation or Forced 

Marriage 
 
A member of staff or volunteer who considers that a pupil may benefit from early help should, in the 
first instance, discuss this with the DSL.  If early help is appropriate, the DSL should support the staff 
member by liaising with other agencies and setting up an inter-agency assessment as appropriate. 
The DSL should keep the case under constant review and consider referring the case to the LA 
Children’s Services if the child’s situation does not improve. 
The DSL meets termly with the Mid Sussex Early Help Lead and is, therefore, kept informed of new 
courses and interventions that are available within the county and, more specifically, Mid-Sussex. 
 
What staff should do if they have concerns about a child 
If any member of staff, or volunteer, has any concerns about any pupil or incident (as opposed to a 
child being in immediate danger) that touches upon safeguarding or child protection issues, he or 
she should report them straight away to a DSL. They should be mindful that early information 
sharing is vital for effective identification, assessment and allocation of appropriate service 
provision. At Hurst we use CPOMS to record many different types of pastoral concerns, not just 
safeguarding. The DSLs are automatically alerted to all entries.  Staff are able to notify the DSLs 
immediately by ticking the ‘Highly Confidential DSL Eyes Only’ box if they wish to relay the 
information, confidentially, to the DSLs only. If they are happy for the class teacher, 
Housemaster/mistress and dedicated ‘others’ (e.g., medical centre staff) to see the report they can 
leave the box unchecked. The DSLs will pick up the alert immediately and, from there, can arrange to 
meet the member of staff and /or child and can triage the situation. If a phone call is made to the 
DSL or the member of staff speaks to the DSL in person, the DSL will make notes and add them to 
CPOMS as soon as is practically possible. 
If none of the DSLs are available, the member of staff should go to the Head of School or the 
Headmaster directly. 
 
Safeguarding is the responsibility of all members of our community and, although referrals are 
usually managed by the DSL, anyone can refer a child to Children’s Social Care if necessary. All staff 
and volunteers are made aware of this during training. The DSL, or staff member, will make prompt 
contact with the relevant Children’s Social Care Team where there are concerns that a child may be 
in need of help, or at risk of harm. If anyone other than the DSL makes a referral, they will inform the 
DSL immediately afterwards. If a child’s situation does not appear to be improving, the DSL should 
re-refer or challenge the inaction, using the escalation procedure if necessary. 
 
If a decision is made to refer the child to Children’s Social Care this will normally be in consultation 
with the parents, unless to do so would put the child at risk of further harm. Inter-agency 
assessment using WSSCP processes will then be instigated. This will involve the use of the Signs of 
Safety assessment process, the Common Assessment Framework (CAF) and/or the ‘Team Around the 
Child’ (TAC) approaches. The DSL has access to Holistix and has completed Holistix training. 
 
3.   What staff should do if a child is in danger or at risk of harm 
This diagram illustrates what action should be taken, and who should take it, where there are 
concerns about a child.  
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1 In cases which also involve a concern or an allegation of abuse against a staff member, see Part Four of this guidance.  
2 Early help means providing support as soon as a problem emerges at any point in a child’s life. Where a child would benefit from co-
ordinated early help, an early help inter-agency assessment should be arranged. Chapter one of Working Together to Safeguard Children 
provides detailed guidance on the early help process.  
3 Referrals should follow the process set out in the local threshold document and local protocol for assessment. Chapter one of Working 
Together to Safeguard Children.  
4 Under the Children Act 1989, local authorities are required to provide services for children in need for the purposes of safeguarding and 
promoting their welfare. Children in need may be assessed under section 17 of the Children Act 1989. Under section 47 of the Children Act 
1989, where a local authority has reasonable cause to suspect that a child is suffering or likely to suffer significant harm, it has a duty to 
make enquiries to decide whether to take action to safeguard or promote the child’s welfare. Full details are in Chapter one of Working 
Together to Safeguard Children.  
5 This could include applying for an Emergency Protection Order (EPO). 
 
If staff (including governors, supply staff and volunteers) believe that a child is in immediate danger 
or at risk of harm, they should speak to the DSL immediately or make the referral to Children’s Social 
care and/or the Police themselves. Any such referral must be made immediately. Parental consent is 
not needed for referrals to statutory agencies such as the police and the MASH/IFD. It is however, 
normal procedure within WSSCP to inform parents that this is about to happen, unless it places the 
child at greater risk of harm. If anyone other than the DSL makes a referral, they must inform the 
DSL immediately. The local authority social worker should acknowledge the receipt to the referrer 
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within 24 hours and make a decision about the next steps and type of response required. Staff 
should challenge any inaction and follow this up with the DSL and Children’s Social Care as 
appropriate. All concerns, discussions and decisions made should be recorded in writing. 
The document ‘When to call the Police’ (Guidance for Schools and Colleges) 
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%2
0police%20guidance%20for%20schools%20and%20colleges.pdf is a resource which gives greater clarity to 
some situations. 
 
Teaching children how to keep safe  
At Hurst we ensure that all pupils are taught about safeguarding, including online, through the 
curriculum and PSHE, to help children to adjust their behaviours, and in order to reduce risks 
(including radicalisation) and build resilience. Children are taught to recognise when they are at risk 
and how to get help when they need it. This can happen, for example, through school and in-house 
assemblies, where children are frequently reminded of the avenues they have available for either 
reporting a wrong-doing or asking for help for themselves or for a friend. The HUST HELP button is 
also highlighted as a way of requesting help in a non- verbal way. 
 
Internet safety is an integral part of the school’s IT curriculum and also embedded in PSHE. 
The school has appropriate filters and monitoring systems in place to safeguard children from 
potentially harmful and inappropriate materials online. The school’s system is Smoothwall. Such 
systems aim to reduce the risk of children being subjected to harmful online interactions with others 
and help manage online behaviour that can increase a child’s likelihood of, or causes, harm. 
All staff should be aware that technology is a significant component in many safeguarding and 
wellbeing issues. Children are at risk of abuse online as well as face to face. In many cases, abuse will 
take place concurrently via online channels and in daily life. Children can also abuse their peers 
online, this can take the form of abusive, harassing and misogynistic messages, the non-consensual 
sharing of indecent images and pornography, to those who do not want to receive such content. 
 
Further information can be found in the school’s IT policy. This also includes the school’s 
arrangements to ensure that children are safe from terrorist and extremist materials. 
 
The school’s filtering system is checked daily by the DSL and any inappropriate searches are 
investigated. 
 
What staff should do if they have concerns that children are at risk from, or involved with, serious 
violent crime. 
All staff should be aware of indicators which may signal that children are at risk from or are involved 
with serious violent crime. These may include increased absence from school, a change in 
friendships or relationships with older individuals or groups, a significant decline in performance, 
signs of self- harm or a significant change in wellbeing, signs of assault or unexplained injuries. 
If staff have any concerns about a child (as opposed to a child being in immediate danger) they 
should speak to the DSL to agree a course of action or refer to the MASH/IFD directly. 
What staff should do if they have concerns about another member of staff. 
 
Whistleblowing 
The College recognises that children cannot be expected to raise concerns in an environment where 
staff fail to do so. The school aims, therefore, to ensure that there is a culture of safety and raising 
concerns, and an attitude of ‘it could happen here’.  No-one who reports a genuine concern, in good 
faith, needs to fear retribution. 
 
If a member of staff has any concerns about the behaviour of another member of staff (including 
supply teachers, volunteers, governors and contractors) towards a child, he or she should report it at 
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once to the Headmaster, or, in his absence to the Head of Senior School, Head of Prep School or DSL. 
The Head will be kept informed. 
 
If the allegation is against the Headmaster, the report should be made to the Chair of Governors, 
without informing the Head. The Chair of Governors can either be contacted via the Bursar, or 
directly, via the contact details which can be found at the beginning of this policy  
If the allegation is against the DSL, the Headmaster will be informed immediately. 
 
Where there are concerns about the way that safeguarding is carried out in the school, staff should 
refer to the Whistleblowing Policy. 
A whistleblowing disclosure must be about something that affects the general public such as: 

• A criminal offence has been committed, is being committed or is likely to be committed 
• A legal obligation has been breached 
• There has been a miscarriage of justice 
• The health and safety of any individual has been endangered 
• The environment has been damaged 
• Information about any of the above has been concealed  

 
Where a staff member feels unable to raise an issue with the Headmaster or feels that their genuine 
concerns are not being addressed, other whistleblowing channels are now available. 
 
Contact the NSPCC Whistleblowing Advice Line 
Call 0800 028 0285 
 
Any allegation will be thoroughly investigated under the College’s Procedures for Reporting a 
Wrongdoing.  However, the DO will be called, and if there is evidence of criminal activity the Police 
will always be informed.  Wherever possible, and subject to the rights of the pupil, the member of 
staff will be informed of the outcome of the investigation.   
If staff members are concerned about the safeguarding practices within the school, they should 
follow the Whistleblowing advice found in the Staff Code of Conduct. All concerns will be taken 
seriously by the Senior Leadership Team. 
 
There are two levels to consider when dealing with an allegation. 

a) Allegations that may meet the harms threshold 
b) Allegations/concerns that do not meet the harms threshold- low-level concerns. 

 
Concerns may come from various sources, for example, a suspicion, complaint or disclosure made by 
a child, parent or other adult within or outside of the organisation, or as a result of vetting checks 
undertaken. 
The Headmaster, in consultation with the DSL, has to decide whether the concern is an allegation or 
low-level concern. The term low-level does not mean it is insignificant, it means the behaviour 
towards a child does not meet the threshold for referral to the Local Authority Designated Officer. 

 
Arrangements for dealing with allegations of abuse against teachers and other staff (including the 
Head, Governors, Volunteers and Supply Teachers) 
(Hurst employs its own supply teachers. It does not use an agency) 
The College’s procedures for managing allegations against staff, who are currently working in the 
School, follows Department for Education statutory guidance and West Sussex Safeguarding Children 
Partnership (WSSCP) arrangements, and apply when staff (including volunteers, governors  and 
supply staff) have (or are alleged to have): 
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• Behaved in a way that has harmed a pupil, or may have harmed a child and/or; 
• Possibly committed a criminal offence against or related to a child and/or; 
• Behaved towards a child, or children, in a way that indicates he or she may pose a risk of harm 

to children and/or; 
• Behaved, or may have behaved in a way that indicates they may not be suitable to work with 

children. 
 
This relates to transferable risk.  
 
The procedures for dealing with allegations need to be applied with common sense and judgement. 
Many cases will either not meet the criteria set out above or may do so without warranting 
consideration of either a police investigation or enquiries by West Sussex Social Care Services. In 
these cases, local arrangements should be followed to resolve cases without delay. 
 
Concerns may be graded low level if the concern does not meet the criteria for an allegation and the 
person has acted in a way that is inconsistent with the staff code of conduct, including in appropriate 
conduct outside of work. Example behaviours include, but are not limited to: 
 

• Being over friendly with children 
• Having favourites 
• Taking photographs of children on their mobile phone 
• Engaging with a child on a one-to-one basis in a secluded area or behind a closed door; or 
• Using inappropriate sexualised intimidating or offensive language 

 
If the concern has been raised by a third party, the Headmaster should collect as much evidence as 
possible by speaking; 

• Directly to the person who raised the concern, unless it has been raised anonymously. 
• To the individual involved and any witnesses. 
• Reports about contractors should be notified to their employers, so any potential patterns of 

inappropriate behaviour can be identified. 
 
Staff should be encouraged and should feel confident to self-refer, where for example, they have 
found themselves in a situation which could be misinterpreted, might appear compromising to 
others, and/or on reflection they believe they have behaved in such a way that they consider falls 
below the expected professional standards. 
 
Low- level concerns should be recorded in writing, including: 

• Name of individual sharing concerns 
• Details of the concern 
• Context in which the concern arose 
• Action taken 

 
If the individual wishes to remain anonymous, then that should be respected as far as is reasonably 
possible. 
 
Records will be kept confidentially, held securely and comply with the Data Protection Act 2018. 
 
The school should retain this information until the individual leaves their current employment. 
Records should be reviewed so that potential patterns of concerning, problematic or inappropriate 
behaviour can be identified. 
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If a concerning pattern of behaviour is identified and now meets the  criteria for an allegation, then 
the matter should be referred to the LADO. 
Any review of records gives the school an opportunity to reflect and revise any policies or 
procedures that enabled this behaviour to occur and to address any wider cultural concerns. 
 
The Designated Leads will assess whether or not the member of staff, volunteer, governor or 
member of supply staff (if from an agency), has met any of the thresholds for the criteria above. 
However, when an allegation or disclosure of abuse has been made involving a member of staff 
which does appear to meet the above criteria, the school communicates immediately with the DO at 
the WSSCP on 0330 222 3339 without delay. 
 
Allegations against a teacher who is no longer teaching should be referred to the police. Historical 
(non-recent) allegations of abuse should be referred to the police, and also to the DO. 
 
All allegations must be referred to the DO for advice before any investigation takes place. In 
borderline cases, these discussions can be held informally and without naming the individual. In the 
case of serious harm, or if a crime has been committed, the Police must be informed from the 
outset. The College must not undertake its own investigation of an allegation without prior 
consultation with the DO or, in the most serious cases, the police, so as not to jeopardise statutory 
investigations. 
All allegations should be investigated as a priority to avoid any delay. However, the LADO’s role is 
not to investigate the allegation, but to ensure that an appropriate investigation is carried out, 
whether that is by the police, children’s social care, the school or a combination of these. 
 

1. All allegations which appear to meet the above reporting criteria are to be reported straight 
away to the ‘Case Manager’ who is the Headmaster, or, where the headteacher is the 
subject of an allegation, the chair of governors. If an allegation is reported to the DSL, the 
DSL will keep the Headmaster informed. Where the Headmaster or the DSL is absent, or is 
the subject of the allegation or concern, reports should be made to the Chair of Governors. 
Where the Headmaster, or the DSL, is the subject of the allegation or concern, the 
Headmaster or the DSL must not be informed of the allegation prior to contact with the 
Chair of Governors and Designated Officer. However, staff may consider discussing any 
concerns with the DSL and make any referral via them. 

2. The Case Manager should immediately discuss the allegation with the Designated Officer 
and consider the nature, content and context of the allegation and agree a course of action, 
including any involvement of the Police. (Where the Case Manager deems there to be an 
immediate risk to children or there is evidence of a possible criminal offence, the Case 
Manager may involve the Police immediately). All discussions should be recorded in writing, 
and any communication with both the individual and the parents of the child(ren) agreed. 
The Designated Officer should be informed within one working day of all allegations that 
come to the school’s attention and appear to meet the criteria, or that are made directly to 
the Police and/or the MASH. 

3. The Case Manager will ensure that the individual, who is the subject of the allegation, is 
informed as soon as possible and given an explanation of the likely course of action, unless 
advised not to by the Police or by Children’s Social Care. The Case Manager will appoint a 
named representative to keep the individual informed of the progress of the case and will 
consider what other support is appropriate for the individual. 

4. The Case Manager should give careful consideration as to whether the circumstances of the 
case warrant suspension or whether alternative arrangements should be put in place until 
the allegation is resolved. The Case Manager will give due weight to the views of the 
Designated Officer, WT (2018) and KCSIE (2021) when making a decision about suspension. 
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When the individual is suspended, the Case Manager will ensure they know who their point 
of contact is in the school and shall provide them with their contact details. 

5. Where a member of boarding staff is suspended pending an investigation, the Case Manager 
will consider whether arrangements for alternative accommodation, away from school and 
children, should be made.  

6. The Case Manager will ensure that parents are informed as soon as possible and kept 
informed about the progress of the case, subject to any advice from Social Care or the 
Police. 

7. The Case Manager will discuss with the Designated Officer whether a referral to the 
Disclosure and Barring Service, or Teaching Regulation Agency, should be made where an 
allegation is substantiated and the person is dismissed or the school ceases to use their 
services, or the person resigns or otherwise ceases to provide their services. The school has 
a legal obligation to report promptly to the Disclosure and Barring Service any person 
(whether employed, contracted, a volunteer or a student) who has harmed, or poses a risk 
of harm, to a child, or if there is reason to believe the member of staff has committed one of 
a number of listed offences, and who has been removed from working (paid or unpaid) in 
regulated activity, or would have been removed had they not left. Further, or in the 
alternative, if an investigation leads to the dismissal, or resignation prior to dismissal, of a 
member of teaching staff specifically, the school must consider making a referral to the 
Teaching Regulation Agency and a prohibition order may be appropriate (because that 
teacher has displayed unacceptable professional conduct, conduct that may bring the 
profession into disrepute or a conviction at any time for a relevant offence).  

8. Contact details for the DBS and TRA are on the first page of this policy. 
9. On conclusion of the case, the Case Manager should review the circumstances of the case 

with the Designated Officer to determine whether there are any improvements to be made 
to the school’s safeguarding procedures or practices, to help prevent similar events in the 
future. 

 
The school will make every reasonable effort to maintain confidentiality and guard against unwanted 
publicity whilst an allegation is being investigated or considered. 
 
Allegations found to be malicious will be removed from the individual’s personnel records. In all 
other circumstances a written record will be made of the decision and retained on the individual’s 
personnel file in accordance with KCSIE (2021) and a copy will only be supplied to the individual 
concerned.  Schools have an obligation to preserve records which contain information about 
allegations of sexual abuse for the duration of the inquiry, in accordance with the guidelines of the 
Independent Inquiry into Child Sexual Abuse (IICSA). All other records should be retained until the 
accused has reached pension age, or for a period of 10 years from the date of the allegation, 
whichever is longer. 
 
Allegations proven to be false, unsubstantiated, unfounded or malicious will not be included in 
employer references. If an allegation is shown to be deliberately invented or malicious, the 
Headmaster will consider whether any disciplinary action is appropriate against the pupil who made 
it; or whether the Police should be asked to consider if action might be appropriate against the 
person responsible, even if they are not a pupil. 
 
In all cases where there are concerns or allegations of abuse, the school will make a serious incident 
report to the Charity Commission whenever the Commission’s guidelines deem it appropriate to do 
so.  
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4. Arrangements for dealing with peer-on-peer allegations 
Peer-on-peer abuse is abuse by one or more pupils against another pupil.  
ALL staff should be aware that children can abuse other children. It can happen both inside and 
outside of school and/or online, possibly through social media. 
ALL staff should understand that, even if there are no reports of it in school it does not mean that it 
is not happening, it may be the case that it is just not being reported. 
Staff must challenge inappropriate behaviours between peers. Downplaying certain behaviours can 
lead to a culture of unacceptable behaviours, and create an unsafe environment for children and, in 
worst case scenarios, a culture that normalizes abuse, leading to children accepting it as normal and 
subsequently not coming forward to report it. 
 
The school’s initial response to a report from a child is incredibly important. All children involved 
need to feel supported and to be kept safe. All forms of abuse, whether in person, online, in school 
or out of school should be taken seriously and never down-played.  
Explaining to the child, or young person, exactly what needs to happen next in a calm, clear manner 
is important to set their mind at rest. This can be a very stressful situation for them and re-living the 
trauma needs to be handled sensitively. 
 
The nature and signs of children abusing other children 
Sexual violence and sexual harassment can occur between two or more children of any sex who are 
sexually assaulting or sexually harassing a single child or group of children. This abuse may be 
Physical, Sexual or Emotional/Psychological. 
 
It may take the form of, but may not be limited to: 

• bullying (including cyber-bullying, prejudice-based and discriminatory bullying); 
• abuse in intimate personal relationships between peers; 
• gender-based issues,  
• initiation/hazing violence and rituals, (this could include activities involving harassment, 

abuse or humiliation used as a way of initiating a person into a group and may also include 
an online element) 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing 
physical harm (this may include an online element which facilitates, threatens and/or 
encourages physical abuse) 

• upskirting, which typically involves taking a picture under a person’s clothing without their 
permission, with the intention of viewing their genitals or buttocks to obtain sexual 
gratification, or cause the victim humiliation, distress or alarm 

• YPSI (sexting), consensual and non-consensual sharing of nudes and semi nude images 
and/or videos.  

• sexual violence, such as rape, assault by penetration and sexual assault; (this may include an 
online element which facilitates, threatens and/or encourages physical abuse);  

• sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment, 
which may be standalone or part of a broader pattern of abuse; 

• intimidation,  
• peer pressure, causing someone to engage in sexual activity without consent, such as forcing 

someone to strip, touch themselves sexually, or to engage in sexual activity with a third 
party. 

 
A bullying incident should be treated as a child protection concern where there is reasonable cause 
to suspect that a child is suffering, or is likely to suffer, significant harm. 
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It is important to recognise that girls are more likely to be the victims of sexual violence and that 
boys are more likely to be the perpetrators. At Hurst we have a zero-tolerance stance to abusive 
behaviour of any kind. At no stage should this behaviour be dismissed as ‘banter’. It is not an 
inevitable part of growing up and challenging behaviours, such as grabbing bottoms, breasts or 
genitalia, should not be tolerated or normalised. 
 
The school recognises that a child is likely to disclose an allegation to someone they trust: this could 
be any member of staff. By making such a disclosure the child is likely to feel that the member of 
staff is in a position of trust. When dealing with disclosures of harmful sexual behaviours, two 
members of staff will be involved. This may be, for example, the DSL and a HoM or tutor. This gives 
the child additional support at a difficult time. 
 
It is important to be aware of those children who may be particularly vulnerable to abuse by other 
children. Those especially vulnerable children may include those; 

• With learning difficulties 
• With physical disabilities 
• With emotional or behavioural difficulties 
• Displaying signs of anxiety or depression 
• Who are LGBT 
• Who have joined the School mid-year 
• Are a young carer 
• Have English as an additional language. 

 
Child on child abuse may occur singularly or it may occur in groups. The nature of the abuse may not 
be immediately evident and this will be especially true if the abuse is in the subtle form of social 
bullying and exclusion. Staff should also be aware that the victims of such abuse may be reluctant to 
report it out of fear, appearing to be a ‘snitch’, and therefore run the risk of further alienation and 
exclusion. Extra pastoral support is likely to be necessary for those children. 
The school recognises that children may not find it easy to tell staff about their abuse verbally and 
that instead they may show signs or act in ways they hope adults will notice and react to.  
 
The school recognises that a first disclosure to a trusted adult may only be the first incident 
reported. It is not necessarily representative of a singular incident. Staff will take all reports of abuse 
seriously, regardless of how long it has taken for the child to come forward. Staff will act 
immediately and will support the victim when they raise a concern.  
 
 
It is important to keep in mind that those who engage in this behaviour will also need to be 
safeguarded in terms of dealing with behaviours and attitudes that are damaging to them, as well as 
to their victims. It may be the case that action will be required in relation to a group of children, as 
well as action aimed at individual children. 
 
Action to be taken where there is an allegation about child on child abuse or sexual violence 
and/or harassment; 
The safety and the well-being of the victim(s) is paramount and therefore the first priority is to 
ensure the safety of the victim(s) – physical safety or emotional well-being – and minimise the 
possibility of further abuse. Police may be informed at the outset of any harmful sexual behaviours, 
such as grabbing bottoms, breasts and genitalia, which are potentially criminal in nature. Rape, 
assault by penetration and sexual assaults will be passed to the Police.  
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Careful consideration will be given to the appropriate response to any report of child-on-child sexual 
violence and/or sexual harassment.  This will involve a risk and needs assessment and take into 
account the nature of the alleged incident (including whether a crime may have been committed), 
the ages of the children involved, any power imbalance between the children, whether the incident 
is a one-off or sustained pattern, the on-going risks present and other related issues and the wider 
context.   
The risk and needs assessment should consider: 

• The victim 
• The alleged perpetrator 
• The other children (and, if appropriate, staff) at the school 

 
A pupil against whom an allegation of abuse has been made, that meets the threshold of ‘significant 
harm’ may be suspended during the investigation. The school will take advice from the West Sussex 
Safeguarding Children’s Partnership on the investigation of such allegations.  
The school will have regard to the procedures set out in KCSIE (2021) and the SVSH at all times as 
well as the West Sussex ‘Children Who Harm Other Children’ guidance.  

 
Risk and needs assessments will be recorded (handwritten or electronically) and kept under review. 
These assessments should consider: 

• The victim 
• Whether there may have been other victims 
• The alleged perpetrator and 
• All other children (and, if appropriate, staff) at the school, especially any actions that are 

appropriate to protect them from the alleged perpetrator(s), or from future harms.  
 
In relation to a report of a sexual violence or sexual harassment, the DSL will reassure any victim that 
they are being taken seriously and that they will be supported and kept safe. This may necessitate 
separating the perpetrator and victim from any classes they share. We will endeavour to make sure 
that their educational attainment is not adversely affected, as far as is practically possible. The victim 
will never be given the impression that they are creating a problem by reporting sexual violence or 
sexual harassment, nor would a victim ever be made to feel ashamed for making a report. 
The DSL may also decide that the child(ren) involved may benefit from Early Help and make the 
necessary referral in through the West Sussex IFD. 
 
The school’s anti bullying and behaviour policies deal with the vast majority of issues arising 
between children in the school and, in most cases, the procedures outlined in those policies will 
suffice. However, there may be cases where the serious nature of the abuse or the persistent and 
prolonged nature of the abuse, requires further intervention or the involvement of other agencies. 
Such cases may include: 
 

• Serious assault 
• Sexual assault – referring to offences under the Sexual Offences Act (2003) 
• Sexual harassment – ‘unwanted conduct of a sexual nature’ 
• Sexual comments – telling sexual stories, making lewd comments, sexual ‘jokes’ or 

taunting, interfering with someone’s clothes or non-consensual sharing of sexual images 
and videos 

• Up-skirting, which typically involves taking a picture, under a person’s clothing without 
them knowing, with the intention of viewing their genitals or buttocks to obtain sexual 
gratification, or cause the victim humiliation, distress or alarm.  

• Grooming for sexual exploitation 
• The supply of illegal substances 
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• Intimidation – physical, social or psychological, especially if accompanied by threats 
• Prolonged bullying or exclusion – in school, out of school, online – designed to humiliate 

or degrade 
• Peer pressure being used to encourage behaviour that is dangerous or damaging to 

individuals or groups. 
• Rape, assault by penetration and sexual assaults will be passed to the police. 

 
Any disclosure made or incident coming to light  about sharing nudes and/or semi-nudes will be 
dealt with reference to the UK Council for Internet Safety (UKCIS) Guidance: Sharing nudes and semi-
nudes (December 2020). This could happen via social media, gaming platforms, chat apps or forums. 
It could also involve sharing between devices via services like Apple’s Airdrop which works off-line. 
 
Staff are given the following advice; 
 
If an incident comes to your attention 

• Report it to the DSL immediately. 
• Never view, copy, print, share, store or save the imagery yourself, or ask a child to share or 

download- this is illegal. 
• If you have already viewed the imagery by accident (e.g. if a young person has showed it to 

you before you ask them not to), report this to the DSL and seek support. 
• Do not delete the imagery or ask the young person to delete it. 
• Do not ask the child/children or young person(s) who are involved in the incident to disclose 

information regarding the imagery. This is the responsibility of the DSL. 
• Do not share information about the incident with other members of staff, the young 

person(s) it involves or their, or other, parents and/or carers. 
• Do not say anything to blame or shame any young people involved. 
• Do explain to them that you need to report it and reassure them that they will receive 

support and help from the DSL. 
  
If the DSL decides to make a referral to the MASH/IFD and/or report to the police against a victim’s 
wishes, the reasons should be explained to the child and appropriate specialist support offered. This 
may be in the form of school counsellors or specialist outside agencies (Beacon House, for example). 
 
Cases requiring immediate referral to Children’s Social Care services: 

• A bullying incident is treated as a child protection concern when there is reasonable 
cause to suspect that a child is suffering, or likely to suffer, significant harm. 

• Any concern or allegation that a child may be in danger of serious harm from others or 
from serious self-harm, physical or emotional- must be referred. 

• Cases involving concern or allegations relating to serious assault, sexual assault, 
grooming, supply of illegal substances or intimidation aimed at encouraging illegal, 
dangerous, or damaging behaviour.  

 
The victims of such abuse must be made safe from further potential harm by placing them in the 
care of the DSL or a member of the SMT. Victims may not disclose the whole picture immediately 
and children who have been victims of sexual violence may be traumatised and struggle in a normal 
classroom environment.  Perpetrators may also need support and disciplinary sanctions may need to 
be implemented.  The School will be alert to the need for on-going safeguarding vigilance and 
support for both victim and perpetrator in all cases of child on child abuse. 
 
Normally, parents or guardians of both victims and perpetrators would be contacted immediately, 
by telephone, to ask them to come into school as soon as possible so that they can be informed of 
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the issues and the action taken. The only exception to this would be if there was a concern that any 
particular parent or guardian may be involved in any element of the abuse. Those who are suspected 
of being abusers in these cases may be removed from the school and/or placed under directly 
supervised internal exclusion within the school. The best interests of victims or the instructions of 
external agencies will largely determine the precise action taken. 
 
The school recognises that children with special educational needs and disabilities can be more 
prone to peer on peer group isolation than other children and will always consider extra pastoral 
support for those children and support for communication is in place. 
 
These challenges can include assumptions that indicators of possible abuse such as behaviour, 
mood, and injury may relate to the child’s disability or medical condition without further 
exploration. These children may be more prone to peer group isolation or bullying than other 
children and there is always the potential for children with SEND, or certain medical conditions, 
being disproportionately impacted by behaviours, such as bullying, without outwardly showing any 
signs. Communication, for some, alongside difficulties managing or reporting these challenges, can 
also be a barrier. The school also recognises that children can be particularly vulnerable in residential 
settings and are always alert to the potential for peer on peer abuse. 
 
How the school seeks to minimise peer on peer abuse 
The school seeks to minimise the risk of peer-on-peer abuse through: clear supervision of pupils, 
particularly in relation to the boarding community, and regular education on high standards of 
courtesy and respect, which is expected in the language and behaviour of pupils to one another, 
whether online or in person. The Guardian system seeks to promote a safe environment where 
pupils look out for each other and always have someone to turn to. Staff should act as role models 
for this behaviour, whether in lessons, around the campus or at matches.  
At school, we recognise the importance of an ambitious broad and balanced curriculum which 
develops students understanding of consent, acceptable behaviour, keeping themselves safe and 
healthy relationships. The PSHE programme, the Respect and Relationship programme and Real Love 
Rocks in both Year 6 and Year 8 promote healthy, respectful relationships and are continually 
updated and reviewed.  
Peer on peer can be ‘gendered’, (for example KCSIE states that it is more likely that girls will be the 
victims and boys perpetrators), but staff are clear that all peer on peer abuse is unacceptable and 
will be taken seriously.  
 
Staff should be alert to the fact that some children are more vulnerable than others and therefore 
are, potentially, at greater risk of harm. In some cases, some children may find it especially difficult 
to communicate what is happening to them.  
 
Specific education is carried out through assemblies on how to protect oneself and look after each 
other. Staff are aware of the harm caused by bullying and will use the school’s anti -bullying 
procedures where necessary. However, there will be occasions when a child’s (or children’s) 
behaviour warrants a response under child protection, rather than anti bullying procedures. All such 
instances must be reported to the DSL and be dealt with in accordance with the procedures above.  
 
5. Cases requiring special action within school and possible intervention by 

children’s social care services 
If the nature of the concern is serious but it is not felt that there is immediate danger to the physical 
or emotional well-being of the victim, then the College will initiate a more extensive series of 
interventions, designed to safeguard victims, deal effectively with those engaging with harmful 
behaviour and resolve conflict. 
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Such concerns are likely to be social bullying and exclusion. This is often a complex issue, involving 
many students and it can often be the case that children are, at various times, both victims and 
engaged in abusive behaviour themselves. The principles set out in the anti-bullying policy apply 
here but, in addition, there may be a need for; 
 

• Closer and more regular monitoring 
• The involvement of parents 
• Special staff briefings to ensure that all staff are aware of the issues and what action is 

required 
• The use of mentors and advisors for particular children or groups of children – both 

victims and those engaged in harmful behaviours 
• The use of monitored peer mentoring 
• The use of professional counsellors or behaviour management specialists to assist with 

strategies 
• The application of internal exclusion, fixed term external exclusion and permanent 

exclusion 
• All actions taken must be recorded and dated. If serious issues persist and are not 

resolved and it is felt that there is a serious threat to the well-being or health of any 
individual or group of individuals, then referral must be made to Children’s Social Care 
services. Advice will always be sought from the Safeguarding in Education advisors. 

• At Hurst we recognise that our response to boy on boy, and girl on girl, sexual violence 
and sexual harassment has to be equally robust as it is for sexual violence and sexual 
harassment between children of the opposite sex. 

 
Online safety 
The school takes a range of steps to ensure that children are well protected online and to ensure that 
they have the knowledge to make good choices around their online behaviour.  
Children and staff are informed about the 4 C’s (Content, Contact, Conduct and Commerce) and both 
Alan Mackenzie and Karl Hopwood speak regularly to children and staff about online safety, 
referencing those points. 
For some time now, Hurst have not allowed children below Year 11 to have mobile phones on them 
during the school day, between 8.30am- 6pm. This helps to restrict the amount of time children spend 
on their phones and, also, gives them less opportunity to send or receive inappropriate content. Phone 
and Internet usage are ultimately about education, by giving children the opportunity to develop their 
own online profile in a safe and secure way we encourage children to take responsibility for their 
actions, as much in the online world as the real world.  
This information can be found in more detail in the Online Safety and IT Policies.  
 
Children requiring mental health support 
Mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of 
suffering, abuse, neglect or exploitation. At Hurst all referrals come to the DSLs, via CPOMS or verbally 
reporting, and, from there, the information is discussed, and support planned and instigated. Whilst 
staff are not trained to diagnose mental health conditions, some have a great deal of experience in 
this area. Most teaching staff at Hurst are trained as Mental Health First Aiders (MHFA). The child may 
benefit from seeing a school counsellor, but mostly they are signposted to their GP, CAMHS or to a 
local private service. 
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6. Staff code of conduct 
The school’s staff code of conduct can be found in the Staff Handbook and online. The aim of the 
code of conduct is to provide clear guidance about staff behaviour and actions, so as not to place 
pupils, or staff, at risk of harm or of allegation of harm to a pupil.  

 
7. Safer recruitment 
The school is committed to safer recruitment processes. Members of the teaching and non-teaching 
staff at the school, including part-time staff, temporary and supply staff, and visiting staff, such as 
musicians and sports coaches are subject to the necessary statutory child protection checks before 
starting work, for example, right to work checks, additional overseas checks (if necessary), verifying 
identity, taking up references, checking work history and confirming medical fitness for the role. 
For most appointments, an enhanced DBS check with ‘barred list’ information will be appropriate. A 
DBS certificate will be obtained from the candidate before, or as soon as practicable, after 
appointment. Alternatively, if the applicant has subscribed to it and has given permission, the school 
may undertake an online update check through the DBS Update Service. 
Full details of the school’s safer recruitment procedures can be found in the Staff handbook, in the 
section titled Recruitment and Selection Policy.  
 
8. Early years provision safeguarding arrangements 
 
Disqualification from working in childcare 
Where staff work in, or are involved in, the management of, the school’s early years provision of 
care of pupils under the age of eight, the school will ensure that checks are completed to determine 
whether those staff are disqualified under the Childcare Act (2006). This forms part of the school’s 
safer recruitment practices. 
 
The school records all checks of staff employed to work in or manage relevant childcare on the 
Single Central Register. Where a member of staff is found to be disqualified, or if there is doubt over 
that issue then, pending resolution, the school will remove them from the work from which they are 
or may be disqualified. Suspension or dismissal will not be an automatic response; the school will 
consider if there is scope, in principal, to redeploy them with other age groups or in other work from 
which they are not disqualified, subject to assessing the risks and taking advice from the Designated 
Officer when appropriate. 
 
9. Management of Safeguarding 
The DSL’s contact information can be found at the beginning of this policy. The DSL’s role is to take 
lead responsibility for safeguarding and child protection (including online safety) matters in the 
school The DSL’s responsibility is to maintain an overview of safeguarding within the school, to open 
channels of communication with local statutory agencies, support staff in carrying out their 
safeguarding duties and to monitor the effectiveness of the school’s policies and procedures in 
practice. The DSL works with the governors to review and update the school’s safeguarding policy. 
Full details of the DSL’s role can be found in Annex C of KCSIE (2021) 
 
10. Training 
 
Induction of new staff and volunteers in safeguarding and child protection. 
Every new member of the teaching, support staff, supply staff and volunteers, including new 
peripatetic musicians and sports coaches, is required to attend a training session on child protection. 
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Every effort will be made to hold a session before the member of staff starts work or within the first 
week of arrival as a new member of staff at school. They are accompanied until they are trained.  
This training includes: 

• The identity and contact details of the DSL’s. 
• Familiarisation with the school’s Child Protection policy. 
• Familiarisation with the school’s Behaviour policy. 
• Knowledge of the 4 categories of abuse and how to recognise the signs. (See Appendix 1) 
• Awareness of the systems within the school which support safeguarding and child 

protection, including the Children Missing Education policy. 
• Awareness of the procedures for handling disclosures. 
• Online safety, both in training and also as part of August Inset 
• Familiarisation with the Staff Code of Conduct and the Procedure for Reporting a Wrong-

doing. 
• Awareness of the role of the DSL (see Appendix 4 for more details). 
• Awareness of the process for making referrals to the MASH/IFD 
• An awareness of the Early Help process, Signs of Safety, making a referral and their role in 

this. 
• Whistleblowing 
• Prevent  
• A requirement to read at least Part 1 of KCSIE 2021, and Annex B for those working in direct 

contact with children. 
 
Training of staff and volunteers. 
The timing and content of all training is approved by WSSCP. 
Induction training – is given to all staff and volunteers who work in the school and is refreshed every 
3 years, in depth. 
Basic Awareness training – is given to all teaching staff, matrons, medical staff, sports coaches, GAP 
students and secretaries who administer first aid in the prep and pre prep schools. This training is 
refreshed, in depth, every 3 years. 
All staff have an annual Safeguarding update in the August staff INSET. Any further updates are 
emailed out to staff throughout the year. 
Designated Persons training for the DSLs is provided by WSSCP and is refreshed every two years, at 
least. 
 

• All training is Inter-agency training. 
• All training is further supplemented in August INSET. 
• All staff and volunteers sign a declaration when they have: 

o Received training as detailed above 
o Read the Staff Code of Conduct  
o Read Part 1 of KCSIE (2021) and Annex B (if working directly with children) 

And made themselves familiar with; 
the Behaviour Policy 

o the Children Missing Education policy 
o the Safeguarding/Child Protection policy 
o the Role of the DSL 

 
11. Early years provision safeguarding arrangements 

• All staff are made aware that mobile telephones and cameras, whether they belong to the 
school or are personal devices, are not allowed to be used in the EYFS without the express 
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permission of the Head of the Prep School. (See the EYFS Mobile Devices Policy) Staff who 
act in breach of this may be subject to disciplinary action. 

• Parents are not permitted to use their mobile phones or camera in or around the EYFS 
setting without prior approval from the Head. 

• The school will inform Ofsted of any significant event which is likely to affect the suitability 
of any person who is in regular contact with children on the premises where childcare is 
provided. For example, where the school is satisfied that a person working in a relevant 
setting falls within one of the disqualification criteria. Any significant event must be notified 
to Ofsted as soon as reasonably practicable, but at the latest within 14 days of the date the 
school became aware (or ought reasonably to have become aware) of it. 

• The school will notify Ofsted within 14 days of any allegations of serious harm or abuse by 
any person living, working or looking after children at the premises (whether the allegations 
relate to harm or abuse committed on the premises or elsewhere).  

• Written confirmation is obtained that appropriate child protection checks are applied to any 
staff employed by another organisation, who are working with the College’s pupils on 
another site. 

 
12 Oversight of safeguarding 
 

The Governing Body (College Council) 
The governing body undertakes, at a meeting in the Michaelmas term, a review of the College’s Child 
Protection Policy and its procedures and of the efficiency with which the duties have been 
discharged. All deficiencies or weaknesses in child protection arrangements, at any time, are 
remedied without delay. 
 
The governing body will ensure, through the DSL, that the school will contribute to inter-agency 
working, in line with Working Together to Safeguard Children (2018), by fostering a good 
relationship with local agencies and ensuring that there is effective implementation of all child 
protection related policies. 
 
Oversight of Safeguarding, including arrangements for reviewing policies and procedures 
Dr Sadhana Brydie is the governor designated to take a lead in relation to responsibility for 
safeguarding arrangements in the school.  
 
The school has a Safeguarding, Pastoral, Health and Safety Committee which comprises the 
nominated safeguarding governor, two other governors, the DSL’s, the Head of Pastoral Care, the 
Director of Staff and Pupil Wellbeing and the Senior Nurse. The committee meets termly and 
discusses the safeguarding and health and safety reports, for the previous term. The meetings are 
recorded and Dr Brydie is able to report to the Council about incidents and their outcomes on a 
regular basis.  
 
The DSL also reports in person to the governing body on all things which are related to the role, 
giving appropriate statistics as necessary, on a termly basis. 
 
The DSL trains the governing body in Child Protection, in accordance with guidelines from WSSCP, 
and includes them in any email updates to staff. 
 
The school draws upon the expertise of its staff, where possible, in shaping the school’s safeguarding 
procedures or practice, to help prevent similar events in future. 
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Promoting Awareness  
Our curriculum and pastoral systems are designed to foster the spiritual, moral, social and cultural 
development of all our pupils. All our staff play a vital role in this process, helping to ensure that all 
of our pupils relate well to one another and feel safe and comfortable in our school. We expect all 
the teaching staff, support staff, volunteers and medical staff to lead by example, and to play a full 
part in promoting an awareness that is appropriate to their age, amongst all our pupils, on issues 
relating to health, safety and well-being. All the staff, including the support staff and volunteers, 
have an important role to play, insisting that our pupils always adhere to the standards of behaviour 
set out in our Behaviour Policy and in enforcing our Anti Bullying Policy. Boarding house staff have a 
particularly important role to play. Guardians are appointed from Year 6, and this scheme is an 
important part of our peer mentoring support system across the College. 
 
Time is allocated in pupil INSET, PSHE, Tutor Time, Circle Time and House Time at Hurst, for what 
constitutes appropriate behaviour and on why bullying and lack of respect for others is never right. 
Assemblies, chapel services and RS lessons are used to promote mutual respect and understanding. 
We use Tutor time, PSHE, Circle time and House assemblies to discuss bullying, (including cyber 
bullying), abusive behaviour and to promote the safe use of the internet and mobile phones, both in 
and out of school.  
 
Information is regularly sent home via an E-safety booklet on the Parents’ Portal.  Child Sexual 
Exploitation, App management and Online Protection (CEOP) updates are examples of topics that 
are covered.  
 
Mental Health evenings are also run regularly for parents, where a visiting speaker, usually a child 
psychologist, addresses various issues around child mental health and well-being. 
 
Pupils have regular tutor time in which health and well-being issues are discussed and activities 
practised.  
 
The DSL is a qualified MHFA Instructor and trains staff in the MHFA one day and two day courses. 
 
Boarding  
Children may be particularly vulnerable in residential settings. The requirements are set out in the 
National Minimum Standards (NMS) for Boarding Schools (April 2015). Hurstpierpoint College 
monitors its policies and procedures in order to comply with these standards. All staff are aware of 
the need to be vigilant in a residential setting and, as appropriate, we will work closely with WSSCP 
and, where relevant, any local authorities that have placed their children here. 
 
Looked after children 
The most common reason for children becoming looked after is as a result of abuse or neglect.  
Previously looked after children remain especially vulnerable and the College will ensure that all staff 
have the skills, knowledge and understanding to keep previously looked after children safe. There 
are currently no ‘looked after children’ attending the college. 
 
Alternative Provision 
Where a child is placed with an alternative provision provider, the College will make sure it is 
satisfied that the provider meets the needs of the pupil and obtain written confirmation from the 
alternative provider that appropriate safeguarding checks have been carried out at that 
establishment. 
 
Homestays 
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Where children take part in exchange visits (either in the UK or abroad) the College will consider the 
suitability of the adults in the respective families who will be responsible for the visiting child during 
the stay.  This will include obtaining a DBS enhance certificate with barred list information to inform 
the assessment. 
 
Role of Senior Pupils 
Prefects and Guardians in the Prep School and Senior Schools are given age appropriate Child 
Protection training with the DSL. The training includes discussing ways in which they can make sure 
that the younger children are kept safe, and the appropriate action they should take if they discover 
that a pupil is being bullied or abused. In the Prep School, pupils in Yrs 6-8, who are Guardians, are 
also made aware that they must share concerns and receive relevant training from an outside 
provider. 

 
APPENDIX 1: Types of Abuse and Neglect 
 
Indicators of abuse and neglect  
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm 
or by failing to act to prevent harm. Children may be abused in a family or in an institutional or 
community setting by those known to them or, more rarely, by others. Abuse can take place wholly 
online, or technology may be used to facilitate offline abuse. Children may be abused by an adult or 
adults or by another child or children.  
Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a 
child.  
Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and 
adverse effects on the child’s emotional development. It may involve conveying to a child that they 
are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 
person. It may include not giving the child opportunities to express their views, deliberately silencing 
them or ‘making fun’ of what they say or how they communicate. It may feature age or 
developmentally inappropriate expectations being imposed on children. These may include 
interactions that are beyond a child’s developmental capability as well as overprotection and 
limitation of exploration and learning or preventing the child from participating in normal social 
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious 
bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, although it may occur alone.  
Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not 
necessarily involving violence, whether or not the child is aware of what is happening. The activities 
may involve physical contact, including assault by penetration (for example rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may 
also include non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparation for abuse. Sexual abuse can take place online, and 
technology can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult 
males. Women can also commit acts of sexual abuse, as can other children. The sexual abuse of 
children by other children is a specific safeguarding issue in education (see paragraph49).  
Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to 
result in the serious impairment of the child’s health or development. Neglect may occur during 
pregnancy, for example, as a result of maternal substance abuse. Once a child is born, neglect may 
involve a parent or carer failing to: provide adequate food, clothing and shelter (including exclusion 
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from home or abandonment); protect a child from physical and emotional harm or danger; ensure 
adequate supervision (including the use of inadequate care-givers); or ensure access to appropriate 
medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs.  
 
Specific safeguarding 
In addition, Keeping Children Safe in Education (2021) also makes specific reference to other types of 
abuse. 
 
For example;  
 

Children and the court system  
Children with family members in prison 
Child Sexual Exploitation (CSE)– can take many forms and we recognise that there is an 
increase in the numbers of young people grooming other young people. We also recognise 
that there can be an imbalance of power in the relationship.  
Child criminal exploitation (CEE): county lines 
Children Missing from Education  
Child Slavery 
County Lines 
Domestic abuse 
Female Genital Mutilation  
Forced marriage 
Honour Based Abuse 
Homelessness 
Peer on peer abuse 
Radicalisation: The Prevent Duty  Channel 
Sexual violence and sexual harassment 
Upskirting 
Trafficking 
The response to a report of sexual violence or sexual harassment. 

 
See Annex B. for further information 
 
The College includes, in its staff training, reference to and discussion of these issues, and pupils 
receive information and have the opportunity to discuss them in an age appropriate context, 
throughout their time at the school during PSHE and other designated curriculum time. Staff should 
be mindful that safeguarding incidents and/or behaviours can be associated with factors outside the 
school.  This is known as contextual safeguarding, which means that assessments of children should 
consider whether wider environmental factors are present in a child’s life that are a threat to their 
safety and/or welfare. 
 
APPENDIX 2: Signs of Abuse 
 
Physical Abuse 
Bruises – commonly on the head but also on the ear, neck or soft areas e.g. the abdomen, back or 
buttocks. 

• Defensive wounds commonly found on the forearm, upper arm, back of leg, hands or 
feet. 

• Clusters of bruises on the upper arm, outside of thigh or on the body. 
• Bruises with dots of blood under the skin. 
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• A bruised scalp and swollen eyes from hair being pulled violently. 
• Bruises in the shape of a hand or object. 
• Burns or scalds – can be from hot liquids, hot objects, flames, chemicals or electricity. 
• On the hands, back, shoulders or buttocks; scalds may be on the lower limbs, both arms 

and/or both legs. 
• A clear edge to a burn or scald. 
• Sometimes in the shape of an implement, for example, a cigarette burn. 
• Multiple burns or scalds. 
• Bite marks – usually oval or circular in shape. 
• Visible wounds, indentations or bruising from individual teeth. 
• Fractures or broken bones – fractures to the hips or leg bones in babies. 
• Multiple fractures or breaks at different stages of healing. 
• Scarring – effects of poisoning such as vomiting, drowsiness or seizures. 
• Respiratory problems from drowning, suffocating or poisoning. 

 
Emotional Abuse  
There often aren’t any obvious physical symptoms of emotional abuse or neglect but you may spot 
signs in a child’s actions, behaviour or emotions. Changes in emotions are a normal part of growing 
up, so it can be really difficult to tell if a child is being emotionally abused. 
 

• Babies and pre-school children who are being emotionally abused or neglected may: 
 Be overly affectionate towards strangers or people they haven’t known for 

very long.  
 Lack confidence or become wary or anxious, not appear to have a close 

relationship with the parent, e.g. when being taken to or collected from 
nursery etc.  

 Be aggressive or nasty towards other children and animals. 
• Older children may: 

 Use language, act in a way or know about things that you wouldn’t expect 
them to know for their age. 

 Struggle to control strong emotions or have extreme outbursts. 
 Seem isolated from their parents. 
 Lack social skills or have few, if any, friends. 

 
Sexual Abuse  
Children who are sexually abused may: 

• Stay away from certain people. 
• Avoid being alone with people such as family members or friends. 
• Be frightened of a person and/or be reluctant to socialise with them. 
• Show sexual behaviour that is inappropriate for their age: 
• A child might become sexually active at a young age. 
• They might be promiscuous. 
• They could use sexual language or know information that you wouldn’t expect them to 

know. 
• Age inappropriateness.  

Have physical symptoms: 
• Anal or vaginal soreness 
• An unusual discharge 
• Sexually transmitted infection (STI) 
• Pregnancy 
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Neglect 
Poor appearance and hygiene 
They may: 

• Be smelly or dirty. 
• Have unwashed clothes. 
• Have inadequate clothing e.g. not have a winter coat. 
• Seem hungry or turn up to school having had no breakfast and with no lunch money. 
• Have frequent and untreated nappy rash in infants. 

Health and development problems 
They may have: 

• Untreated injuries, medical and dental issues. 
• Repeated accidental injuries caused by lack of supervision. 
• Recurring illnesses or infections. 
• Not being given required medicines and vaccinations. 
• Poor muscle tone or prominent joints. 
• Skin sores, rashes, fleabites, scabies or ringworm. 
• Thin or swollen tummy. 
• Anaemia. 
• Tiredness. 
• Altering weight or growth and not reaching developmental milestones (known as failure 

to thrive). 
• Poor language, communication or social skills. 

Housing and family issues 
They may be: 

• Living in an unsuitable home environment, for example, dog mess being left or having no 
heating 

• Left alone for a long time. 
• Taking on the role of carer for other family members. 

 
http://www.nspcc.org.uk/preventing-abuse/signs-symptoms-effects/ 
 
APPENDIX 3: Annex B of Keeping Children Safe in Education (2021) 
 
Child Sexual Exploitation 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under 
the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) 
for the financial advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does 
not always involve physical contact; it can also occur through the use of technology.  
Indicators of child sexual exploitation may include: 
• Acquisition of money, clothes, mobile phones, etc. without plausible explanation; 
• Gang-association and/or isolation from peers/social networks; 
• Exclusion or unexplained absences from school, college or work; 
• Leaving home/care without explanation and persistently going missing or returning late; 
• Excessive receipt of texts/phone calls; 
• Returning home under the influence of drugs/alcohol; 
• Inappropriate sexualised behaviour for age/sexually transmitted infections; 
• Evidence of/suspicions of physical or sexual assault; 
• Relationships with controlling or significantly older individuals or groups; 

Staff Handbook 37 18/05/2022

http://www.nspcc.org.uk/preventing-abuse/signs-symptoms-effects/


• Multiple callers (unknown adults or peers); 
• Frequenting areas known for sex work; 
• Concerning use of internet or other social media; 
• Increasing secretiveness around behaviours; and 
• Self-harm or significant changes in emotional well-being. 
 
Potential vulnerabilities include: 
Although the following vulnerabilities increase the risk of child sexual The statutory definition of 
Child Sexual Exploitation (CSE) can be found in the guidance document Child sexual exploitation: 
Definition and a guide for practitioners (DfE 2017) 
 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under 
the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) 
for the financial advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does 
not always involve physical contact; it can also occur through the use of technology.  
Indicators of child sexual exploitation may include: 
 
• Acquisition of money, clothes, mobile phones, etc. without plausible explanation; 
• Gang-association and/or isolation from peers/social networks; 
• Exclusion or unexplained absences from school, college or work; 
• Leaving home/care without explanation and persistently going missing or returning late; 
• Excessive receipt of texts/phone calls; 
• Returning home under the influence of drugs/alcohol; 
• Inappropriate sexualised behaviour for age/sexually transmitted infections; 
• Evidence of/suspicions of physical or sexual assault; 
• Relationships with controlling or significantly older individuals or groups; 
• Multiple callers (unknown adults or peers); 
• Frequenting areas known for sex work; 
• Concerning use of internet or other social media; 
• Increasing secretiveness around behaviours; and 
• Self-harm or significant changes in emotional well-being. 
 
Potential vulnerabilities include: 
 
Although the following vulnerabilities increase the risk of child sexual exploitation, it must be 
remembered that not all children with these indicators will be exploited. Child sexual exploitation 
can occur without any of these issues. 
 
• Having a prior experience of neglect, physical and/or sexual abuse; 
• Lack of a safe/stable home environment, now or in the past (domestic abuse or parenta 

substance misuse, mental health issues or criminality, for example); 
• Recent bereavement or loss; 
• Social isolation or social difficulties; 
• Absence of a safe environment to explore sexuality; 
• Economic vulnerability; 
• Homelessness or insecure accommodation status; 
• Connections with other children and young people who are being sexually exploited; 
• Family members or other connections involved in adult sex work; 
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• Having a physical or learning disability; 
• Being in care (particularly those in residential care and those with interrupted care histories); 

and 
• Sexual identity. 
 
More information can be found in: 
Child sexual exploitation: Definition and a guide for practitioners (DfE 2017) 
 
Child Criminal Exploitation 
CCE occurs where an individual or group takes advantage of an imbalance of power to coerce, 
control, manipulate or deceive a child into any criminal activity (a) in exchange for something the 
victim needs or wants, and/or (b) for the financial or other advantage of the perpetrator or 
facilitator and/or (c) through violence or the threat of violence. 
 
The victim may have been criminally exploited even if the activity appears consensual. CCE does not 
always involve physical contact; it can also occur through the use of technology. 
 
Some of the following can be indicators of CCE: 
• children who appear with unexplained gifts or new possessions; 
• children who associate with other young people involved in exploitation; 
• children who suffer from changes in emotional well-being; 
• children who misuse drugs and alcohol; 
• children who go missing for periods of time or regularly come home late; and 
• children who regularly miss school or education or do not take part in education. 
 
County Lines 
County lines is a term used to describe gangs and organised criminal networks involved in exporting 
illegal drugs (primarily crack cocaine and heroin) into one or more importing areas [within the UK], 
using dedicated mobile phone lines or other form of “deal line”.’ 
 
Exploitation is an integral part of the county lines offending model with children and vulnerable 
adults exploited to move [and store] drugs and money. Offenders will often use coercion, 
intimidation, violence (including sexual violence) and weapons to ensure compliance of victims. 
 
Children can easily become trapped by this type of exploitation as county lines gangs create drug 
debts and can threaten serious violence and kidnap towards victims (and their families) if they 
attempt to leave the county lines network. 
 
Domestic Abuse 
The Domestic Abuse Act 2021 (Part 1) defines domestic abuse as any of the following behaviours, 
either as a pattern of behaviour, or as a single incident, between two people over the age of 16, 
who are 'personally connected' to each other: 
(a) physical or sexual abuse; 
(b) violent or threatening behaviour; 
(c) controlling or coercive behaviour; 
(d) economic abuse (adverse effect of the victim to acquire, use or maintain money or other 
property; or obtain goods or services); and 
(e) psychological, emotional or other abuse. 
People are 'personally connected' when they are, or have been married to each other or civil 
partners; or have agreed to marry or become civil partners. If the two people have been in an 
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intimate relationship with each other, have shared parental responsibility for the same child, or 
they are relatives. 
The definition of Domestic Abuse applies to children if they see or hear, or experience the effects 
of, the abuse; and they are related to the abusive person. 
(The definition can be found here: https://www.legislation.gov.uk/ukpga/2021/17/part/1/enacted) 
Types of domestic abuse include intimate partner violence, abuse by family members, teenage 
relationship abuse and child/adolescent to parent violence and abuse. Anyone can be a victim of 
domestic abuse, regardless of sexual identity, age, ethnicity, socio-economic status, sexuality or 
background and domestic abuse can take place inside or outside of the home. 
The school is part of Operation Encompass and receives information concerning Domestic Abuse 
directly from the police. 
The National Domestic Abuse helpline can be called free of charge and in confidence, 24 hours a 
day on 0808 2000 247. 
 
Female Genital Mutilation 
Female genital mutilation refers to procedures that intentionally alter or cause injury to the female 
genital organs for non-medical reasons. The practice is illegal in the UK. 
 
FGM typically takes place between birth and around 15 years old; however, it is believed that the 
majority of cases happen between the ages of 5 and 8. 
 
Risk factors for FGM include: 
 
• low level of integration into UK society 
• mother or a sister who has undergone FGM 
• girls who are withdrawn from PSHE 
• visiting female elder from the country of origin 
• being taken on a long holiday to the country of origin 
• talk about a ‘special’ procedure to become a woman 
 
Symptoms of FGM 
 
FGM may be likely if there is a visiting female elder, there is talk of a special procedure or 
celebration to become a woman, or parents wish to take their daughter out-of-school to visit an 
‘at-risk’ country (especially before the summer holidays), or parents who wish to withdraw their 
children from learning about FGM. Staff should not assume that FGM only happens outside the UK. 
  
Indications that FGM may have already taken place may include: 
 

• difficulty walking, sitting or standing and may even look uncomfortable. 
• spending longer than normal in the bathroom or toilet due to difficulties urinating. 
• spending long periods of time away from a classroom during the day with bladder or 

menstrual problems. 
• frequent urinary, menstrual or stomach problems. 
• prolonged or repeated absences from school or college, especially with noticeable 

behaviour changes (e.g. withdrawal or depression) on the girl’s return 
• reluctance to undergo normal medical examinations. 
• confiding in a professional without being explicit about the problem due to 

embarrassment or fear. 
• talking about pain or discomfort between her legs 

 

Staff Handbook 40 18/05/2022

https://www.legislation.gov.uk/ukpga/2021/17/part/1/enacted


The Serious Crime Act 2015 sets out a duty on professionals (including teachers) to notify police 
when they discover that FGM appears to have been carried out on a girl under 18. In schools, this 
will usually come from a disclosure (unlike in the medical profession where an observation may 
have been made). 
Teachers must personally report to the police cases where they discover that an act of FGM 
appears to have been carried out; and discuss any such cases with the safeguarding lead and 
children’s social care. The duty does not apply in relation to at risk or suspected cases. 
 
Honour-Based Abuse 
So-called ‘honour-based’ abuse (HBA) encompasses crimes which have been committed to protect 
or defend the honour of the family and/or the community, including Female Genital Mutilation 
(FGM), forced marriage, and practices such as breast ironing. All forms of so called HBA are abuse 
(regardless of the motivation) and should be handled and escalated as such. 
Where staff are concerned that a child might be at risk of HBA, they must contact the Designated 
Safeguarding Lead as a matter of urgency. 
 
Private Fostering 
A private fostering arrangement is one that is made privately (without the involvement of a local 
authority) for the care of a child under the age of 16 years (under 18, if disabled) by someone other 
than a parent or close relative, in their own home, with the intention that it should last for 28 days 
or more. 
 
A private fostering arrangement is one that is made privately (without the involvement of a local 
authority) for the care of a child under the age of 16 years (under 18, if disabled) by someone other 
than a parent or close relative, in their own home, with the intention that it should last for 28 days 
or more. 
 
A close family relative is defined as a ‘grandparent, brother, sister, uncle or aunt’ and includes half-
siblings and step-parents; it does not include great-aunts or uncles, great grandparents or cousins. 
Parents and private foster carers both have a legal duty to inform the relevant local authority at 
least six weeks before the arrangement is due to start; not to do so is a criminal offence. 
Whilst most privately fostered children are appropriately supported and looked after, they are a 
potentially vulnerable group who should be monitored by the local authority, particularly when the 
child has come from another country. In some cases, privately fostered children are affected by 
abuse and neglect, or be involved in trafficking, child sexual exploitation or modern-day slavery.  
Schools have a mandatory duty to report to the local authority where they are aware or suspect 
that a child is subject to a private fostering arrangement. Although schools have a duty to inform 
the local authority, there is no duty for anyone, including the private foster carer or social workers 
to inform the school. However, it should be clear to the school who has parental responsibility. 
School staff should notify the Designated Safeguarding Lead when they become aware of private 
fostering arrangements. The Designated Safeguarding Lead will speak to the family of the child 
involved to check that they are aware of their duty to inform the LA. The school itself has a duty to 
inform the local authority of the private fostering arrangements. 
 
On admission to the school, we will take steps to verify the relationship of the adults to the child 
who is being registered. 
 
Prevent Duty 
As part of the Counter Terrorism and Security Act 2015, schools have a duty to ‘prevent people 
being drawn into terrorism’. This has become known as the ‘Prevent Duty’. 
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Where staff are concerned that children and young people are developing extremist views or show 
signs of becoming radicalized, they should discuss this with the Designated Safeguarding Lead.  
The Designated Safeguarding Lead has received training about the Prevent Duty and tackling 
extremism and is able to support staff with any concerns they may have. 
 
We use the curriculum to ensure that children and young people understand how people with 
extreme views share these with others, especially using the internet.  
 
Staff should be alert to changes in children’s behaviour, which could indicate that they may be in 
need of help or protection. Staff should use their judgement in identifying children who might be at 
risk of radicalisation and act proportionately which may include the Designated Safeguarding Lead 
(or deputy) making a Prevent referral. 
 
We are committed to ensuring that our pupils are offered a broad and balanced curriculum that 
aims to prepare them for life in modern Britain. Teaching the school’s core values alongside the 
fundamental British Values supports quality teaching and learning, whilst making a positive 
contribution to the development of a fair, just and civil society. 
 
Recognising Extremism 
Early indicators of radicalisation or extremism may include: 
• showing sympathy for extremist causes 
• glorifying violence, especially to other faiths or cultures 
• making remarks or comments about being at extremist events or rallies outside school  
• evidence of possessing illegal or extremist literature 
• advocating messages similar to illegal organisations or other extremist groups 
• out of character changes in dress, behaviour and peer relationships (but there are also very 
powerful narratives, programmes and networks that young people can come across online so 
involvement with particular groups may not be apparent.) 
• secretive behaviour 
• online searches or sharing extremist messages or social profiles 
• intolerance of difference, including faith, culture, gender, race or sexuality 
• graffiti, art work or writing that displays extremist themes 
• attempts to impose extremist views or practices on others 
• verbalising anti-Western or anti-British views 
• advocating violence towards others 
 
APPENDIX 4: Responsibility of the Designated Safeguarding Lead 
Safeguarding is everyone’s responsibility, although anyone can make a referral to children’s social 
care. The DSL will always support staff with their worries or concerns about the pupils in our care. 
 
Annex C: Role of the designated safeguarding lead Governing bodies and proprietors should ensure 
an appropriate senior member of staff, from the school or college leadership team, is appointed to 
the role of designated safeguarding lead.143 The designated safeguarding lead should take lead 
responsibility for safeguarding and child protection (including online safety). This should be explicit 
in the role holder’s job description.  
This person should have the appropriate status and authority within the school or college to carry 
out the duties of the post. The role of the designated safeguarding lead carries a significant level of 
responsibility, and they should be given the additional time, funding, training, resources and support 
they need to carry out the role effectively. Their additional responsibilities include providing advice 
and support to other staff on child welfare, safeguarding and child protection matters, taking part in 
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strategy discussions and inter-agency meetings, and/or supporting other staff to do so, and to 
contributing to the assessment of children. 
Deputy designated safeguarding leads 
It is a matter for individual schools and colleges as to whether they choose to have one or more 
deputy designated safeguarding leads. Any deputies should be trained to the same standard as the 
designated safeguarding lead and the role should be explicit in their job description. Whilst the 
activities of the designated safeguarding lead can be delegated to appropriately trained deputies, 
the ultimate lead responsibility for child protection, as set out above, remains with the designated 
safeguarding lead, this lead responsibility should not be delegated.  
Availability 
During term time the designated safeguarding lead (or a deputy) should always be available (during 
school or college hours) for staff in the school or college to discuss any safeguarding concerns. 
Whilst generally speaking the designated safeguarding lead (or deputy) would be expected to be 
available in person, it is a matter for individual schools and colleges, working with the designated 
safeguarding lead, to define what “available” means and whether in exceptional circumstances 
availability via phone and or Skype or other such media is acceptable. It is a matter for individual 
schools and colleges and the designated safeguarding lead to arrange adequate and appropriate 
cover arrangements for any out of hours/out of term activities.  
Manage referrals  
The designated safeguarding lead is expected to refer cases:  
• of suspected abuse and neglect to the local authority children’s social care as required and 

support staff who make referrals to local authority children’s social care; 
• to the Channel programme where there is a radicalisation concern as required and support staff 

who make referrals to the Channel programme; 
• where a person is dismissed or left due to risk/harm to a child to the Disclosure and Barring 

Service as required; and 
• where a crime may have been committed to the Police as required.  
NPCC - When to call the police should help understand when to consider calling the police and what 
to expect when working with the police.  
 
When a school has a sole proprietor rather than a governing body, appropriate steps should be taken 
to ensure that the member of the senior leadership team who is appointed as designated 
safeguarding lead (DSL) is able to discharge that role with sufficient independence, particularly in 
relation to any allegations involving the proprietor or members of the proprietor’s family. This may 
involve including in the appointment as DSL, written confirmation that part of the duties of the post 
involve contacting the Local Authority Designated Officer (LADO) on any matter that the DSL 
considers cannot be properly dealt with internally. Consideration could also be given to providing the 
DSL with access to external advice from an appropriate company or legal service 
 
Working with others  
The designated safeguarding lead is expected to: 
• act as a source of support, advice and expertise for all staff; 
• act as a point of contact with the safeguarding partners;  
• liaise with the headteacher or principal to inform him or her of issues- especially ongoing 

enquiries under section 47 of the Children Act 1989 and police investigations; 
• as required, liaise with the “case manager” (as per Part four) and the local authority 

designated officer(s) (LADO) for child protection concerns in cases which concern a staff 
member; 

• liaise with staff (especially teachers, pastoral support staff, school nurses, IT Technicians, 
senior mental health leads and special educational needs co-ordinators (SENCOs), or the 
named person with oversight for SEN in a college and Senior Mental Health Leads) on matters 
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of safety and safeguarding and welfare (including online and digital safety) and when deciding 
whether to make a referral by liaising with relevant agencies so that children’s needs are 
considered holistically;  

• liaise with the senior mental health lead and, where available, the Mental Health Support 
Team, where safeguarding concerns are linked to mental health;  

• promote supportive engagement with parents and/or carers in safeguarding and promoting 
the welfare of children, including where families may be facing challenging circumstances; 

• work with the headteacher and relevant strategic leads, taking lead responsibility for 
promoting educational outcomes by knowing the welfare, safeguarding and child protection 
issues that children in need are experiencing, or have experienced, and identifying the impact 
that these issues might be having on children’s attendance, engagement and achievement at 
school or college. This includes:  

 
o ensure that the school or college knows who its cohort of children who have or have had 

a social worker are, understanding their academic progress and attainment, and 
maintaining a culture of high aspirations for this cohort; and,  

o  support teaching staff to provide additional academic support or reasonable adjustments 
to help children who have or have had a social worker reach their potential, recognising 
that even when statutory social care intervention has ended, there is still a lasting impact 
on children’s educational outcomes. 

 
We recognise that in some settings there may be a different strategic lead for promoting the 
educational outcomes of children who have or have had a social worker, particularly in larger schools 
or colleges. Where this is the case, it is important that the DSL works closely with the lead to provide 
strategic oversight for the outcomes of these children and young people. 
 
Information sharing and managing the child protection file 
The designated safeguarding lead is responsible for ensuring that child protection files are kept up to 
date. Information should be kept confidential and stored securely. It is good practice to keep 
concerns and referrals in a separate child protection file for each child. Records should include  
 
• a clear and comprehensive summary of the concern; 
• details of how the concern was followed up and resolved; 
• a note of any action taken, decisions reached and the outcome.  
 
They should ensure the file is only accessed by those who need to see it and where the file or 
content within it is shared, this happens in line with information sharing advice as set out in Part one 
and Part two of this guidance.  
 
Where children leave the school or college (including in year transfers) the designated safeguarding 
lead should ensure their child protection file is transferred to the new school or college as soon as 
possible, and within 5 days for an in-year transfer or within the first 5 days of the start of a new 
term. This should be transferred separately from the main pupil file, ensuring secure transit, and 
confirmation of receipt should be obtained. Receiving schools and colleges should ensure key staff 
such as designated safeguarding leads and SENCOs or the named person with oversight for SEN in 
colleges, are aware as required.  
 
Lack of information about their circumstances can impact on the child’s safety, welfare and 
educational outcomes. In addition to the child protection file, the designated safeguarding lead 
should also consider if it would be appropriate to share any additional information with the new 
school or college in advance of a child leaving to help them put in place the right support to 
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safeguard this child and to help the child thrive in the school or college. For example, information 
that would allow the new school or college to continue supporting children who have had a social 
worker and been victims of abuse and have that support in place for when the child arrives. 
 
Raising Awareness  
The designated safeguarding lead should: 
• ensure each member of staff has access to, and understands, the school’s or college’s child 

protection policy and procedures, especially new and part-time staff; 
• ensure the school’s or college’s child protection policy is reviewed annually (as a minimum) and 

the procedures and implementation are updated and reviewed regularly, and work with 
governing bodies or proprietors regarding this;  

• ensure the child protection policy is available publicly and parents are aware of the fact that 
referrals about suspected abuse or neglect may be made and the role of the school or college in 
this;  

• link with the safeguarding partner arrangements to make sure staff are aware of any training 
opportunities and the latest local policies on local safeguarding arrangements; and,  

• help promote educational outcomes by sharing the information about the welfare, 
safeguarding and child protection issues that children who have or have had a social worker are 
experiencing with teachers and school and college leadership staff. 

 
Training, knowledge and skills  
The designated safeguarding lead (and any deputies) should undergo training to provide them with 
the knowledge and skills required to carry out the role. This training should be updated at least 
every two years. The designated safeguarding lead should undertake Prevent awareness training. 
Training should provide designated safeguarding leads with a good understanding of their own role, 
how to identify, understand and respond to specific needs that can increase the vulnerability of 
children, as well as specific harms that can put children at risk, and the processes, procedures and 
responsibilities of other agencies, particularly children’s social care, so they:  
 
• understand the assessment process for providing early help and statutory intervention, 

including local criteria for action and local authority children’s social care referral 
arrangements;  

• have a working knowledge of how local authorities conduct a child protection case conference 
and a child protection review conference and be able to attend and contribute to these 
effectively when required to do so;  

 
o understand the importance of the role the designated safeguarding lead has in 

providing information and support to children social care in order to safeguard and 
promote the welfare of children;  

o understand the lasting impact that adversity and trauma can have, including on 
children’s behaviour, mental health and wellbeing, and what is needed in 
responding to this in promoting educational outcomes;  

o are alert to the specific needs of children in need, those with special educational 
needs and disabilities (SEND), those with relevant health conditions and young 
carers; 

o understand the importance of information sharing, both within the school and 
college, and with the safeguarding partners, other agencies, organisations and 
practitioners;  

 
Full details in Chapter one of Working Together to Safeguard Children.  Section 17(10) Children Act 
1989: those unlikely to achieve a reasonable standard of health and development without local 
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authority services, those whose health and development is likely to be significantly impaired without 
the provision of such services, or disabled children.  
 
• understand and support the school or college with regards to the requirements of the 

Prevent duty and are able to provide advice and support to staff on protecting children from 
the risk of radicalisation; 

• are able to understand the unique risks associated with online safety and be confident that 
they have the relevant knowledge and up to date capability required to keep children safe 
whilst they are online at school or college; 

• can recognise the additional risks that children with special educational needs and disabilities 
(SEND) face online, for example, from online bullying, grooming and radicalisation and are 
confident they have the capability to support children with SEND to stay safe online; 

• obtain access to resources and attend any relevant or refresher training courses; and, 
• encourage a culture of listening to children and taking account of their wishes and feelings, 

among all staff, in any measures the school or college may put in place to protect them.  
 
In addition to the formal training set out above, their knowledge and skills should be refreshed (this 
might be via e-bulletins, meeting other designated safeguarding leads, or simply taking time to read 
and digest safeguarding developments) at regular intervals, as required, and at least annually, to 
allow them to understand and keep up with any developments relevant to their role.  
 
Providing support to staff  
Training should support the designated safeguarding lead in developing expertise, so they can 
support and advise staff and help them feel confident on welfare, safeguarding and child protection 
matters. This includes specifically to: 
 
• ensure that staff are supported during the referrals processes; and 
• support staff to consider how safeguarding, welfare and educational outcomes are linked, 

including to inform the provision of academic and pastoral support. 
 
Understanding the views of children  
It is important that children feel heard and understood. Therefore, designated safeguarding leads 
should be supported in developing knowledge and skills to: 
 
• encourage a culture of listening to children and taking account of their wishes and feelings, 

among all staff, and in any measures the school or college may put in place to protect them; 
and,  

• understand the difficulties that children may have in approaching staff about their 
circumstances and consider how to build trusted relationships which facilitate 
communication. 

 
Holding and sharing information  
The critical importance of recording, holding, using and sharing information effectively is set out in 
Parts one, two and five of this document, and therefore the designated safeguarding lead should be 
equipped to: 
 
• understand the importance of information sharing, both within the school and college, and 

with other schools and colleges on transfer including in-year and between primary and 
secondary education, and with the safeguarding partners, other agencies, organisations and 
practitioners; 
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• understand relevant data protection legislation and regulations, especially the Data 
Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR); and, 

• be able to keep detailed, accurate, secure written records of concerns and referrals and 
understand the purpose of this record-keeping. 
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Staff Code of Conduct 

(Reviewer, Darren Carpenter, October 2021) 

1. Purpose and application 

Purpose:  Relationships with fellow Staff, employees, governors, contractors, visitors, volunteers, 

pupils and their parents, guardians or carers should be reasonable and mutually respectful at all 

times.  This Code has been produced to place the welfare of children at the centre of the College and 

its culture and to ensure that all those who work in the College and may have contact with children 

are clear on the rules of conduct and the expectations of the College.  Children place trust in those 

connected to the College creating obligations which we must all meet to ensure the successful 

outcomes achieved by the children in our care. 

 

This Code has regard to the College's child protection and safeguarding policy and procedures and 

the following (collectively referred to in this Code as the Guidance): 

Keeping children safe in education (September 2021) (KCSIE) (which refers to the non-statutory 

advice for practitioners: What to do if you're worried a child is being abused (March 2015) 

Disqualification under the Childcare Act 2006 (August 2018); 

Working together to safeguard children (July 2018, updated December 2020) (WT): 

WT refers to the non-statutory advice: Information sharing (July 2018). 

Revised Prevent Duty Guidance:  for England and Wales (April 2021) (Prevent).  Prevent is 

supplemented by: 

The Prevent duty: Departmental advice for Colleges and childminders (June 2015); 

Channel Duty Guidance: Protecting vulnerable people from being drawn into terrorism (February 

2021) 

The use of social media for online radicalisation (July 2015). 

 

Guidance on female genital mutilation, to include: 

Multi-agency statutory guidance on female genital mutilation (October 2018) 

Home Office statutory guidance Mandatory Reporting of Female Genital Mutilation: procedural 

information (October 2015). 

Guidance published by the Department for Health which provides useful information and support for 

health professionals which will be taken into account by the College's medical staff. 

 

Guidance on mental health, to include: 

Preventing and Tackling Bullying (July 2017) 

Mental Health and Behaviour in Colleges (November 2018); and 

Promoting children and young people’s emotional health and wellbeing (March 2015). 

 

The purpose of the Code is to: 

confirm and reinforce the professional responsibilities of all Staff; 

clarify the legal position in relation to sensitive aspects of Staff / pupil relationships and 

communication including the use of social media; 

set out the expectations of standards and behaviour to be maintained within the College; and 

to help adults establish safe practices and reduce the risk of false accusations or improper conduct. 

 

Application:  The Code of Conduct (Code) applies to all Staff working in the College (College), 

whether paid or unpaid, whatever their position, role or responsibilities and Staff includes 

employees, governors, contractors, work experience / placement students and volunteers.  All Staff 

will receive training in relation to this Code. 
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Your duty:  It is the contractual duty of every member of Staff to observe the rules and obligations in 

this Code.  You should also follow the Guidance.  The College also has a duty of care to its Staff, 

parents, guardians or carers and pupils and the implementation of the practices in this Code will help 

to discharge that duty. 

Wrongdoing:  All staff are required to report their own wrongdoing, or any wrongdoing or proposed 

wrongdoing of any other member of staff or any conduct which they may suspect to be 

inappropriate to the Headmaster.  The College operates a Whistleblowing Policy which is contained 

within this Staff Handbook. 

Application with other policies:  The Code should be read in conjunction with the College's Child 

Protection and Safeguarding Policy and Procedures and Whistleblowing Policy. 

Definitions  

In this Code any reference to ‘Head’ means the Head of the Senior School or Head of the Prep School 

as appropriate.  ‘Headmaster’ means the Head of the College. 

2. Guiding principles 

Principles for all Staff 

All Staff should put the wellbeing, development, and progress of all pupils first by: 

• taking all reasonable steps to ensure the safety and wellbeing of pupils under their 

supervision; 

• using professional expertise and judgment for the best interests of pupils in their care; 

• demonstrating self-awareness and taking responsibility for their own actions and for 

providing help and support to pupils; 

• raising concerns about the practices of teachers or other professionals where these may 

have a negative impact on pupils' learning or progress, or may put pupils at risk; 

• being familiar with the College's Child Protection and Safeguarding Policy and Procedures 

and the pupil behaviour policy; 

• reading and understanding Part 1, and where appropriate Annex A, of KCSIE (September 

2021); 

• knowing the role, identity and contact details of the current Designated Safeguarding Lead 

and their Deputies;  

• knowing the role, identity and contact details of the Governor with responsibility for 

Safeguarding and Child Protection; and 

• being aware that they are in a position of trust (i.e. the adult is in a position of power or 

influence over the pupil due to his or her work); that the relationship is not a relationship 

between equals and that this position must never be used to intimidate, bully, humiliate, 

coerce or threaten pupils. 

 

All Staff should demonstrate respect for diversity and take steps to promote equality by: 

• acting appropriately and in accordance with this Code of Conduct, towards all pupils, 

parents, guardians or carers and Staff; 

• complying with the College's anti-bullying, Equal Opportunities and Dignity at Work policies 

and this Code of Conduct; 

• addressing issues of discrimination and bullying whenever they arise; and 

• helping to create a fair and inclusive College environment. 

 

All Staff should work as part of a unified Staff body by: 

• developing productive and supportive relationships with colleagues; 

• exercising any management responsibilities in a respectful, inclusive and fair manner; 

• complying with all College policies and procedures; 

• participating in the College's development and improvement activities; 
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• recognising the role of the College in the life of the local community; and 

• upholding the College's reputation and standing within the local community and building 

trust and confidence in it. 

 

All Staff should understand that the College has a legal duty to have regard to the need to prevent 

people from being drawn into terrorism, and consequently should be aware of: 

• what extremism and radicalisation means and why people - including pupils and fellow staff 

members - may be vulnerable to being drawn into terrorism as a consequence of it; 

• what measures are available to prevent people from becoming drawn into terrorism and 

how to challenge the extremist ideology that can be associated with it; and 

• how to obtain support for people who may be being exploited by radicalising influences. 

 

All Staff should maintain public trust and confidence in the College and in their profession by: 

• demonstrating honesty and integrity; 

• understanding and upholding their duty to safeguard the welfare of children and young 

people; 

• understanding and demonstrating fundamental British values, including democracy, the rule 

of law, individual liberty and mutual respect and tolerance of different faiths and beliefs; 

• maintaining reasonable standards of behaviour whether inside or outside of normal College 

hours and whether on or off the College's site; and 

• maintaining an effective learning environment. 

 

All Staff should raise any concerns relating to honour-based abuse (to include female genital 

mutilation (FGM) and forced marriage with the Designated Safeguarding Lead and involve children’s 

social care as appropriate in accordance with the College's child protection and safeguarding policy 

and procedures.  Teachers must also report to the police cases where they discover (either through 

disclosure by the victim or visual evidence) that an act of FGM appears to have been carried out on a 

girl under the age of 18.  The report should be made orally by calling 101, the single non-emergency 

number. It will be rare for teachers to see visual evidence, and they should not be examining pupils 

but those failing to report such cases will face disciplinary sanctions. 

 

All Staff should know what to do if a child tells them that they are being abused, exploited or 

neglected.  Staff should know how to manage the requirement to maintain an appropriate level of 

confidentiality.  This means only involving those who need to be involved, such as the Designated 

Safeguarding Lead (or deputy) and children’s social care.  Staff should never promise a child that 

they will not tell anyone about a report of any form of abuse, as this may ultimately not be in the 

best interests of the child. 

 

All Staff should be aware that safeguarding incidents and/or behaviours can be associated with 

factors outside the College and/or can occur between children outside of the College environment.  

All Staff, but especially the designated safeguarding lead (and deputies) should consider whether 

children are at risk of abuse or exploitation in situations outside their families. Extra-familial harms 

take a variety of different forms and children can be vulnerable to multiple harms including (but not 

limited to) sexual exploitation, criminal exploitation, and serious youth violence. 

 

All Staff should also be aware that mental health problems can, in some cases, be an indicator that a 

child has suffered or is at risk of suffering abuse, neglect or exploitation.  Only appropriately trained 

professionals should attempt to make a diagnosis of a mental health problem.  Staff however, are 

well placed to observe children day-to-day and identify those whose behaviour suggests that they 

may be experiencing a mental health problem or be at risk of developing one.  It is key that staff are 

aware of how experiences such as abuse, neglect or other potentially traumatic adverse childhood 
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experiences can impact on a child's mental health, behaviour and education.  If Staff have a mental 

health concern about a child that is also a safeguarding concern, immediate action should be taken, 

following the College's child protection and safeguarding policy and procedures. 

 

All Staff should be able to reassure victims that they are being taken seriously and that they will be 

supported and kept safe.  A victim should never be given the impression that they are creating a 

problem by reporting abuse, sexual violence or sexual harassment.  Nor should a victim ever be 

made to feel ashamed for making a report. 

 

The College encourages an open and transparent culture in which it may identify concerning, 

problematic or inappropriate behaviour early, minimise the risk of abuse and ensure that adults 

working in or on behalf of the College are clear about professional boundaries and act within these 

boundaries.  

 

All staff should be aware of their responsibility in relation to even low-level concerns in accordance 

with KCSIE, September 2021.   

 

A low-level concern is any concern – no matter how small, and even if no more than causing a sense 

of unease or a ‘nagging doubt’ – that an adult working in or on behalf of the College may have acted 

in a way that is inconsistent with the staff Code of Conduct, including inappropriate conduct outside 

of work, and does not meet the allegations threshold or is otherwise not considered serious enough 

to consider a referral to the LADO.    

 

All staff are encouraged to self-refer, where, for example, they have found themselves in a situation 

which could be misinterpreted, might appear compromising to others, and/or on reflection they 

believe they have behaved in such a way that they consider may fall below the expected 

professional standards. 

 

It is critical that all concerns about adults should be shared responsibly, with the right person, 

recorded and dealt with appropriately. Low level concerns should be shared with the Designated 

Safeguarding Lead (or deputy) who can address the concern in a proportionate manner. Where a 

low-level concern is raised about the Designated Safeguarding Lead, it should be shared with the 

Head.  

 

Additional principles for teachers 

Teachers should take responsibility for maintaining the quality of their teaching practice by: 

• meeting the professional standards for teaching applicable to their role and position within 

the College; 

• reflecting on their current practice and seeking out opportunities to develop knowledge, 

understanding and skills; 

• helping pupils to become confident and successful learners;  

and establishing productive relationships with parents, guardians or carers by: 

• providing accessible and accurate information about their child's progress; 

• involving them in important decisions about their child's education; and 

• complying with this Code. 

3. Guidance on Staff / pupil relationships 

Application:  Allegations of unprofessional conduct or improper contact or words can arise at any 

time.  Professionalism and vigilance are required so as to ensure the safety of children in our care, 

and to reduce the risk of an allegation of impropriety against a member of Staff.  This guidance 

applies to all Staff. 
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Sexual contact:  Staff must not: 

• have any type of sexual relationship with a pupil or pupils; 

• have sexually suggestive or provocative communications with a pupil; 

• make sexual remarks to or about a pupil; and 

• discuss their own sexual relationships in the presence of pupils. 

 

Abuse of a position of trust and inappropriate relationships with College pupils:  Sexual 

relationships or sexual contact with any pupils, or encouraging a relationship to develop in a way 

which might lead to a sexual relationship or any relationship just considered inappropriate with any 

pupil at the College is a grave breach of trust that will usually lead to disciplinary action and may also 

lead to criminal prosecution.  It is the criminal offence of an abuse of a position of trust to have any 

sexual relationship with any College pupil under the age of 18, and whilst not a criminal offence, it is 

a breach of this Code and considered to be gross misconduct to have a sexual relationship with any 

pupil of this College, even if over the age of 18. 

 

Inappropriate relationships with pupils at another school:  Forming relationships with children or 

young people who are pupils or students at another school will be a criminal offence if they are 

under 16 but may also be a criminal offence if under the age of 18 and will be regarded as gross 

misconduct.  Such behaviour tends to bring the College into disrepute and gives rise to concern that 

the Staff involved cannot be trusted to maintain professional boundaries with pupils and students at 

the College. Whilst not necessarily a criminal offence, the College considers it inappropriate for Staff 

to form inappropriate relationships with a pupil of any school, irrespective of their age. 

 

General guidance:   

You should be aware of the general guidance that will apply in all cases.  In particular you: 

• need to exercise professional judgment but always act within the spirit of these guidelines.  

If you are involved in a situation where no specific guidance exists, you should discuss the 

circumstances with the Designated Safeguarding Lead.  A written record should be kept that 

includes justification for any action taken; 

• All staff should avoid any form of close relationship with a pupil after the pupil has left the 

College. 

• must be aware of the risks of peer-on-peer abuse and be familiar with procedures for 

handling allegations against other children and bullying as set out in the College's child 

protection and safeguarding policy and procedures and the important role they have to play 

in preventing it and responding where they believe a child may be at risk from it.  Examples 

of peer-on-peer abuse are bullying (including cyberbullying), physical abuse, sexual violence 

and sexual harassment, upskirting, the consensual and non-consensual sharing of nudes and 

semi-nudes images and videos (also known as sexting or youth produced sexual imagery), 

and initiation and hazing (which could include activities involving harassment, abuse or 

humiliation used as a way of initiating a person into a group and may include an online 

element especially around chat groups, and the sharing of abusive images and 

pornography);  

• must be aware of indicators that children are at risk from, or are involved with serious 

violent crime.  These may include being male, increased absence from school or having been 

frequently absent or permanently excluded from school, a change in friendships or 

relationships with older individuals or groups, a significant decline in performance, having 

experienced child maltreatment, having been involved in offending such as theft or robbery, 

signs of self-harm or a significant change in wellbeing or signs of assault or unexplained 

injuries.  Unexplained gifts or new possessions could also indicate that children have been 

approached by, or are involved with, individuals associated with criminal networks or gangs; 
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• must be familiar with procedures for reporting concerns in accordance with the College's 

Whistleblowing Policy and be aware that if Staff raise concerns about working practices at 

the College to the Designated Safeguarding Lead or an appropriate senior member of Staff 

that they will be protected from detriment under the whistleblowing policy; 

• must be familiar with the local reporting guidelines and the West Sussex Children’s 

Partnership reporting threshold document in respect of any concerns relating to children; 

• must be familiar with procedures for handling allegations against Staff as set out in the 

College's Child Protection and Safeguarding Policy and Procedures; and  

• must seek guidance from the Designated Safeguarding Lead if you are in any doubt about 

appropriate conduct; and 

• must report any actions which could be misinterpreted, any misunderstandings, accidents or 

threats involving you and a pupil or a group of pupils to the Designated Safeguarding Lead. 

 

Behaviour giving particular cause for concern:  You should take particular care when dealing with a 

pupil who: 

• appears to be emotionally distressed, or generally vulnerable and / or who is seeking 

expressions of affection; 

• appears to hold a grudge against you; 

• acts in a sexually provocative way, or who is inclined to make exaggerated claims about 

themselves and others, or to fantasise, or one whose manner with adults is over-familiar; 

and 

• may have reason to make up an allegation to cover the fact that he or she has not worked 

hard enough for public examinations. 

 

Procedure to be followed in these cases:  Some of these behaviours may be indications that a child 

has been, or is currently being, abused and should therefore be reported to the Designated 

Safeguarding Lead under the College's Child Protection and Safeguarding Policy and Procedures. 

 

Record keeping:  Comprehensive records are essential.  All concerns, discussions and decisions 

made and the reasons for those decisions should be recorded in writing.  Records should include a 

clear and comprehensive summary of the concern, details of how the concern was followed up and 

resolved, a note of any action taken, decisions reached and the outcome.  Information should be 

kept confidential and stored securely.  Any incident involving children that could give cause for 

concern, must always be reported promptly to the Designated Safeguarding Lead in accordance with 

the College's child protection and safeguarding policy and procedures.  If there is any doubt about 

recording requirements this should be discussed with the Designated Safeguarding Lead. 

 

Good order and discipline:  Staff in charge or control of pupils must maintain good order and 

discipline at all times when pupils are present on College premises and whenever pupils are engaged 

in authorised College activities, whether on College premises or elsewhere. 

4. General Conduct 

• College property:  You must take proper care when using College property and you must not 

use College property for any unauthorised use or for private gain. 

• Use of premises:  You must not carry out any work or activity on College premises other 

than pursuant to your terms and conditions of employment without the prior permission of 

the Headmaster. 

• Behaviour of others:  You should be aware that the behaviour of your partner or other 

family members or any member of your household may raise concerns which could affect 

the welfare of a member of the College community, a member of the public, or bring the 
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College into disrepute and you should bring any such behaviour to the immediate attention 

of the College.  Such concerns will be given careful consideration as to whether they 

constitute a potential risk to children at the College or its reputation. 

5. Meetings with pupils 

One-to-one meetings:  If you are teaching one pupil, or conducting a one-to-one meeting or 

teaching session with a pupil, you should take particular care in the following ways: 

• when working alone with a pupil is an integral part of your role, conduct and agree full risk 

assessments with the Deputy Head (Pastoral) or Head; 

• use a room that has sufficient windows onto a corridor so the occupants can be seen, or 

keep the door open, or inform a colleague that the lesson / meeting is taking place; 

• arrange the meeting during normal College hours when there are plenty of other people 

about; 

• do not continue the meeting for any longer than is necessary to achieve its purpose; 

• avoid sitting or standing in close proximity to the pupil, except as necessary to check work; 

• avoid using "engaged" or equivalent signs on doors or windows; 

• avoid idle discussion; 

• avoid all unnecessary physical contact and apologise straight away if there is accidental 

physical contact; 

• avoid any conduct that could be taken as a sexual advance; 

• report any incident that causes you concern to the Designated Safeguarding Lead under the 

College's Child Protection and Safeguarding Policy and Procedures, and make a written 

record (signed and dated); and 

• report any situation where a pupil becomes distressed or angry to the Deputy Head 

(Pastoral) or Head. 

• Any online one-to-one meetings with a pupil, e.g. using Teams, must be recorded 

 

Pre-arranged meetings:  Pre-arranged meetings with pupils outside College should not be permitted 

unless approval is obtained from their parents, guardians or carers and the Deputy Head (Pastoral) 

or Head.  If you are holding such a meeting, you should inform colleagues before the meeting. 

 

Home visits:  In some circumstances home visits are necessary.  You should: 

• discuss the purpose of any visit with the Deputy Head (Pastoral) or Head and adhere to any 

agreed work plan / contract; 

• follow the risk management strategy and ensure appropriate risk assessments are in place.  

Where there is insufficient information to complete a risk assessment, ensure that you are 

accompanied by a colleague; 

• not visit unannounced if this can be avoided; 

• leave the door open where you will be alone with pupils; 

• keep records detailing times of arrival and departure, and work undertaken; 

• ensure that any behaviour or situation that gives rise to a concern is reported and actioned; 

• discuss with the Designated Safeguarding Lead anything that gives cause for concern in 

accordance with the College's Child Protection and Safeguarding Policy and Procedures; and 

• have a mobile telephone and an emergency contact. 

 

The use of personal living space:  Pupils should not be in or invited into the personal living space of 

any member of Staff, unless agreed with the parents, guardians or carers and the Deputy Head 

(Pastoral) or Head.  It is accepted that children of Staff (whether in College accommodation or not) 

may at times invite their friends to their homes.  In these instances, Staff are reminded to comply 
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with this Code of Conduct; must ensure that the parents of the child are aware; and should ideally 

ensure that a senior colleague is informed in advance. 

 

Chores:  Pupils should not be asked to assist with chores or tasks in the personal living space.  

Personal living spaces should not be used as an additional resource for the College.  This also applies 

to on-site Staff accommodation. 

 

Boarding houses:  Boarding Houses, where the Houseparent lives in, may have private living 

quarters which include areas which current and prospective pupils and parents can be invited into 

under supervision.  This is in order for communication between the relevant parties to be effective 

and at times confidential and to allow for entertaining of parents and pupils in line with the College's 

guidelines for House parents.  Pupils may only enter the designated public areas of the private living 

quarters of the House at the invitation of and with the express permission of the Houseparent for 

pastoral, academic or medical reasons.  The designated public areas of the private side of the House 

will usually include the Houseparent's study, sitting room and kitchen but will be specifically detailed 

in the College's guidelines for house parents. 

6. Language and appearance 

Language:  You should use appropriate language at all times.  You should: 

• avoid words or expressions that have any unnecessary sexual content or innuendo; avoid 

displays of affection either personally or in writing (e.g. messages in birthday cards, text 

messages, emails etc); 

• avoid any form of aggressive or threatening words; 

• avoid any words or actions that are over-familiar; 

• not swear, blaspheme or use any sort of offensive language in front of pupils; 

• avoid the use of sarcasm, discriminatory or derogatory words when punishing or disciplining 

pupils and avoid making unprofessional personal comments about anyone.  Any sanctions 

should be in accordance with the College's behaviour and discipline policies; and 

• be aware that some parts of the curriculum may raise sexually explicit subject matters.  Care 

should be taken in subjects where rules / boundaries are relaxed (e.g. drama or art).  Staff 

should have clear lesson plans and should take care to avoid overstepping personal and 

professional boundaries. 

 

Dress:  You should dress appropriately and in a professional manner.  Dress must not be offensive, 

distracting, revealing, or sexually provocative, embarrassing or discriminatory.  Political or other 

contentious slogans or badges are not allowed. 

7. The use of force or physical restraint 

Physical restraint:  All forms of corporal punishment are unlawful and the use of unwarranted 

physical force is likely to constitute a criminal offence.  The use of physical intervention should be 

avoided if possible.  There are circumstances when it is appropriate for Staff to use force to 

safeguard children.  This is enshrined in law and applies to any member of Staff at the College. It can 

also apply to people whom the Head has temporarily put in charge of pupils such as unpaid 

volunteers or parents accompanying students on a College-organised visit.  

 

Application of code of restraint:  It only applies where no other form of control is available and 

where it is necessary to intervene.  The use of force or physical contact may be reasonable and 

proportionate in the circumstances to prevent a pupil from doing, or continuing to do any of the 

following: 

• committing a criminal offence; 
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• injuring themselves or others; 

• causing damage to property, including their own; or 

• engaging in any behaviour prejudicial to good order and discipline at the College or among 

any of its pupils, whether that behaviour occurs in a classroom or elsewhere. 

 

Before intervening:  Before intervening physically you should, wherever practicable, tell the pupil to 

stop and what will happen if he or she does not.  You should continue attempting to communicate 

with the pupil throughout the incident and should make it clear that physical contact or restraint will 

stop as soon as it ceases to be necessary.  You should always avoid touching or holding a pupil in a 

way that might be considered indecent.  You should also avoid any form of aggressive contact such 

as holding, pushing, pulling or hitting which could amount to a criminal assault, nor act in a way that 

might reasonably be expected to cause injury. 

 

Inform senior staff:  You should inform the Deputy Head (Pastoral) or Head immediately following 

an incident where force has been used.  This is to help prevent any misunderstanding or 

misrepresentation of the incident, and it will be helpful in the event of a complaint.  You should 

provide a written report as soon as possible afterwards.  This should include written and signed 

accounts of those involved, including the pupil.  The parents, guardians or carers of the pupil should 

be informed about serious incidents involving the use of force.  In the EYFS setting, the parents, 

guardians or carers will be informed about any use of force on the same day or as soon as 

reasonably practicable.  The Deputy Head (Pastoral) /  Head will advise as to when parents should be 

contacted. 

 

Action taken in self-defence or in an emergency:  The law allows anyone to defend themselves 

against an attack provided they do not use more force than is necessary.  Similarly, where a pupil is 

at risk of immediate injury or on the point of inflicting injury on someone else, any member of Staff 

(whether authorised or not) would be entitled to intervene. 

 

Using reasonable force:  There is no legal definition of "reasonable force".  It will always depend on 

the circumstances. The term ‘reasonable force’ covers the broad range of actions used by staff that 

involve a degree of physical contact to control or restrain children. This can range from guiding a 

child to safety by the arm, to more extreme circumstances such as breaking up a fight or where a 

young person needs to be restrained to prevent violence or injury. ‘Reasonable’ in these 

circumstances means ‘using no more force than is needed’. The use of force may involve either 

passive physical contact, such as standing between pupils or blocking a pupil’s path, or active 

physical contact such as leading a pupil by the arm out of the classroom. Note that: 

• any use of force should be proportionate to the behaviour of the pupil involved and the 

seriousness of the harm prevented; 

• you should recognise the additional vulnerability of children with SEN, disabilities and 

certain medical conditions before using reasonable force; 

• physical force could not be justified to prevent a pupil from committing a trivial 

misdemeanour; 

• any force should always be the minimum needed to achieve the desired result; and 

• whether it is reasonable to use force and the degree of force that could be reasonably 

employed might also depend on the age, understanding and sex of the pupil. 

8. Physical contact in other circumstances 

When physical contact may be appropriate:  Physical contact with a pupil may be necessary and 

beneficial in order to demonstrate a required action, or a correct technique in, for example, singing 

and other music lessons or during PE, sports and games.  Any physical contact should be in response 

to the pupil's needs, of limited duration and appropriate to the pupil's age, stage of development, 
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gender, ethnicity and background.  Physical contact can be easily misinterpreted and should be 

limited.  Staff should use professional judgement. 

 

Guidance on using physical contact:  You should observe the following guidelines (where 

applicable): 

• explain the intended action to the pupil; 

• do not proceed with the action if the pupil appears to be apprehensive or reluctant, or if you 

have other concerns about the pupil's likely reaction; 

• ensure the physical contact continues for as short a time as possible; 

• ensure that the door is open and if you are in any doubt, ask a colleague or another pupil to 

be present during the demonstration; and 

• consider alternatives if it appears likely that the pupil might misinterpret the contact. 

 

Report concerns:  If you are at all concerned about any instance of physical contact, inform the 

Deputy Head (Pastoral) or Head without delay, and make a written record in the incident book and 

on the pupil's file if necessary. 

 

Offering comfort to distressed pupils:  Touching may be appropriate where a pupil is in distress and 

needs comforting.  You should use your own professional judgement when you feel a pupil needs 

this kind of support and should be aware of any special circumstances relating to the pupil.  For 

example, a child who has been abused may find physical contact particularly difficult.  You should 

always notify the Deputy Head (Pastoral) or Head when comfort has been offered, record the action 

and should seek guidance if unsure whether it would be appropriate in a particular case. 

 

Administering first aid:  When administering first aid you should explain to the child what is 

happening, ask the child’s permission to see the affected area, and ensure that another adult is 

present or is aware of the action being taken.  The treatment must meet the College's health and 

safety at work rules and intimate care guidelines, and parents, guardians or carers should be 

informed.  Staff should: 

• adhere to the College's policies on first aid and administering medication; 

• comply with the necessary reporting requirements; 

• make other adults aware of the task that is being undertaken; 

• explain what is happening; 

• report and record the administration of first aid; 

• have regard to any health plans; and 

• ensure that an appropriate health / risk assessment is undertaken prior to undertaking 

certain activities. 

 

Pupils' entitlement to privacy:  Children are entitled to privacy when changing or showering.  

However there still must be an appropriate level of supervision to ensure safety.  You should: 

• avoid physical contact or visually intrusive behaviour when children are undressed; 

• announce yourself when entering changing rooms and avoid remaining unless required; 

• not shower or change in the same place as children; and 

• not assist with any personal care task which a pupil can undertake themselves. 

 

Intimate care:  Sometimes intimate care is required, for example when assisting with toileting or 

removing wet clothes.  You should: 

• comply with the College's intimate care guidelines; 

• advise other Staff of the task being undertaken; if appropriate, request that another 

member of staff be present; and consult where there is any change from the agreed 
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procedure.  A record should be kept of the justification for any variations and this 

information should be shared with parents, guardians or carers; 

• explain to the child what is happening; 

• comply with applicable professional codes of practice, as appropriate; and 

• comply with regularly reviewed, formally agreed plans, as appropriate. 

 

Where a child has been abused:  Where a child has previously been abused, Staff should be 

informed on a 'need to know' basis, and should be extra cautious when considering the necessity of 

physical contact.  Some children may seek inappropriate physical contact.  Staff should sensitively 

deter the pupil and help them understand the importance of personal boundaries.  Such incidents 

should be reported and discussed with the Designated Safeguarding Lead and where appropriate 

parents, guardians or carers. 

 

Children with special educational needs or disabilities: Some children may need more physical 

contact to assist their everyday learning, which should be agreed and understood by all concerned, 

justified, openly applied and open to scrutiny.  The Designated Safeguarding Lead and SENCO will 

establish whether any reasonable adjustments are required for such pupils. 

 

Additional Guidelines for EYFS Staff:  This Code of Conduct is intended to assist staff and volunteers 

to minimise the risk of being accused of improper conduct towards young people with whom they 

come in contact during their work.  It would be impossible to lay down hard and fast rules to cover 

all the circumstances in which staff relate to pupils and where opportunities for their conduct to be 

misconstrued might occur.  Staff must exercise professional judgements in their dealings with Pre-

Prep age children.  From time to time it is advisable for all staff to reappraise their teaching styles, 

relationships with pupils and their manner and approach to individual pupils.  A relationship of trust 

is one where a member of staff, volunteer or any other person is in a position of power or influence 

over a pupil by virtue of their work or nature of activity being undertaken.  Any person who works 

with young children is in a position of trust and must be clear about what behaviour is acceptable 

and what is not. 

 

Physical contact and offering comfort: given the age of the children in the EYFS setting contact with 

any child is ‘as appropriate’ i.e. led by the child if he/she is hurt and wants to be comforted. If a child 

wishes to hold a teacher’s hand, it is recognised that ‘shrugging-off’ a child at this age could do 

damage and make the child feel rejected. In such circumstances, holding a hand is an acceptable 

level of contact, as is holding a child if they are shocked or injured. 

9. Code of conduct for contact outside College 

Contact outside College:  You should avoid unnecessary contact with pupils outside College.  You 

should: 

• not give pupils your home address, home telephone number, or personal email address; 

• not send personal communications (such as birthday cards or faith cards, text messages etc) 

to children unless agreed with the Deputy Head (Pastoral) or Head; 

• not make arrangements to meet pupils, individually or in groups, outside College other than 

on College trips authorised in accordance with the College’s usual procedures; 

• avoid contacting pupils at home unless this is strictly necessary, and you should keep a 

record of any such occasion; 

• not give a pupil a lift in your own vehicle other than on College business and with permission 

from the Deputy Head (Pastoral) or Head; 
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• avoid inviting pupils (groups or individuals) to your home unless there is a good reason and it 

has been approved by the Deputy Head (Pastoral) or Head.  This prohibition also applies if 

you have on site accommodation; 

• report and record any situation which may place a child at risk or which may compromise 

the College's or your professional standing; 

• ensure that pupils do not see anything in your home that may cause embarrassment or that 

might become the subject of inappropriate gossip or rumour; and 

• never engage in secretive social contact with pupils or their parents, guardians or carers. 

 

Social contact:  You should be aware that where you meet children or parents, guardians or carers 

socially, such contact could be misinterpreted as inappropriate, an abuse of a position of trust or as 

grooming.  Any social contact that could give rise to concern should be reported to the Deputy Head 

(Pastoral) or Head. 

 

Friendships with parents, guardians or carers and pupils:  Members of Staff who are friends with 

parents, guardians or carers of pupils or who, for example, are voluntary workers in youth 

organisations attended by pupils, will of course have contact with those pupils outside College.  

However, members of Staff should still respect the above advice wherever possible and should keep 

senior colleagues informed of such relationships. 

 

Scope of application of code on contact outside College:  The same guidelines should be applied to 

after College clubs, College trips, and especially trips that involve an overnight stay away from the 

College.  There are separate, more detailed guidelines for College trips in the Educational Visits 

Policy.  The principles of this guidance also apply to contact with children or young people who are 

pupils at another school. 

 

Transporting pupils:  There may be some situations when Staff are required to transport pupils.  You 

should: 

• comply with the College rules as set out in the Health & Safety Policy and Procedures, and 

ensure that you are fit to drive and free from any substances that may impair your 

judgement or ability to drive; 

• be aware that until the pupil is passed over to a parent / carer, you have responsibility for 

that pupil's health and safety; 

• record the details of the journey; 

• record, be able to justify impromptu or emergency lifts and notify the Deputy Head 

(Pastoral) or Head; 

• ensure that there are proper arrangements in place to ensure vehicle, passenger and driver 

safety, including appropriate insurance, seat belts, adherence to maximum capacity 

guidelines etc;  

• sit the child in the back seat, and; 

• wherever practicable, you should avoid using private vehicles and should try and have one 

adult additional to the driver to act as an escort. 

 

After school activities:  When taking part in after school activities, you should: 

• be accompanied by another adult unless otherwise agreed with the Deputy Head (Pastoral) 

or Head; 

• undertake a risk assessment; and 

• obtain parental consent. 

 

Educational visits:  When taking part in educational visits, you should: 

• follow the College's Educational Visits Policy; 
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• be accompanied by another adult unless otherwise agreed with the Deputy Head (Pastoral) 

or Head; 

• undertake a risk assessment; and 

• obtain parental consent. 

 

Overnight supervision:  Where overnight supervision is required to preserve the integrity of the 

examination process: 

• you should ensure that a risk assessment has been undertaken and that all members of the 

household have had the appropriate checks; 

• arrangements should be made with and agreed by parents, guardians or carers and the 

pupil; 

• one to one supervision should be avoided where possible; 

• choice, flexibility and contact with "the outside world" should be incorporated, so far as it is 

consistent with appropriate supervision and the College's guidelines; 

• whenever possible, independent oversight of the arrangements should be made; and 

• any misinterpretation, misunderstanding or complaint should be reported. 

10.  Communication with pupils (including the use of technology) 

Communicating with children and parents, guardians or carers:  All communication with children or 

parents, guardians or carers should conform to College policy and be limited to professional matters.  

Except in an emergency communication should only be made using College property. 

 

Use of mobile phones:  You may give pupils your mobile telephone number if required for 

professional interaction (such as making contact arrangements when on a College trip). However, 

where you give your number you should remind pupils that they should delete it when it is no longer 

required, and if you feel that a pupil has misused it in any way you should report the fact to the 

Head;  

 

Application:  These rules apply to any form of communication including mobile telephones, web-

cameras, social networking websites and blogs.  You should also ensure you comply with the 

College’s detailed IT Policies. 

 

Dealing with "crushes":  Crushes, fixations or infatuations are part of normal adolescent 

development.  However they need sensitive handling to avoid allegations of exploitation.  Such 

crushes carry a high risk of words, actions and expressions being misinterpreted; therefore, the 

highest levels of professionalism are required.  If you suspect that a pupil has a crush on you or on 

another colleague you should bring it to the attention of a senior colleague at the earliest 

opportunity.  Suggestions that a pupil may have developed a crush should be recorded.  Staff should 

avoid being alone with pupils who have developed a crush on them and if the pupil sends personal 

communications to the member of Staff, this should be reported to the Deputy Head (Pastoral) / 

Headmaster and recorded. 

 

Acceptable use:  Staff must establish safe and responsible online behaviours and must comply with 

the IT Acceptable Usage Policy and the rules on Social Media.  Staff,  should report to senior 

colleagues, any new and emerging technologies which may have a bearing on College practices and 

on the review of the College IT Policies.  Local and national guidelines on acceptable user policies 

should be followed.  Staff should also: 

• ensure that your own personal social networking sites are set as private and ensure that 

pupils are not approved contacts; 
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• ensure that you do not use any website or application, whether on a College or personal 

device, which publicly identifies your location while on College premises or otherwise in the 

course of your employment; 

• never use or access social networking sites of pupils and do not use internet or web-based 

communication channels to send personal messages to pupils; 

• never use your own email address to communicate with pupils; 

• only make contact with pupils for professional reasons; and 

• recognise that text messaging should only be used as part of an agreed protocol and only 

when other forms of communication are not possible. 

 

Personal details:  Staff should not give their personal contact details to pupils, including personal 

email addresses or home telephone numbers, unless the need to do so is agreed with the Deputy 

Head (Pastoral) / Head and parents, guardians or carers. 

 

Personal mobile telephones and electronic devices:  It is understood that staff may need to check 

text messages and / or personal emails in the case of an emergency or during break times.  Personal 

use must not interfere with your work commitments (or those of others).  It is a privilege and not a 

right.  Staff shall set an example and shall never use their own mobile telephones or other electronic 

devices whilst they are on duty (whether in a classroom or otherwise) and any such mobile devices 

should be switched off except in the case of an emergency and be kept out of sight of parents or 

pupils. 

 

Communicating outside the agreed protocols:  Email or text communications between a member of 

staff and any pupil outside agreed protocols may lead to a report to external agencies in accordance 

with the College's Child Protection and Safeguarding Policy and Procedures, disciplinary action and / 

or criminal investigations.  This also includes communications through internet-based websites.  

11.  Code of conduct for photographs and videos 

Use of Photographs and Videos: Photographs and video footage may only be taken of pupils for 

certain legitimate purposes connected with the running of the College such as: 

managing relationships between the College and current pupils/parents and fulfilling our obligations 

under the contract with you; 

• promoting the College to prospective pupils/parents; 

• publicising the College’s activities; and 

• communicating with the College community and the body of former pupils. 

 

Early Years:  Children may have their photographs and video footage taken to provide evidence of 

their achievements for developmental records (Learning Journal and ‘Evidence Me' observations) 

using College devices.  Staff, visitors, volunteers and students are not permitted to use their own 

mobile phones to take or record any images of EYFS children. 

 

General Guidance:  When taking photographs or videos the following should be considered: 

• the purpose of the activity should be clear as should what will happen to the photographs or 

videos.  You must be able to justify images in your possession; 

• all images should be made available to in order to determine acceptability; 

• images should not be made during one-to-one situations; 

• ensure that the pupil is appropriately dressed; 

• ensure that the pupil understands why the images are being taken and has agreed to the 

activity; 

• only use equipment provided or authorised by the College; 
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• if a photograph or video is to be displayed in a place to which the public have access (e.g. on 

the College's website) it should not display the pupil's name unless specific consent has been 

obtained.  If the use of a photograph or video is more privacy intrusive consent may need to 

be obtained even if the pupil's name is not used (e.g. using an unnamed photograph of a 

pupil in an advertisement).  Consent should be obtained from the pupil and / or their 

parents as appropriate.  Please see the paragraph below for further guidance on consent; 

• all images of children should be stored securely and only accessed by those authorised to do 

so; and 

• images must not be taken secretively. 

 

Consent:  Appropriate consents for taking and displaying photographs should be obtained from 

parents, guardians, carers or from the pupils themselves if sufficiently mature (most pupils are seen 

as being sufficiently mature from the age of 12 years).  Consent must be freely given so it must be a 

genuine choice.  Where the use of a photograph or video is less privacy-intrusive (e.g. used in an 

internal College display) it is sufficient for parents and pupils to have been informed about this in the 

College's privacy notices, in which case consent is not required, but otherwise the College's policy is 

that when consent is required it should be obtained as follows: 

• where the pupil is in Year 7 or below, consent should be sought from a parent, guardian or 

carer; 

• where the pupil is in Year 8 or above then consent should be sought from both the pupil and 

their parent, guardian or carer. 

 

Withdrawal of Consent:  Parents or pupils themselves if sufficiently mature may withhold consent to 

be included or involved in photographs at any time. 

• Some pupils cannot be featured in photographs or videos under any circumstances (for 

example, because of safeguarding concerns).  Please speak to the Designated Safeguarding 

Lead or the Headmaster if you are unsure to which pupils this applies.   

 

Personal social media:  You must not publish anything which could identify pupils, parents or 

guardians on any personal social media account, personal webpage or similar platform.  This 

includes photos, videos, or other materials such as pupil work. 

 

Appropriate material:  The College recognises that many children have unlimited and unrestricted 

access to the internet via 3G and 4G.  You must ensure children are not exposed to inappropriate or 

indecent images.  Viewing, retrieving or downloading of pornographic, terrorist or extremist 

material, or any other material which the College believes is unsuitable is strictly prohibited and 

constitutes gross misconduct.  This includes at any time when on College premises or otherwise in 

the course of your employment, including using the College's ICT network, or via 3G or 4G, whether 

or not on a College or personal device.  You should not allow unauthorised access to College 

equipment and should keep your computer passwords safe.  If you discover material that is 

potentially illegal or inappropriate, you must isolate the equipment and contact the Designated 

Safeguarding Lead in accordance with the College's Child Protection and Safeguarding Policy and 

Procedures immediately.  Pupils must not be exposed to unsuitable material on the internet and 

Staff should ensure that any film or material shown is age appropriate. 

 

Youth produced imagery:  Where safeguarding incidents involve youth produced sexual imagery, 

staff must not intentionally view or forward sexual imagery reported to them and will follow the 

College's policy on sharing nudes and semi-nude images and videos as set out in the College's 

Safeguarding and Child Protection Policy and Procedures and in Searching, screening and 

confiscation: advice for schools (DfE, January 2018). 
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12.  Gifts and rewards 

Anti-bribery and corruption policy:  Before accepting or giving any gifts or rewards, Staff must 

familiarise themselves with the Anti-Bribery and Corruption Policy contained in this Staff Handbook.  

 

If a gift is received:  If you receive a gift from a pupil or parent you should: 

• declare the gift to the CFO where there is a possibility it could be misconstrued, or in any 

event where the gift is of a value of more than £75 (or £250 where the gift is a joint gift from 

a number of parents).  The Headmaster may in his absolute discretion require you to decline 

the gift; and 

• decline outright gifts that could be perceived as a bribe or that have created an expectation 

of preferential treatment.  Although it is accepted for parents, guardians or carers or 

children to make small gifts to show appreciation, you must not receive gifts on a regular 

basis or receive anything of significant value. 

 

Giving gifts and rewards:  Where you are thinking of giving a gift or reward: 

• it should only be provided as part of an agreed reward system; 

• in all cases except the above, the gift or reward should be of little monetary value and 

should be discussed and agreed with the Head or senior management and, where 

appropriate, the parent, guardian or carer; 

• selection processes should be fair and where possible should be agreed by more than one 

member of Staff; and 

• gifts should be given openly and not based on favouritism. 

 

Allocation of gifts and rewards:  Decisions regarding entitlement to benefits or privileges such as 

admission to College trips, activities or classroom tasks must avoid perceptions of bias, grooming or 

favouritism.  The selection process must be based on transparent criteria. 

13.  Childcare Disqualification 

• Offence: The Childcare Act 2006 and the Childcare (Disqualification) Regulations 2009 state 

that it is an offence for the College to employ anyone to provide childcare in connection with 

our early years provision (EYP) or later years provision (LYP) who is disqualified, or for a 

disqualified person to be directly involved in the management of EYP or LYP (a Relevant 

Role).   

• EYP includes usual school activities and any other supervised activity for a "young child" 

which takes place on the College premises during or outside of the normal College day (a 

child is a "young child" during the period between birth and up to 1 September following 

their fifth birthday). 

• LYP includes provision for children not in EYP and under the age of 8 which takes place on 

College premises outside of the normal College day, including, for example breakfast clubs, 

after school clubs and holiday clubs.  It does not include extended school hours for co-

curricular activities such as sports activities. 

• "Childcare" means any form of care for a child, which includes education and any other 

supervised activity for a "young child".  "Childcare" in LYP does not include education during 

school hours but does cover before and after-school clubs. 

• Grounds for disqualification:  The grounds on which a person will be disqualified from 

working in connection with EYP or LYP are set out in the College's Recruitment, Selection 

and Disclosure Policy and Procedure.  Staff are required to familiarise themselves with this 

document. 

• Duty of disclosure:  Staff in a Relevant Role are under an on-going duty to immediately 

notify the College if their circumstances change so that they meet any of the criteria for 
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disqualification at any point during their employment with the College.  Any failure to 

disclose relevant information will be treated as a serious disciplinary matter. 

• Ofsted:  Where the College receives disqualification information about a member of staff 

working in a Relevant Role and is satisfied that the member of staff may be disqualified as a 

consequence, the College is under a duty to report the circumstances of the disqualification 

to Ofsted. 

• Waiver:  A member of staff who discloses information which appears to disqualify them 

from working in a Relevant Role may apply to Ofsted for a waiver of the disqualification. 

14.  Reporting Obligations 

• The College's position:  It is a contractual requirement as well as in your interests to follow 

this Code so as to maintain appropriate standards of behaviour and your own professional 

reputation.  A breach of this Code may be treated as misconduct and will render you liable 

to disciplinary action including in serious cases, dismissal. 

• Safeguarding:  All staff are trained so that they understand they are expected and 

encouraged to raise concerns they have, whether related to the safeguarding and welfare of 

pupils, the conduct of staff or other matters, during the course of their employment in 

accordance with the College's polices (including the whistleblowing policy, the child 

protection and safeguarding policy and procedures and this Code).  Safeguarding children is 

at the centre of the College's culture and is accordingly considered formally during staff 

performance development reviews and appraisal and finally at exit interviews. 

• Termination of employment:  If the College ceases to use the services of a member of Staff 

because they are unsuitable to work with children, a settlement agreement (formerly known 

as a compromise agreement) will not be used and a referral to the Disclosure and Barring 

Service will be made promptly if the criteria for a referral are met.  Any such incidents will be 

followed by a review of the safeguarding procedures within the College, with a report being 

presented to the Governors without delay.  The College may also need to consider a referral 

to the Disclosure and Barring Service if a member of Staff is suspended, or deployed to 

another area of work that is not regulated activity.    

• Resignation:  If a member of Staff tenders his or her resignation, or ceases to provide his or 

her services to the College at a time when child protection concerns exist in relation to that 

person, those concerns will still be investigated in full by the College and a referral to the 

Disclosure and Barring Service will be made promptly if the criteria for a referral are met. 

• Teaching Regulation Agency (TRA):  Separate consideration will also be given to making a 

referral to the TRA where a teacher has been dismissed (or would have been dismissed had 

he or she not resigned) because of unacceptable professional conduct, conduct that may 

bring the profession into disrepute, or a conviction at any time for a relevant offence.  An 

interim referral to the TRA may also be considered and made if appropriate.    

 

Owner: Stephen Holliday / TBC Date for review: TBC 
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Absence from lessons 
(Reviewer: Lloyd Dannatt, October 2018. 
Reviewed by SMT, August 2021)  
 
A teacher must always make sure all students are accounted for. 
 
If a pupil is absent from a lesson, the teacher is to: 
• check the absence list, sent by the Office/Lodge in the morning and afternoon. 
 
If the pupil is not on that list, then the teacher must: 
 
Pre-Prep including EYFS 
• Follow the Missing Pupil Policy 
 
Prep School 
• Send an email to all Prep School staff asking whether the whereabouts of the pupil is known. 
• If a positive response is not received a member of the Reception Office staff will proceed to 
follow the Missing Pupil Policy 
 
Senior School  
• Report the absence via CPOMS. 
 
Extended absence will be looked into by one of the College’s safeguarding officers, as appropriate to 
each year groups 
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Academic Honesty Policy 

(Reviewer: Lloyd Dannatt; January 2017) 
(Approved by SMT; August 2021) 

Pupils are expected to produce their own high-quality work and anything a pupil uses in their work 
that is not their own must be acknowledged. This applies to all types of work, for example written 
prep or classwork, production of a video, production of written or physical coursework. The College 
maintains the right to check all pupil work using any technology available to do so (for example 
Turnitin).  Academic dishonesty occurs when a pupil yses someone else’s work and call it their own, 
or allows someone else to use their work and submits it as their own. It includes: 

1. Using published sources incorrectly
• Copying directly from a source (eg: book, magazine, internet, etc.)
• Putting someone else's text in your own words without acknowledging it, plagiarism is the

stealing of ideas, not just words.
• Summarizing, using key words, phrases, or ideas from a text
• Using statistical data or copying maps, charts, images or graphs from a book, the internet
• Using facts that are not generally known or accepted as common knowledge without

detailing where they came from.
• Representing another’s artistic/scholarly work (eg: musical compositions, computer

programs, photographs, paintings, etc) as your own work.
• Using Google Translate or any other similar webtool.

In all such cases above, the source must be clearly identified by the appropriate use of quotation 
marks, providing the author's name and a bibliography or by clearly identifying the internet source 
by including a link to the appropriate page of the website and the date the source was used. 

2. Pupils using a friend’s work or allowing a friend to use their work
• Collaborating on assignments or coursework unless this has been specifically allowed by the

teacher
• Copying, in part or in whole, someone else’s work: coursework, Prep, etc.
• Getting a friend to tell them the answer

NOTE: If a pupil shares their work with another student and they plagiarise it, the pupil is considered 
as guilty as the one who has plagiarised the work, since the former enabled the plagiarism to take 
place. 

3. Cheating
• Using textbooks, notes or other materials prohibited during an examination
• Obtaining an essay written by someone else, from the internet or elsewhere, and submitting

it, full or in part, as your own work
• Using translation websites
• Altering or interfering with the marking process
• Using mark schemes available on internet sites to produce answers when tackling past paper

questions that are submitted for marking.
• Destroying or stealing the work of other students
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• Any other act committed by a student that defrauds or misrepresents, including helping 
others in any of the actions defined above. 

 
The consequences of being academically dishonest vary depending on severity. The range of 
sanctions include at least one of: 
 
• Re-doing the work in a detention 
• Receiving a zero grade for the work 
• Having externally assessed coursework awarded zero marks 
• Disqualification 
• Being barred from gaining an external qualification for the whole subject 
 
Academic dishonesty during exams (internal or external) or in relation to coursework or controlled 
assessments will be treated as serious misconduct. Therefore, in addition to the consequences 
above, pupils should expect to be suspended. 
 
In the case of coursework or controlled assessment work, pupils should also refer to the most recent 
version of JCQ Information for candidates: non-examination assessments. 
 
Teachers may detect plagiarised work during the marking and moderation process however this 
cannot be replied upon, responsibility for plagiarism remains with the pupil; it should not take place. 
If work is submitted to an Exam Board and they detect that it has been plagiarised, in part or in full, 
they will apply one of the following penalties: 
 
• the piece of work will be awarded zero marks; 
• the pupil will be disqualified from that component for the examination series in question; 
• the pupil will be disqualified from the whole subject for that examination series; 
• the pupil will be disqualified from all subjects and barred from entering again for a period of 

time. 
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Accessibility Plan (SENDA) 

(Reviewer: Stephen Holliday; September 2020) 
Applicable to College including EYFS Setting 

1. Special Educational Needs and Disability / Reasonable Adjustments 
Policy Statement on SENDA 

 
The following is the College’s policy under the Equality Act 2010.  It should be read alongside the 
College’s Admissions Policy and Learning Support Policy. 
 
Hurstpierpoint College is an equal opportunities establishment and we welcome applications from 
parents of children with Special Educational Needs and Disabilities.  The College recognises that 
every child is unique.  However, this policy does not seek to cater for every situation.  It is intended 
as a general statement of policy which sets out the principles underlying our approach to making 
adjustments for disabled pupils and the factors the school will take into account when considering 
requests for adjustments. 
 
Admission to Hurst depends upon a prospective pupil exhibiting the potential to cope with 
mainstream education.  This includes an extended National Curriculum in all parts of the college.  
The College must also feel reasonably sure that it will be able to educate and develop the 
prospective pupil to the best of his or her potential and in line with the general standards achieved 
by the pupil’s peers, so that there is every chance that the pupil will have a complete, happy and 
successful college career and emerge a confident, well-educated and well-rounded adult with a good 
prospect of a satisfying life.  These criteria must continue to be met throughout the pupil’s time at 
Hurst. 
 
In addition, it must be recognised that Hurst is a boarding school and consequently (and particularly 
in the senior school) pupils should be physically self-sufficient.  Furthermore, the geography and 
nature of the campus, which includes many listed historic buildings, means that Hurst is unlikely to 
be suitable for children with severe mobility problems.  
 
Our policy is to apply the above criteria to all pupils and all potential pupils regardless of any special 
educational need or disability of which we are aware, and we will take reasonable steps to ensure 
that disabled pupils and applicants are not put at a substantial disadvantage by comparison with 
pupils and applicants who are not disabled.  This is subject to the College’s obligation to make 
reasonable adjustments not to put any disabled pupil or potential pupil at a substantial disadvantage 
compared with their non-disabled peers, and to capacity constraints which limit the number of 
places available in any one year group to children with Special Educational Needs or Disabilities.  
 
In view of this obligation and the limited support available, it is essential that parents advise the 
College of possible learning difficulties or disabilities at the time of application, and provide the 
College with a copy of any relevant professional assessments including, for example, an educational 
psychologist’s report and hearing and sight assessments.  In assessing any pupil or prospective pupil, 
the College may take such advice and require such assessments as it regards as appropriate, but will 
be sensitive to any requests for confidentiality.  
(N.B.  A pupil or applicant is disabled if he or she suffers from a physical or mental impairment that 
has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day 
activities.  In most cases, disabilities will have lasted or likely to last for 12 months or more.) 
 
Policy Implementation 
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Section 1 covers general principles and responsibilities in relation to all disabilities, whilst  
Section 2 covers specific matters concerned with particular areas of disability. 
Section 4 is the College’s current Accessibility Plan as required by schedule 10 of the Equality Act 
2010. 

2. General 
Admissions 
• The Headmaster has the responsibility for all decisions concerning the acceptance or non-

acceptance of pupils with disabilities. 
• Parents are responsible for declaring disabilities of any kind.  These should be declared to 

the Admissions Department and on the College registration form or, if the child is a current 
pupil, to the Director of Learning Support or SENCO.  This is required of them in the College 
parental contract.  (Declaration is required irrespective of the provision by parents of any 
confidential information to the Medical Centre.) 

• The parent contract will be amended to include a clause to the effect that the College’s 
obligations to any pupil are not unlimited.  In the event, for instance, that all reasonable 
adjustments, having been agreed and implemented, are subsequently found to be 
insufficient for the reason of unforeseen deterioration of a condition or for some other 
reason, the College cannot be held responsible for its refusal to make yet further 
adjustments which it considers to be impractical, unreasonable, or unaffordable. 

• On the admission of a pupil with a disability, or in the case of a pupil already in the College 
found to have a disability, a letter will be sent from the College to the parents setting out: 
the disability; its effect on the pupil; and the measures and adjustments agreed with the 
parents, and to be implemented by the College, so as not to place the pupil at a substantial 
disadvantage.  The parents will be required to sign and return a duplicate of the College’s 
letter to indicate their acceptance. 

• The exchange of information and the involvement of colleagues most concerned with the 
management and welfare of individual pupils is of the greatest importance prior to the 
decision to accept, or not to accept, any child with a disability.  This process will include a 
meeting, or meetings, with parents as well as liaison with colleagues in order to establish 
whether a pupil’s individual needs can properly be met or not. 

 
INSET 
INSET provides an opportunity for staff to be briefed regarding the needs associated with particular 
forms of disability.  Since many staff come into contact with any particular child during the course of 
his/her education, it is important that there is a good level of awareness as to the issues which are 
likely to arise.   
 
Health and Safety 
• Pupils with certain disabilities will be at greater risk of accident or injury and boarding pupils 

may be particularly vulnerable at night.   
• The College will undertake a specific risk assessment for all disabled children entering the 

College and will determine in each case what particular action or procedures may be 
necessary to avoid or reduce risk.  For example, the location of studies in Houses is likely to 
be a key consideration.  Pupils may also need a ‘buddy’, and this could involve a pupil 
sharing a study even if the pupil is a member of the fifth or sixth forms.  It may be 
appropriate to install a non-standard fire alarm in some circumstances.   

 
Helpers/’Buddies’ 
• Mention is made in the above item of the possible need for a ‘minder’ when a pupil is a 

boarder.  It is possible to imagine other situations in which helpers or ‘buddies’ would 
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provide support.  This could range from an adult being with a child on a one-to-one basis 
each day, to the more occasional help of a pupil, perhaps at lunchtimes. 

• It is likely that the senior school ‘guardian’ system would have a useful role to play in the 
case of pupils with certain disabilities.   

 
Reduced Curriculum 
Depending on the individual circumstances, the full range of College academic and non-academic 
activities may not safely or reasonably be available to pupils with disabilities.  An assessment will be 
made as part of the admissions process.  Where reasonable and practicable, other options will be 
offered. 
 
Participation in sports, CCF, College clubs and other activities 
Risk assessments will be necessary for each pupil per sport/activity. 
 
Assessment and Exams 
Where it is appropriate to make adjustments regarding assessment and exams, the College will take 
advice from the examinations boards.  The College will adopt the procedures of the boards for its 
internal examinations. 
College Trips 
• College trips are already subject to scrutiny at the planning stage.  Risk assessments will be 

appropriate for pupils with disabilities.   
• It may be appropriate to invite parents to go on the trip or to have another adult ‘buddy’ 

present.   
• Thought should be given to activities/venues which are more suitable for disabled pupils 

although choices made should not in any way disadvantage the majority of pupils. 
 
Counselling 
It is recognised that specialist counselling may from time to time be appropriate for particular pupils.  
Needs would be assessed on a case-by-case basis. 
 
University Applications 
Sensitive, focused advice is appropriate when matching the needs of pupils having disabilities with 
appropriate HE Institutions.   
 
College Database 
• Access to pupil information by the teaching staff is particularly important where pupils have 

disabilities or other health problems which make them vulnerable or can put them at risk in 
particular situations.   

• The College database enables information to be held which is relevant to the needs of 
pupils.  The database incorporates information concerning medical/health issues; particular 
risks or concerns arising from a disability; and learning difficulties.  

3. Specific Disabilities 
Pupils who have mental illness/mental health problems 
• Pupils falling into this category can be the most challenging for schools.  Procedures are 

already in place for dealing with pupils at risk.  In most cases the College’s Medical Centre is 
the first port of call.  However, difficulty and delay in accessing the appropriate psychiatric 
services may be difficult given the pressures on these services generally.  It might be 
appropriate to research a list of experts including those whose services are available 
privately. 

• The College must know the details concerning pupils’ medication requirements. 
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• Pupils will be subject to a clear and appropriate set of rules. 
• Staff should know where pupils are at all times. 
 
Pupils who have learning difficulties 
• In the case of pupils with learning difficulties, it should always be established whether on any 

previous occasion additional support has been recommended.  Since all pupils are tested 
prior to admission, learning difficulties should generally be apparent at the outset.   

• Further details are given in the Learning Support Policy.  
 
Pupils who are deaf/have hearing loss 
• The College has experience of catering for pupils with hearing loss and will provide 

additional facilities as necessary, depending on individual need.  These may include specific 
arrangements to ensure that the pupil is able to access the curriculum; arrangements to 
ensure that general instructions and announcements made verbally can be accessed; and 
physical aids to ensure the Health and Safety of the pupil concerned across the campus, 
particularly if boarding. 

• The College will consider installing hearing loop technology in public buildings, but it is 
unlikely to be feasible to extend this to all buildings around the campus.   

 
Pupils who are blind/have visual impairments 
• It is considered very unlikely that a pupil who is totally blind will wish to come to the College.   
• For other pupils with less serious visual impairments, a number of strategies will be 

considered.  The parents may fund a helper.  It may be possible to improve or adapt lighting.  
Braille learning materials are available, as are large fonts.  IT solutions are various and a 
‘minder’ could assist with these, for instance producing the enlarged material which the 
pupil might need.  Books and other materials are available in taped form.  Larger notices 
may be required.   

• Whereas pupils with hearing difficulties may need to receive written notices, those with 
visual impairments may need to be told about announcements and other information which 
is normally transmitted in visual form. 

 
Pupils who have mobility difficulties 
• It is recognised that pupils confined to wheelchairs are very unlikely to want to come to the 

College.  Our buildings and facilities do not generally provide level access.  The practicalities 
would need careful and sensitive discussion with parents and pupils. 

• However the College does have experience of dealing with existing pupils who have become 
wheelchair bound and various improvements have been made to existing buildings to 
provide improved access.   

• The College will make further improvements where possible to provide for the needs of 
individual pupils and visitors in general.  However it must be recognised that because of the 
layout of the College’s historic buildings certain facilities and areas of the campus will never 
be fully accessible to pupils (or visitors) with mobility difficulties. 

4. Making Reasonable Adjustments 
The College has a legal obligation to make reasonable adjustments for pupils and applicants who are 
disabled under the Equality Act 2010 when they are put at a substantial disadvantage compared 
with pupils and applicants who do not have disabilities. This includes: 
• Changes to policies, criteria and practice (i.e. the way we do things), for example: 

o Ensuring that all parts of the curriculum are accessible to pupils with disabilities. 
o Ensuring that disabled pupils have ready access to information (timetables, 

regulations and instructions, all communications about College events and activities.)   
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o Having prepared and having in place Disability Access Plans which address issues 
arising from the above. 

o Improving the physical environment to increase access. 
• Providing auxiliary aids and services (i.e. additional support or assistance), for example; 

o Extra staff assistance 
o Items of equipment i.e. Induction loops, audio-visual fire alarms 

 
In order to ensure these obligations are fulfilled, the College will undertake a needs assessment for 
all disabled pupils entering the College and for all current pupils who are diagnosed with a disability 
after entering the College.  Responsibility for undertaking this assessment and ensuring that any 
necessary action is taken lies with the following: 
• For new pupils: the Head of Admissions in consultation with the Head of the College and of 

the appropriate School; 
• For existing pupils (including the annual review of existing assessments): the pupil’s 

Houseparent in the Senior School and Head of Year in the Prep School, each in consultation 
with the Deputy Head (Pastoral); 

• Educational support including equipment, materials, exams and assessment:  the Deputy 
Head (Academic) in consultation with the Head of Learning Support of the appropriate 
school;  

• Extra curricula and sports activity – the Deputy Head (Co-Curricular); 
• Overall planning and finance, physical access, health and safety – the Bursar, supported by 

the Health and Safety Manager. 
 
In addition to its legal obligations and where not constrained by cost, the College will seek to make 
reasonable adjustments for pupils with Special Educational Needs who, under the terms of the 
Equality Act 2010, are not disabled.   
 
Needs assessments when completed will be stored with the pupil’s records on PASS, reviewed 
annually and updated as appropriate from time to time.  The Needs Assessment template is included 
as s5 and is also available in the Bursary shared area. 

5. Accessibility Plan – Specific Objectives for 2020 - 2023 
Increasing the extent to which disabled pupils can participate in the curriculum  
• Reduced curricula based on individual capabilities and needs have been in place since in 

2008.  This process will be continued and extended for entrants to the Senior School with 
specific learning difficulties in future years and, in addition, subject options will be adjusted 
for pupils as they move up the school, the aim being that all pupils receive teaching which is 
appropriate to their needs and abilities.  Staff will receive general briefings and training at 
INSET meetings on an annual basis, and specific briefing and training whenever a pupil with 
disabilities or specific learning difficulties is joining the school, or if required because of the 
changing needs of an existing pupil.  

• For children in the Prep and Pre-Prep Schools, training will be given to staff according to a 
pupil's individual needs on entry to the school and thereafter every term as update training 
at staff meetings.  Curriculum adjustments will be made as necessary. 

 
Improving the physical environment  
• The College has a policy of making ongoing incremental improvements to existing buildings 

and funds will be allocated in the annual budgets to allow for this.  Such improvements, 
which will be undertaken to overcome identified shortcomings and meet specific needs, will 
include improvements to steps, stairways, exterior surfaces and paving, building entrances 
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and exits, internal and external doors, gates, toilets and washing facilities, lighting, 
ventilation, floor coverings, signs and furniture.   

• The new classroom block (opened in 2009), the extensions to the science block (2011 and 
2015) and the new library and Moore Hall (2014), the new Bury Theatre (2018) and the 
music school extension (2019) all comply fully with the latest Disability Access requirements 
under the Building Regulations.  They include library and laboratory facilities for pupils in 
wheelchairs, and lifts which now provide access to the majority of first-floor teaching 
facilities, including the new extension to the academic quadrangle (2015).  In addition a 
disabled access has also been provided (2011) through Fleur House into the historic main 
quadrangle, wheelchair access provided (2012) to St. John’s House, disabled toilet facilities 
installed in the Science & Design technology block (2015), and alterations made to the 
external paths round the music school to remove steps and improve access to the central 
area of the campus to wheelchair users (2015), while the new Bury Theatre and the 
adjoining extension to the music school allow full access and provide facilities for disabled 
students and visitors. 

 
For 2020-23 the College plans further major improvements including: 
• A new boarding house which will be fully accessible to disabled students (2020). 
• Improvements to the sports facilities to facilitate access for disabled participants and 

spectators (2022-3). 
• The College has undertaken a gradual expansion of its parking facilities over the recent years 

and improvements to the main and Martlet car parks, which will include improved facilities 
for disabled drivers are planned for 2020-1. 

• In addition and where necessary the College will provide physical aids to help pupils gain 
access to education, including enlarged computer screens and keyboards, concept key 
boards, switches, specialist desks and chairs and portable aids for children with poor 
hand/eye skills, such as extra robust scientific glassware and specialist pens and pencils. 

 
Improving the delivery of information to disabled pupils: 
• The College will give active consideration to increasing the amount of information available 

in alternative formats for pupils with specific visual or hearing impairments and will make 
information available in larger font sizes where necessary.   

• However many initiatives are costly to implement and can only be considered if additional 
funding is available from either the local authority or the parents of the child concerned. 

   

Needs Assessment Template 

 Applicable? Issue to be Addressed Responsibility 

Access to the curriculum    

Admissions procedures    

Teaching and learning    

Classroom organisation    

Timetabling    

Homework policy and practice    

Access to College facilities    

Sport & Co-curricular facilities    

Fire alarms and other emergencies    

Transport to/from school    

Breaks and lunchtimes    

Provision and serving of meals    

Interaction with peers    
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Assessment and exam 

arrangements 

   

College discipline and sanctions    

Exclusion procedures    

College clubs and activities    

College trips    

Arrangements for working with 

other agencies 

   

Communications/announcements    

College policies – e.g. anti-bullying, 

SEN policies, health and safety 

   

Access to information    

University applications    

 

Owner: SAH Date of last review: September 

2020 

Date for next review: August 2022 
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Activities 
(Reviewer: Nick Creed, September 2021) 

1. Shell Enrichment Programme on Thursday afternoons  
The Shell Enrichment Programme runs from 17:00-18:00 on Thursday afternoons. The aim of the 
programme is to offer activities of a more cerebral nature for the Shell year group, to stretch and 
enrich pupils in their learning beyond the curricula. Pupils can opt-in for 6 different activities over 
the year, with each activity comprising of five one-hour sessions. Examples of the activities run are 
British sign language, Creative Writing, Greek club and Robotics. Sports, art, drama and music 
scholars are automatically assigned to scholar enrichment activities which run for 10 weeks. This is 
because it is part of the conditions of their scholarship. "      

2. Shell and Remove activities on Tuesday afternoons 
Shell and Remove activities take place on Tuesdays between 16:15-17.25. Pupils' express 
preferences at the beginning of the year and activities are then allocated with the aim of taking 
those preferences into account as far as possible.  
Many of the activities are sport-orientated, though the idea is to offer something different to the 
pupils normal games options. Main sports (e.g. netball, rugby, hockey) are offered in terms when 
that main sport is not available as a games option. Other outdoor activities such as basketball and 
athletics are offered together with indoor pursuits such as chess and board games. Matrix points are 
available to staff for running a Tuesday activity. 

3. Pre-Prep and Prep School After-School Activities 
After school activities in the Prep School run every day except Wednesday. All staff are expected to 
run at least one activity during the year. Activities usually run from 4.30pm till 5.15pm or 5.15pm till 
5.55m.  
 
After school care is available every day for Pre-Prep children from 3.15-5.15pm and there are also a 
range of after school clubs that run from 3.30-4.15pm and a small number from 4.15-5.00pm. All 
Pre-Prep teaching staff are expected to run an activity each term. Booklets are published showing 
the choice of options varies from term to term. Parents can sign their children up for activities 
before the start of each term via the portal and a waiting list is managed if certain clubs are 
oversubscribed.  
 
Nearly all activities are free for the parents, however, there is a charge for certain activities where an 
outside instructor is required such as Ballet and Ninjitsu. The list of children attending activities is 
published on the activities board for either Prep or Pre-Prep and kept up-to-date if there are any 
changes. Parents can view their children’s activities on the portal. Staff are required to take a 
register at the start of each session, reporting absences. 
 
If a child is not attending their regular activity they or their parents should inform their tutor or class 
teacher at the start of the day. If a member of staff is unable to take their activity on a given day 
they should inform the After-School Activities co-ordinator immediately who will notify the parents 
of the children affected. 
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Admissions Policy 

(Reviewer: Lloyd Dannatt, September 2019) (Reviewed by SMT August 2021) 

1. Background

Prospective parents and pupils are encouraged to visit the College during an open morning and in 

addition we believe that a personal visit is invaluable, as we hope to work with each individual family 

to help them to decide whether Hurstpierpoint College is the right school for their child. 

2. The Entry Procedure

Hurst is an academically selective school.  The over-arching aim of the College is to provide a 

genuinely excellent, all-round education with a strong academic core for every child.   

The usual points of entry are at Reception for the Pre-prep, Years 3 and 7 for the Prep School, Year 9 

for the Senior School and Year 12 for the Sixth Form.  The school may also have occasional places at 

other ages.  Parents should contact the Head of Admissions or the Prep and Pre-Prep Admissions 

Officer directly for details.  

Applications for admission should ideally be registered two years prior to the proposed entry date. 

3. Equal Treatment

Our aim is to encourage applications from candidates with as diverse a range of backgrounds as 

possible.  This enriches our community and is vital in preparing our pupils for today's world.  Means 

tested bursaries are available in order to make it possible for as many as possible who meet the 

school's admission criteria to attend the school.  

Hurst is committed to equal treatment for all, regardless of a candidate's gender, race, ethnicity, 

religion, disability, sexual orientation or social background.  However, as a fully co-educational 

school we may from time to time prioritise the recruitment of pupils of a particular gender to ensure 

that we maintain an optimal balance of girls and boys in each year group. 

4. Special Needs

Hurst does not discriminate in any way regarding entry.  The school welcomes pupils with special 

educational needs providing that its learning support department can offer them the support that 

they require.  We welcome pupils with disabilities provided that our site can accommodate them.  

Parents are required to inform the College of any disability or special educational needs, including 

behavioural or psychological matters and medical issues concerning the pupil, in writing at the time 

of registration.  Failure to inform the School may jeopardise the pupil’s admission to Hurst.  

Parents should always provide a copy of an educational psychologist's report or a medical report if 

they have one. The school will discuss thoroughly with parents and their medical advisers the 

adjustments that can reasonably be made for the child if he/she becomes a pupil at the school. 

5. Overseas Applicants

We welcome overseas pupils provided that he/she has at least one parent living in the UK.  

However, parents of overseas pupils should appreciate that Hurst does not run a short-term study 

programme and expects overseas pupils to finish a complete course of study such as A levels. 
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6. Fluency in English

In order to cope with the academic and social demands of Hurst pupils should ideally be fluent 

English speakers, but additional tuition in English as an Additional Language (ESL) will be provided 

where necessary. 

7. Religious Beliefs

Although Hurstpierpoint College as a Woodard school has strong Christian roots, the school does not 

select for entry on the basis of religious belief, and it welcomes those of other faiths and none. 

8. The Assessment Process

Entry to Hurst College is selective for all years as detailed below and our selection process is 

designed to identify pupils who are able to benefit from our balanced and well-rounded education 

and to make a positive contribution towards the life of the school.  

In order for children to be able to thrive at Hurst, the College would expect them to be working at a 

level commensurate with national averages according to the National Curriculum and/or cognitive 

tests.  Pupils for whom English is a second language will be tested and assessed by the Head of ESL. 

The dates for the assessment process for the current year are published on our website. 

9. Reception (4+):

Children attend an assessment session during the year befefore entry to determine their suitability 

for the Pre-Prep School.  A satisfactory reference is required from the child’s previous Nursery (if 

applicable). 

10. Year 3 (7+):

From Hurst Pre Prep:  Entry is determined by our internal assessment procedures.  Children are 

expected to pass smoothly from Year 2 to Year 3, but if there are concerns about a child’s ability to 

access the Prep School (Years 3 to 8) curriculum these will be raised with the parents well in advance 

of the entry date. 

From other schools:  Entry is determined by our internal assessment procedure, usually in the 

Michaelmas (Autumn) Term preceding the year of entry.  A satisfactory reference from the previous 

school’s Head Teacher is required. 

11. Year 7 (11+)

Entry is determined by our internal assessment procedure. Children will be assessed on their Verbal, 

Non Verbal and English skills together with a satisfactory reference from the previous school’s Head 

Teacher. 

12. Year 9 (13+):

From Hurst Prep School:  Entry is determined by performance in the year 8 exams, usually in the 

June of the year of entry.  If there are concerns about a pupil’s ability to access the Senior School 

curriculum these will be raised with parents well in advance of the entry date.  
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From other Prep Schools:  Following a pre entry test in Year 6, entry is conditional upon a pass at 

Common Entrance (55%+ in Maths, English and Science and 50%+ in all other papers) or Common 

Academic Scholarship entrance.  A satisfactory reference is also required from the previous school’s 

Head Teacher.  

From state maintained or non-Common Entrance independent schools:  Following a pre entry test in 

Year 6, entry is conditional upon our internal assessments procedure and a satisfactory reference 

from the previous school’s Head Teacher. 

13. Sixth Form (16+): 

Pupils in British Secondary education: 

Pupils require at least 4 Level 7 GCSEs.  They should have a Level 7 or above in the subjects that they 

intend to study and, where a pupil wishes to start a new subject which they have not studied before, 

they need to have achieved a Level 7 in a GCSE subject closely related to it (i.e. for Economics, ideally 

a pupil should have a Level 7 in Math’s GCSE).  Students should also have a minimum of Level 5 GCSE 

in Mathematics and English Language.   

 

A satisfactory reference is also required from the candidate's current school which should include a 

prediction of GCSE grades.  In addition all pupils will be invited to attend an assessment day(s) to 

take Verbal and Non Verbal reasoning tests and attend interviews. 

 

Pupils from schools overseas: 

Entry is determined by our own internal assessment procedures, interviews and a satisfactory 

reference from the pupil’s previous school’s Head Teacher.  Candidates for whom English is a Second 

Language will be assessed by the Head of ESL during interview.  An internal assessment is used to 

ascertain the pupil’s aural, oral and written proficiency in English.  Candidates unable to attend for 

interview are required to arrange a Skype interview.  International Students who have applied 

through an Agent take the College’s ESL assessment in exam conditions at their current school. 

Other Years:  Pupils can be admitted into other years, subject to space, and entry is determined by 

our own internal assessment procedures, interviews and receipt of a satisfactory reference from the 

pupil’s previous school’s Head Teacher. 

14. Sibling Policy 

Ideally siblings join us at Hurst.  However, admission is not automatic and there may be occasions 

where the school judges that a sibling is likely to thrive better in a different academic environment. 

15. Selection Criteria 

Pupils will generally be selected on the basis of: 

• academic ability 

• talent in extra-curricular subjects such as sport, music, drama or art 

• attitude and behaviour 

 

Where there is competition for places we may also take into account: 

• boarding status (i.e. weekly boarders will be given preference over flexi-boarders and flexi-

boarders preference over day pupils) 

• sibling connections (but subject to the Sibling Policy, above) 

• the date the pupil was registered with the College 
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• specifically for Y7 entry, in the case of two prospective pupils performing at a similar levels

on the assessment day(s), priority is likely to be given to the pupil who cannot continue in

their current school because their current school does not have a Y7 or Y8 year group.

• the need to maintain the optimum boy/girl ratio within the co-educational school.

16. Reserve Pool

If a pupil meets the selection criteria and there is not a place available, they will be placed into a 

reserve pool (rather than onto a waiting list) from which places will be allocated as they become 

available and based upon the above criteria.  

The Headmaster reserves the right to vary these criteria in special circumstances. 

17. Scholarships

Hurst offers a number of scholarships each year for excellence in academic subjects, art, music, 

drama, dance (13+ only) and sport.  Scholarships are designed to reward excellence and to celebrate 

exceptional talent.  In recognition of this achievement, the scholar is offered a reduction in the fees, 

usually for the duration of his/her time at Hurst. Full details are given in the Awards Policy. 

Parents are asked to indicate on the registration form whether they wish to apply for a scholarship.  

Details of the arrangements will be sent to all who express an interest. 

18. Bursaries

Hurst’s bursary programme is designed to make it possible for as many as possible of those who 

reach our scholarship standard to take up a place here.  The school offers a number of means-tested 

awards annually to scholarship winners entering the College into years 7, 9 and 12.  Bursaries are 

means-tested in accordance with the criteria published on the school's website.  Both parents are 

required to provide proof of their income and assets.  The level of support varies according to 

parental need; but can extend to full fee remission in cases of proven need.  Bursaries are always 

offered for 12 months at a time.  The family is required to provide fresh information about its 

circumstances for every year that their child attends the school and levels of support may vary with 

fluctuations in income. Full details, including information on the application process, are given in the 

Awards Policy which is available on the College website.  

19. School's Contractual Terms & Conditions

Copies are on the College's website and will be made available to parents as part of the admissions 

process. 
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Adoption Leave and Pay Policy 

(Reviewer: Darren Carpenter, September 2021, SMT --) 

Introduction 
Purpose:  This policy is intended to provide guidance on your statutory entitlements and the 
College's practice in respect of adoption leave and pay.  It does not form part of your contract of 
employment.  

1. Notification Requirements
Notification:  You must inform the College within seven days of receiving notification from the 
statutory adoption agency of being matched with a child (Agency Notification) that you intend to 
take adoption leave.  The College may require you to produce evidence of a child being placed with 
you. 
Local Authority Placement and Surrogacy:  If you have a child placed with you under a local 
authority fostering for adoption or concurrent planning arrangement, or you are entering into a 
surrogacy arrangement under which you will be applying for a parental order, you may also be 
entitled to adoption leave. 
Information from the College: Following receipt of your notification, the College will write to you 
within 28 days indicating the date on which your entitlement to adoption leave will end. 

2. Adoption Leave
Entitlement:  Provided you comply with the notification procedures above, you will be entitled to 26 
weeks Ordinary Adoption Leave (OAL) and 26 weeks Additional Adoption Leave (AAL).  AAL begins 
the day after your OAL ends. 
Commencement of leave:  You will be entitled to begin your OAL up to 14 days before the date on 
which the child is expected to be placed with you.  You may not start your OAL after the date on 
which the child is placed with you. 
Variation:  You may vary the date on which you begin your OAL provided that you notify the College 
in writing at least 28 days before the new date you wish to begin your OAL. 

3. Additional Adoption Leave (AAL)
Entitlement:  If you are entitled to OAL you will also be entitled to an additional period of 26 weeks 
AAL beginning the day after your OAL ends.  The College will inform you of the date on which your 
AAL period will end should you decide to take AAL within 28 days of you notifying the College of your 
intention to take OAL. 

4. Keeping in Touch
Informal discussion:  Before your adoption leave starts we will discuss with you the arrangements 
for covering your work and the opportunities for you to remain in contact, should you wish to do so, 
during your leave.   
Keeping in touch days:  You may work (including attending training) for up to ten days during your 
adoption leave without bringing your adoption leave or Statutory Adoption Pay to an end.  The 
arrangements, including pay, can be set by agreement between you and the College.   
Before you return:  Shortly before you are due to return to work, the College may invite you to have 
a discussion (whether in person or by telephone) about the arrangements for your return.  This may 
include updating you on any changes that may have occurred, discussing any necessary training and 
any changes to working arrangements. 
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5. Return to Work 
Notification:  The College will inform you of the date on which your AAL period will end (should you 
decide to take AAL) within 28 days of you notifying the College of your intention to take OAL.  If you 
wish to return to work before the end of your AAL, you must notify the College in writing at least 
eight weeks before you expect to return to work.  A failure to notify the College could mean that 
your return to work is postponed. 
Returning late:  If you wish to return later than the end of your full period of leave, you should 
either request unpaid parental leave in accordance with the parental leave policy, giving the College 
as much notice as possible, or request paid annual leave (if you are entitled to take leave at such a 
date).  If you are unable to return to work due to sickness or injury, this will be treated as sickness 
absence.  In any other case, late return will be treated as unauthorised absence. 
Return from OAL:  You will be employed in the same position upon your return to work from OAL 
that you occupied before your leave period began.  You will be entitled to return on the same terms 
and conditions of employment as if you had not been absent.   
Return from AAL:  You will normally be entitled to return to the same position upon your return to 
work from AAL that you occupied before your leave period began.  If this is not reasonably 
practicable, you will be redeployed to a job which is suitable for you and appropriate for you to do in 
the circumstances.  You will be entitled to return on terms and conditions no less favourable than 
you would have been entitled had you not been absent and with your seniority, pension rights and 
similar rights as they would have been if the period of employment prior to your AAL period was 
continuous with the period of employment following it. 
Disrupted placement:  Where you have already commenced your leave and the child is 
subsequently not placed with you or the placement ends, your entitlement to adoption leave shall 
end either eight weeks after the week in which you received notification that the child is not to be 
placed with you, the placement ends or at the end of your AAL whichever is sooner. 

6. Statutory Adoption Pay (SAP) 
Entitlement:  You will be entitled to SAP provided that you have been continuously employed by the 
College for 26 weeks as at the week you receive the Agency Notification (even if your employment is 
terminated for any reason after this date) and provided that you make National Insurance 
contributions.  You will not be entitled to SAP if you have chosen to receive Statutory Paternity Pay 
or your spouse has chosen to receive SAP. 
Commencement:  Your entitlement to SAP will begin when you commence your OAL. 
Duration:  You will receive SAP for the first 39 weeks of your adoption leave period.  The remainder 
of your AAL will be unpaid. 
Rate:  SAP is paid at the prescribed rate set by the government for the relevant tax year. 
Losing your entitlement:  You will lose your entitlement to SAP if you commence working for 
another employer during your adoption leave, whether on a part-time or full-time basis.  You will 
not be entitled to SAP if you are entitled to Statutory Sick Pay or the child placed for adoption with 
you reaches 18 years of age. 

7. Adopting More than One Child 
Entitlement:  Where you adopt more than one child as part of the same arrangement, your 
entitlement to leave and SAP under this policy shall remain unchanged. 

8. Deciding Not to Return 
Notification:  If you do not intend to return to work, or are unsure, it is helpful if you raise this as 
early as possible.  If you decide not to return you should give notice of resignation in accordance 
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with your employment contract.  The amount of adoption leave left to run must be at least equal to 
your contractual notice period, otherwise you may be required to work for the remainder of the 
notice period.  Once you have given notice, you cannot change your mind without our agreement.  
This does not affect your right to receive SAP. 

9. Returning to work part-time 
Requests:  The College will deal with any requests by employees to change their working patterns 
(such as working part-time) after adoption leave on a case-by-case basis.  There is no absolute right 
to insist on working part-time, but we will try to accommodate your wishes unless there is a 
justifiable reason for refusal, bearing in mind the needs of the organisation.  It is helpful if requests 
are made as early as possible. The procedure for dealing with such requests is set out in our Flexible 
Working Policy. 

10. Shared Parental Leave 

Shared parental leave (SPL):  Subject to eligibility requirements, you may be entitled to SPPLSPL and 
pay.  If you opt into the SPL scheme, you will forgo any remaining rights or entitlements under this 
adoption leave and pay policy.  Please see the College’s SPL Policy for further details. 
 

Staff Handbook 82 18/05/2022



Alcohol Policy 
(Reviewer: Caty Jacques, Debbie Stoneley, Simon Hilliard July 2021 
Approved by SMT July 2021) 

Boys and girls are encouraged to adopt a sensible attitude towards alcohol.  The effect on health of 
alcohol and its social implications are taught and discussed as part of PSHE.  Help and advice is also 
available through the School’s Medical Centre and the School’s counselling service and the Pastoral 
Intervention Practitioner. 

For pupils below the Sixth Form, the consumption or possession of alcohol at any time and in any 
circumstances is forbidden.  In certain controlled circumstances (for example, organised social 
events with members of staff), Sixth Formers may be allowed to drink beer or wine in moderation 
but may not possess alcohol outside of these circumstances.  Upper Sixth Formers have access to 
their own carefully controlled and restricted bar twice a week run by a member of staff, but may not 
store any alcohol. 

It is School practice that at a School dinner, dance or social for Sixth formers, there should be no 
alcohol available prior to assembly at the venue of the event, that all drinks should be served by a 
member of staff and not be freely available on tables and that there must be no unrestricted access 
to a bar, even if pupils are over 18.   

The consumption of spirits (20% proof and above) at any time and in any circumstances is forbidden. 
Any pupil caught breaking the alcohol policy will be placed within the relevant disciplinary system.  
Possessing, purchasing, using or supplying alcohol is part of the Big 12. Dependent on the 
seriousness of the breach, pupils risk possible suspension or exclusion at first offence. 
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Allergen Management Policy 
(Reviewer: Darren Carpenter March 2022) 

1. Background 
• Hurstpierpoint College recognises that a number of community members (pupils, parents, 

visitors and staff) may suffer from potentially life-threatening allergies or intolerances to 
certain foods.   

• The College is committed to a whole school approach to the care and management of those 
members of the College community.  This policy sets out the procedures adopted for 
managing allergens in particular.  

• The College’s position is not to guarantee a completely allergen-free environment, but rather 
to minimise the risk of exposure by hazard identification, instruction and information and 
thereby to encourage self-responsibility to all those with known allergens to make informed 
decisions on food choices.  It is also important that the College has robust plans for an 
effective response to possible emergencies.  

• Accordingly, the intent of this policy is to set out the procedures in place to minimise the risk 
of any person suffering allergy-induced anaphylaxis or food intolerance whilst on the College 
premises and the measures taken to ensure staff at the College are properly prepared to 
manage such emergency situations should they arise.  

• This policy has been created with guidance from the School’s Medical Officer, the Catering 
Department and with due regard to the Allergy Guidance for Schools published by HM 
Government which sets out the legal requirements for schools and caterers, including section 
100 of the Children and Families Act 2014 and the Food Information Regulations 2014.  It 
should be read in conjunction with the College First Aid Policy and Health and Safety Policy.   

2. Definitions  
• Allergy:  A condition in which the body has an exaggerated response to a substance (e.g. food 

or drug), also known as hypersensitivity.   
• Allergen:  A normally harmless substance that triggers an allergic reaction in the immune 

system of a susceptible person.   
• Anaphylaxis or anaphylactic shock:  A sudden, severe and potentially life-threatening allergic 

reaction to a trigger (food, stings, bites, or medicines).   
• Adrenaline auto-injector (‘AAIs’):  A syringe-style device containing the adrenaline, which is 

an individually prescribed drug for known sufferers for immediate intramuscular 
administration.  These devices may also be referred to as an Epi-Pen, Emerade or Jext, all of 
which are particular brand names. 

3. Responsibilities 
The College is committed to proactive risk food allergy management through:   
• The encouragement of self-responsibility and learned avoidance strategies amongst those 

suffering from allergies.   
• The establishment and documentation of a comprehensive management plan for menu 

planning, food labelling, stores and stock ordering and customer awareness of food produced 
on site.   

• Provision of a staff awareness programme on food allergies/intolerances, possible symptoms 
(anaphylaxis) recognition and treatment.   
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4. Specific responsibilities for allergen management at the College are as 
follows: 

Parents:  parents are responsible for 
• Ensuring the College is aware of any food allergy their child may have and keeping that 

information up to date. 
• Ensuring that any child with an allergy is provided with two individually prescribed Devices for 

use in school and that these Devices are within-date.  
 
Sodexo:  Sodexo is contracted to provide catering services at the College.  References in this policy to 
Sodexo are to the catering management team at the College which is responsible for: 
• All aspects of compliance with food law 
• Providing allergen information to consumers at the College for both prepacked and non-

prepacked food and drink served at mealtimes and at other College events 
• Handling and managing food allergens in food storage and preparation, including dealing with 

suppliers and supplies of foods and food stuffs 
• Ensuring that Sodexo staff are suitably and regularly trained on allergens 
• Ensuring that Sodexo staff are available to provide allergen advice and guidance on foods 

being served  
• Ensuring that Sodexo staff are aware of and, where necessary because of age, can identify 

those pupils at the College with known food allergies from photographs provided by the 
College (s4.1). 

 
The College:  The College has a duty of care to all users of the College premises and a particular 
responsibility to support pupils with medical conditions, including allergies.  As such it will: 
• Information:  In addition to information provided to Sodexo directly from parents via Parents’ 

Portal, the College must ensure that up to date information on pupils with food allergies is 
provided to Sodexo and available to College staff 

• Emergency Devices:  Manage the storage and supply of emergency Devices/AAIs 
• Training:  Ensure that College staff are aware of allergens and suitably trained in emergency 

procedures and in the use of AAIs 
• Catering Arrangements:  Provide suitable facilities for food service and seek to ensure that 

staff, pupils and visitors are aware of allergy issues at events where food is provided or served 
by other than Sodexo staff.   

• The Admissions department will ensure that parents are aware of the need to provide medical 
information, including details of allergies, for all new pupils prior to joining the College; 

 
Information 
The College Medical Centre will: 
• ensure that parents are reminded annually of the need to provide up-to-date information on 

any allergies that their child(ren) may have; 
• produce individual health care plans for all pupils with allergies; 
• ensure that College House staff are aware of pupils with medical conditions, including allergies 

and where to find this information on the College intranet; 
• ensure that Sodexo is provided with an up-to-date list, including photographs, of pupils with 

allergies and specific dietary requirements; 
• ensure that this information is available on the College management information system for 

inclusion in team and other lists for pupils on trips and visits; 
o College House Masters/Mistresses and Form Teachers in the Prep School will: 
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• ensure that pupils in their House with specific dietary requirements are fully aware of the 
catering arrangements;  

• ensure that all pupils in the house/class are briefed (at the start of the year, and updated as 
necessary) about any allergies in the house/class, informing them of any items that are 
banned and educate them about anaphylaxis. 

5. Devices/AAIs 
• Pupils with allergies must carry one individually prescribed Device with them at all times. 
• The pupil’s other individually prescribed Device will be held in either their House or classroom.  
• Other spare Devices are held in the Medical Centre, the College Dining areas, and, in the case 

of younger pupils, at Prep Reception.  These Devices are generic rather than specific 
prescribed pens.  They work based on the weight of the child and are stored in accessible 
cupboards or drawers together with instructions for use.  

• The Medical Centre will maintain a list of spare Devices with expiry dates and is responsible (in 
liaison with House staff/Form teachers) for ensuring that spare Devices are checked termly 
and stay in date.   

• Parents are responsible for ensuring the specifically prescribed devices of their child(ren) are 
up to date. 

6. Training 
• First aid training is given to specific staff at the College as detailed in the First Aid Policy; 
• The College will ensure that all teaching and transport staff at the College receive on a regular 

basis basic training by staff from the Medical Centre on allergies, triggers, and anaphylaxis 
recognition, management and treatment – including the administration of Devices and first 
aid procedures which should be followed in the event of an emergency.  

• A summary of Anaphylaxis recognition and treatment is included in the College First Aid Policy 
and instructions on emergency procedures is included in the College Health & Safety Policy 
Manual. 

7. Catering Arrangements 
• Food Allergen counters will be provided in all dining halls specifically for the delivery of food 

by Sodexo to pupils and members of staff with food allergies and other dietary requirements.  
• Sodexo will ensure that suitable displays on allergens are on general view at food service 

stations. 
• Food which is served will either be labelled and/or the server (either himself or by reference 

to a colleague) will advise on allergens in the food they serve.  Food on buffets will have the 
accompanying allergen information.  

• Food provided will either be served by Sodexo staff who are able to give allergen information, 
or the food will be suitably labelled (e.g. with tent flags) listing any allergens. 

8. Pupils 
• Sodexo will maintain a daily list of pupils with allergies. 
• Pupils must collect their food from the allergen counter, making themselves known to the 

Food Allergen Champion stationed there by Sodexo, who will ensure they are provided with a 
suitable meal. 
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• At the beginning of each term and regularly thereafter the HoM / Form teacher will remind 
pupils with food allergies /intolerances of this procedure. 

• The catering management team will inform the HoM / Form teacher about any pupil who does 
not present themselves at the allergen counter.  The HoM/Teacher will then remind the child 
to collect their food and, if they continue to miss meals, will alert the Medical Centre who will 
notify parents. 

9. Staff 
• During induction, all new staff are advised by the Senior Nurse that they should consider 

informing their line manager and/or Head of Department if they have any serious medical 
condition or allergies, especially those that necessitate the use of an auto-injector.  

• It is the responsibility of individual members of staff to inform Sodexo of their specific dietary 
requirements, including intolerances and allergies.  Sodexo will supply allergy-free meals 
where required, but otherwise it is the responsibility of staff to check with Sodexo that their 
meals meet their dietary requirements. 

10. Visitors to Site 
• Due to the diverse nature of the School, it is important that allergen information is accessible 

to all parties who visit the site.  
• It is the responsibility of visitors to inform the College of any dietary needs.  The College will 

inform Sodexo. 
• Visiting schools are responsible for advising the Medical Centre of visiting pupils with allergies. 

The Medical Centre will alert College sports staff and Sodexo.  Sodexo will provide a suitable 
meal for the child but will rely on the staff accompanying the child to ask for that meal when 
they attend for match tea. 

11. Educational Visits, House Events etc (for example packed lunches/BBQs 
etc) 

• As part of the offsite risk assessment, all academic staff must check the requirements of all 
pupils they are taking off-site.  Where food intolerance has been identified and packed 
lunches/refreshments/food are required, this information must be relayed to Sodexo who will 
prepare suitable supplies.  This also includes the request for any BBQ foods.   

• Staff must also:  
o Physically check that pupils have their medication before leaving site.  
o Ensure that all food collected from Sodexo has been clearly labelled and they are aware 

of any foods that should not be given to pupils (including any foods that pupils may 
purchase outside the School during the trip).   

12. Charity Events and Brought-in Food 
• The College will occasionally host an event where parents or pupils are invited to bring in food 

for sale or consumption (e.g. coffee mornings or cake sales for charity).  In such 
circumstances, where food is not provided by Sodexo, it will not be possible to adhere to the 
College’s allergen management procedures, but it is nevertheless important that the items 
served should not present a risk to the consumer.   

• Where products served or sold are not made on site, the following procedure must be 
followed: 
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o Appropriate signage should be put in place by the event organiser stating  
‘These items were not produced by the College and we cannot guarantee that they do 
not contain nuts or other allergens.  The catering department bears no responsibility for 
food produced for or sold at these events.’  

o All products should be stored and plated separately (and wrapped where possible) to 
prevent cross-contamination.   

o It should be left to the discretion of the person buying the food that they accept the risk 
that allergens may be present. 

13. Appendix A 
Common Forms of Allergen 
The common causes of allergies relevant to this policy are the 14 major food allergens:  

• Cereals containing Gluten 
• Celery including stalks, leaves, seeds and celeriac in salads  
• Crustaceans - prawns, crab, lobster, scampi, shrimp paste  
• Eggs - also food glazed with egg  
• Fish - some salad dressings, relishes, fish sauce, some soy and Worcester sauces  
• Soya - tofu, bean curd, soya flour  
• Milk - also food glazed with milk  
• Nuts - almonds, hazelnuts, walnuts, pecan nuts, Brazil nuts, pistachio, cashew and 

macadamia (Queensland) nuts, nut oils, marzipan  
• Peanuts - sauces, cakes, desserts, ground nut oil, peanut flour  
• Mustard - liquid mustard, mustard powder, mustard seeds  
• Sesame Seeds - bread, bread sticks, tahini, houmous, sesame oil  
• Sulphur dioxide/Sulphites - dried fruit, fruit juice drinks, wine, beer 
• Lupin - seeds and flour, in some bread and pastries  
• Molluscs - mussels, whelks, oyster sauce, land snails and squid. 

 
The allergy to nuts is the most common high-risk allergy and, as such, demands more rigorous 
controls. However, it is important to ensure that all allergies and intolerances are treated equally 

14. Appendix B 
School Management of severe allergies (ANAPHYLAXIS)   
• This outlines Anaphylaxis, its recognition and the treatment that should be followed.  
• Anaphylaxis is a severe and potentially life-threatening allergic reaction at the extreme end of 

the allergic spectrum. Anaphylaxis may occur within minutes of exposure to the allergen, 
although sometimes it can take hours. It can be life-threatening if not treated quickly with 
adrenaline.  

• Any allergic reaction, including anaphylaxis, occurs because the body’s immune system reacts 
inappropriately in response to the presence of a substance that it perceives as a threat. 
Anaphylaxis can be accompanied by shock (known as anaphylactic shock): this is the most 
extreme form of an allergic reaction.  

• Anaphylaxis has a whole range of symptoms. Any of the following may be present, although 
most people with anaphylaxis would not necessarily experience all of these:  
o Generalised flushing of the skin anywhere on the body  
o Nettle rash (hives) anywhere on the body  
o Difficulty in swallowing or speaking  
o Swelling of tongue/throat and mouth  
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o Alterations in heart rate 
o Severe asthma symptoms  
o Abdominal pain, nausea and vomiting  
o Sense of impending doom  
o Sudden feeling of weakness (due to a drop in blood pressure)  
o Collapse and unconsciousness  

• When symptoms are those of anaphylactic shock the position of the pupil is very important 
because anaphylactic shock involves a fall in blood pressure.  

• If the patient is feeling faint or weak, looking pale, or beginning to go floppy, lay them down 
with their legs raised. They should not stand up. 

• If there are also signs of vomiting, lay them on their side to avoid choking (recovery position).  
• If they are having difficulty breathing caused by asthma symptoms and/or by swelling of the 

airways, they are likely to feel more comfortable sitting up. However, do not assume that 
breathlessness is caused by asthma if a child is known to be susceptible to anaphylaxis use the 
device without delay. 

• Ask other staff to assist, particularly with making phone calls, one person must take charge 
and ensure that the following is undertaken)  
o Most Importantly and as a first action, administer the person’s device or an  appropriate 

spare. (see Para 3.3 above). 
o Ring 999 immediately to get the ambulance on the way.  
o Ring the Medical Centre (911)– state what has happened so that they can assess the 

situation and bring medication to the location. Please note that the Medical Centre staff 
may not be able to attend immediately, and there should be no delay in using the 
person’s medication.  

o Stay in the immediate area to assist the Medical Centre staff and/or direct the 
Emergency Services   

o Ensure that accident forms are filled out if applicable.   
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Anti-bribery and Corruption Policy 

(Reviewer: Darren Carpenter, January 2022. Approved by SMT January 2022) 

1. Introduction

Commitment:  The College is committed to implementing effective measures to prevent, monitor 

and eliminate the risks of bribery and enforcing effective systems to counter bribery. 

Application:  This policy applies to all staff working in the College, whether paid or unpaid, whatever 

their position, role or responsibilities and Staff includes employees, governors, contractors, and 

volunteers.  It also applies to any person or body, acting on its behalf and any third party.   

Conduct:  The College conducts its business activities in the UK and overseas in an honest and ethical 

manner.  The College will not tolerate any form of bribery and/or corruption by, or of, its Staff. 

Purpose:  The purpose of this policy is to: 

• set out the College's responsibilities, and of those working for the College, in observing and

upholding its position on bribery and corruption; and

• provide information and guidance to those working for the College on how to recognise

and deal with bribery and corruption issues.

Definition of a bribe:  A bribe is an inducement or reward offered, promised or provided in order to 

gain any commercial, contractual, regulatory or personal advantage. 

Definition of third party:   Third party means any individual or organisation you come into contact 

with during the course of your work for the College.  This includes parents, carers or guardians of 

current or prospective pupils, suppliers, distributors, business contacts, agents, advisers, 

government and public bodies, including their advisors, representatives and officials, politicians and 

political parties. 

2. Gifts and hospitality

Hospitality:  This policy does not prohibit the College's normal and appropriate hospitality (given and 

received) to or from third parties. 

Prohibited gifts:  The College prohibits the accepting of gifts from, or the giving of gifts to, a third 

party in the following circumstances:   

• it is made with the intention of influencing a third party to obtain or retain business or a

business advantage, or to reward the provision or retention of business or a business

advantage, or in explicit or implicit exchange for favours or benefits

• it contravenes UK law

• it is given in your name, not in the name of the College

• it includes cash or a cash equivalent such as gift certificates or vouchers (other than as

permitted under the Code of Conduct) unless approved by the Headmaster or Chief

Financial Officer.

• taking into account the reason for the gift, it is of an inappropriate type and value and

given at an inappropriate time

• it is given secretly

• gifts should never be offered to, or accepted from, government officials or representatives,

or politicians or political parties.
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If you are unsure whether a gift is appropriate, please contact the Headmaster or the Chief Financial 

Officer for advice. 

 

General Guidance:  From time-to-time parents or pupils may offer staff gifts on an individual basis as 

a demonstration of their gratitude for the work done on their behalf, and this is perfectly legitimate.  

However in some contexts such gifts could be construed as an improper inducement to, for instance, 

accord preferential treatment in the future.  Consequently, it is necessary for the College to have 

rules applying to such gifts.  These are as follows. 

 

• Any gifts of cash or other monetary equivalent (e.g., vouchers) of whatever value, or any 

other gifts of a value of £75 or over, should be reported to the Chief Financial Officer via 

email.  If deemed appropriate they should be donated to the College or one of the 

College’s nominated charities.  The parent should be thanked for their gift and informed 

where it is being donated. 

• If you receive a gift from a group of parents then the maximum value that can be accepted 

will be based on an average of £25 per pupil. 

• You may retain gifts received from suppliers if they are token work-related items e.g., pens, 

notepads, flash drives, desk calendars or diaries.  Any other gifts should be politely refused 

or donated to the College or one of the College’s nominated charities.  In either case the 

Chief Financial Officer should be notified by email, and if the gift is being donated to charity 

then the giver of the gift should be told that this is the case. 

• You may retain any other gifts of a value of up to £75.  We appreciate that the practice of 

giving business gifts varies between countries and regions, and what may be normal and 

acceptable in one region may not be in another.  The test to be applied is whether in all the 

circumstances the gift or hospitality is reasonable and justifiable.  The intention behind the 

gift should always be considered. 

3. Unacceptable behaviour 

Unacceptable behaviour:  It is not acceptable for you (or someone on your behalf) to: 

• give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope 

that a business advantage will be received, or to reward a business advantage already 

given 

• give, promise to give, or offer, a payment, gift or hospitality to a government official, agent 

or representative to "facilitate" or expedite a routine procedure 

• accept payment from a third party that you know or suspect is offered with the 

expectation that it will obtain a business advantage for them 

• accept a gift or hospitality from a third party if you know or suspect that it is offered or 

provided with an expectation that a business advantage will be provided by the College in 

return 

• threaten or retaliate against another worker who has refused to commit a bribery offence 

or who has raised concerns under this policy 

• engage in any activity that might lead to a breach of this policy. 

4. Facilitation payments and kickbacks 

Facilitation payments:  The College does not make, and will not accept, facilitation payments or 

"kickbacks" of any kind.   
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Kickbacks:  Kickbacks are typically payments made in return for a business favour or advantage.  All 

Staff must avoid any activity that might lead to, or suggest, that a facilitation payment or kickback 

will be made or accepted by the College. 

 

Payments made by you:  If you are asked to make a payment on behalf of the College, you should 

always be mindful of what the payment is for and whether the amount requested is proportionate 

to the goods or services provided.  You should always ask for a receipt which details the reason for 

the payment.  If you have any suspicions, concerns or queries regarding a payment, you should raise 

these with the Chief Financial Officer.   

5. Donations 

Political parties:  The College does not make contributions to political parties.  We only make 

charitable donations which accord with the College's governing instrument and that are legal and 

ethical under UK law.   

6. Reporting 

Raising concerns:  You are encouraged to raise concerns about any issue or suspicion of malpractice 

at the earliest possible stage.  If you are unsure whether a particular act constitutes bribery or 

corruption, or if you have any other queries, these should be raised with the Chief Financial Officer.   

 

Reporting:  If you encounter any of acts of corruption or bribery, if you are offered a bribe by a third 

party, are asked to make one, suspect that this may happen in the future, or believe that you are a 

victim of another form of unlawful activity, you must report them promptly in accordance with the 

College's Whistleblowing policy.   

 

Examples of reportable situations:  If you encounter any of the following situations while working at 

the College, you must report them promptly using the procedure set out in the College's 

Whistleblowing Policy: 

• you become aware that a third party engages in, or has been accused of engaging in, 

improper business practices 

• a third party insists on receiving a commission or fee payment before committing to sign 

up to a contract with the College, or carrying out a government function or process for the 

College 

• a third party requests payment in cash and/or refuses to sign a formal commission or fee 

agreement, or to provide an invoice or receipt for a payment made 

• a third party requests that payment is made to a country or geographic location different 

from where the third party resides or conducts business 

• a third party requests an unexpected additional fee or commission to "facilitate" a service 

• a third party demands lavish entertainment or gifts before commencing or continuing 

contractual negotiations or provision of services 

• you are offered an unusually generous gift or offered lavish hospitality by a third party 

• a third party requests that a payment is made to "overlook" potential legal violations 

• a third party requests that you provide employment or some other advantage to a friend 

or relative 

• you receive an invoice from a third party that appears to be non-standard or customised 

• a third party insists on the use of side letters or refuses to put terms agreed in writing 

• you notice that the College has been invoiced for a commission or fee payment that 

appears large given the service stated to have been provided 
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• a third party requests or requires the use of an agent, intermediary, consultant, distributor 

or supplier that is not typically used by or known to the College. 

 

Prevention, detection and reporting:  The prevention, detection and reporting of bribery and other 

forms of corruption are the responsibility of all those working for the College or under the College's 

control.  All staff are required to avoid any activity that might lead to, or suggest, a breach of this 

policy. 

7. Records 

The College's obligations:  The College must keep financial records and have appropriate internal 

controls in place evidencing the business reason for making payments to third parties. 

Your obligations:  You must declare and keep a written record of all hospitality or gifts accepted or 

offered, which will be subject to review by the Chief Financial Officer. 

 

College's expenses policy:  You must ensure all expenses claims relating to hospitality, gifts or 

expenses incurred to third parties are submitted in accordance with the College's expenses policy 

and specifically record the reason for the expenditure.   

 

Records:  All accounts, invoices, memoranda and other documents and records relating to dealings 

with third parties, such as parents, suppliers and business contacts, should be prepared and 

maintained with strict accuracy and completeness.  No accounts must be kept "off-book" to facilitate 

or conceal improper payments. 

8. Detriment 

Detriment:  The College is committed to ensuring no one suffers any detrimental treatment as a 

result of refusing to take part in bribery or corruption, or because of reporting in good faith their 

suspicion that an actual or potential bribery or other corruption offence has taken place, or may take 

place in the future.   

 

Detrimental treatment:  Detrimental treatment includes dismissal, disciplinary action, threats or 

other unfavourable treatment connected with raising a concern.  If you believe that you have 

suffered any such treatment, you should inform the Headmaster or Chief Financial Officer 

immediately.  If the matter is not remedied, and you are an employee, you should raise it formally 

using the College's Grievance Procedure. 

9. Consequences of breaching this policy 

Breach:  Any employee who breaches this policy will face disciplinary action, which could result in 

dismissal for gross misconduct.  Anyone else who provides services to the College and is found to be 

in breach of this policy will have their contract terminated. 

 

Sanction:  For individuals, bribery and corruption are punishable by up to ten years' imprisonment.  

If the College is found to have taken part in corruption, the College could face an unlimited fine and 

damage to its reputation.  The College therefore takes its legal responsibilities very seriously. 
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Anti-Bullying 
(Reviewer: Dominic Mott, Caty Jacques, Debbie Stoneley, Simon Hillard, July 2021 
Approved by SMT July 2021) 

1. Anti-Bullying Policy including Early Years Foundation Stage (EYFS) 
Hurstpierpoint College (Pre-prep including Early Years Foundation Stage (EYFS), Prep School, Middle 
School and Sixth Form) will safeguard and promote the welfare, safety and health of its pupils, in 
compliance with Working Together to Safeguard Children (2018) and KCSIE (2021).  
 
This policy was written with guidance from the DfE (July 2017) Preventing and Tackling Bullying. It is 
everyone’s responsibility to prevent it happening and, with this in mind, this document lays down 
guidelines which all students, parents and staff should follow. 

2. Introduction 
No-one should underestimate the potential psychological damage that bullying can cause. It is often 
far in excess of the intentions of the bully. 
 
Bullying is action taken by one or more children, or member of staff with the deliberate intention of 
hurting another person, either physically or emotionally, usually over a period of time. It can take 
many forms; emotional, physical, verbal, appearance or health conditions, racial, religious, cultural, 
sexual, sexist, homophobic, cyberbullying, bullying of disabled people or those with special 
educational needs or those who are adopted or who are a carer. It can cause serious psychological 
damage, which sometimes leads to suicide and at this school we do not underestimate the serious 
consequences of these actions. 
 
It can take the form of: 

• Name calling and teasing 
• Making fun of someone in an unpleasant way 
• Stealing, breaking or hiding someone’s possessions 
• Pushing or hitting someone 
• Frightening someone into doing things they do not want to do 
• Intimidation to prevent someone doing something they want to do 
• Excluding another from a game, conversation or information, knowing that it will cause 

that person distress 
• Making homophobic comments 
• Sending malicious or hurtful texts, e-mails or photos. Using malicious, insulting or other 

hurtful descriptions or comments on social networking sites such as Facebook, 
Instagram, or during Instant messaging conversations such as Snapchat, or WhatsApp.  
Cyber-bullying is the use of information and communications technology, particularly 
electronic mobile devices and the internet, deliberately to upset someone else. The 
College has a separate Acceptable Use of ICT Policy and E-Safety Policy which deals with 
cyberbullying and e-safety. 

3. Aims 
Through the operation of this policy we aim: 

• To create an open and secure environment for pupils 
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• To work together as a whole community, staff, parents and students. 
• To promote an anti-bullying culture throughout the College 
• To comply with the College’s duties under the Equality Act (2010) 

4. Prevention of Bullying 
The College is proactive in the prevention of bullying. The initial aim is to prevent bullying, rather 
than punish bullies. 
 
Education 
Measures are taken throughout the year to educate all students about bullying and this policy. These 
measures include: 

• PSHCE lessons 
• Big 12 Assemblies 
• Literature and debate – with the discussion of differences between people and the 

importance of avoiding prejudice-based language. 
• ICT lessons, statutory requirements. 
• Assemblies in Chapel 
• Drama 
• Tutor periods- discussions 
• CEOP training relating to cyber-bullying 
• An open door policy for Key Staff including DSLs, Heads of Year and tutors 
• Pastoral Intervention Practitioner (PIP) throughout the school, working individually with 

pupils or with small groups.  Helping with variety of issues including conflict resolution.   
• Regular Guardian meetings – Prep and Senior school 
• Code of Conduct – written in consultation with the children and reviewed at the start of 

each academic year (Prep) 
• Playground Rules – written and agreed by children. Displayed clearly in the playground 

in the Prep school. 
• The HURST HELP button available to every pupil on HurstOnline.  Monitored by DSL 

team.   
• Highly proactive Diversity and Inclusion and Respect and Relationships platforms 

operating throughout the school which promote tolerance and positive relationships 
between pupils and staff.   

 
Training 
Appropriate training across the College is arranged to ensure that those with responsibility have the 
necessary skills to deal with cases of bullying. This training includes: 

• The training of Prefects and Guardians 
• Guidance for staff, in the Staff Handbook, on the importance of promoting good 

behaviour among students, by ensuring the effective implementation of this policy. 
 
Pupils’ responsibilities 
We emphasise, with senior students, the role which is expected of them in setting a good example 
and being helpful to younger children and each other. In particular: 

• A support system is in place for all new students, including use of buddies and induction 
days as appropriate. 

• Older students are encouraged to keep an eye on younger children and offer support. 
• Guardians are trained to help identify and then support victims as well as supporting 

bullies to modify their behaviour (with supervision) 
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• The Chaplain is also available to help and support all students who find themselves in 
difficulty. 

5. Bullying Incident – Procedure for Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Supporting the Victim 
 
 
 
 
 

Identifying a problem 

*Direct approach from student/parent               *Significant changes in student noticed  
*Other students voice concerns 

 
       

YES TO ANY OF THE ABOVE? 

• Don’t avoid the situation 
• Be proactive 
• Don’t wait for it to get worse 
• Approach the pupil and try to talk to them 

The situation may only require listening. You may be 
able to suggest some strategies about how to cope, 
depending on how serious the incident is. 
Fix a definite review date/time with the student to see 
how things are going – no more than 2 weeks hence, 
preferably sooner. 

If, after listening, you feel unsure and think that action may be 
required, your options are; Speak to the HoM, Form Tutor, 
relevant HoY, DSL or DHP. If it is felt that bullying may be taking 
place the matter will be passed to the Head of Senior School or 
Head of Prep who will deal with the perpetrator. 
A record of this discussion to be stored in Bullying File kept by 
the DSL. 

Staff Consultation 
Are there Child Protection issues? 

YES- discuss with DSL / DHP                                                       NO – discuss with HoM, Tutor, HoY 
 
 

Review Meeting 
If situation has resolved itself then alert 
tutor, HoM to enable note in Journal 
but… 
 
If situation is on-going 

1. The HoM will report matter to the DSL, DHP and Head of Senior 
School/Prep School 
2. A record of this discussion to be kept in Bullying File. 
3. The alleged victim(s), any witnesses and the culprit(s) to be 
interviewed by Head of Senior School or Head of Prep. 
4. Where useful and appropriate, the HoM and/or tutor may be 
present at this meeting. 
 

If a bullying incident is 
judged to have taken place 

5. The victim(s), witnesses and culprit(s) will make written 
statements.  The DSL and the Head of Senior School or Prep will 
then decide upon an appropriate course of action, which will 
include help, support and counselling to the victim(s) and 
disciplinary action, as appropriate, and counselling for the 
bully/ies, in accordance with the sections below. All records will 
be kept and maintained in accordance with the “Record keeping 
and monitoring” section below. 
6. The member of staff who reported the incident will be kept 
informed of progress. 

If there has been a misunderstanding or incident 
which does not require further investigation or 
disciplinary action, this should be explained 
sympathetically to the alleged victim with advice 
given to the alleged culprit to modify his / her 
behaviour to ensure such a misunderstanding does 
not occur in future. 

Where it is established that bullying has taken 
place and further action is required, the 
parents of all pupils involved will be informed 
by the Head of Senior School or the Head of 
Prep as appropriate. 
 

If a bullying incident is 
judged not to have taken 
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If a bullying incident is judged not to have taken place     
 

6. Supporting the Victim 
We support the victim(s) in the following ways: 

• Offer them the opportunity to talk about the experience with someone they trust – a 
school counsellor, the PIP, HoM, tutor, class teacher, HoY, DSL or the Chaplain. 

• Informing the victim’s parents/guardians and working with them to ensure that the 
appropriate support is provided. 

• Monitoring the situation and offering continued support when needed, seeking advice 
from external agencies as appropriate 

7. Supporting the Culprit 
The process of supporting the culprit should, whenever possible, include providing whatever support 
and guidance are judged necessary: 

• Ascertain the reason(s) that might underlie the bullying behaviour – if there is a concern 
that the pupil is at risk of significant harm, the procedures in the College’s Safeguarding 
Policy will be followed. 

• Inform parents/guardians and working with them as necessary to try to change the 
student’s behaviour 

• When appropriate, provide or arrange appropriate counselling or support from PIP. 
• Disciplinary action in accordance with the College’s Behaviour and Discipline Policy. 
• Monitor subsequent behaviour. 

8. Cyber Bullying 
Pupils are frequently reminded via assemblies, tutor sessions and Internet Awareness Days on how 
to use the internet in a positive way. The School also has a comprehensive Use of School Network 
Policy which is frequently reviewed. The DSL is a CEOP Ambassador trainer and works across all 3 
schools delivering e-safety training. Cyberbullying differs from other forms of bullying as it may take 
place at any time of day, the potential audience is huge and the bullying can take place at home and 
away from school.  Cyberbullying may consist of threats, harassment, embarrassment, humiliation, 
defamation or impersonation. It may take the form of general insults, or prejudice-based bullying, 
for example homophobic, sexist, racist or other forms of discrimination via the misuse of: 

• Virtual Learning Environments (e.g Teams) 
• Chat rooms 
• Websites 
• Social networking sites 
• Mobile and fixed-point phones 
• Digital cameras 
• Games and virtual world sites 

9. Disciplinary Actions 
Although the Heads of Prep and Senior school reserve the right to permanently exclude a student at 
any stage of the process, disciplining the culprit may involve one or more of the following, 
depending on their age: 

DSL= Designated Safeguarding Lead 
DHP= Deputy Head Pastoral 
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• Warning 
• Informing parents/guardians 
• Behaviour Contract 
• Detention 
• Internal suspension 
• Fixed term suspension 
• Permanent exclusion 

 
Bullying incidents are followed up and the pupils are monitored over time, both the perpetrator/s 
and the victim(s). This is done to ensure that the perpetrators do not slip back into their bullying 
habits and the victims feel safe and secure. All disciplinary action will be taken in accordance with 
the College’s Behaviour and Discipline Policy and any sanction will be employed promptly. Records 
of any such disciplinary action will be kept on the College’s Bullying File (kept by Head of Prep School 
and Head of Senior School) and, where appropriate, the College’s central record of sanctions for 
serious misbehaviour. 

10. Record Keeping and Monitoring 
School staff maintain records of the students in their Form or House via CPOMS. In addition, every 
complaint or report of bullying must be recorded in the Bullying File. The DSL and Deputy Head 
(Pastoral Care), Head of Prep School and Head of Senior School monitor these records in order to 
enable patterns to be identified, both in relation to individual pupils and across the College as a 
whole, so that any necessary interventions can be made to evaluate the effectiveness of the 
College’s approach. In addition, the DSL reviews the file termly and reports to Governors. 

11. Information for students 
What can you do if you are being bullied? 

• Remember that your silence is the bully’s biggest weapon. 
• Tell yourself that you don’t deserve to be bullied and that it is wrong 
• Be proud of who you are- it is good to be individual 
• Try not to show that you are upset- a bully thrives on fear 
• Stay with a group of friends –safety in numbers 
• Be assertive. Shout NO! Walk away confidently and go straight to a member of staff 
• Don’t fight back, physically or verbally, it can make things worse. 
• Try to stay calm and look confident 
• Get away from the situation as quickly as you can. 
• Tell an adult you trust straight away. Tell your parents, your HoM, your tutor, your HoY 

or class teacher, the Chaplain, a Guardian, the DSL, the College counsellor, the PIP, a 
responsible older student, or via the HURST HELP button. 

 
You might also contact: 
The Medical Centre staff 
Our Independent Listener – Jerome Joseph (07944 114907) 
ChildLine 08001111 
The Children’s Commissioner (02077838330) Mon-Fri 9am-5pm 
 
If you are worried about speaking up, take a friend along for support. Teachers deal with bullies in a 
way that will aim to end the bullying and they will always be sensitive about trying not to make 
things worse for you. 
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If you know someone is being bullied: 

• Take action! If you watch or laugh along with the bully, you are the bully! 
• If you feel that you cannot get involved, tell an adult immediately. Teachers can always 

hide the fact that you reported it. 
• Do not be, or pretend to be, friends with a bully. 
• If you are worried about another student’s wellbeing, or are worried that they might 

hurt themselves, tell an adult immediately. 
 
If you are being cyber-bullied: 

• Where appropriate, keep any potential evidence, for example, any text message or 
email.  

• Talk to someone as soon as possible – another student, prefect, guardian, teacher or 
another adult you trust. 

• Report any such bullying immediately.  Perpetrators risk immediate suspension or 
expulsion. 

12. Information for Parents 
• Look for unusual behaviour in your children. Not wanting to go to school, feel ill 

regularly, and take a dip in grades. 
• Ask your child how their day has gone, who they spent time with etc. 
• If you feel that your child may be a victim of bullying behaviour, inform the 

Housemaster/mistress or Form Tutor immediately. Your complaint will be taken 
seriously and appropriate action, in accordance with this policy will follow. 

• Tell your child not to fight back, as it can make matters worse. 
• Give your child plenty of praise and tell them it is not their fault. 
• Make sure that your child is fully aware of the College’s Anti-Bullying Policy and that 

they should not be afraid to ask for help. 
• Ask to join in with West Sussex Anti Bullying Initiatives. 
• The DfE has published guidance for parents called Advice for parents and carers on 

cyberbullying. 
• Other useful organisations providing support for parents dealing with specific bullying 

issues include: 
 
www.nspcc.org.uk 
www.thinkyouknow.co.uk 
www.childline.org.uk 
www.diana-award.org.uk 

13. Guidance for Staff 
In addition to its Preventing and Tackling Bullying guidance, the DfE has published the following 
additional advice on dealing with bullying which includes; 
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/374850/Cyberbull
ying_Advice_for_Headteachers_and_School_Staff_121114.pdf  
 
These documents contain links to other useful resources for advice and guidance on dealing with 
bullying and staff are encouraged to consider these when dealing with incidents of bullying. We 
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recognize that it is possible a pupil might bully a member of staff and such an incident would be 
regarded as a serious disciplinary infringement like any other. 
 
The DSLs and SMT will support staff in dealing with long term and serious incidents of bullying. 
 
Advice with dealing with bullying and its possible outcomes can be found in the College’s Mental 
Health and Self-Harm Policies. 
 
Review 
The annual review of this policy will be undertaken by the Safeguarding Leads, the Head of Prep and 
the Head of Senior School. 
 
Consultation with the school counsellors, regarding reported incidents of bullying will be noted. 
Results of e-safety questionnaires to parents and students will be monitored for their responses to 
online bullying. 

14. APPENDIX 1 
The Role of Governors 
The governing body supports the Head teacher in all attempts to eliminate bullying from our school. 
This policy statement makes it very clear that the governing body does not allow bullying to take 
place in our school, and that any incidents of bullying that do occur are taken very seriously and 
dealt with appropriately. 
 
The Role of Parents 
Parents who are concerned that their child might be being bullied, or who suspect that their child 
may be the perpetrator of bullying, should contact their child’s class teacher/ form tutor 
immediately. 
 
Parents have a responsibility to support the school’s Anti-bullying Policy and to actively encourage 
their child to be a positive member of the school. 
 
Monitoring and Review 
The policy is monitored on a frequent basis by the DSL, Head of Prep and Senior schools who will 
report to governors about the effectiveness of the policy on request. 
 
APPENDIX 1.a 
Bullying around Race, Religion and Culture: 
Racial bullying includes behaviours such as: treating people badly because of their racial or ethnic 
background, saying bad things about a cultural background, calling some racist names or telling 
racist jokes. 
 
Religious bullying involves treating people badly because of their religious backgrounds or beliefs, 
saying bad things about a religious background or belief, calling someone names or telling jokes 
based on his or her religious beliefs. 
 
Sexual Bullying 
Sexual bullying includes behaviours such as leaving someone out or treating them badly because 
they are a boy or a girl, making someone feel uncomfortable because of their sex, making sexist 
comments or jokes, touching, pinching or grabbing someone in a sexual way, making crude 
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comments about someone’s sexual behaviour, spreading a sexual rumour about someone or calling 
someone gay, lesbian, a fag or other such names. 
 
Disabled Bullying 
Disabled bullying includes behaviours such as: leaving someone out or treating them badly because 
of a disability, making someone feel uncomfortable because of a disability or making comments or 
jokes to hurt someone with a disability. 
 
Homophobic Bullying 
Homophobic bullying involves any hostile or offensive action against lesbians, gay males, bisexual or 
transgender people or those perceived to be lesbians, gay, bisexual or transsexuals. Actions might 
include verbal, physical or emotional(social exclusion) abuse, harassment, insulting or degrading 
comments, name calling, gestures, taunts, insults or jokes, offensive graffiti, humiliation, ridiculing or 
refusing to work or cooperate with others because of their sexual orientation. 
 
Special Educational Needs and disabilities 
Children with SEN and disabilities are a diverse population. They have many skills and talents. They 
also have a wide range of very different needs. This includes children with complex health needs, 
children with learning disabilities, children with sensory impairments and children with social and 
behavioural needs. 
 
Some of these children will require support in school, some will not. For all children with SEN and 
disabilities discrimination based on their needs can be a challenge. Children with SEN and disabilities 
may: 

• be adversely affected by negative attitudes to disability and perceptions of difference; 
• find it more difficult to resist bullies; 
• be more isolated, not have many friends; 
• not understand that what is happening is bullying; 
• have difficulties telling people about bullying. 
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Awards Policy 

(Reviewer; Lloyd Dannatt October 2018) 
Reviewed by SMT October 2018) 

1. General 

The Council of Hurstpierpoint College is committed to  

1. attracting pupils of the highest calibre to the College through scholarships and other 

awards; and   

2. broadening access to the College by offering means-tested financial support in the form 

of bursaries to eligible parents (or guardians) to assist with the payment of College’s 

fees.   

 

The College will set aside funds from its regular charitable income to provide scholarships and 

bursaries within limits which will be agreed annually by the Council of Governors, at whose ultimate 

discretion all awards are made.  

2. Scholarships 

Scholarships are available to pupils entering the College at ages 11+, 13+ and 16+ (including pupils 

entering the Senior School from the Prep School at 13+).  Scholarship awards – which are not subject 

to means testing – may be awarded for academic potential or excellence in the fields of music, art, 

drama, dance and sport, or on the basis of all-round ability. 

 

The criteria for awards and the application process are detailed in the College Scholarship 

information booklets which are published annually. 

3. Bursarial Awards  

In addition, financial support in the form of means-tested bursaries is also available for parents 

unable to afford the standard fees.   Bursaries are determined using the Hurst Scale of Awards, and 

may in exceptional circumstances be available to meet up to 100% of basic fees as well certain other 

necessary costs depending on the personal circumstances of the applicants.   

 

Requests for financial support will be expected to fall into one of two categories: 

 

• New applicants to the College, where a scholarship or other award has been granted but 

parents/guardians are unable to fund the remaining tuition fees. 

• Existing pupils, where due to a change in parental circumstances there are difficulties 

meeting the tuition fees which might lead to the child being withdrawn at a critical stage 

of his/her education. 

 

Bursarial awards are subject to repeat testing of parental means each year and may be varied 

upwards or downwards, depending on the prevailing circumstances.   

  

The Hurst Scale of Awards, which sets out award levels in relation to a family’s financial 

circumstances, is reviewed and revised annually.  Though awards are generally tied to this scale, 

they may be varied upwards or downwards depending on individual circumstances, or on 

compassionate grounds. 
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It should be noted that bursarial funds are limited and the College will operate a system for 

prioritising competing claims for bursarial support. 

4. New Applicants to the College 

Awareness:  Information provided by the College alerting the parents/guardians of potential pupils 

to the possibility of gaining supplementary, means-tested financial support with the payment of 

Colleges fees is included in: 

 

• The College prospectus information booklet; 

• The College scholarship information booklets; 

• Information included on the College web site; 

• Information given to potential sixth-form entrants at local maintained schools; and  

• Letters sent to the parents of successful applicants for scholarships and other awards. 

 

The Application Process:  Bursaries may be made available to parents/guardians of children entering 

the Senior School at any age.  (See the College’s Admission’s Policy).  They are granted as 

supplements to academic and other awards at the discretion of the Governors, and the Headmaster 

and Bursar are responsible for the management and coordination of the process.    

 

• Step One.  Parents/guardians seeking a bursary are required to complete an application 

form which seeks to establish the financial circumstances of the household.  The form, 

which requests details of income and capital, is available from the Bursar at the College 

and must be accompanied by full documentary evidence.  The completed forms, 

together with the necessary documentary evidence, are to be submitted to the Bursar 

(ideally no later than 31st October for 16+ entrants; 31st January for 13+ entrants; and 

the beginning of January for 11+ entrants, in any year for bursaries to start the following 

September).  

• Step Two.  The Bursar will assess all applications to establish the likely level of support 

which will be required in order to allow the child to attend (or to remain at) the College.  

This may involve the Bursar, or his representative, visiting the parents/guardians’ home 

to ensure the information has been correctly interpreted and the basis of the financial 

assessment is fair. 

• Step Three.   Applications will be considered by an awards panel operating on behalf of 

the Governors, which will normally comprise the Headmaster, the Bursar and the Head 

of either the Sixth Form, the Middle School or the Prep School as appropriate.  The panel 

will decide whether the College is able to provide support at the level required, which 

will depend upon the level of funding available and the relative claims of other 

applicants. 

• Step Four.  Applicants are advised of the awards panel’s decision.  Any bursary offer will 

be provisional subject to the receipt of up-to-date financial information (including tax 

returns for the current year) which must be provided by the end of May.        

• Step Five.  The parents/guardians are required, in writing (email is acceptable) to 

accepting the place at the College and an acknowledgement agreeing to any conditions 

relating to the bursary. 

• Step Six.  The College will write confirming the awards for the following year when the 

up-to-date financial information has been received. 
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The Case for Assistance:  The Awards Panel will consider a number of factors when assessing the 

justification for providing support and the level of support.  In the main however, the child’s 

suitability for the College is the first consideration.   

• Suitability.  In normal circumstances an applicant must be in receipt of a scholarship or 

other award from the College but, in assessing a child’s suitability, attention will be given 

to the achievements and potential of each applicant in their particular field of 

excellence, and previous school reports will be consulted for evidence of good 

behaviour.  Bursary funds are limited and those judged likely to gain most from the 

educational provision will be deemed the most suitable and given priority.  In general, 

applicants with academic awards will be expected to have a Non-Verbal Reasoning score 

of 130+ and applicants in other categories a NVR score of 120+, but each pupil to whom 

support is offered must, in the opinion of the Head of School, be likely to make sound 

all-round progress following admission and possess the potential to develop the quality 

of his or her work, and benefit from participation in the wider, extra-curricular activities 

on offer at the College.    

• Financial Limitations.  The amount of a bursarial award is not influenced by the level of 

ability of the child but by the extent of need.  Each case is assessed on its own merits 

and awards are made accordingly, subject to the College’s ability to fund these within 

the context of its overall budget.  We recognise that judgements about what sacrifices a 

family should make to pay school fees will be personal, but the College has a duty to 

ensure that all awards do represent the best use of charitable funds and so, as well as 

current earnings, other factors which will be considered in determining the necessary 

level of grant will include: 

• The ability to improve the financial position or earning power of the family.  For 

example, where there are two partners, both would be expected to be employed unless 

one is prevented from doing so through incapacity, the need to care for children under 

school age or other dependents, or the requirements of their partner’s work. 

• Opportunities to release any capital.  Significant capital savings and investments would 

be expected to be used for the payment of College fees, as would equity values in 

houses. 

• In cases of separation, the contribution made by and the means of the absent parent. 

• Contribution to household costs by other, wider, family members, by any adults 

unrelated to the child or by outside sources.  

• Where fees are being paid to other schools (or universities) the College’s grant may take 

into account these outgoings.  However, it will be assumed that an equivalent level of 

bursarial support will be provided by the other school(s) involved.  

• Outwardly extravagant personal expenditure.  For example (and acknowledging that 

others may have a different view) the College considers that the following would not be 

consistent with the receipt of a bursary: 

o Frequent or expensive holidays 

o New or luxury cars 

o Investment in significant home improvements 

o A second property or land holdings. 

• Other Factors.  It is recognised that, in addition to academic ability and financial 

constraints, there may be other circumstances which should be considered.  These 

include: 

o Where a child has siblings at the College. 

o Where the social needs of the child are relevant (e.g.: may be suffering from 

bullying  at their present school). 
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o Where a parent/guardian is terminally ill or is unable to secure permanent 

employment due to poor health. 

o Where a separation has resulted in the child having to be withdrawn from the 

College, adding to the stress of coping with the parents/guardians separating. 

5. Existing Pupils - Change in Family Circumstances 

Within overall budget funding, the College will in normal circumstances set aside each year a 

Hardship Fund, for cases of sudden, unforeseen need or where applications meriting bursary 

assistance are received out of the normal calendar cycle for bursary submission, scrutiny and award.  

  

Parents/guardians who have had a child at the College for at least twelve months and whose 

financial circumstances suddenly change may apply for a bursary to the Bursar, explaining their 

situation and using the standard application form available from the Bursar at the College.  

 

Such awards, which will be for a limited term, are subject to the availability of funding and cannot be 

guaranteed.  Priority will be given to those children who are approaching a critical stage in their 

education; the aim generally being that they should not have to leave the College in the middle of a 

course of study for public examinations.   

6. Annual Review 

Bursary awards are subject to repeat testing of parental means each year and may be varied 

upwards or downwards depending on parental circumstances.  Current bursary holders will be 

issued with repeat means-testing forms at the beginning of May each year for return by the end of 

the month with up-to-date financial information, including a completed tax return for the tax year 

ended the previous month.  

 

Scholarship awards or bursaries may be reduced or withdrawn at any time if, in the opinion of the 

Headmaster, a pupil’s attendance, progress, attitude or behaviour has been unsatisfactory, or where 

the parents/guardians have failed to support the College, for example by the late payment of any 

contribution they are making to the fees.   

7. Confidentiality 

The College respects the confidentiality of bursary awards made to families and recipients are 

expected to do likewise. 

8. Other Sources of Bursary Assistance 

In addition to the College’s bursary Fund, there are a number of educational and charitable trusts 

which provide assistance with tuition fees.  In the majority of cases, these are to assist children who 

are already attending a fee-paying school and, due to a change of circumstances, may be unable to 

remain.  Hurst encourages parents/guardians to apply for support where it is felt a good case can be 

made for assistance.  Further information on how to pursue such assistance may be obtained from: 

The Educational Trusts Forum website:  www.educational-grants.org  

or   

Educational Grants Advice, Independent Schools Council 

c/o The Royal National Children’s Foundation, Sandy Lane, Cobham, KT11 2ES   Tel: 01932 868622 
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Behaviour Policy - Pupils 
(Reviewer: Dominic Mott, July 2021 
Approved by SMT July 2021) 

1. Behaviour
The College expects all pupils to treat each other with respect, consideration and courtesy. Pupils 
are encouraged to engage with the opportunities available and be active and supportive members of 
the College and wider community. They should recognise the value of hard work and continuous 
improvement in order to achieve their own personal and collective personal bests. We define poor 
behaviour as that which adversely affects other people or undermines the above-mentioned values 
and principles we are seeking to instil. 

At Hurst we aim to encourage pupils to be responsible, active members of our school community. 
Our children should have a clear understanding that effort, kindness and good manners will be 
valued and that they should develop an awareness of being responsible for oneself and the wider 
community. The rewards and sanctions guidelines are therefore designed to support the way in 
which all members of the school can live and work together in a supportive way. They aim to 
promote an environment where everyone feels happy, safe and secure. We treat all children fairly, 
taking into account any children with special needs or disabilities, and apply this policy in a 
consistent way.  

Beyond these values and principles, there are clear rules that must be always adhered to. For the 
sake of clarity, these are known as the ‘Big Twelve’. In order to make the Hurst philosophy 
accessible to the younger pupils, the Prep and pre-Prep offer further guidance in the form of a Code 
of Conduct, Golden rules and playground rules. Senior School pupils are also encouraged to adopt 
‘The Basic Courtesies’ laid out in the Senior School Pupils’ Guide. 

Serious Misconduct: 
Breaching any of the following constitutes a very serious offence and, for it, pupils will be placed 
within our disciplinary system and the minimum sanction will be a detention. Dependent on the 
seriousness of the breach, pupils risk exclusion at a first offence. The following (including any 
criminal act, contravening UK law, committed at any time) are totally unacceptable: 

The Big Twelve 
1. Possessing, purchasing, using or supplying illegal drugs
2. Possessing, purchasing, using or supplying any sort of offensive weapon, or using any object in

threatening or dangerous way
3. Possessing, purchasing, using or supplying any sort of incendiary materials; intentionally

setting off fire alarms or extinguishers; wasting Fire Brigade time and resources
4. Possessing, purchasing, using or supplying any sort of legalised recreational drug including

tobacco, e-cigarettes, poppers, and “legal highs”. Abusing or misusing any legal substance
(solvents, glue, etc) to achieve a “drug like” state

5. Possessing, purchasing, using or supplying alcohol - the exception being Sixth Formers when
served and monitored by members of staff

6. Any form of sexual activity between pupils of any age.  Possession of pornographic material
including in electronic form on mobile device, iPad etc. Generating, sending, wilfully
possessing, requesting or sharing any ‘sexting’ images
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7. Any form of bullying (including race, religious, disability, sexuality, learning differences or 
gender offences) by any means, including cyber bullying (internet, mobile phones etc) 

8. Breaking bounds and unauthorised absence (truancy) from any school commitment including 
extra-curricular activities 

9. Breaking the School’s driving policy 
10. Offensive, threatening or sexually inappropriate behaviour towards others, whether staff or 

pupils, by physical, verbal, written or electronic means 
11. Theft, intentional damage, or unauthorised use of (or access to) property belonging to 

another person or to the College 
12. Bringing the College, its staff or pupils into disrepute or danger through poor behaviour at any 

time or via any media including the internet, or by breaking the appropriate use of the School 
Network Policy 

 
The Role of the Head of Senior School and Head of Prep School 
• It is the responsibility of the Head, under the School Standards and Framework Act 1998, to 

implement the ‘Rewards and sanctions’ policy consistently throughout the school, and to 
report to governors, when requested, on the effectiveness of the policy. It is also the 
responsibility of the Head to ensure the health, safety and welfare of all children in the 
school. 

• Records of all reported serious incidents of misbehaviour are kept and these are located in a 
secure file. 

 
The Role of Parents 
• The school works collaboratively with parents, so children receive consistent messages 

about how to behave at home and at school.  
• We explain the Code of Conduct in the Parents’ Handbook, and we expect parents to read 

these points and support them. 
• We try to build a supportive dialogue between home and school, and we inform parents 

immediately if we have concerns about their child’s welfare or behaviour. 
• If the school has to use reasonable sanctions to punish a child, parents should support the 

actions of the school. If parents have any concern about the way that their child has been 
treated, they should initially contact the form tutor. If the concern remains, they should 
contact the HoM in the Senior School, HoY in the Prep School. If these discussions cannot 
resolve the problem, a formal grievance or appeal process may be implemented. 

 
Pupil Support Systems 
• Every child has the support and care of their allocated tutor on a daily basis. The tutors are 

led and supported by the HoY and HoM, as well as the Deputy Head (Pastoral) and the  
Director of Safeguarding. 

• If deemed appropriate, the school has the services of two counsellors who are experienced 
with children and one of whom is CBT trained. This service is free. 

• Working within the school we also have the services of an Occupational therapist who is able 
to see children on a weekly basis for therapy, after an initial assessment. The parents pay for 
this service. 

• The school also has links with a local Play Therapist. She will often see younger children who 
are not yet able to articulate their feelings. The parents pay for this service. 

• Simon Hilliard, a behaviour therapist, works part-time in the prep and pre prep schools, with 
individual children and small groups. These children are identified by staff as those who need 
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some pastoral input into their friendships and/or behavior, though children can also self-
refer if they would like. 
 

Pre-Prep Golden Rules 
The Pre-Prep have a set of Golden Rules which actively promote good behaviour and link to the Prep 
School’s Code of Conduct:  
 
• We are kind and helpful to others 
• We make good choices 
• We are respectful 
• We are honest 
 
Playground Rules 
In order to promote good behaviour during playtimes the children have a set of rules that endorse 
kindness and consideration towards others. 
 
Pre-Prep Playground manners 
• We are caring, kind and considerate. 
• We always show respect. 
• We are always honest. 
• We say please and thank you. 
• We share and take turns. 
• We ask children on their own if they’d like to join in with our games. 
• We put our litter in the bin. 
 
Prep School Code of Conduct 
The Code of Conduct helps us to have an awareness of others by putting their needs above our own. 
Everyone in the Hurst community should show each other kindness and respect as well as seeking to 
help and support those around us 
 
TRUST: 
We are honest 
We have the courage to do the right thing 
We are loyal. We stand by our family, friends and beliefs. 
We are tolerant 
RESPECT: 
We treat others as we would like to be treated ourselves  
We are accepting of differences 
We use good manners - we are polite and courteous 
We are considerate of the feelings of others 
We strive to win but accept defeat graciously and judge ourselves on our own performance 
KINDNESS: 
We are considerate 
We take turns and share 
We listen to the views of others 
We treat all people fairly 
We forgive others  
RESPONSIBILITY: 
We take pride in everything that we do  
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We set a good example for others 
We do what we say we’ll do and honour our commitments.  
We are accountable for our words, actions, and attitudes 

2. Rewards 
Overview 
Rewards are an intrinsic part of reinforcing good behaviour within the school and are used to 
encourage and develop an ethos of kindness and cooperation both in and out of the classroom. 
Rewards can be used for effort, quality work, consistency, helpfulness, courtesy and manners and 
other reasons deemed appropriate by a member of staff. As the pupils get older, the rewards system 
does not need to be so structured, as the correct habits have already been formed, and the prospect 
of a university education, the judicious use of praise, and an innate sense of satisfaction provides 
them with sufficient motivation. 
 
Pre-Prep Rewards: 
• A ‘Star of the Day’ award is presented to a child each day in the Pre-Prep. This is selected by 

the class teacher and awarded to a pupil for positive attitudes, behaviour and good work.  
• During the Weekly Celebration Assembly, children from each class are awarded “Hurst 

Positively Proud Certificates”. 
• Sporty Monkey awards are given to one child in each class for achievement in Physical 

Education lessons.  
• Children who have completed levels of our “Reading Challenge” reward system for repeated 

reading at home, will be awarded their certificates and prizes during the Celebration 
Assembly. Years 1 and 2 also earn twenty minutes of “Golden Time” each week, when they 
may choose extra special activities in class.  

 
Prep School Rewards  
We praise and reward children for good behaviour in a variety of ways:  
• Pupils are rewarded with House Points which are given for good work or good behaviour in 

class. When children reach House Point targets of 50, 100 or exceptionally 150 points they 
are publicly rewarded with a certificate. The House with the highest weekly points total is 
awarded the House Cup in assembly. These points also contribute to a House total and an 
Industry Cup is awarded each term to the winning House.  Great grades certificates are given 
after each Challenge grade review to pupils that have performed particularly well or who 
have shown great progress.  

• A celebration assembly takes place weekly. This is an opportunity to reward the children for 
their achievements both in and out of school. These include; Player of the moment awards 
are given for performance in extracurricular activities eg music, drama, sport. Learner of the 
moment awards are given to those children who demonstrate an excellent approach and 
attitude towards improving the standard of their work. Team of the moment awards are 
given to those teams that have worked particularly hard that week and is not restricted to 
sports teams. In addition, Independent Learner awards are given for those children who 
complete the Independent learning tasks available of the pupil portal.  

• Children in Year 7 and 8 work towards completing their Hurst Challenge award. The children 
will be awarded their Hurst Challenge award at the following levels: 

Bronze award – Three tasks completed 
Silver award – Six tasks completed 
Gold award – Nine tasks completed 
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• At the end of each term two children from each class receive a prize for attainment.  End of 
term prizes are awarded for a wide range of subjects, both academic and non-academic. At 
Speech Day in the Summer term, prizes are given to children for academic achievement, 
sport, music and drama. Scholarships and Exhibitions are also recognised and applauded.  

 
Senior School 
In addition to the inherent rewards of work and play, certain specific rewards are available as a 
recognition of achievement and effort and as an encouragement to further levels of endeavour and 
attainment.  These include: 
• Pupils are rewarded with House Points which are given for excellent academic work, good 

conduct around the school, outstanding effort in co-curricular activities and demonstrating 
one or more aspects of the Hurst Purpose. These points contribute to the termly House Cup 
competition. 

• Amazon vouchers are awarded after each Challenge Grade Review to pupils that have 
performed particularly well or who have shown great improvement. These are handed out in 
the Headmaster’s assembly. 

• A Headmaster’s assembly takes place each week. This is an opportunity to reward the child 
for their achievements both in and out of school. These achievements are also reported in 
the twice-termly newsletter. 

• The HoY, HoM, tutor and/or Head of Senior School will send an email home to celebrate 
exceptional work or behaviour. 

• When appropriate,  ‘Players of the Moment’ (PoM) and ‘Teams of the Moment’ (ToM) are 
announced in the Headmaster’s assembly for individual pieces of academic work, boys’ and 
girls’ sport, drama, music and any other co-curricular activities as appropriate. These PoMs 
and ToMs receive tuck-shop vouchers. 

• Individual departments award departmental credits to students for work effort. This is often 
accompanied with a tuck-shop voucher. 

• Special meals, snacks, drinks, tuck-shop vouchers by a HoM to students within their House 
for anything that they deem worthy of such a reward. 

• At the end of each term sports and creative arts colours are awarded to outstanding 
individual students, probably 6th form, who have made a significant contribution in that 
particular area in their time at Hurst. 

• House colours are awarded to outstanding individual students, probably 5th or L6th form, 
who have made a significant contribution to their House during their time there. 

• Cups and trophies are awarded termly to the winners of various House competitions that 
have taken place that term. Points are also awarded for these competitions, which 
contribute to the House Cup. 

• Each term the House Cup is awarded to the House that has accumulated the most points 
during the term. The Houses are split into four groups: boys’ boarding houses; boys’ day 
houses; girls’ boarding houses and girls’ day houses. There is a House Cup for each group. 
Points accumulated that term from all House competitions and individuals’ House points 
contribute to the House Cup. Each House that wins their respective House Cup is rewarded 
with pizza or the equivalent.  

• At Prize Day in the Summer term, prizes are given to children for academic achievement and 
industry, sport, music, dance, drama and art. 

• Each term at the final Headmaster’s assembly the Wong cup is awarded to an unsung hero- a 
pupil, probably 6th Form, who gets on with life, is a giver and role model, makes the right 
things happen but not in the limelight.  
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• Scholarships and exhibitions are awarded to students within the school who have 
demonstrated over an extended period of time that they deserve such an accolade due to 
both their outstanding achievements and for being a role model for others to aspire to in 
that particular field. 

3. Sanctions 
Overview 
If pupils demonstrate self-discipline and a clear understanding of the disciplinary code at Hurst, then 
the discipline system will seldom need to be invoked. Pupils are encouraged in the ways of self-
discipline via the number of teams that they are in, be they drama, music, sports or House teams. 
They are encouraged not to let their indiscipline affect other members of the ‘team’. All members of 
the teaching staff and select members of the pupil body administer the discipline system. They are 
advised not to rush into its use. 
 
Corporal punishment of any kind is absolutely forbidden. No punishment should seek to humiliate or 
intimidate. Any disciplinary action involving any form of corporal punishment will result in serious 
action being taken against the individual concerned. No punishment should be excessive in its 
requirements, and all punishments must be recorded. 
 
With the obvious exception of exclusion, once a punishment has been meted out and completed, 
the punished pupil rejoins the community with a ‘clean slate’, though the onus is on him/her not to 
remind the College of their indiscipline through repeated misbehaviour. 
 
The only punishments that may be given are those included in the rewards and sanctions policy. No 
pupil of any age may issue sanctions to another pupil. This includes Prefects. The Head of Senior or 
Head of Prep/Pre-prep will review school punishments on a weekly basis. 
 
Pre-Prep sanctions 

• If a child is disrupting the learning of other children they are reminded of the need to make 
‘good choices’. Children are encouraged to take responsibility for their own actions. The Pre-
Prep operate a clear three strike system as teachers are expected to engage with the 
children and to use a range of skills to bring about a positive change in behaviour before 
imposing sanctions. 

• If children struggle to make appropriate choices during playtimes, they may be asked to take 
time out for one or two minutes and to talk to the member of staff on duty. Incidents are 
recorded on CPOMs and the class teacher and HoY are informed. If a child’s behaviour 
during playtime is a cause for concern then the parents will be informed.  

• Golden time – children may miss minutes of their Golden Time if they do not adhere to the 
Golden Rules. 

 
Repeated inappropriate behaviour may result in a sanction as follows: 

• At this stage a disruptive behaviour alert is issued so that behaviour can be tracked.  
• If a child is struggling to make good choices regularly and is not responding to the positive 

reinforcement strategies, then the class teacher will contact the child’s parents and talk 
about our concerns. 

• If the behaviour continues or escalates then the sanctions listed below would be used as 
appropriate:  

• Class teacher meets with parents and introduction of a target card. 
• Head of Year meets with parents. 
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• Deputy Head meets with parents.  
• If a target card proves ineffective or highlights specific difficulties, consultations with outside 

agencies for support/therapies may be advised. If a child’s disruptive behaviour persists then 
the Head has the right to suspend or permanently exclude the child. 

 
Prep School 
The school employs a number of sanctions to enforce the school rules and to ensure a safe and 
positive learning environment. These include: Clearings, Lunchtime detentions, Academic lunchtime 
catch up, After school detentions, Saturday morning detention, Internal suspensions, External 
suspensions and Expulsion. All detentions are authorized by the Head of the Prep School.  
 A Clearing can be given to a pupil for poor behaviour around the campus. These are for issues that 
arise around the campus and are not to be used for anything relating to timetabled lessons or games 
sessions.  A Clearing takes place between 12:30-12:50pm in the dining hall, art room, changing 
rooms or Year 3/4 corridor.  An accumulation of ‘Clearings’ does not lead to an escalation of 
punishments unless sanctioned by the HoY/Deputy Head. The Clearing is recorded on GRS.  
Head of Year (HoY) alerts: The Head of Year is responsible for ensuring that both individually and 
collectively the pupils achieve the very best academic progress of which they are capable. They also 
actively promote good behaviour within the Prep and Pre-Prep School. Head of Year alerts are used 
by teachers to monitor any behaviour that might hinder the academic progress of a child. If a child 
receives a number of HoY alerts then the form tutor, in conjunction with the Head of Year, will put 
strategies in place in order to best support the child. At this point the Form Tutor would contact the 
child’s parents to reinforce positive communication between home and school. 
 
Academic sanctions (Prep School only)  
Pupils may be given a HoY alert for the following academic reasons:  

• Work not handed in on time 
• Untidy / Poorly Presented work 
• Disorganised – Books / equipment missing 
• Slow getting down to task / lack of productivity 
• Disruptive behaviour 
• Punctuality 
• Concerning behaviour 
• Very poor test result 
• Poor effort in prep 
• iPad / Laptop related (inappropriate use) 

 
It is imperative that a HoY alert is issued for these reasons so that we are able to track the progress 
of the children. HoY alerts are discussed during fortnightly HoYs meeting and parents may be 
contacted if deemed appropriate. Punishments may be issued at the discretion of the HoY/Deputy 
Head for the accumulation of specific HoY alerts. 
 
Academic catch-ups are sanctioned at the discretion of the teacher for missing a deadline to submit 
academic work, e.g. prep handed in late without a pre-agreed extension, or for submitting wilfully 
poor academic work. These take place daily from 12:30 – 12:50. Repeated late prep escalates to an 
after-school detention.  
 
Disruptive behaviour alerts: 
At Hurst every child is encouraged to reach his or her potential and it is important that our children 
are able to learn without unnecessary disruption in the classroom. When a child deliberately disrupts 
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the learning of themselves and others within the class, teachers are expected to follow the 
procedure below:    
 
Year 7/8 

• 1st occurrence issue clear warning 
• 2nd occurrence issue HoY alert 

 
Year 3/6 

• 1st occurrence issue clear warning 
• 2nd occurrence issue 2nd warning  
• 3rd occurrence issue HoY alert 

 
An accumulation of Disruptive Behaviour alerts lead to an escalation of punishments. Disruptive 
Behaviour alerts revert to ‘0’ four times during the academic year, but the records remain in case of 
further sanctions in following terms.   
 
Senior School 
Misbehaviour is met with use of a punishment system run by staff and supervised by the Head of 
Senior School. The member of staff who is aware of them, deals with smallest infringements. Bigger 
ones are reported and passed onto HoMs, who liaise with the Head of Senior School, who supervises 
the investigation into serious infringements and makes his report to the Head. 
 
Housemasters and Housemistresses review their House Prefects’ punishment book daily or record 
the punishments in the House log book. Pupils may only be temporarily excluded (suspended) by the 
Head of Senior School and Headmaster or excluded (expelled) by the Headmaster. Parents of pupils 
who are expelled may appeal to a panel of the Governing body (see appeal procedure). 
 
Detentions 
For misbehaviour or repeated poor academic work, pupils’ names are entered into an online 
Disciplinary System. There are four levels of punishment: 

• Level 1 Punishment – Dining Hall and Cloisters clearing. Such a punishment is sanctioned for 
petty offences or low level disruption.  

• Level 2 Punishment – a Friday night detention lasting one or two hours. These detentions 
usually begin at 6.15pm. Friday evening detention is seen as a serious punishment and can 
be sanctioned for disciplinary or academic reasons.  

• Level 3 Punishment - Saturday Morning detention. These begin at 9am and are usually two 
hours in length. However, the Head of Senior School reserves the right to reduce or extend 
the length of the detention period in proportion to the seriousness of the transgression.  

• Level 4 Punishment – Internal suspension - this is the most severe internal punishment and 
is the last course of action before suspension. These can take place on Saturdays 9.00 – 5.00 
pm or on any day of the week, as determined by the Head of Senior School. In some cases 
they may even take place during the Collage vacation. 

 
It is up to the Head of Senior School to decide which level of punishment to sanction for any 
punishments other than Level 1. Any pupil or parent who requests a postponement of a detention 
for any reason, other than school related, will, at the Head of Senior School’s discretion, have up to 
half the length of the original detention added on to the detention when he/she eventually sits the 
detention. 
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In addition to the above, for the most serious breaches of discipline, the College can internally 
suspend (see policy below), suspend and exclude pupils. These decisions are left to the Headmaster 
who hears a report from the Head of Senior School and meets with the pupil and his parent or 
Housemaster or Housemistress before he decides. 
 
Additional Academic sanctions 
The type of sanction given is dependent on whether the pupil is in the Middle School or Sixth Form. 
 
Middle School 
Academic detention  
Academic detentions are sanctioned for missing a deadline to submit academic work, e.g. prep 
handed in late without a pre-agreed extension, or for submitting willfully poor academic work. The 
timings of the afternoon sessions are shown in the Structure of the Week. Repeated late submission 
escalates to a Friday night detention.  
 
Challenge card system 
These cards can be issued by Tutors, Heads of Year or HoMs and are designed to set a number of 
targets and challenges for any pupil, whether academic, disciplinary or pastoral. The cards are 
subsequently reviewed by the member of staff, together with staff and parents, to ascertain 
whether new measures need to be put in place.  
 
Sixth Form 
While staff do make every effort to treat Sixth Form as young adults, it will be appreciated that such 
privileges as members of the Sixth Form need to be earned and go hand in hand with responsibility. 
Sixth Formers are particularly expected to be able to manage their own deadlines and negotiate 
extensions in advance of them. We in turn as a School acknowledge the difference between 
expectations in the Sixth Form and the rest of the School by operating a separate academic sanction 
system for these two year groups. If a Sixth Form pupil misses a deadline to submit academic work, 
e.g. prep handed in late without a pre-agreed extension, or submits willfully poor academic work, 
they will be placed in a Friday detention. If a pupil misses a coursework submission deadline or 
repeatedly missed homework deadlines, they will be placed in a Saturday detention.  Upper Sixth 
Form pupils who repeatedly fall behind in their work will enter Supervised Study Periods (SSP) during 
their Private Study periods. Lower Sixth pupils are already automatically entered for SSPs unless 
specifically released by the Head of Year so this does not apply to this year group.  
 
Other sanctions  
In addition to the above the following sanctions are available, authorized by HoMs within the House: 

• additional cleaning or other household chores 
• early bed 
• early rise 
• extra prep time 
• reporting to the duty member of staff 
• confiscation 
• detention 
• gating 
• withdrawal of privileges 
• letter to parents 
• regular reporting to HoM 
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The College Prefects are not able to issue sanctions of any sort (including clearings) but they are 
encouraged to report incidents of poor behaviour to a member of staff who will issue a sanction if 
appropriate. 
 
Punishments available to HoMs: 

• early rising 
• early bed 
• House gating 
• withdrawal of privileges e.g. losing study 
• letter to parents 
• regular reporting to HoMs 
• a fine  

 
The following are available, where appropriate, to staff in general: 

• classroom behaviour card/academic card through the Heads of Year 
• College clearing 
• Thursday academic detention (Middle School) or Category session(Sixth form) 
• Friday detention through the Head of Senior School 
• Two hour or full morning Saturday detention through the Head of Senior School  
• disciplinary and parental interviews  
• warning/ formal caution 
• internal suspension Head of Senior School 
• suspension Head of Senior School or Headmaster 
• expulsion Headmaster only 

 
Despite this range of sanctions, the disciplinary system is aimed at being preventative rather than 
punitive. 
 
Note: The College’s sanctions are clearly set out in the Pupils’ Guide. 

4. Serious misconduct 
Breaching any of the rules in “The Big 12” listed above, or the committing of any criminal act that 
contravenes UK law, committed at any time, constitutes a very serious offence. Any pupil in breach 
of these rules or laws will be placed within our disciplinary system and the minimum sanction will be 
a detention. Dependent on the seriousness of the breach, pupils risk exclusion at a first offence.  
 
In addition to “The Big 12”, pupils may be suspended or permanently excluded for persistent 
disruptive behaviour or a series of accumulated minor misdemeanours. In very rare circumstances, 
pupils may be required to leave the school due to unreasonable or otherwise inappropriate parental 
behaviour. 
 
General guidance: 

• The school will employ each sanction appropriately to each individual situation and due 
regard will be given to children with special educational needs or disabilities (Equality Act 
2010) 

• The school will apply an appropriate sanction, which could include temporary or permanent 
exclusion, as well as referral to the police, if there are grounds for believing a criminal 
offence may have been committed.  
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• The school does not use corporal punishment. All members of staff are aware of the 
regulations regarding the use of force by teachers, as set out in DfEE Circular 10/98, relating 
to section 550A of the Education Act 1996: The Use of Force to Control or Restrain Pupils. 
Teachers in our school do not hit, push or slap children. Staff only intervene physically to 
restrain children or to prevent injury to a child, or if a child is in danger of hurting 
him/herself. The actions that we take are in line with government guidelines on the restraint 
of children. If any restraint were required, it would be recorded on the child’s Journal and 
the parents would be informed on the same day or as soon as reasonably practicable.  

• The school reserves the right to screen, search and confiscate without consent ‘prohibited 
items’ which includes any items banned by school rules and which have been identified in 
the rules as an item which may be searched for. The school may also search for indecent or 
pornographic images. (Screening, Searching and Confiscation DES July 2013) 

 
Internal Suspension Policy 
Internal Suspension can be used for any action which is regarded as Serious Misconduct, but where 
the circumstances of the incident do not warrant a full suspension (also known as a fixed-term 
exclusion). 
 
There are different arrangements for Prep School and Senior School pupils, but in all cases pupils 
who have been internally suspended are not permitted to attend Games, represent a College team 
or participate in any other extra-curricular activity.  
 
Prep School 
An internal suspension will take place during the working week. Instead of attending lessons, pupils 
are set appropriate work and are supervised in a designated place. Pupils will be expected to arrive 
in school at 8:30am and be picked up at 4.20pm. 
 
Although pupils spend the majority of time working, suitable rest/break periods take place as 
normal. 
 
Senior School 
Internal suspension normally lasts for a period of one or two days. It usually takes place on a 
Saturday. Pupils report to school at 8.55 am, wearing full school uniform, and are supervised for the 
duration of the day until 5.00 pm. 
 
Occasionally, an internal suspension may occur during the College vacation. Alternatively, an internal 
suspension can sometimes take place during the working week. Instead of attending lessons, pupils 
would be set appropriate work and be supervised in a designated place. Where possible, pupils 
would arrive in school at 8:30am and be picked up at 6pm. 
 
A period of community service may also be incorporated within the internal suspension period. 
Although pupils would spend the majority of time working, suitable rest/break periods would take 
place as normal. If a pupil were to transgress again after a period of internal suspension, then fixed 
term or permanent exclusion may result. Such a punishment would be sanctioned and implemented 
by the Head of Senior School or Headmaster. 
 
Suspension (Fixed-term Exclusion) 
Only the Head of Prep/Senior School and the Headmaster have the power to exclude a pupil from 
school on a temporary basis, and only the Headmaster may permanently exclude a pupil. Where a 
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pupil has committed an offence which might result in a fixed-term exclusion, the Headmaster or 
Head of Prep / Senior will appoint a member of staff to undertake an investigation. In the Senior 
School this is usually the Housemaster or Housemistress; in the Prep and Pre Prep this is usually the 
HoY or Deputy Head. 
 
As soon as this initial investigation is complete, a meeting is held with the relevant Head of School. 
Present at this meeting will be the pupil concerned, his/her parents and the pupil’s Housemaster or 
Housemistress (Senior School) or HoY/Deputy Head/Tutor/Classteacher (Prep and Pre Prep School). 
The Head will then go through the results of the investigation into the offence. The pupil will have an 
opportunity to respond. The Housemaster/Housemistress or the Prep/Pre Prep appointed member 
of staff will also be given the opportunity to speak on behalf of the pupil. 
 
At the end of the meeting, the Head will consider the appropriate response from the School in 
consultation with the various members of staff involved and the parents of the pupil concerned. The 
pupil may be asked to wait outside whilst the Head of School discusses the matter. Once the course 
of action to be taken has been agreed, the pupil will re-join the meeting and the Head of School will 
give his verdict and the reasons for it. 
 
Suspension (Fixed-term Exclusion) 

• The Head of School or Headmaster may exclude a pupil for one or more fixed periods, for 
up to 45 days in any one school year. It is also possible for the Headmaster to convert a 
fixed-term exclusion into a permanent exclusion, if the circumstances warrant this. 

• If the Head of Prep/Senior School suspends a pupil, then the pupils’ parents are informed 
immediately giving reasons for the suspension. The pupil may collect their belongings from 
their House under the supervision of a member of staff, but must then leave the school 
premises immediately, and may not come onto College grounds for the duration of the 
suspension. 

• A pupil serving a fixed term suspension will not be permitted to attend school trips which 
occur during that time. Any deposit or payment made will be non-refundable. 

• If a pupil has been suspended then a return to school interview will take place between the 
Head of the Prep/Senior School, pupil and parents before he/she is able to re-join the 
school. 

• Any pupil in possession of an award of any sort who is suspended will lose their award.  
 
Serious Disciplinary Procedure 
1. Background 
1.1. The College recognises the serious consequences of any decision to expel or remove a pupil 

and it is the aim of this procedure to provide a sympathetic, fair and effective process in 
relation to such cases.   

1.2. At the point a serious disciplinary offence (being an offence that may result in expulsion or 
removal) seems likely to have occurred, staff should, so far as reasonably practical, 
endeavour to follow this process.  The overriding aim of the procedure is to ensure fairness, 
although it must be recognized that failure to follow the process in every detail will not 
necessarily of itself render a decision unfair. 

1.3. In summary, the procedure provides: 
• a fair and thorough investigation should take place 
• followed by a fair and impartial hearing 
• after which a decision should be made which is reasonably based upon the evidence 

and provides a proportionate sanction 
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• with an appeal available if parents feel this has not been the case.   
1.4. Where there are child protection concerns the procedures detailed in the Child Protection 

Policy must always be followed in the first instance.   
1.5. The Appeal process set out in section 5 shall apply not only to decisions to expel or remove a 

pupil, but also to decisions taken to suspend a pupil. 
 
2. The Investigation 
2.1. A senior member of staff should be appointed to investigate (the “Investigator”).  He/she 

must not also be the decision-taker or the neutral adult, see below. 
2.2. The Investigator should endeavour to establish the facts taking statements from relevant 

pupils and staff.   
2.3. The Investigator and/or the Heads of School may suspend a pupil pending the investigation 

and/or the outcome of the Hearing if they reasonably believe it to be necessary to maintain 
discipline and/or to prevent witnesses being influenced and/or to be otherwise helpful to 
the investigation. 

2.4. When pupils are interviewed a neutral adult should be present to support the pupil; prior to 
the parents’ involvement, this function can be performed by their Housemaster or another 
member of staff known to the pupil.  The neutral adult can be neither the Investigator nor 
the decision-taker. 

2.5. Wherever possible, statements should be confirmed in writing, read, dated and signed by 
the witness and countersigned by the person taking the statement and, if the giver is a pupil, 
the neutral adult present. 

2.6. Written meeting notes should be produced without unreasonable delay and those present 
given the chance to approve or comment upon them. 

2.7. The parents of the pupil concerned should usually be informed after the initial investigation 
but in sufficient time to prepare for the hearing.   

2.8. Usually, pupils should be told not to discuss the matter with each other. 
2.9. The Investigator should avoid promising confidentiality to witnesses whose evidence is to be 

relied upon. 
2.10. The pupils/parents under investigation should usually be informed of the allegations, all 

relevant evidence and given a fair opportunity to exculpate themselves. 
2.11. If the case involves criminal activity or where it is believed the pupil may be suffering or at 

risk of suffering serious harm then the College will follow the procedures detailed in the  
Child Protection Policy and/or reference will be made to ISBA legal guidance in respect of 
the  involvement of the Police or Social Services.   

2.12. Once the investigation is complete and the Investigator considers there is a case to be 
answered which could lead to expulsion or removal he/she will then inform the Head who is 
the decision-maker being empowered by Clause 7 of the College’s Terms and Conditions to 
take any decision to expel or remove a pupil.   

2.13. The Head will not usually be involved in the investigation prior to that point. 
 
3. The Hearing 
3.1. The Head will set a date for a hearing for him to listen to the evidence and decide the matter 

(the “Hearing”).   
3.2. In addition to the Head and the Investigator, the pupil and his parents (or, in the case of 

removal, the parents alone) will usually be asked to attend.  The Head will also designate a 
note-taker to take minutes of the meeting, the decision reached and the reasons stated.  

3.3. Parents may be accompanied by no more than one other person.  This person may be a 
teacher, relative or friend.  However, it will not usually be appropriate for parents to bring a 
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legal representative to the Hearing or for the person accompanying them to make 
representations at the meeting unless there are compelling reasons for it and permission is 
obtained from the Head in advance of the hearing.   

3.4. The Head may also ask witnesses to attend but, usually, especially where witnesses are 
other pupils, their evidence will be given by their written statements.  If the pupil/parents or 
the Head wish to raise questions on the content of their statement and the Head does not 
feel their age makes it appropriate for them to be called then suggested questions may be 
posed via the Investigator outside the Hearing and reported back to it. 

3.5. The pupil and parents should usually be given not less than 5 working days prior written 
notice of the Hearing although parents may request an earlier Hearing.  The written notice 
will set out the time and place for the Hearing, the alleged behaviour, the possible sanctions 
and will refer to the relevant parts of the school contract and provide copies of relevant 
documents such as the College Rules and this Procedure.  In addition, copies of the written 
evidence (including relevant witness statements and the minutes of relevant meetings) and 
the identification of those intended to be present at the Hearing will be supplied.   

3.6. The notice will also require the pupil and parents to submit any written statements or other 
evidence they wish to rely on and identify who they wish to attend, usually within 2 working 
days of the Hearing so that these can be circulated.   

3.7. At the Hearing the Head will set out how the hearing will be conducted and the role of those 
present.  Usually, the Investigator will present the case for suspension, expulsion or removal, 
the parents/pupil be given the opportunity to ask questions and then to present their case 
which the Investigator may question.  The Head may at any time raise questions and seek 
clarifications or adjourn the hearing for further investigation or for any other reason 
including considering his decision. 

3.8. Where the facts are disputed, the Head will decide the facts on the basis of the balance of 
probability. 

3.9. The sanction imposed should be reasonable taking into account in particular the offence and 
the College Rules. 

3.10. All parties should be informed of the decision as soon as practicable after the Hearing which 
(even if advised orally at the hearing) should be confirmed in writing summarising the 
charge, the decision, the sanction, the key reasons and the appeal process and the deadline 
for making an appeal. 

 
4. Complaints and Withdrawal 
4.1. Where parents are unhappy with any decision in respect of a serious disciplinary matter the 

College Complaints Procedure will not apply and the appeal process below must be 
followed.   

4.2. If parents choose to withdraw a pupil who is the subject of this Serious Disciplinary 
Procedure from the College before the Head has made his decision then they will waive their 
right to appeal under this procedure (and, for the avoidance of doubt, their right to raise a 
complaint under the Complaints Procedure).   

 
5. The Appeal  
5.1. If parents wish to appeal against the decision of the Head to expel or remove a pupil, they 

should give written notice to The Chair of Governors, care of the Bursar, as soon as possible 
and in any event within 21 days of written notification of the Head’s decision.  Where a late 
request for review is made it will only be granted in extraordinary circumstances and at the 
absolute discretion of the Chair of Governors. 
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5.2. If parents wish to appeal against any decision to suspend a pupil they should give written 
notice to the Head as soon as possible and in any event within 14 days of written notification 
of the decision.  Where a late request for review is made it will only be granted in 
extraordinary circumstances and at the absolute discretion of the Head.  The other 
provisions of this section 5 shall apply to such an Appeal with the exception that the Appeal 
will be heard by the Head, and any references to the Chair of Governors/Chair of the 
Panel/Panel shall instead refer to the Head and any references to the Hearing shall instead 
refer to the meeting at which the decision was taken to suspend. 

5.3. The request should state the aspects of the decision and/or the process that parents feel 
require review in as much detail as possible.  Usually, these will fall into one or more of the 
following categories: 
• The Head’s decision of fact was not reasonable as the evidence presented at the 

Hearing did not reasonably justify it on the balance of probabilities;  
• The investigation and/or the Hearing was/were unfair and rendered the decision 

unsafe; 
• The sanction imposed was not reasonable; or 
• Some other substantial reason.   

5.4. It should be noted that the appeal is intended to review the fairness of the original decision 
(with the evidence that the Head had before him at the time of the Hearing) and the 
sanction imposed but will not involve a re-hearing of the matter.   
A re-hearing would require the evidence being reheard afresh and the panel making its own 
findings of fact.  This will only normally take place where the Chair of the Panel is satisfied 
that the basis of the appeal is that substantive new evidence has come to light which was 
not considered at the Hearing or the outcome of the Hearing is such that the Panel judges 
that a re-hearing is necessary, see para 5.14 below.   

5.5. The Chair of Governors (or in his/her absence his/her deputy) shall, as soon as reasonably 
practical and usually within 5 working days, appoint an Appeal Panel which shall consist of 
three persons not previously involved in the matter.  Two will be Governors of the College 
(one of whom shall be appointed to Chair the Panel) and the third will be independent of the 
management and running of the College.  The Chair of Governors will then write to the 
parents acknowledging their notice and advising them of the identity of the Appeal Panel.   

5.6. The Chair of the Panel will schedule a venue and date for a hearing of the appeal (the 
“Appeal Hearing”) (as soon reasonably practical and usually within a further 10 working 
days) and advise the parents and the Head of this in writing. 

5.7. The Chair will also list the witnesses the Panel wishes to attend the Appeal Hearing which 
will usually include the Head, the Investigator, a designated note-taker and the parents.  The 
Chair may, at his/her discretion, also require others to attend, including the pupil.  Either 
party may request the Chair to consider additional witnesses. 

5.8. Parents may be accompanied by one other person.  This person may be a teacher, relative or 
friend.  However, it will not usually be appropriate for parents to bring a legal representative 
to the Appeal Hearing or for the person accompanying them to make representations at the 
Appeal unless there are compelling reasons for it and permission is obtained from the Chair 
of the Panel, with a written reasoned request made via the Bursar not later than 48 hours in 
advance of the Appeal Hearing.  The Chair will consider such a request and his/her decision 
will be final. 

5.9. The Venue will usually be at the College but if parents believe that would not be appropriate 
then they should raise the matter in their notice with their reasons so the Panel can give 
early consideration to the point.   
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5.10. The Bursar shall ensure that the Panel members, the parents and the Head have copies of 
the minutes of the Hearing, any written statements, minutes of meetings and other written 
material  considered at the Hearing as soon as reasonably practical  following the 
appointment of the Panel. 

5.11. If either party believes that additional witnesses should attend the Appeal Hearing it should 
advise the Chair via the Bursar of that in writing, together with its reasons, as soon as 
reasonably practical and normally no less than 5 working days before the hearing.  The Chair 
will consider the request and his/her decision will be final. 

5.12. If either party wishes to submit further particulars or any other written material then it 
should circulate copies to the Panel and the Head/parents via the Bursar as soon as 
reasonably practical and normally no less than 5 working days before the Appeal Hearing. 

5.13. If the Panel, deems it necessary it may: 
• require either party to provide further particulars in advance of the Appeal Hearing 

which shall also be circulated; 
• adjourn the Appeal Hearing. 

5.14. At the Appeal Hearing the Chair will set out how the hearing will be conducted and the role 
of those present.  Usually, the parents will explain their case, the Head will explain his and 
both parties will be given the opportunity to raise questions.  The Panel may at any time 
raise questions and seek clarifications or adjourn the hearing for further investigation or for 
any other reason, including considering their decision. 

5.15. After due consideration of all the facts it considers relevant, the Panel will decide the 
Appeal.  The decision will usually (although not exclusively) involve one of the following:  
• requiring the College to reinstate the pupil (possibly subject to a lesser sanction); or  
• upholding  the Head’s decision (possibly with recommendations relating to some 

aspects of the case); or,  
• in rare cases, requiring that the matter be re-heard with the evidence being 

considered afresh by the Panel or a newly appointed Panel. 
5.16. The Chair of the Panel will write to the parties informing them of the Panel’s decision and 

summarising its key reasons as soon as practical and, normally, within 5 working days of the 
hearing. 

5.17. The decision of the Panel will be final. 
 
6. General 
6.1. Where this procedure requires written communication this may be done by electronic mail. 
6.2. Recording Serious Disciplinary Matters.   

• The College will keep a written record of all formal serious disciplinary matters.  
These written records will usually contain the following information: 
o Date the matter was raised 
o Name of parents 
o Name of pupil 
o Description of the matter 
o Records of all the investigations (if appropriate) 
o Witness statements (if appropriate) 
o Name of member (s) of staff handling the matter at each stage 
o Copies of all correspondence on the issue (including emails and records of 

phone conversations) 
o The College will keep a written record of the outcome and any action taken as 

a result of all hearings and appeals.   
o Records of any disciplinary matter will be held by the College for seven years. 
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o Correspondence, statements and records relating to individual disciplinary 
matters will be kept confidential except where the Secretary of State or a 
body conducting an inspection under section 109 of the Education and Skills 
Act 2008 requests access to them, or where disclosure is required to defend 
any legal action taken by any party in relation to such individual disciplinary 
matters.   

 
Review 
The governing body reviews this policy on a regular basis. This policy was written after making 
reference to The Children Act 1989, Section 175 of the Education Act 2002, Section 157 of the 
Education act 2002 and the education (Independent Schools Standards) (England) Regulations 2010, 
The Children Act 2004 and section 11 of the Children Act 2004 (other agencies, Working Together to 
Safeguard Children: A guide to Inter agency working to Safeguard and promote the Welfare of 
children 2013 and Behaviour and Discipline in schools 2014. 
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Boarding Principles and Practice 

(Reviewer: Caty Jacques, January 2022) 
(Agreed by SMT, January 2022) 

A boarder at Hurst has the opportunity for the widest and most extensive use of the College’s 

resources, the aim being for them to develop as successful, aware, independent, mature and 

confident people.  They learn to work collaboratively and co-operatively, respecting difference and 

displaying emotional intelligence.  As a Woodard school we intend that our spiritual and moral 

compass will guide their future lives.  Difficulties are sympathetically met and professionally 

counselled, any instances of a disciplinary nature are swiftly sanctioned and the pupil subsequently 

encouraged to move forward. 

The Boarding Community falls into two categories: flexi for those pupils who board three nights a 

week and weekly for pupils who board five nights a week.  For years 9 – 12, there are six boarding 

houses.   For the girls we have Pelican, Martlet and Shield and for the boys Red Cross, Star and Eagle.  

All weekly and flexi boarding pupils are accommodated in these six houses. In the final Upper Sixth 

year all pupils move into the co-ed house, St John’s, where boarders have single study bedrooms. 

These houses are run by Housemasters and Mistresses who are supported by a further fully involved 

resident team (many of the school’s teachers live on site).  There are high standards, expectations 

and the boarding houses are characterised by the school’s “can do” atmosphere. There is an 

emphasis on personal development and the achievement of personal bests in the full range of co-

curricular programmes- sporting, community, activity [CCF/DoE] creative, cultural and intellectual.  

We are academically ambitious for every individual pupil and we support and care for all our pupils 

through a well organised and resourced tutorial system.  The pupils also have many opportunities to 

express their opinion in such forums as the School Pupil Council and in Guardian meetings. By their 

very nature, the Boarding Houses have a particular responsibility for ensuring that all these 

expectations are met. Though there are no full boarders in the school, the Boarding House staff 

recognise the importance of their role for the children in their care. Their responsibility “in loco 

parentis” is keenly understood and warmly embraced as part of the Hurst DNA. 

The College is in loco parentis in terms of its pastoral care of boarders.  It has a consequent duty of 

care for the safety, health and wellbeing of all pupils.  Although we act in loco parentis, we maintain 

close and supportive relationships with pupils, parents and staff, working as a team.  Indeed, we are 

aware that the majority of those boarding actually live quite close to the school and for them 

boarding is a matter of choice rather than necessity. 

Most staff are attached to a house and, as a result, tutor students within that house. 

If a member of staff lives on site, normally they are attached to a boarding house which includes an 

evening duty up to 23:00. A member of staff who lives off site is normally attached to a day house 

where the duty day finishes at 19:00. 

We are committed to offering the best possible educational experience for the pupils in our care and 

to that end we regularly review and adapt our systems to ensure that high standards are maintained 

and expectations met. 

Staff Handbook 123 18/05/2022



Calendar 
(Deputy Head Co-Curricular: Nick Creed) 
(Reviewer: Tim Leeper & Nick Creed; August 2021) 
 
The Senior Master is in charge of the calendars across the College. A Senior School or Prep and Pre-
Prep School Calendar of the Term’s events is issued to all staff at the beginning of each term. It is 
prepared by the Senior Master and the Reprographics Dept, following a calendar meeting near the 
end of the previous term in each school. 
 
The following outlines should be followed: - 

1. Main Procedure to add an event to a calendar 
All events must go into the Calendar, and they will then be approved by Senior Master. There must 
be no exceptions here, and this applies to weekdays, Saturdays, Sundays and holidays, especially the 
beginning and end of a holiday.  
 

• Enter SOCS and click on ‘calendar’. 
• Click on ‘Add Event’ 
• Complete the relevant boxes. 
• The event will then appear in the calendar in draft form awaiting approval of the Senior 

Master.  
 
In addition, Educational Visit and trips will also need to be entered Via GRS across the College. 

2. Normal Administrative Route 
Each term a deadline will be published when all entries for the following term will need to have been 
entered. Each term there will be a calendar meeting and, for the Senior School, all who have 
submitted entries for the following term will be asked to attend. In the Prep School, the meeting will 
consist of the Prep School SMT heads of co-curricular areas. During either meeting, any minor 
clashes can be resolved there and then. At times, the Deputy Head Co-Curricular will consult / 
inform the Headmaster / Head of Senior School / Head of Prep School before making a final decision.  

3. Some Restrictions 
Except for the normal sporting and other activities in our daily and weekly programme, the following 
restrictions will usually apply:- 
 

• Apart from the period after the exams in the Summer term, in any term, there should 
not be more than 4 lectures, visits or outings, including Careers outings, which take 
pupils out of class or prep. 

• Field trips of more than one day should take place during the holidays or over weekends 
wherever possible. 

• In any given year group, the intention is that no pupil should miss class or prep time for 
an academic outing or visit on more than one full day, or two half days in a week. 

• Unless sanctioned by either the Head of Senior School/Head of Prep School, each 
department may organize no more than one trip per year group each year. 

• No trips during the working week should take place in the first two weeks of each term. 
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• No trips should take place in the working week in the Summer term for any year group 
with public exams or Year 8, until after their exams have finished. 

• In the LVI, apart from the university trips organized by the College, pupils should visit 
universities in the holidays whenever possible.  

• In sport, the policy is to keep mid-week fixtures, especially those which involve loss of 
class time, to a minimum.  The Head of Senior School/Head of Prep School’s permission 
must be sought when class time is going to be used. Any unavoidable mid-week fixtures 
should, ideally, be arranged during games time. 

• Whole cast rehearsals should not be called for School Plays, except in the week before a 
performance. Small scale rehearsals involving a few pupils at a time may take place 
before 9.30 p.m. A certain number of Concerts, Debates, Lectures and Meetings will 
continue to be held in the evenings.  

4. Communications 
For any event involving pupils missing lessons, games, activities, prep etc. as much notice as possible 
(at least 48 hours) must be given including the names of the pupils involved.  This must be emailed 
to all staff or posted on the Common Room Early Warning Notice Board/Prep staff room. At times, it 
would be helpful if Colleagues posted a provisional list of names well in advance with a final list 48 
hours before the event.  
Events that arise after the Calendar has been printed should be agreed as soon as possible with the 
Deputy Head Co-Curricular. These amendments will appear in the online calendar. In general, if a 
late entry causes a clash with another event that is already in the calendar, priority will normally be 
given to the event that was entered before the calendar deadline / first. 

5. Clashes 
When a ‘clash’ occurs over a pupil who could be involved in two events on the same day, the two 
colleagues involved should be able to identify the ‘clash’ well in advance, provided the procedures 
outlined above have been followed. The ‘clash’ is then resolved, details and names can then be 
either emailed to all staff or posted on the School’s Notice Board and Common Room Notice Board 
as above. In the event of failure to agree the matter should be referred to the Deputy Head Co-
Curricular whose decision should be binding, subject to the right of appeal to the Headmaster. 
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Capability Procedure  
(Reviewer: Darren Carpenter, October 2021)  
 
This procedure does not form part of your contract of employment. 
 
1. Introduction 
Flexibility:  The College will follow a fair procedure in the event that action under the capability 
procedure is necessary.  There may be occasions when the College considers it appropriate to 
change or omit parts of the procedure. 
Amendments:  If the College amends the procedure from time to time, you will be given advance 
notice of the amendments. 
Conduct:  This procedure does not apply to misconduct or incompetence, incapacity or other poor 
performance which is attributable to misconduct. 
Teachers' Standards:  The following non-exhaustive list of teaching standards are expected by the 
School as a minimum.  A teacher must: 
• Set high expectations which inspire, motivate and challenge pupils; 
• Promote good progress and outcomes by pupils; 
• Demonstrate good subject and curriculum knowledge; 
• Plan and teach well-structured lessons; 
• Adapt teaching to respond to the strengths and needs of all pupils; 
• Make accurate and productive use of assessment; 
• Manage behaviour effectively to ensure a good and safe learning environment 
• Fulfil wider professional responsibilities. 
Maintaining public confidence: In addition to the standards detailed above, all staff should maintain 
public trust and confidence in the College and in their profession by: 
• demonstrating honesty and integrity; 
• understanding and upholding their duty to safeguard the welfare of children and young 

people; 
• maintaining reasonable standards of behaviour whether inside or outside of normal School 

hours and whether on or off the School's site; and 
• maintaining an effective learning environment. 

2. The procedure 
Investigation:  As a first step any capability issue will be investigated.  If, after investigating the 
matter, it appears that there are no reasonable grounds for concern, you will be informed of this in 
writing and, if relevant, allowed to return to work as normal. 
Next stage:  If it is considered necessary to take formal action in respect of issues relating to your 
performance a Capability Meeting will be arranged. 
Information:  You will be given reasonable advance notice of the timing and location of the 
Capability Meeting and will be told, in writing, the purpose of it and the basis of the concern.  You 
will be provided with a copy of any documents which may be referred to at the Capability Meeting 
and invited to submit any relevant documents.  You will be given a reasonable opportunity to 
consider your response to this information. 
Right to be accompanied:  You may be accompanied to the Capability Meeting by a colleague or 
trade union official. 
The Capability Meeting:  The Deputy Head Academic will normally conduct the Capability Meeting 
and your Head of Department may be asked to attend.  You must take all reasonable steps to attend 
the Capability Meeting.  The meeting will address your performance and discuss any measures 
needed to correct and improve this.  You or the person accompanying you will be able to ask 
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questions and put forward your point of view.  You may request an adjournment if you need to 
consult the person accompanying you.  Whenever possible the College will offer reasonable 
assistance and time to help you improve.  The following will be considered and discussed with you at 
the meeting: 
 
• concerns relating to your performance; 
• your response; 
• the respects in which your performance has fallen short of the required standards; 
• suggestions as to any appropriate support/training supervision which could improve your 

performance; 
• the time in which performance must improve and the method by which your performance 

will be monitored; and 
• the likely consequence of further instances of poor performance or a failure to improve 

within a specified time. 

3. Action 
Outcomes:  Following the Capability Meeting, the following steps may be taken: 

• oral warning - in the case of minor instances of poor performance you will be given a formal 
oral warning which will be recorded and which will set out details of the poor performance 
and the time period for improvement.  You will be advised that it constitutes the first stage 
of the formal procedure; 

• written warning if you fail to improve within the time referred to in the oral warning or you 
are found to have fallen short of the required standards in any other respect, you will be 
given a written warning which will set out the details of poor performance and the time 
period for improvement. 

• final written warning - if you fail to improve within the time referred to in the written 
warning or you are found to have fallen short of the required standard in any other respect, 
you will be given a final written warning which will set out the details of poor performance 
and the time period for improvement. 

• dismissal:  if you fail to improve within the time specified in the final written warning or you 
have fallen short of the required standards in any other respect, you may be dismissed 
immediately with notice. 

Communication of decision:  You will be notified of the College's decision in writing as soon as 
reasonably practicable.  If the concern is upheld, you will be informed of the outcome and your right 
to appeal the decision.   
Currency of warnings:  All oral warnings issued following a Capability Meeting will remain in effect 
for a period of 12 months from the date of issue unless otherwise advised to you.  All written 
warnings will remain in effect for a period of 24 months from the date of issue unless you are 
otherwise advised.  Copies of such warnings will be placed on your personnel file. 

4. Appeal 
Right of appeal:  You have the right to appeal to an Appeal Panel against any decision made 
following the Capability Meeting if you are dissatisfied with it.  You should notify the Headmaster in 
writing within 5five working days of being notified of the decision, giving full details of why you wish 
to appeal. 
Appeal procedure:  The Appeal Panel will arrange a review meeting or a fresh capability meeting 
which will take place as soon as reasonably practicable, and you will be informed in advance of its 
timing and location.  You must take all reasonable steps to attend the appeal meeting.  There shall 
be no right to appeal from the decision of the Appeal Panel.  The Appeal Panel will be entitled to 
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reach a different conclusion and impose a different outcome (although not greater) than that 
imposed after the Capability Meeting. 
Appeal Panel:  The Appeal Panel shall not include anyone involved in the Capability Meeting and 
may comprise one or more persons.  As far as reasonably practicable, the person chairing the Appeal 
Panel will be someone holding a more senior position than the person chairing the Capability 
Meeting.  You will be informed in writing of the Appeal Panel's decision as soon as reasonably 
practicable. 
Right to be accompanied:  You may be accompanied to the appeal hearing by a colleague or trade 
union official. 
Employment status:  If an appeal is made against a dismissal decision, that dismissal decision will 
have immediate effect so that the period of notice began at the date given in the dismissal decision.  
If having been dismissed you are reinstated on appeal, your continuity of employment will be 
unaffected. 
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Catering 
(Reviewer: Caty Jacques, August 2021) 
 
Catering at the College is conducted by Sodexo, and the Catering Manager’s office is above the 
kitchens. 
 
Meals are available for staff from Monday to Friday as follows: 
 

• Breakfast is served in the College Dining Hall and MUGA for those resident members of 
the Common Room who do not have cooking facilities in their accommodation.  

• Lunch is served for all staff in Dining Hall and MUGA.  Staff are welcome to eat in the 
MUGA or the Coombes Gallery overlooking the Dining Hall.  Space in the gallery is 
limited and so we ask that members of the support staff finish their meals by 12.45pm if 
at all possible. 

• Evening meals are provided in the Dining Hall and MUGA for those resident members of 
the Common Room who do not have cooking facilities in their accommodation, and for 
House duty staff and staff who have an evening commitment in school.  Staff need to 
book their evening meal by 11.00am via GRS. If staff haven’t booked in an evening meal 
they can eat in the main Dining Hall after 6.20pm. 

• Coffee & tea and a selection of fruit and snacks are available in the Common Room 
throughout the day. 

 
Breakfast and Lunch on a Saturday are available in the Dining Hall for those resident members of the 
Common Room who do not have cooking facilities in their accommodation and for weekend House 
duty staff or other staff who are involved in school activities such as sport or drama rehearsals.  
Other members of staff may request meals by emailing the catering manager. 
 
Sodexo will do everything that they can to cater for dietary requirements.  Members of staff should 
talk to one of the catering team if they are unsure or need any assistance.   
 
Staff wishing to hold a function within the College that requires food and/or drink should complete 
the Catering Booking Form which is available in Tutors\Bursary\Forms and email it to one of these 
addresses: sarah.canning@sodexo.com 
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CCTV Code of Practice 
(Reviewer: Dan Higgins; Aug 2021) 
 
The College has considered the need for using CCTV and has decided it is required for the prevention 
and detection of crime and misdemeanours; for protecting the safety of pupils, staff and visitors; 
and for the general protection of the College’s assets and facilities. It will not be used for other 
purposes.  
 

• The College CCTV system and the images produced by it are controlled by the Chief 
Operating Officer, who is responsible for how the system is used.  

• The College is listed on the Data Protection Register and the Information Commission 
has been notified about the CCTV system and its purpose as required by the Data 
Protection Act 1998.  

• The named individual who is responsible for the operation of the system is the Campus 
Security Manager.  

• The system (Milestone) has been chosen which produces clear images which the law 
enforcement bodies (usually the police) can use to investigate crime and these can easily 
be taken from the system when required. Cameras have been sited so that they provide 
clear images and positioned to avoid capturing the images of persons not visiting the 
premises. Regular checks are carried out to ensure that the system is working properly 
and produces high quality images.  

• There are visible signs showing that CCTV is in operation and where it is not obvious, 
who is responsible for the system. Contact details are displayed on the sign(s). Images 
from this CCTV system are securely stored on a restricted server.  

 
Access to the images is limited to:  
 
Full access   The Data Controller; The Chief Operating Officer;  
Partial Access   The Security team; The Headmaster; Computer Network Manager;  
Restricted Access  House Parents;  
 
Any other member of staff specifically authorised by a member of the SMT 
 

• Persons seeking to view CCTV footage must have authority from a member of the SMT. 
The reviewing of recorded images can only take place in restricted areas, where content 
cannot be seen by others or from the outside. A register/log is created each and every 
time data is accessed.  

• The transfer or recording of images released for third parties is formally recorded by the 
Data Controller  

• The recorded images will only be retained long enough for any incident to come to light 
and to be investigated. (Currently a 21-day cycle).  

• The images captured by the system are covered by the Data Protection Act. Except for 
law enforcement bodies, images will not be provided to third parties without the 
authorisation of the CFO and then only as notified to the Information Commissioner. The 
CFO knows how to respond to individuals making requests for copies of their own 
images 
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Charity policy 
(Reviewer: JHB; October 2020, SMT August 2021) 
 
The Chaplain oversees charitable giving including the selection of charities on recommendation of 
the Charity Committee. 

1. Charity Committee 
The Charity Committee consists of members of staff as well as pupil representatives of each of the 
year groups Y5-U6th and is chaired by the Chaplain. The Charity Committee meets five times each 
year. 

2. Selection of Charities 
The suggestion of potential charities is open to any member of the Hurst community. Any UK 
registered charity may be proposed. Ideas should be raised with the Chaplain or members of the 
Charity Committee. The Charity Committee decides on the charities which the College will support 
each year and term. The Chaplain needs to give permission for funds to be raised within the College 
and in the College’s name, usually following the recommendation of the Charity Committee. 

3. Handling of cash and funds raised 
All funds raised in this way must go direct to a UK registered charity. No funds or monies should pass 
through a personal bank account, be given directly to a private individual or organisation, business 
or company. All cash must be given to the Chaplain for processing through the College charity 
account. Private appeals for funding expenses cannot be supported officially by the College. For 
example, a student wishing to raise funds for an air fare to travel to a charitable activity overseas 
must raise their own funds privately.  

4. Charity Days in the Pre-Prep and Prep School 
In the Pre-Prep School, there will be a Charity Day in both the Michaelmas and Summer Terms, 
which are led by the nominated members of staff each term and will raise funds for the Pre-Prep 
School’s nominated charities. This will include a range of fundraising events (including the wearing of 
non-uniform) and education/raising awareness of the charity. It is not anticipated that there will be 
large scale fundraising events on these days and no disruption to the normal academic and 
extracurricular routine.  
 
In the Prep School, there will be a Charity Day in the Michaelmas, Lent and Summer Terms, which is 
led by the nominated House each term and will raise funds for that House’s nominated charity. This 
will include a range of fundraising events and education/raising awareness of the charity and 
culminate in the Chapel Service, which will include input from members of the House. It is not 
anticipated that there will be large scale fundraising events on these days and normally no 
disruption to the normal academic and co-curricular routine. 

5. Charitable giving in the Senior School 
In the Senior School, it is anticipated that there is one main charity that is selected for the academic 
year. Nominations are made to the Charity Committee, who will decide on this charity in the first 
meeting of the academic year. Alongside this charity, the College will support one other charity each 
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month, except for December, July and August. Houses will be able to support individual charities on 
an ad-hoc basis following a discussion with the Chaplain. 

6. The Charity Account  
The charity account is administered by the Chaplain. The account is held on the College account 
system where it is audited under the College’s financial programme. The Chaplain provides a 
quarterly financial report to the Chaplaincy Committee and details of the amounts raised annually 
are included in the Director’s Report. 
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Children Missing in Education Policy 
(Reviewer: Debbie Stoneley, September 2021) 
 
A child who is missing from school due to repeated or unexplained absence, or by leaving the school 
unexpectedly, is a potential indicator of abuse or neglect. It may also highlight the fact that the 
family need additional support of some kind. 
 
This policy should be read in conjunction with the Registration and Absence Policy, the Child 
Protection Policy and the Missing Children Policy. 
 
This policy has regard to Keeping Children Safe in Education (Sept 2021) and the WSCP’s guidance: 
School attendance, behaviour and performance https://www.westsussex.gov.uk/education-
children-and-families/schools-and-colleges/school-attendance-behaviour-and-performance/  

1. Policy and Procedure 
The school will carry out daily registration and absences will be dealt with in accordance with the 
school’s Registration and Absence Policy. 
 
If there is a repeated pattern of absence, the reason for absence is unclear or unexplained or a 
member of staff has concerns about the nature of a pupil’s absence, the Designated Safeguarding 
Lead should be consulted. The DSL, in conjunction with the HOM, HOY or class teacher, will assess 
the child’s vulnerability and decide on the best course of action for that child. This may involve 
completing a West Sussex Missing in Education Report Form or a call to the Children Missing in 
Education Officer (0330 222 8397), for advice.  Any length of absence, over 10 school days, or more, 
without permission, which raises concerns will be investigated. 

2. Recognition and Response 
From the first day that a child does not attend school and there is no explanation or authorisation of 
the absence, the following steps should be taken: 
 

• A staff member will contact the parents and make sure that the child is safe at home.  
• The outcome of the contact should be assessed and, if there are any safeguarding concerns, 

the DSL should be contacted.  
• In the following circumstances, a referral to children’s social care and/or the police should 

always be made promptly: 
a) The child may be the victim of a crime 
b) The child may be the subject of a Child Protection Plan 
c) The child may be the subject of s47 enquiries 
d) The child is looked after 
e) There is  a known person posing a risk to children in the household or in contact with the 

household 
f) There is a history of the family moving frequently  
g) There are serious issues of attendance (especially if this is contrary to an agreed plan) 

 
The answers to further questions could assist a judgement whether or not to inform children’s social 
care and the police: 
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• In which age range is the child? 
• Is this very sudden and unexpected behaviour? 
• Have there been any past concerns about the child associating with significantly older young 

people or adults? 
• Was there any significant incident prior to the child’s unexplained absence? 
• Has the child been a victim of bullying? 
• Are there health reasons to believe that the child is at risk? E.g.: 

o Does the child need essential medication or health care? 
• Was the child noted to be depressed prior to the child’s unexplained absence? 
• Are there religious or cultural reasons to believe that the child is at risk? E.g.  

o Rites of passage, female genital mutilation or forced marriage planned for the child? 
• Has the child got a disability and/or special educational needs? 
• Have there been past concerns about this child and family which together with the sudden 

disappearance are worrying? E.g.: 
o Is there any known history of drug or alcohol dependency within the family? 
o Is there any known history of domestic violence? 
o Is there concern about the parent/carer’s ability to protect the child from harm? 

3. Children missing from education but not missing from home 
The length of time that a child remains out of school could, of itself, be an alerting factor of risk of 
harm to the child. A judgement as to timeliness is required in respect of the referral to the 
Attendance/Education Welfare Service. This timeliness should be on a case by case basis and always 
within 2 weeks. The College should make referrals to the police and L.A. Children’s Social Care 
accordingly if a situation is not resolved within 10 days and the Pupil Entitlement Investigating 
Officer should be contacted. In term time, leave absence of up to 10 school days can be authorised 
by the head teacher, at which point a return date is set. In these cases, the time line for enquiries 
starts from when the child does not attend school on the expected return date, not from the day the 
extended leave started. 

4. Notifications and Actions for Children Missing from Education 
If the answers to any of the points set out in the previous section indicates that there are concerns 
about the child’s safety, then a referral should be made to the Integrated Front Door and/or the 
Police on day one. 
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Common Room and Crypt Club 
(President of Common Room: Rob Kift) 
(Treasurer: Dan Higgins) 
(Reviewer: DMH; Aug 2021) 
 
The daily running of the Common Room business - decor, newspapers, dinners, farewells, etc. - is 
carried out by a committee consisting of President, and Treasurer, plus representatives from Prep, 
Senior and Support staff.  A meeting is held early each term at which the subscription rate is fixed 
and other matters discussed. The termly subscription covers the newspaper bill and allows a float for 
any immediate expenditure. 
 
The Common Room was enlarged in 1989 and updated in 2014. It contains a bar which is run by The 
Crypt Club which has a separate constitution from the Common Room. There is a ‘No Smoking’ rule 
in the Common Room and indeed throughout the College. Any member who wishes to use the 
Common Room for any other than its normal recreational use (e.g. entertaining a group of staff, CCF 
dinner receptions, prefects socials etc.) should make application well in advance to the President. 
 
Associated Rooms are:- 
 
The Writing Room: This contains the Common Room telephone, and Post: Each member of 
   staff has a pigeon hole to which mail and other communications may be 
   delivered, and also pegs for hanging gowns and other clothing. 
The Entrance Hall: This has various Notice Boards. 
 
No pupil may enter any part of the above area. 

1. Crypt Club   
(President : Rob Kift) 
(Treasurer : Dan Higgins) 
(Keyholder: Neil Matthews) 
(Reviewer: DMH 2021) 
 
This is the Common Room bar. It is run by the staff with a Committee consisting of President, 
Secretary, and other co-opted members. The Committee is elected annually. Each member of the 
Committee has keys to the Bar and Store Room and only they may go into the Store Room. The 
President calls Committee Meetings as required. All members of the Common Room are eligible for 
membership. They must be elected by the Crypt Club and are not allowed to sign for drinks until 
elected. 
 
Before taking a drink, colleagues must record the number and type of drink taken on their page on 
the computerised register kept behind the bar. On busy occasions, members are asked to obtain and 
sign for their drinks, and then leave the bar area. 
 
With the aid of a member of the Committee, bottles/cans may be taken away for individual, House 
or School use. These must be signed for. The Crypt Club’s glasses must not be taken away from the 
Bar area. For special occasions, glasses can be ordered direct from the Head Caterer. 
 
If entertaining school guests – visiting lecturers, musicians, staff in charge of sports teams, please 
record drinks on the guests’ page. 
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Crisis Management Procedure 
(Reviewer: Darren Carpenter; March 2021.  
Reviewed by SMT March 2021) 

1. Critical Incidents 
Statistically it is likely that in a large school at least one critical incident will arise in a ten-year period. 
Such incidents – which could involve any of the following – would trigger the College crisis 
management procedure – the Critical Incident Action Plan. 

• Injury or death resulting from traffic accident (land/sea/air) 
• Life-threatening illness, possibly resulting in death of a child 
• Epidemic illness 
• Extreme weather event 
• Serious criminal investigation 
• Attempted, or actual, suicide of pupil or a member of staff 
• Local crisis indirectly affecting the school – such as major fire or fatal accident nearby 
• Missing pupils, locally or on a trip 
• Fire, flood or chemical spillage leading to evacuation, and/or destruction of part of the 

College.  

2. Initial Response Instructions 
As soon as a member of staff detects a critical incident, believes one to be developing or has a 
serious concern, the following should be put into operation. 
 
A. In School / on Campus 
The teacher in charge or member of staff discovering/suspecting an incident should contact the 
Headmaster or any member of the Critical Incident Management Team on extension 666 
immediately.      
 
B. Away from School 

1. The Lead Teacher of the trip or activity should 
 
Phone the College switchboard or one of the two designated members of staff, stating:        

• who they are 
• where they are 
• request to talk to a member of the Critical Incident Management Team 
• confirm the telephone number on which they can be contacted 
• confirm whether any emergency service has been contacted 
• arrange time for a return phone call  

 
The leader of the group must talk to the Lodge or a CIMT member direct: no one else. 
 

2.        The person receiving call in the Lodge / in lieu of the Lodge should  
 
• Make careful notes of where the group is and any phone numbers.  
• Must not be judgmental. 
• Must contact a member of the CIMT immediately on extension 666. 
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3.    The Member of the CIMT contacted should phone the informant back and 
ascertain: 

 
• Location of incident 
• Names 
• Telephone numbers/contacts at site 
• Whether a member of staff is needed at site 
• Tell leader what SMT are doing 
• Arrange a time for next call 

3. Critical Incident Action Plan 
Should a critical incident escalate in severity or be deemed to be of sufficient severity as to 
constitute a crisis or potential crisis the Critical Incident Management Team (CIMT) will be 
assembled using the SMT Incident WhatsApp group and the Critical Incident Action Plan put into 
effect.  The CIMT will include members of the SMT, who will co-opt others as necessary.  A governor 
may also be on the team. 
 
If access to the CIMT WhatsApp group becomes compromised (e.g., due to poor network 
connectivity at the College), the CIMT will initially meet in the Headmaster’s study. 
 
The Incident Team Leader will be the Head of the Senior School or the Deputy Head Academic.  
 
The Headmaster will be the College Spokesperson and only he may speak to the media. 
 
HoMs and the Chaplain, are in charge of the pastoral care of their Houses.  
 
The incident room will be the Finance Offices on the second floor of the science block, or the Estates 
Hub. 
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Curriculum Policy 
(Reviewer: Lloyd Dannatt, SMT August 2021) 

1. Pre-Prep Curriculum
 (Reviewer: Nick Oakden; June 2019) 

Hurstpierpoint College Pre-Prep School provides its pupils with full-time supervised education from 
the age of 4 to 7 years. Teaching and Learning is the purpose of our school and the curriculum 
defines what is taught and learnt. The EYFS follows the areas of learning and development laid out 
by the Department of Education in the Statutory EYFS Framework 2021. A Learning Journal is kept 
for every child. 

Value is placed on an education which takes the best from traditional and modern methods. Classes 
are taught in an ordered environment with structured lessons designed to stretch and challenge 
every child. A variety of teaching methods are used to ensure that every type of learner performs to 
his/her best ability. We believe that high expectations are the key to high achievement. The 
curriculum is broad and, although we take the National Curriculum as our base, we extend this in 
many ways. Children are given the opportunity to work to a very high standard in the intellectual, 
physical and creative areas of the curriculum. 

The curriculum and education that pupils receive at Hurst enables them to acquire a broad 
knowledge and understanding of the world they live in and prepares them for the next stage of their 
education and for future life experiences. Pupils are encouraged to be active and independent in 
their learning, to participate in discussions, to take responsibility and assume leadership roles as 
they progress through the school. The curriculum is designed to be informing, creative, relevant, 
stimulating and to enable pupils to grow in understanding about the adult world they will eventually 
be entering. 

All pupils at Hurst have the opportunity to learn and make progress. Regular assessments and 
marking ensure that all pupils are monitored closely.  Pre-Prep teachers liaise with the Prep School 
Head of Learning Support in order to identify and support children with specific learning needs.  
Teachers adapt teaching strategies, differentiated tasks and provide additional help to ensure that 
all children access the curriculum. The assessment process that we employ in the Pre-Prep enables 
the staff to monitor the children’s attainment and progress.  It also informs planning and future 
teaching and learning. 

Children should be encouraged to learn from their experiences and mistakes, to think about their 
own behaviour and to consider the needs and feelings of others. 

We give all children the support they need to: 

• be healthy
• stay safe
• enjoy and achieve
• make a positive contribution
• achieve economic wellbeing
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2. The Hurst Pre-Prep Curriculum – Early Years Foundation Stage 
We take the time and care to build strong relationships with each child and their family. We provide 
a thoughtfully planned, stimulating and nurturing learning environment in which each child feels 
secure and valued in order to thrive and optimise their learning. Our curriculum delivers the areas of 
learning and development laid out in the Early Years Foundation Stage Framework and uses the 
‘Development Matters’ document as a guide. We work towards the Early Learning Goals to ensure 
that children have a secure foundation for their learning in Year 1. Additionally, we provide a 
curriculum that is rich in first-hand experiences and responsive to the children’s ever evolving 
interests. Using an appropriate blend of adult and child-led learning activities and experiences, we 
enable every child to progress well through challenging and enjoyable learning experiences. By 
holding high expectations for every child to achieve secure foundations in their early learning while 
allowing scope for their innate curiosity and independence to develop, we support children to 
become resilient and enthusiastic life-long learners.  
 
Mrs Fox will be each child’s ‘Key Person’. 
 
The curriculum is delivered through the following areas of learning and development: 
 
Prime Areas: 

• Communication and Language  
• Personal, Social and Emotional Development  
• Physical Development 

 
Specific Areas: 

• Literacy 
• Mathematics 
• Understanding the World 
• Expressive Arts and Design 

 
a) Communication and Language 

Children’s communication and spoken language skills underpin all seven areas of learning and 
development. Our setting is language rich in language, and we promote high levels of oracy 
throughout the school day in quality interactions with staff, where children are encouraged to speak 
in full sentences and use a range of vocabulary. Children become comfortable using a rich range of 
vocabulary and language structures through conversation, story-telling and role play, where children 
share their ideas with support and modelling from their teacher, and sensitive questioning that 
invites them to elaborate. Children have opportunities to develop their listening and understanding 
through story times, singing nursery rhymes, circle times, role playing and story mapping. During 
their self-initiated learning, children are encouraged through sustained shared thinking to develop 
their speculative language, explanation skills and higher-level vocabulary.   
 
 

b) Personal, Social and Emotional Development 
In order to provide children with a secure foundation for happy, healthy lives and cognitive 
development, much of our Early Years curriculum is centred around children’s personal, social and 
emotional development. This crucial learning takes play through the strong, warm and supportive 
relationships that children are supported to build, the interactions they have with peers and adults 
as they play and learn. Children are supported to manage emotions, develop a positive sense of self, 
set themselves simple goals, have confidence in their own abilities, to persist and wait for what they 
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want and direct attention as necessary. Through adult modelling and guidance, they will learn how 
to look after their bodies, including healthy eating and oral hygiene, and manage personal needs 
independently. Through supported interaction with other children, they learn how to make good 
friendships, co-operate and resolve conflicts peaceably. These attributes will provide a secure 
platform from which children can achieve at school and in later life. 
 

c) Physical Development 
During the Foundation Stage, the focus is on developing and improving skills of co-ordination, 
control, manipulation and movement in both large and small movements using gross and fine motor 
control. We support children to develop their core strength, stability, balance, spatial awareness, co-
ordination and agility through their play and activities both indoors and outdoors. Children benefit 
from one swimming lesson, one P.E./Games lesson and one dance/gym lesson per week with 
specialist teachers. We teach children about the importance of physical exercise and healthy diet for 
good health. Children learn how to manage their own basic hygiene and personal needs successfully. 
Many aspects of our continuous provision are specifically designed to support the development of 
fine motor control by exploring and playing with small worlds, puzzles, arts and crafts and the 
practice of using small tools. We teach children how to hold their pencil correctly in a tripod grip and 
manipulate it confidently to form letters in pre-cursive font. 
 

d) Literacy 
Together, children will share an abundance of rhymes, music, poetry, stories, traditional tales and 
non-fiction texts selected to delight, engage and encourage a life-long love of reading. The setting is 
rich in print to stimulate and encourage decoding, meaning and mark-making. Our extensive Pre-
Prep library will be freely available with our weekly visit to borrow books and share new stories 
forming a highlight in the timetable. Children will begin working on our ‘Read, Write, Inc.’ phonics 
programme to teach letters and sounds at a swift pace. Children will learn how to blend sounds 
together in order to read and to segment in order to write. Discussion activities enable the secure 
development of comprehension skills and the gradual introduction of non-decodable words ensures 
fluency when reading. Children’s writing is further developed through extensive oral rehearsal and 
playful, purposeful contexts for writing activities. 
 

e) Mathematics  
Children’s mathematical development will arise out of daily experiences in an interesting 
environment. Oral counting, rhymes, songs, games and practical work will all combine to allow 
children to develop and extend their mathematical skills. Children will learn to count confidently, 
develop a deep understanding of the numbers to 10, the relationships between them and the 
patterns within those numbers. By providing frequent and varied opportunities to build and apply 
this understanding - such as using manipulatives, including small objects and tens frames for 
organising counting - children will develop a secure base of knowledge and vocabulary from which 
mastery of mathematics is built. In addition, we include rich opportunities for children to develop 
their spatial reasoning skills across all areas of mathematics including shape, space and measures.    
 

f) Understanding the World 
Our learning in Understanding the World involves guiding the children to make sense of their 
physical world and their community. We offer the children a breadth of experiences and 
opportunities to increase their knowledge and sense of the world around them – from Woodland 
school to educational visits and invitations to members of the community. Wherever possible, we 
take opportunities to learn from each other and encourage children to share their own unique 
experiences. We learn about and celebrate a broad range of religious and cultural festivals from 
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around the world. In class, the children listen to a broad selection of stories, non-fiction, rhymes and 
poems that foster their understanding of our culturally, socially, technologically and ecologically 
diverse world. The children also benefit from a weekly French lesson with a specialist teacher, which 
further develops their awareness of life in other countries. 
 

g) Expressive Arts and Design 
The development of children’s artistic and cultural awareness supports their imagination and 
creativity. The children have regular opportunities to engage with the arts at Hurst by watching older 
peers and visiting experts perform, as well as by rehearsing and performing themselves. The children 
have one music and one drama lesson per week with a specialist teacher. Our curriculum provides 
extensive opportunities for children to explore and play with a wide range of media and materials. 
We directly teach methods before engaging with both and allow space for children to apply these 
skills in their own expressive, unique ways. 
 
The key Characteristics of Effective Learning and Teaching in the Early Years are: 

• playing and exploring - children investigate and experience things, and ‘have a go’  
• active learning - children concentrate and keep on trying if they encounter difficulties, and 

enjoy achievements  
• creating and thinking critically - children have and develop their own ideas, make links 

between ideas, and develop strategies for doing things 
Through our curriculum and interactions with every child, we seek to foster a learning culture rich in 
these characteristics. 

3. The Hurst Pre-Prep Curriculum – Years 1 & 2 
The core curriculum in Years 1 and 2 will follow the National Curriculum. In Maths and Science will 
use the same schemes as those used in the Prep School, thus providing continuity and ensuring a 
smooth transition at the age of 7. 
 

a) English 
In Key Stage One we continue to work through the Read Write Inc Phonics programme that is started 
in the Reception Year. We organise the children into literacy groups based upon their reading and 
phonic ability. This may mean that children from both Years 1 and 2 may be in the same group for a 
short period of time. Towards the end of Year 1 the majority of children will complete the RWI 
scheme and transition to the Accelerated Reader Scheme, as used in the Prep School. The Big Write 
scheme will be followed through Years 1 and Year 2, supplemented with additional focus on 
grammar and comprehension. We have a very well-resourced combined Prep and Pre-Prep library, 
which the children use regularly.   
 

b) Mathematics 
Children gain a secure foundation of knowledge, skills, concepts and the language of Mathematics.  
They learn to apply their skills with confidence, accuracy and understanding in real life problems and 
within Mathematics itself. 
 
Our Abacus Mathematics Scheme provides a framework and interactive resources which we 
supplement and extend when necessary.  Lessons incorporate both whole class and differentiated 
group work as appropriate.  Alongside direct teaching there is a high level of interactive, oral and 
practical tasks. 
 

c) Science 
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The children are encouraged to ask questions and recognise that these can be answered in different 
ways. They learn how to work scientifically and practise skills required to observe closely, perform 
simple tests, identify and classify and how to use observations and ideas to suggest answers to 
questions.  They also gather and record data in order to help us answer questions.  Our Science work 
will cover ‘plants’, ‘Animals, including humans’, ‘Everyday materials’ and ‘Seasonal changes’.  
 
Woodland School (Science) 
Much of our Science is taught during visits to our woodland environment within the College Campus.  
‘Woodland School’ takes place once a week during the afternoon and the whole Pre-Prep attend, 
during the winter months this is replace by in class Science activities.  The children are grouped with 
children from different classes.  They are taught Woodland skills and carry out adult led and child 
initiated investigations or tasks whilst exploring their environment. 
 

d) Art and Design 
Children will explore, develop and evaluate their ideas in art and construction work through a variety 
of media including clay, paper craft, paint, fabric and other materials. They will develop a wide range 
of art and design techniques in using colour, pattern, texture, line, shape, form and space.  The 
children will also learn about the work of a range of artists, craft makers and designers, describing 
the similarities and differences and making links to their own work. 
 

e) History 
Children will develop their knowledge, skills and understanding of events and people in the past and 
compare them with their own lives. History will be taught as part of a termly learning journey and 
children will have the chance to go on visits to see, touch and experience aspects of the subject at 
first hand.  Teachers may introduce children to historical periods that they will study more fully at 
key stages 2 and 3.  The children will be taught about changes within living memory, events beyond 
living memory, the lives of significant individuals in the past and significant historical events, people 
and places in our own locality. 
 

f) Geography 
Children will be encouraged to explore their curiosity and fascination about the world and its people.  
They will develop their knowledge about the world, the United Kingdom and their locality.  They will 
learn basic subject-specific vocabulary relating to human and physical geography and begin to use 
geographical skills, including first hand observation to enhance their locational awareness. 
 

g) RE 
RE work will be based on the Christian religion which, as a Woodard School, forms the fundamental 
ethos of all three schools. The School Chaplaincy team lead a weekly assembly with Pre-Prep 
children in the Chapel.  The children learn about the principle Christian Festivals and celebrations 
from a variety of cultures and religions.  This includes attendance at Harvest Festival and Carol 
services and our performance of the Nativity. 
 

h) PSHCE 
A thorough approach to the Human and Social Education of our pupils, promoting their spiritual, 
moral, social and cultural development is reinforced through classroom activities, assemblies, our 
Golden Rules and rewards system. A focus is placed upon the three central principles of the Hurst 
Purpose; Work Hard, Do Good, Engage. The PSHCE programme is designed to meet the aims of the 
school and the school ethos.  An emphasis is placed on the development of fundamental British 
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values, the awareness of what it means to be a good citizen and respect for others and the 
environment. 
 

i) Computer Science and ICT 
Children will develop their skills within the classroom environment with ICT embedded within the 
general curriculum as well as visiting the ICT suite during a class session.  They will learn to use 
technology purposefully and safely to create, organise, store, manipulate and retrieve digital 
content.  Children will use I-pads, touch screen computers and interactive whiteboards whenever 
appropriate.  They will also learn how to operate programmable toys. 
 

j) Music (Aesthetic and Creative) 
Children will learn how to use their voices expressively and creatively by singing songs and speaking 
chants and rhymes.  They will have many opportunities to listen to a range of high-quality live and 
recorded music.  Children will sing and make music, both in cross-curricular work and in two weekly 
music and drama lessons with a specialist teacher. There will be opportunities in the school year for 
musical events to take place, to which parents will be invited. 
 

k) PE 
The PE programme includes gymnastics, dance, games and swimming and will be taught by a PE 
specialist. The children will have one lesson of swimming, PE and dance each week, in which they 
will learn basic skills, safety, self-expression and teamwork.  They will master movements and 
develop balance, agility and co-ordination whilst applying these in a range of activities. 
 

l) French 
Children learn the basis of the French language in weekly sessions, whilst at the same time 
developing an understanding of the French culture. 

4. Prep School Curriculum Y3-Y8  
 
The educational provision through Y3-Y8 takes the best from traditional and modern methods. 
Classes are taught in an ordered environment with structured lessons designed to stretch and 
challenge every child. A variety of teaching methods are used to ensure that every type of learner 
performs to his/her best ability. We believe that high expectations are the key to high achievement. 
The curriculum is broad and, although we take the National Curriculum as our base, we extend 
beyond this in many ways. Subject matter is appropriate for the ages and aptitudes of pupils, 
including those pupils with an ECHP. Children are given the opportunity to work to a very high 
standard in the intellectual, physical and creative areas of the curriculum. 
  
The curriculum and education that pupils receive at Hurst enables them to acquire a broad 
knowledge and understanding of the world they live in and prepares them for the next stage of their 
education and for future life experiences. Pupils are encouraged to be active and independent in 
their learning, to participate in discussions, to take responsibility and assume leadership roles as 
they progress through the school. The curriculum is designed to be informing, creative, relevant and 
stimulating, and to allow scope for the pupils to develop their talents and interests and help to 
prepare them for the opportunities, responsibilities and experiences of adult life. 
  
All pupils at Hurst have the opportunity to learn and make progress. Regular assessments and 
marking ensure that all pupils are monitored closely and the Head of Learning Support notifies staff 
of any children with specific needs, who will need different teaching strategies, differentiated tasks 
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and additional help to access the curriculum The Challenge Grade Review System is a comprehensive 
resource which enables staff and parents to monitor the children’s attainment and progress as they 
pass through the school. In addition, it records significant achievements and enables strategies to be 
put in place to support a child at an early stage, if required. 
  
Our timetable is in line with the Senior School, which creates greater fluidity between the two 
schools. Most lessons are of one hour in duration and the timetable extends over two weeks, known 
as Week A and Week B. This enables us to make the best possible use of the College’s excellent 
facilities and staff. 
 
Detailed schemes of work for each department are stored electronically so that all teachers in each 
department can access them. 
  
Our curriculum provides pupils with a wide range of educational experiences: 
  
Literacy skills are predominantly delivered through the English curriculum although all teachers 
share some responsibility for the teaching of literacy. The marking, spelling and presentation policies 
reinforce literacy skills in all subjects. Progress and attainment are monitored regularly through 
assessments but also through the annual formal assessments, results of which are recorded and 
monitored centrally. 
 
Drama is an important vehicle to aid the development of speaking and listening skills and this is 
further reinforced by optional Lamda lessons, which some pupils choose to participate in. 
 
Numeracy skills are mainly delivered through the mathematics curriculum and progress and 
attainment are assessed regularly at the end of topics. There is also an annual formal assessment of 
progress in mathematics, the results of which are recorded and monitored centrally. 
The Maths curriculum enables pupils to use and apply mathematics, understand shape, measures 
and data handling, develop a capacity for logical thinking and express themselves independently 
using number. All pupils are encouraged to explore mathematical problems in a variety of contexts 
and through a variety of subjects including ICT, DT, science and geography. 
 
Linguistics are taught through French(Y3-Y8), Spanish (Y7+Y8) and Latin (Y3-Y8)  and additionally 
through the activities programme in other languages where there is sufficient interest. 
 
Science is delivered through the science curriculum. This enables pupils to increase their knowledge 
and understanding of nature, materials and forces and develop enquiry skills, form hypotheses, 
conduct experiments and record their findings. The children use the science laboratories in the 
Senior School, which are very well equipped. 
 
Computer Science and ICT Children develop an understanding of the key concepts ranging from 
organising and storing data to logical sequencing, program structure and simple algorithms. This is in 
addition to the use of software for word processing, spreadsheets and presentation, well as research 
through the internet.  Technological Skills & Digital Literacy are developed through each subject area 
where appropriate. 
 
DT is taught formally to pupils in year 7 & 8 who use the DT workshops in the Senior School, giving 
them access to sophisticated machinery and tools. They are able to produce high quality products, 
evaluating their processes and methods. They are also able to use the computers in the Senior 
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School for some of their computer aided design work. In Years 3-6 technological experiences are 
delivered through the Art and Design curriculum using a variety of two and three dimensional media 
and materials and also through other areas where problem solving in three dimensions is explored, 
for example science and the challenges as part of the induction programme. 
 
PSHCE, REP (Religion, Ethics and Philosophy) and a comprehensive tutoring programme deliver 
the Human and Social Education of our pupils, promoting their spiritual, moral, social and cultural 
development; this is reinforced further by assemblies, the house system and their participation in 
Chapel services. 
 
The PSHCE programme is designed to meet the aims of the school and the school ethos. A strong 
emphasis is placed on the development of moral values, the awareness of what it means to be a 
good citizen and respect for others and the environment. 
 
The Physical Education curriculum and the Games programme enable all pupils to participate in a 
wide range of sporting and physical pursuits. In PSHCE, science and the tutoring programme, pupils 
are taught about the need for a balanced diet and healthy eating. 
 
Aesthetic and creative education is delivered through Art and Design where a broad range of media 
and approaches are explored. The display of art work is taken seriously and is a focus throughout the 
school and celebrated in the displays around the school as well as at exhibitions of the children’s 
work. The creative education of our pupils is also delivered through the music curriculum, which 
focuses on encouraging all the children to think of themselves as musicians.  There are a wide range 
of peripatetic instrumental and vocal available to the children and they are also able to participate in 
a large selection of choirs and instrumental groups.  Drama at Hurst is an important educational 
experience with timetabled lessons provided for Years 3 to 8. Theatre productions enable large 
numbers of pupils to participate in performances throughout the course of the academic year; these 
are compulsory in Years 3 – 6 and optional in Years 7 and 8. 
 
Learning Support 
The Learning Support Department provides support for those children with specific learning needs. 
Children receiving support generally attend lessons lasting 30 minutes once or twice a week Y3-Y8, 
although these may increase to 60minute lessons in Y8. All staff have access to the Learning Support 
Register on the grades and reporting system which is kept up-to-date, changes are communicated to 
the staff though staff meetings. Throughout the year the register is updated as new pupils join or 
individual needs are identified. The Learning Support Register provides the teaching team with 
detailed information on all pupils who require learning support. Planning of differentiated tasks and 
activities in lessons is to ensure that subject matter and level is appropriately challenging for all our 
pupils.  
 
ECHP 
Where a pupil has an Education, Health and care Plan (ECHP) every effort is made to ensure that the 
needs of that pupil are properly provided for. The learning support team works closely with teachers 
to ensure they are fully informed about the needs of the pupils and to advise on the best teaching 
strategies for them. Children with ECHPs for educational needs may find the curriculum at Hurst 
difficult to access, as there is a selection process to gain entry to the school. Children with ECHPs for 
physical needs who are able to access the curriculum are very well supported and contribute greatly 
to the life of the school. 
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Careers Education is covered formally through the Tutoring programme in Years 6 -8. In addition, 
the PSHCE curriculum enables the children to consider themselves and their strengths and 
weaknesses and thus relate these to the world of work. Formal Careers education is continued in the 
Senior School. In addition to this speakers are invited into school to speak to the children about 
various issues including their jobs. 

5.  Senior School 
Our aim is to provide a broad curriculum that enables all pupils to learn and make progress so that 
they are effectively prepared for the opportunities, responsibilities and experiences of life in a British 
society. All pupils of compulsory school age receive a full-time, supervised education which gives 
them experience in linguistic, mathematical, scientific, technological, human, social, physical, 
aesthetic and creative fields. They acquire speaking, listening, and numeracy skills and encouraged 
to respect other people through the personal, social, health and economic education programme. 
Secondary age pupils have access to accurate, impartial, up-to-date careers guidance which enables 
them to make informed choices about a broad range of career options and helps to encourage them 
to fulfil their potential (see the Careers Department policy). 
  
Senior and Prep School Heads of Departments liaise to ensure that Schemes of Work are co-
ordinated and suitable for the ages, aptitudes and needs of all pupils, including those with an 
Education, Health and Care plan.  Opportunities for the effective application of ICT to enhance 
studies are identified and lesson planning takes into account the differing needs of individual pupils. 
  
On joining the senior school, students in the Shell year embark upon a curriculum which covers six 
compulsory core subjects (English Language and English Literature, Mathematics and the three 
Sciences) along with three compulsory creative subjects (Dance, Drama and Physical Education). 
Pupils also choose six optional subjects from (Computer Science, French, Geography, History, Latin, 
REP (Religion, Ethics and Philosophy) and Spanish, Art, DT and Music).  These subjects are taught in 
54 periods (of approximately one hour in length) per fortnight. In addition there are 3 Games 
Sessions, Tutor Periods and PSHCE (which incorporates personal, social, health and economic 
education and careers guidance). Students who require Learning Support or English as a Second 
Language do not follow the full curriculum in order that these extra lessons can be fitted into their 
timetables. 
  
At GCSE level, pupils in the Remove and Fifth Years, follow a core curriculum comprising English 
Language and Literature, Mathematics and the three Sciences. They then complete their timetable 
by choosing another four subjects. They can choose from  Art, Computer Science, 
Dance,  Drama,  DT, French, Geography, History,  Latin, Music, PE, REP (Religion, Ethics and 
Philosophy), Spanish and this gives them 50 periods per fortnight with a Service afternoon, Games 
Sessions, Tutor Periods and PSHCE filling the rest of their time. Once again students requiring LS and 
ESL lessons follow a reduced curriculum. 
 
Pupils in the Sixth Form usually choose 3 A level subjects to study (4 if they wish to study Further 
Maths), or the Double BTEC Sport Science Programme together with one A level at the start of the 
LVI (Y12), chosen from all the subjects on offer at GCSE level and in addition Art and Design 
(Photography), Business, Classical Civilisation, Economics, Further Mathematics, Music Technology, 
Politics, Psychology and Sociology. Most students will also take the EPQ as an extension of one of 
their A level subjects or, alternatively, an area of personal interest or activity outside the main 
programme of study within the Sixth Form 3+ pathway. A Tutorial programme is included to prepare 
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pupils for life beyond the College, including UCAS preparation, and the Games Sessions and Service 
afternoon continue.    

6. Curriculum Overview 
(Reviewer: Lloyd Dannatt, SMT; August 2021) 
 
Pre Prep School 
 (Reviewer: Lloyd Dannatt, Auguat 2021) 
In KS1 a timetable is followed, including in EYFS (Reception), this becomes gradually more structured 
as the pupils progress towards Y2. The early part of the day is set aside for approximately 1 hour of 
focused work on numeracy and approximately 1 hour of focused work on literacy. There is an 
emphasis on pupil led learning, through the second stage of the day which seeks to draw out and 
extend the key numeracy and literacy topics covered in the early part of the day.  
 
The second half of the day also includes the more physically demanding activities such as the 
Woodland School programme, Dance/Gym, Drama, Swimming, PE and Music, ensuring academic 
progress and an all-round education. 
 
Homework 
Reception, reading each day and occasional maths practise with numicon packs. 
Year 1 and 2, daily reading at home is expected and encouraged through the Reading Challenge. 
Weekly spellings/handwriting activities. 
 
Prep School 
(Reviewer: Lloyd Dannatt; August 2021)  
Pupils in Y3-Y6 follow a curriculum designed to develop with rigor the fundamentals of numeracy 
and literacy, these two subjects therefore make up 50% of the curriculum time. In addition pupils 
study Science, French, Latin, Geography, History, REP (Religion, Ethics and Philosophy), Music, Art, 
Drama, Computer Science, PE, Swimming and PSHCE. 
 
Pupils in Y7 and Y8 follow a set curriculum, designed to lay the foundations of a GCSE course. This 
ensures that pupils experience a wide range of subjects before making informed decisions prior to 
moving into the Shell where they may discontinue some subjects. 
 
In Y7 pupils will study Maths, English, Science, Latin, Geography, History, REP (Religion, Ethics and 
Philosophy), French, Spanish, Computer Science, Music, Art, DT, Drama and PE. A number of pupils 
may follow a Literacy course rather than Latin in Y7 and Y8, with an emphasis on further developing 
skills required for the English language. 
 
In Y8 pupils follow a very similar set of subjects, although Science now separates into the specialist 
areas of Biology, Chemistry and Physics. 
 
Homework 
Year 3 = 15 minutes reading per day (spellings and times tables) 
Year 4 = 15 minutes reading per day and 3 preps per week (20 mins) 
Year 5 = 4 preps per week (20 minutes each) plus daily reading 
Year 6 = 8 preps per fortnight (30 minutes each) plus daily reading 
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Year 7 WEEKLY Prep  Year 8 WEEKLY Prep 
Subject Duration / Mins Subject Duration / Mins 
    
Maths 60 Maths 60 
English 40 English 40 
Science 30  Biology 20 
Latin 30 Chemistry 20 
Geography 1 x 30 min fortnightly Physics 20 
History 1 x 30 min fortnightly Latin 30 
RS 1 x 60 min fortnightly Geography 1 x 60 min fortnightly 
French 30 History 1 x 60 min fortnightly 
Spanish 30 RS 1 x 60 min fortnightly 
DT  1 x 30 min fortnightly French 30 

 Spanish 30 
DT   30  

  
Shell (Year 9) 
The Shell curriculum forms the first year of the three-year GCSE programme.  
  
Shell Sets 
Pupils are separately setted for English, Mathematics, Science, History, French and Latin.   
 
The Curriculum for the Shell 
 

 CORE (56%) 
OPTIONS (44%) 
*Pupils may chose these languages if they have 
not studied them before. 

MAIN CREATIVE MAIN CREATIVE 

English Dance Up to five subjects 
chosen from: 

Up to two subjects 
chosen from: 

Mathematics Drama Computer Science Art 
Science PE French DT 
    Geography Music 
    History   
    Latin   
    REP   
    *Spanish   

    
ESL / Non 
examination Learning 
Support 

ESL / Non 
examination Learning 
Support 

  
In addition, Shell pupils receive sessions as part of the Personal Enrichment Programme, designed to 
address topics for PSHCE (personal, social, health, citizenship etc). 
 
Shell Test Week 
In November, the Shell have a formal assessment of their performances and relative ability. Set 
changes can be made on the back of these assessments. 
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Remove & Fifth (Years 10 & 11)  
Option choices are made during the Shell year. A separate booklet outlining the GCSE courses is 
issued to parents to help guide them through the options process. The GCSE curriculum is as follows: 
 
Remove and Fifth Form curriculum 
  

CORE OPTIONS 

60% 40% 

English  Up to four subjects (at least one of which must be a * 
subject) chosen from the following list: 

Mathematics 
*Religion, Ethics and 
Philosophy   *Geography 

Science Art   *History 

 

*Computer Science   *Latin 

Dance   Music 

DT   PE 

Drama   *Spanish  

*French    

ESL / Non examination Learning Support 
 
Allocation of teaching hours at GCSE 
In the Remove and Fifth Years, most subjects have 5 hours of teaching per fortnight. There are, 
however, some differences as set out below: 

  
 
 
 
 
 
 
 
 
 
 

We can be quite flexible with our structure, matching the total number of subjects studied to the 
ability of each child. However, the majority of students study 10 subjects at GCSE. 
 
Setting 
Setting in the core subjects of English, Mathematics, Latin, French and the Sciences ensures that we 
are able to match the pace of lessons to pupils’ aptitudes.  These sets are reviewed at least once a 
year.  
  
Sixth Form (Years 12 & 13)  
To matriculate into the Sixth Form at Hurst with a reasonable prospect of achieving A level success, 
our experience suggests that pupils require particular grades at GCSE. The exact requirements are 
set out in the Sixth Form Options booklet, however as a guide, pupils will require a grade 7/8/9 at 

Remove and fifth 

Subject Lessons per fortnight 

English 8 

Maths 8 
Science (Biology, Chemistry 
and Physics) 14 

All other option subjects 5 

TOTAL 50 
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GCSE in the subjects that they intend to study in the Sixth Form at Hurst.  Where a pupil wishes to 
start a new subject which they have not studied before, they need to have achieved a 7/8/9 in a 
GCSE subject closely related to it [ie for Economics, a pupil should have a 7/8/9 in Maths 
GCSE].  Students should also have a minimum of a 5 grade at GCSE in Mathematics and English. 
However, we recognise the need to be flexible and to operate on an individual pupil basis, working 
closely with each student on his or her choices, to establish what will be the best programme of 
study for them. 
 
At AS & A2 level 
Most LVI level subjects are taught for 11 lessons per fortnight and UVI subjects are taught for 11 
lessons per fortnight, but some practical subjects have an extra lesson. Those taking Maths with 
Further Maths have 16 lessons per fortnight. Students are expected to be working towards 
university entrance, which normally requires 3 A levels. 
 
Students can choose from the following subjects (in the case of minority subjects the viability will 
depend on the numbers opting for them): 
 
Art & Design, Art & Design (Photography), Biology, Business, Chemistry, Classical Civilisation, 
Computer Science, Dance, Design & Technology, Drama & Theatre Studies, Economics, English 
Literature, French, Further Mathematics, Geography, History, Latin, Mathematics, Music, Music 
Technology, Physical Education, Physics, Politics, Psychology, Religion, Ethics and Philosophy, 
Sociology and Spanish. 
 
BTEC 
BTEC course in Sport is also offered within the A level blocks.  
 
Prep (Homework) 
A prep timetable is provided for pupils in the Shell, Remove and Fifth, pupils should be allowed a 
minimum of two nights to complete the work set.  
 
Shell 
Shell pupils should be set the following Prep over a fortnight: 
  

• English and Maths:   2 hours each 
• Other subjects:   1 hour each 

  
GCSE pupils  
Remove and Fifth Form pupils should be set the following Prep over a fortnight: 

• Remove year:   1.5 to 2 hours per GCSE subject 
• Fifth Form year:   2 hours per GCSE subject  

 
Sixth Form  
Sixth Form pupils are normally set Prep on a weekly basis and they should manage to do an hour’s 
work outside the classroom for every hour spent in it. Many pupils have some study periods to work 
in during the school day. All pupils should arrange their own prep schedule, in discussion with their 
tutor, and should be allowed a minimum of two nights to complete the work. 
 
The quantity of work which individuals can produce varies widely.  Teachers will use their 
professional judgment on this matter and liaise with their Tutor to monitor this. 
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A note regarding Prep time 
No school or other engagement should be arranged for pupils during prep time without special 
permission from a Deputy Head, Head or the Head of Year. 
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Data Protection Policy 
(Reviewer, Stephen Holliday, June 2018) 
This policy applies to the whole College (including the EYFS setting) 

1. Background
• Data protection is an important legal compliance issue for the College.  During the course of

the College's activities it collects, stores and processes personal data (sometimes sensitive in
nature) about staff, pupils, their parents, suppliers and other third parties (in a manner more
fully detailed in the College’s Privacy Notice.  It is therefore an area where all staff have a
part to play in ensuring we comply with and are mindful of our legal obligations, whether
that personal data is sensitive or routine.

• The previous law (the Data Protection Act 1998) changed on 25 May 2018 with the
implementation of the General Data Protection Regulation (GDPR).  This is an EU Regulation
that is directly effective in the UK and throughout the rest of Europe.  A new Data Protection
Act 2018 has also been passed to deal with certain issues left for national law, including
specific provisions relevant to independent schools.  In particular, in the context of our
safeguarding obligations, the College has a heightened duty to ensure that the personal data
of pupils is handled responsibly and securely at all times.

• Although this new law does set out some useful legal grounds, primarily it strengthens the
rights of individuals and places tougher compliance obligations on organisations that handle
personal information, including schools.  The Information Commissioner's Office (ICO) is
responsible for enforcing data protection law and has powers to take action for breaches of
the law.

• This policy sets out the College’s expectations and procedures with respect to processing
any personal data we collect from data subjects (e.g. including parents, pupils, alumni and
employees).

• All those involved in the processing of personal data at the College are effectively Data
Handlers and are obliged to comply with this policy, and every reference in this policy to
the responsibilities of ‘the College’ applies equally to each individual member of staff or
representative of the College.  Accidental breaches will happen and may not be a
disciplinary issue, but any breach of this policy may result in disciplinary action.

Key data protection terms used in this policy are: 
• Personal data (or personal information):  any information relating to a living individual (a

‘data subject’), including their name, identification number, location or online identifier such
as an email address.  Note that personal data includes:

o personal information created in the ordinary course of work duties (such as in
emails, notes of calls, and minutes of meetings), and

o expressions of opinion about the individual or any indication of someone’s
intentions towards that individual

o which are thus regulated by data protection laws, including the GDPR.
• Special categories of personal data:  includes data relating to racial or ethnic origin, political

opinions, religious or philosophical beliefs, trade union membership, health and medical
conditions, sex life or sexual orientation, and genetic or biometric data used to identify an
individual.  There are also separate rules for the processing of personal data relating to
criminal convictions and offences.
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• Data Controller:  in our case the College.  As a data controller, the College is responsible for 
safeguarding the use of personal data belonging to staff, pupils, their parents, alumni, 
suppliers and other third parties. 

• Data Processor:  any person or organisation that processes personal data on the College’s 
behalf, e.g. Sodexo and the companies that provide software services to the College.   

• Processing:  virtually anything done with personal information, including obtaining or 
collecting it, structuring it, analysing it, storing it, sharing it internally or with third parties 
(including making it available to be viewed electronically or otherwise), altering it or deleting 
it. 

• Personal data breach:  any breach of security which results in the unauthorised disclosure 
of, or access to personal data, or the accidental or unlawful destruction, loss or alteration of 
personal data. 

2. The Principles 
• The GDPR sets out six principles relating to the processing of personal data to which data 

controllers (and data processors) must adhere.  These require that personal data must be: 
1. Processed lawfully, fairly and in a transparent manner; 
2. Collected for specific and explicit purposes and only for the purposes it was 

collected for; 
3. Relevant and limited to what is necessary for the purposes it is processed; 
4. Accurate and kept up to date; 
5. Kept for no longer than is necessary for the purposes for which it is processed; and 
6. Processed in a manner that ensures appropriate security of the personal data. 

• The GDPR's 'accountability' principle also requires that the College not only processes 
personal data in a fair and legal manner but that we are also able to demonstrate that our 
processing is lawful.  This involves, amongst other things: 

• keeping records of our data processing activities, including by way of logs and policies; 
• documenting significant decisions and assessments about how we use personal data; and 
• generally having an 'audit trail' in respect of data protection and privacy matters including, 

for example, when and how our Privacy Notices were updated, how and when data 
protection consents were collected from individuals, how breaches were dealt with, etc. 

3. Lawful grounds for data processing 
• Under the GDPR there are several different lawful grounds for processing personal data.  

One of these is consent.  However, because the definition of ‘consent’ has been tightened 
under GDPR (and the fact that it can be withdrawn by the data subject) it is preferable to 
rely on another lawful ground where possible.   

• One of these alternative grounds is 'legitimate interests'.  This is the most flexible basis for 
processing data and the one that the College relies on most.  It does however require 
transparency and a balancing assessment between the rights of the individual and the 
interests of the College, and it can be challenged by data subjects.  It also means the College 
as Controller is taking on extra responsibility for considering and protecting people's rights 
and interests.  The College’s legitimate interests are set out in our Privacy Policy, as required 
by the GDPR.   

• Other lawful grounds include: 
o compliance with a legal obligation, including in connection with employment and 

diversity; 
o contractual necessity, e.g. data required to perform a contract with staff or parents; 
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o a narrower set of grounds for processing special categories of personal data (such as 
health information) which includes explicit consent, emergencies, and specific public 
interest grounds. 

4. Individual Responsibilities 
• The College has appointed the Bursar as the Data Compliance Officer (‘DCO’) who will 

endeavour to ensure that all personal data is processed in compliance with this Policy and 
the principles of the GDPR.  Any questions about the operation of this policy or any concerns 
that the policy has not been followed should be referred in the first instance to the DCO. 

• Certain members of staff have specific responsibility for particular types of data relating to 
the areas in which they work.  These members of staff are designated Principal Data 
Handlers. In particular, the role of the Principal Data Handler includes ensuring that: 

1. procedures in their areas are robust and in compliance with this policy; 
2. the staff in their teams (and any other staff who handle data for them) are suitably 

trained and are fully aware of this policy; 
3. when a new relationship is made with a data subject (i.e. a prospective parent, 

parent, senior school pupil, alumnus, prospective member of staff, etc.) that the 
data subject is made aware of their rights under the GDPR and the College’s Privacy 
Notice is brought to their attention; 

4. personal data is destroyed securely when no longer required and in accordance with 
the timeframes set out in the College’s Privacy Notices.  

• Those responsible are as follows: 
 

Data type Principal Data Handler Others involved 

Admissions Head of Admissions  

Progress and Departure Academic Administration Officer  
Marketing and 
Communications 

Head of Marketing Head of Administration 

Medical Senior Nurse Medical centre staff, counsellors 

Hurst Society inc Alumni Hurst Society Administrator  

Education Head Academic Administration 
All HoYs, HoDs, tutors, form and 
specialist teachers, exam office 
staff 

Pastoral Deputy Head Pastoral All HoMs, tutors, teachers, 
counsellors 

Disciplinary Heads of Senior and Prep Schools  All HoMs, HoYs, teachers 

Incidents & Accidents Health & Safety Manager 
Medical staff, sports staff (inc 
player welfare), HoMs, form 
teachers, Bursar 

Safeguarding DSL Deputy Head Pastoral 

5. Headline responsibilities of all staff 
 
Record-keeping 

Staff Handbook 154 18/05/2022



• It is important that personal data held by the College is accurate, fair and adequate.  You are 
required to inform the College if you believe that your personal data is inaccurate or untrue 
or if you are dissatisfied with the information in any way.  Similarly, it is vital that the way 
you record the personal data of others – in particular colleagues, pupils and their parents – 
is accurate, professional and appropriate. 

• Staff should be aware of the rights set out below, whereby any individuals about whom they 
record information (whether in emails or notes on College business) may have the right to 
see that information.  Clearly this must not discourage anyone from recording necessary and 
possibly difficult records of incidents or conversations involving colleagues or pupils, in 
accordance with the College’s other policies, and there may sometimes be grounds for 
withholding disclosure such information, but the starting position is to word every document 
or email in such a way that you would be able to stand by it if the person about whom it was 
written were to see it. 

 
Data handling 

• All staff have a responsibility to handle the personal data which they come into contact with 
fairly, lawfully, responsibly and securely and in accordance with the staff handbook and all 
relevant College policies and procedures.  In particular, there are data protection 
implications across a number of areas of the College’s wider responsibilities and so all staff 
should ensure that they are familiar and comply with the College Safeguarding and IT 
policies in particular. 

• Responsible processing also extends to the creation and generation of new personal data / 
records, as above, which should always be done fairly, lawfully, responsibly and securely. 

• Avoiding, mitigating and reporting data breaches 
• One of the key new obligations contained in the GDPR is on reporting personal data 

breaches, and certain types of personal data breach (those which risk an impact to 
individuals) must be reported to the ICO within 72 hours.  In addition, individuals must be 
notified if any breach is likely to result in a ‘high risk’ to their rights and freedoms.  In any 
event, the College must keep a record of any personal data breaches, regardless of whether 
we need to notify the ICO.   

• If you become aware of a personal data breach you must notify the Bursar.  If you are in any 
doubt as to whether or not you should report something, it is always best to do so.  A 
personal data breach may be serious or it may be minor, and it may involve fault or not, but 
the Bursar always needs to know about breaches in order to make a decision.   

• As stated above, the College may not need to treat the incident itself as a disciplinary 
matter, but a failure to report could result in significant negative publicity and fines for the 
College, exposure for those affected, and could be a serious disciplinary matter. 

 
Care and data security 

• More generally, we require all College staff to remain conscious of the data protection 
principles (see section 3 above), to attend or undertake any training we require them to, and 
to use their best efforts to comply with those principles whenever they process personal 
information.  Data security is not simply an online or digital issue but one that effects daily 
processes, including filing and sending correspondence, and handling pupil lists and hard 
copy documents.  Staff should always consider what the most assured and secure means of 
delivery is, and what the consequences would be of loss or unauthorised access. 

• We expect all those with management / leadership responsibilities to be particular 
champions of these principles and to oversee the swift reporting of any concerns about how 
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personal information is used by the College to the Bursar and the relevant Principal Data 
Handler, and to identity the need for (and implement) regular staff training. 

 
Data Security: including online and digital  
The College must ensure that appropriate security measures are taken to prevent unlawful or 
unauthorised processing of personal data, and to guard against the accidental loss of, or damage to, 
personal data.  As such: 

• no member of staff is permitted to remove personal electronic data from College premises, 
for example on a memory stick, unless encrypted; 

• staff using any device to gain remote access to the College network are responsible for 
ensuring that the device is password protected and not left unattended at any time whilst 
logged on to the network, and that files containing personal data which are copied onto a 
personal device for any reason are stored for no more than 72 hours and are then 
permanently deleted; and   

• the use of personal email accounts or unencrypted personal devices for official College 
business is not permitted; 

 
In addition, whenever a member of staff is required to remove personal data in paper form from 
College premises (including class lists taken on school trips) they must ensure that it is suitably 
secure at all times and they are personally responsible for returning it to secure storage on the 
campus and/or shredding it after use. 
 
Rights of Individuals 

• In addition to the College’s responsibilities when processing personal data, individuals have 
certain specific rights, perhaps most significantly that of access to their personal data which 
we hold.  This is known as the 'subject access right' (or the right to make 'subject access 
requests').  Such a request (which does not need to refer to the correct legislation) must be 
dealt with promptly.  Thus, if you become aware of a subject access request (or indeed any 
communication from an individual about their personal data), you must tell the Bursar 
immediately. 

• Individuals also have legal rights to: 
o require us to correct the personal data we hold about them if it is inaccurate; 
o request that we erase their personal data (in certain circumstances); 
o request that we restrict our data processing activities (in certain circumstances); 
o receive from us the personal data we hold about them for the purpose of 

transmitting it in a commonly used format to another data controller;  
o object, on grounds relating to their particular situation, to any of our particular 

processing activities where the individual feels this has a disproportionate impact on 
them; and 

o object to automated individual decision-making (including profiling) and to direct 
marketing, and to withdraw their consent where we are relying on it for processing 
their personal data. 

• Except for the final bullet point, none of these rights for individuals are unqualified and 
exceptions may well apply.  In any event, however, if you receive a request from an 
individual who is purporting to exercise one or more of their data protection rights, you 
must tell the Bursar as soon as possible. 

6. Summary 
Data protection is an important matter and affects everyone working at the College.   
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The procedures and processes required of us all are not particularly onerous or complicated, but 
getting it wrong can have severe repercussions, both for the College, the staff involved and, 
particularly, for any individuals whose personal data is compromised.  Consequently, it is vital that 
you handle all and any personal information with which you come into contact fairly, lawfully, 
securely and responsibly – and particularly that you think carefully about the need to protect data at 
all times. 
 
In addition, it is important that you bear in mind the rights which every individual has to see and 
own their personal data, and what this means in terms of records and correspondence that you 
create and the obligations of the College to divulge that information promptly. 
 
A good rule of thumb is to put yourself in the position of the data subject and ask yourself questions 
such as: 

• Would I be happy if my own personal information were being used (e.g. shared with a third 
party) in the way I am proposing?  Would I expect it? 

• Would I be happy if the person who is the subject of the information I am recording was 
standing behind me and was able to see what I am recording in this email or official record? 

• What would be the consequences of my losing or misdirecting this personal data? 
 
Data protection law should not be seen as oppressive red tape or a reason not to do something 
necessary or important, but a code of useful and sensible checks and balances to improve how we 
handle and record personal information and manage our relationships with people.  This is an 
important part of the College’s culture and we all need to be mindful of it. 
 
Owner: Stephen Holliday Date for review: June 2020 
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Death and Bereavement Policy  
(Reviewer: Caty Jacques, Debbie Stoneley, Simon Hilliard July 2021 
Approved by SMT July 2021) 

1. Aim  
From time to time every school is touched by the death of a student, member of staff or a parent.  
The school will always respond to each event individually. The trauma of bereavement can have a 
profound effect on the school as it can upset the balance and routine of daily life. It is important for 
the school to reflect upon an appropriate response to bereavement and to develop flexible 
contingency plans that reflect how the school could, or should, respond in a tragic situation. Whilst 
acknowledging each bereavement at some level, the school will endeavour to make sure that the 
children and family are as supported as much as is appropriate in the difficult circumstances.  

2. The death of a student 
The Headmaster, and in his absence the Head of Prep/Pre-prep or the Head of Senior, will be the 
primary point of contact with the family when a death has occurred. The Headmaster may consult 
with the School Counsellor, the Medical Centre and other members of the pastoral staff in 
supporting the bereaved. The SMT should also inform the Chaplain of the death of a member of the 
College community in order that the Chaplaincy can offer appropriate pastoral support, liaising with 
the SMT. In order to implement a considered, planned and organised response, in the event of the 
death of a pupil, the SMT will co-ordinate the College wide response (see Crisis Management Policy).  
 
The Headmaster will gather factual information regarding the death, and will consult with the family 
regarding their wishes in sharing information with the school community. It is important that this is 
done in a timely manner so that assumptions and rumour are not spread, as that will add to the 
family’s distress.  
 
Pupils should be told as soon as possible but must be warned about posting information on social 
media sites that may cause further distress to the family. Pupils should be told in small, familiar 
groups by someone they know and staff will need guidance on words to use and the approach to 
take.  
 
Staff should be encouraged to identify pupils who may be particularly vulnerable or likely to suffer 
PTSD (Post Traumatic Stress Disorder). For example, someone who may have witnessed the death 
may need special attention.  
 
In the case of the death of a student, boarding or day, appropriate pastoral support should be 
provided for the whole school community. The SMT, Chaplain, School Counsellor, Medical Centre 
and other pastoral staff should be deployed appropriately to provide counselling and comfort. This 
may include pastoral support being available in designated areas at different times of the school day. 
A book of remembrance should be set up, in an appropriate location, where the bereaved can come 
to express their grief and loss.   
 
The DSL will report the death of a child (Under 18 years) on the eCDOP (Child Death Overview Panel) 
Notification Form, as they are responsible for reviewing all unexpected deaths. They will also attend 
the Early Case Discussion. Depending on the nature of the death, the DSL may also have to liaise 
with the Police and County Safeguarding Services in order to contribute to a Serious Case Review 
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(SCR) or a county initiated review, to look at any gaps in provision of services. The DSL may also have 
to contribute to evidence for the inquest. 
 
Support for staff who are directly involved with grieving students is important and staff should have 
the opportunity to meet regularly to share their feelings and to access further help and support if 
they feel that they need it. The Headmaster will determine the period of time for this pastoral 
support to continue, but, it is likely to be sometime.  
 
If the press are involved in reporting on the death, the Headmaster will consult with the Marketing 
Department regarding an official statement on behalf of the school. It is the policy of the College and 
its staff, unless the family agree otherwise, not to respond to enquiries about personal and sensitive 
issues relating to pupils or their families. The privacy and wellbeing of our pupils and their families is 
a primary concern for the College.  
 
As far as possible, it is best to keep the structure and regularity of the school day. If a pupil is too 
upset to attend lessons they should be allowed some time in the Medical Centre or House. The SMT 
will take responsibility in consulting with the medical staff, police and emergency personnel in 
determining the most appropriate and timely method of informing parents and, possibly, guardians.  

3. The death of a member of staff 
The support required would be the same as for a student, but special support may be needed for 
those staff who worked in the same department or who were particularly close to the deceased. 
Great sensitivity and care will need to be taken in determining how lessons will be covered 
immediately following the death.  
 
Great sensitivity must be shown around how this information is communicated to staff, parents and 
pupils, especially if the death is unexpected. 

4. The death of a member of staff whilst on a school trip 
As above, but with reference to the Crisis Management Policy. 

5. The death of a parent 
Support is available to the pupil concerned through their tutor, HoM, and other pastoral support 
staff for as long as is needed.  It is appreciated that some pupils will want more time at home, but 
that others would prefer to return to the structure of the school environment.  Any decision made 
by the pupil and family will be supported by the school.   
 
In the days following the death: 

• The HoM/tutor will regularly check in with the pupil, whether they are in school or at 
home 

• The HoM/tutor will offer counselling support for the pupil when they feel ready to 
engage 

• The HoM/tutor will contact parent/carer to offer support for the pupil and family as 
appropriate 

• The HoM/tutor will ensure all relevant staff (including peripatetic Drama/Music 
teachers) are aware and able to be sensitive 

• The Chaplain will contact the pupil and parent/carer to offer support 
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In the longer term: 

• The pastoral team will remain watchful and continue to offer support as necessary 
• Communications with home will be maintained. 
• The tutor will continue communications with pupil and academic staff to ensure the 

necessary support is in place so they can continue to achieve.   

6. Mourning, Funerals and Memorial Services  
Mourning is the active process used by people to manage grief. When a funeral has been planned 
for the deceased, it is essential that the school is sensitive to the family’s culture and abides by the 
family’s wishes. Some religions have clearly defined rituals and time scales which may impact on the 
bereaved pupil’s school attendance and what they can do.  The family may welcome involvement of 
members of the school community, but equally may wish to keep the funeral private.  
 
The Headmaster, in consultation with SMT and the family, will identify which staff and pupils may 
want to attend and the practicalities of issues such as staff cover and transport. The Headmaster will 
also consult with staff and pupils in determining what is appropriate in terms of sending flowers, a 
collection and/or any further more permanent remembrance. Before and after the funeral there 
may be a time of mourning to be observed, which might impact on a bereaved pupil’s attendance at 
school and what they may do when at school. The School should make every reasonable adjustment 
to accommodate these needs whether arising from traditional religious observance or otherwise. 
The school may wish to consider arranging an alternative memorial service but only with the 
bereaved family’s consent.  

7. Moving Forwards 
In the second phase of bereavement, the school should be re-active, sympathetic and supportive to 
the needs, feelings and emotions of pupils and staff. This is a period of consolidation. The SMT will 
continue to meet to assess progress and developments.  Support will continue to be available from 
the pastoral team for as long as it is required.   

8. Ongoing Remembrance  
It is important to remember that anniversaries often spark a revival of feelings associated with the 
initial bereavement. The family and close friends will remember the deceased person’s birthday and 
the anniversary of their death. Siblings in the school will be particularly vulnerable at these difficult 
times. Staff should be made aware of these dates in order that they may react with the necessary 
sensitivity and respect.  
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Dignity at Work Policy 
(Reviewed by Sue Atkinson, Director of Human Resources, March 2022) 

1. Purpose of Policy 
 
1.1 Purpose:  The purpose of this policy is to ensure that all staff at the College are treated with 

dignity and respect and are free from harassment, intimidation or other forms of bullying at 
work.   

2. Legal Framework and Personnel 
 
2.1 The College's commitment:  The College has a duty to provide staff with a safe place and 

system of work. We also have responsibility to ensure that you are not to harassed, victimised, 
bullied or discriminated against in the course of your work on the grounds of your sex, sexual 
orientation, marital or civil partnership status, gender reassignment, race, religion, beliefs, 
pregnancy and maternity, disability or age.  The College is also committed to ensuring a 
working environment free from harassment.  In some situations, we may also be responsible 
for the actions of our employees towards each other and towards third parties.  In certain 
circumstances harassment can amount to unlawful discrimination.  This policy serves to 
demonstrate our commitment to identifying and wherever possible eliminating such unlawful 
behaviour. 

 
2.2 Overall responsibility:  The College's Governing Body has overall responsibility for this policy 

but has delegated day-to-day responsibility for overseeing and implementing action required 
under it to the Headmaster and Director of Human Resources.  Responsibility for monitoring 
and reviewing the operation of the policy and any recommendations for change to the policy 
also lies with the Headmaster and Director of Human Resources. 

 
2.3 Line Managers:  Those with line management duties have a specific responsibility to operate 

within the boundaries of this policy and to facilitate its operation by ensuring that staff 
understand the standards of behaviour expected of them and by identifying and acting upon 
behaviour that falls below these standards. 

 
2.4  Employee's responsibility:  All staff are responsible for treating their colleagues with dignity, 

and for the success of this policy and should ensure that they take the time to read and 
understand it.  Staff should disclose any instances of harassment or bullying of which they 
become aware to the Headmaster or the HR department. Questions about this policy should 
be directed to the Director of Human Resources. 

3. The different types of harassment and bullying? 
 

Types of harassment:  There are three types of harassment. These occur when: 
 

3.1 A person engages in unwanted physical, verbal or non-verbal conduct which has the purpose 
or effect of, affecting violating an employee's dignity, or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for the employee.  Such conduct is commonly 
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related to sex, sexual orientation, marriage and civil partnership status, gender reassignment, 
race, religion, colour, nationality, ethnic or national origin or belief, pregnancy and maternity, 
disability, or age to the employee's perceived Protected Characteristic or to the Protected 
Characteristic of someone associated with the employee. 

 
3.1.1 Unwanted or unwelcome conduct covers a wide range of behaviour. It can include: 

(a)       spoken words and banter; 
(b) written words; 
(c)  posts or contact on social media; 
(d)  imagery and graffiti; 
(e)  physical gestures, facial expressions or mimicry; 
(f)  jokes or pranks; 
(g)  acts affecting a person’s surroundings; 
(h)  aggression; and 
(i)  physical behaviour towards a person or their property. 

  
3.2 A person engages in unwanted sexual conduct which has the purpose or effect of violating an 

employee's dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for the employee. 

 
3.2.1 Sexual conduct includes a wide range of behaviour, such as: 

(a) sexual comments or jokes; 
(b) displaying sexually graphic pictures, posters or photos; 
(c) suggestive looks, staring, leering or sexual gestures; 
(d) propositions and sexual advances; 
(e) making promises in return for sexual favours; 
(f)          intrusive questions about a person’s private or sex life or a person 
              discussing their own sex life; 
(g) sexual posts or contact on social media; 
(h) spreading sexual rumours about a person; 
(i) sending sexually explicit emails or text messages; and 
(j) unwelcome touching, hugging, massaging or kissing. 

 
3.3 A person engages in unwanted conduct of a sexual nature or that relates to gender 

reassignment or sex which has the purpose or effect of violating an employee's dignity or 
creating an intimidating, hostile, degrading, humiliating or offensive environment for the 
employee and because of the employee's rejection of or submission to that person's conduct, 
the person treats the employee less favourably than they would have treated the employee if 
the employee had not rejected or submitted to the conduct. 

 
3.4 It may be the same person who is responsible for the initial unwanted conduct and the 

subsequent less favourable treatment, or it may be two (or more) different people. 
 
3.5 Definition of bullying:  Bullying means offensive, intimidating, malicious or insulting 

behaviour, an abuse or misuse of power intended to undermine, humiliate, denigrate or injure 
a colleague.  Bullying does not include legitimate and constructive criticism of your 
performance or behaviour, an occasionally raised voice, or an argument.  Examples of bullying 
include ridiculing or demeaning others, particularly junior colleagues, overbearing supervision 
and unjustifiably excluding colleagues from meetings/communications. 
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3.6 Conduct outside the workplace:  This policy covers harassment or bullying which occurs both 

in the workplace itself, cyber-bullying and in settings outside the workplace, such as College 
trips, events or social functions organised for or on behalf of the College and on or off College 
premises. 

4. What to do if you have been bullied or harassed: informal procedure 
 
4.1 Stage 1:  If you consider that you are being bullied or harassed, you should initially attempt to 

resolve the problem informally, explaining clearly to the person responsible that the 
behaviour in question is not welcome and that it offends you or makes you uncomfortable. 

 
4.2  Stage 2:  If Stage 1 is too difficult or embarrassing for you to do on your own, you should seek 

support from your line manager, Head of Department, HR, or other senior member of staff.  
The person you see initially or possibly by referral will provide confidential advice and will 
assist in the resolution of any problems, whether through formal or informal means.  If the 
person concerned is your Head of Department, you should ask someone at a more senior level 
of management or HR to speak to them. 

 
4.3 Stage 3:  If the conduct continues or if it is not appropriate to resolve it informally, you should 

follow the formal procedure set out below.  
 
4.4 Guidance:  If you are in any doubt as to whether an incident or series of incidents which have 

occurred constitute bullying or harassment, then in the first instance you should approach 
your line manager, Head of Department or the HR Director confidentially, on an informal 
basis. They will be able to advise you as to how the matter should be dealt with. 

5. What to do if you have been bullied or harassed: Formal Procedure 
 
5.1 Formal procedure:  The informal procedure may not be appropriate due to the nature of the 

harassment or bullying or because you do not feel able to talk directly to the person creating 
the problem.  In these cases, or where the informal procedure has been unsuccessful, you 
should raise your complaint in writing with the Director of Human Resources, whose role is to 
achieve a solution wherever possible and to respect the confidentiality of all concerned.  If the 
matter concerns the Director of Human Resources, you should refer it to the Headmaster. 

 
5.2 Pursuing a complaint:  As a general principle, the decision to progress a complaint rests with 

you. However, as an employer we have a duty to protect all employees and we may pursue a 
complaint independently if we consider it is appropriate to do so in all the circumstances. 

 
5.3 Necessary details:  If you wish to make a formal complaint, you should set out full details of 

the unwanted conduct in writing.  These details should include the name of the harasser or 
bully, the nature of the harassment or bullying, the date(s) and time(s) when the harassment 
or bullying occurred, the names of any witnesses and any action taken so far to attempt to 
stop the harassment or bullying. 
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6. Formal Procedure: Investigation 
 
6.1 Conduct of investigation:  Complaints will be managed in a timely and confidential manner via 

an independent investigating officer who will establish the details of what happened.  Your 
name and the name of the alleged harasser will not be divulged other than on a "need to 
know" basis, which may include to those individuals involved in the investigation, insurers or 
professional advisors.  The investigation will be thorough, impartial and objective, and will be 
carried out with sensitivity and with due respect for the rights of all parties concerned. 

 
6.2 Arrangements during the investigation:  Consideration will be given to whether the alleged 

harasser or bully should be redeployed temporarily, suspended on full pay or whether 
reporting lines should be altered pending the outcome of the investigation. 

 
6.3 Meeting:  As part of the investigation, the person investigating the complaint will meet you to 

hear your account of the events leading to your complaint.  You may be accompanied by a 
workplace colleague or a trade union representative.  The person investigating will also meet 
with the alleged harasser or bully who may also be accompanied by a workplace colleague or 
trade representative. It may also be necessary to interview witnesses to any of the incidents 
mentioned in your complaint. Where it is necessary to interview witnesses, the importance of 
confidentiality will be emphasised to them. 

 
6.4 Conclusion:  At the conclusion of the investigation, the person investigating will prepare a 

report. You and the alleged harasser will be provided with a copy of the report together with 
any findings.  You will be informed of your rights of appeal. 

 
6.5 Disciplinary sanctions:  If it is found that harassment or bullying has occurred, prompt action 

will be taken to stop the harassment or bullying immediately and prevent its recurrence.  The 
findings will be dealt with under the College's disciplinary procedure. Consideration will be 
given to whether the harasser or bully should be dismissed and, if not, whether they should 
remain in their current post or be transferred. Even where a complaint is not upheld, (for 
example, where evidence is inconclusive), consideration will be given to how the ongoing 
working relationship between you and the alleged harasser or bully should be managed. This 
may involve, for example, arranging some form of mediation or counselling or a change in the 
duties or the reporting lines of either party. 

7. Formal procedure: appeal 
 
7.1 Appeal procedure:  If you are not satisfied with the outcome of the investigation, you have 

the right to appeal the decision within five working days of being notified of the outcome.  
You should submit your full written grounds of appeal to the Director of Human Resources.  
Arrangements will then be made for your appeal to be heard by a panel at an appeal meeting.  
You may be accompanied by a workplace colleague or a trade union representative.  You will 
be notified of the outcome of the appeal within five working days of this meeting.  This is the 
final stage of the formal procedure. 
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8. General 
 
8.1 Protection from victimisation:  Employees who, in good faith, make complaints under this 

policy will be protected from intimidation or victimisation in connection with their 
involvement. If you have been subjected to any such intimidation or victimisation you may 
raise a complaint in writing under this procedure or the grievance procedure. Staff who, after 
investigation, are found to have given information falsely and in bad faith will however be 
subject to action under the disciplinary procedure.  

 
8.2 Confidentiality:  Confidentiality is very important throughout all parts of this procedure.  It is 

the responsibility of everyone involved in the procedure to respect the high level of 
confidentiality that is required.  Breach of confidentiality may give rise to disciplinary action 
under our disciplinary procedure. 

9. Procedure following termination of employment 
 
9.1 Procedure:  If you raise a complaint following the termination of your employment, it may be 

appropriate for the College to modify the procedure at its discretion. 

10. Breach 
 
10.1 Breach of this policy will be dealt with under the College's disciplinary procedure. Harassment, 

bullying or victimisation may lead to disciplinary action and may be treated as gross 
misconduct leading to summary dismissal if it is committed: 

 
10.1.1 in a work situation (on or off College site); 
10.1.2 during any situation related to work such as at a social event with colleagues; 
10.1.3  against a colleague or any member of the College community outside of a work 

situation, including on social media; or 
10.1.4 outside of a work situation and does not involve anyone connected to the College 

but where your conduct is such that it is relevant to your continued suitability to 
carry out your role. 

 
Aggravating factors, such as abuse of power over a more junior colleague, will be taken into 
account in deciding what disciplinary action to take.   
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Disciplinary & Dismissal Procedure – Staff 
(Reviewer, Stephen Holliday, August 2015) 
(Amended by SMT, February 2016) 
This procedure does not form part of your contract of employment. 

1. Introduction 
Flexibility:  The College will follow a fair procedure in the event that disciplinary action is necessary.  
There may be occasions when the College considers it appropriate to change or omit parts of this 
procedure.   
 
Amendments:  If the College amends the procedure from time to time, you will be given advance 
notice of the amendments. 
 
Capability:  This procedure does not apply to incompetence, incapability or other poor performance 
unless this is attributable to misconduct.  
 
Other dismissals:  If the College is contemplating dismissing you for a reason not relating to 
misconduct or capability issues, it will follow the procedure set out under "Other dismissals" below. 
The investigation stage 
 
Investigation:  As a first step any disciplinary issue will be investigated.  If, after investigating the 
matter, it appears that there are no reasonable grounds for concern, you will be informed of this in 
writing and, if relevant, allowed to return to work as normal. 
 
Suspension:  If the matter to be investigated is thought at any stage of the investigation to involve 
gross misconduct or it is in the interests of the College, a pupil, an employee or you, the Head may 
immediately suspend you from work on full pay and benefits whilst the investigation proceeds. 
Separation of roles:  The College will appoint a senior member of staff to carry out the investigation 
(“the Investigating Officer”).   
 
Interview:  As part of the investigation the Investigating Officer may (if considered appropriate) 
undertake an interview with you.  First of all you will be advised of the nature of the complaint.  
Then you will be given the opportunity to explain and/or respond to the complaint and submit any 
relevant documents.  You will be given access to any relevant information and papers held by the 
College.  There may be further interviews if necessary to complete the investigation. 

2. The disciplinary stage 
Next stage:  If on completion of the investigation the Investigating Officer considers that it is 
necessary to take formal action in respect of the complaint, a disciplinary hearing before the 
Disciplinary Panel will be arranged and you will be invited to attend.  You must take all reasonable 
steps to attend the disciplinary hearing. 
 
Information:  You will be given reasonable notice of the timing and the location of the hearing.  You 
will be informed in writing of the purpose of the hearing, the basis for the complaint, the procedure 
to be used at the hearing and invited to make any comments regarding that procedure.  You will be 
provided with a copy of any documents which may be referred to at the Disciplinary Hearing and 
invited to submit any relevant documents.  You will be given a reasonable opportunity to consider 
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your response to this information.  If your dismissal is a possible outcome of the hearing, you will be 
informed of this possibility in advance. 
 
Right to be accompanied:  You may be accompanied at the disciplinary hearing by a colleague or 
trade union official.   
 
Witness statements:  If statements have been obtained from witnesses during the course of the 
investigation you will be given a copy of them.  In certain circumstances it may be necessary to 
preserve the anonymity of a witness.  
 
Disciplinary Panel:  The College will appoint a Disciplinary Panel to hear the matter.  In appropriate 
circumstances, the Head or another person may hear the matter on his own.  The Investigating 
Officer shall not be a member of the Disciplinary Panel.   
 
The disciplinary hearing:  The hearing will be conducted by the Disciplinary Panel.  The Investigating 
Officer will be asked to report on his investigation.  Both you, and the person accompanying you, 
and the Disciplinary Panel will be entitled to question the Investigating Officer and any witnesses.  
You will be entitled to give your explanation and may be questioned by the Investigating Officer as 
well as by the Disciplinary Panel.  You or the person accompanying you and the Investigating Officer 
will be given the opportunity to address the Disciplinary Panel.  The person accompanying you will 
not be permitted to respond to questions which are addressed to you. 
 
Adjournment:  The Disciplinary Panel may adjourn the proceedings at any stage if this appears 
necessary or desirable.  You may request an adjournment if you need to consult the person 
accompanying you.  If adjourning for the purpose of enabling further information to be obtained, the 
Disciplinary Panel will specify the nature of that information.  Any adjournment will normally be for a 
specified period of time. 
 
Decision making:  On completion of the hearing, the Disciplinary Panel will retire to consider the 
decision.  Neither you, the person accompanying you nor the Investigating Officer will be allowed to 
take part in nor be present during the Disciplinary Panel's deliberations. 
 
Communication of decision:  The decision of the Disciplinary Panel will be communicated to you in 
writing as soon as reasonably practicable.  If the complaint is upheld you will be informed of the 
action to be taken and your right of appeal. 

3. Disciplinary action 
Sanctions:  Depending upon the nature of any misconduct found to have been committed, any 
explanation given by you and any mitigating circumstances, the Disciplinary Panel may impose any of 
the following sanctions: 

• a formal oral warning;  
• a first written warning; 
• a final written warning; 
• suspension without pay for a defined period; 
• demotion; or 
• dismissal with or without notice. 
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Currency of warnings:  An oral warning will be recorded on your file for a period of 12 months from 
the date the warning was given.  A written warning will be recorded on your file for a period of 24 
months from the date the warning was given. 
 
Gross misconduct:  Where there has been gross misconduct the Disciplinary Panel may recommend 
dismissal without notice.  Examples of what the College considers to be gross misconduct are set out 
in the “Disciplinary Rules” section 5.21. 

4. Appeal 
Right of appeal:  You have the right to appeal to an Appeal Panel against any decision made by the 
Disciplinary Panel if you are dissatisfied with it.  Such a right of appeal must be exercised in writing 
and sent to the Head within 5 working days of your being notified of the decision giving full details of 
why you wish to appeal.  The Appeal Panel will arrange a review hearing or a re-hearing to take place 
as soon as reasonably practicable.  You will be informed in advance of its timing and location.   
 
Appeal Panel:  The Appeal Panel shall not include any member of the Disciplinary Panel nor the 
Investigatory Officer and may comprise one or more persons.  As far as reasonably practicable the 
person chairing the Appeal Panel will be someone holding a more senior position than the person 
chairing the Disciplinary Panel. 
 
Appeal procedure:  The procedure at the appeal hearing shall be the same as that for the 
disciplinary hearing save that there will be no right of appeal from the decision of the Appeal Panel.  
You must take all reasonable steps to attend the appeal hearing.  The Appeal Panel will be entitled 
to reach a different conclusion and impose a different sanction (although not greater) than that 
imposed by the Disciplinary Panel.  You will be informed of the Appeal Panel's decision in writing as 
soon as reasonably practicable. 
 
Right to be accompanied:  You may be accompanied to the appeal hearing by a colleague or trade 
union official. 
 
Employment status:  If an appeal is made against a dismissal decision, that dismissal decision will 
have immediate effect so that, if the dismissal is by notice, the period of notice will have begun at 
the date given in the dismissal decision.  If summary dismissal without notice has been imposed, you 
will not be entitled to be paid for the period between that decision and the decision of your appeal 
unless you have been reinstated on appeal.  If having been dismissed you are reinstated on appeal, 
your continuity of employment will be unaffected. 

5. Other dismissals 
Minimum procedure:  In the event that the College is contemplating dismissing you for a reason not 
relating to misconduct or capability issues (e.g. redundancy, non-renewal of a fixed term contract, or 
compulsory retirement), and you have at least one years service with the college, the statutory 
minimum procedure set out below will be followed. 
 
Statutory minimum procedure:  The statutory minimum procedure is as follows: 

• Step one:  The College will write to you setting out the circumstances which lead it to 
contemplate your dismissal as a possibility.  You will be invited to attend a meeting to 
discuss the matter.   
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• Step two:  After you have had reasonable opportunity to consider your response, a 
meeting will be held with you at which the College will consider its decision.  The 
meeting will normally be conducted by the [Head] or his deputy. You must take all 
reasonable steps to attend the meeting.  You will be informed of the decision and of 
your right to appeal. 

• Step three:  If you are dissatisfied with the decision, you must inform the College of your 
wish to appeal without unreasonable delay.  You will be invited to an appeal meeting 
which you must take all reasonable steps to attend.  As far as is reasonably practicable, 
the appeal meeting will be conducted by a more senior individual than the person 
conducting the first meeting (for instance, a College Governor). 
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Disciplinary Procedure – Staff 
(Reviewed by Sue Atkinson, Director of Human Resources, March 2022) 

1. Introduction 
 

1.1 Flexibility:  The College will follow a fair procedure in the event that disciplinary action is 
necessary.  There may be occasions when the College considers it appropriate to change 
or omit parts of this procedure.   

 
1.2 Amendments:  If the College amends the procedure from time to time, you will be given 

advance notice of the amendments. 
 

1.3 Capability:  This procedure does not apply to incapability or other poor performance 
unless this is attributable to misconduct.  

 
1.4 Other dismissals:  If the College is contemplating dismissing you for a reason not relating 

to misconduct or capability issues, it will follow the procedure set out under "Other 
dismissals" below. 

2. Investigation  
 

2.1 Investigation:  As a first step any disciplinary issue will be investigated.  If, after  
investigating the matter, it appears that there are no reasonable grounds for concern, you 
will be informed of this in writing and, if relevant, allowed to return to work as normal. 

 
2.2 Suspension:  If appropriate the Head may immediately suspend you from work on full pay 

and benefits whilst the investigation proceeds. 
 

2.3 Investigating Officer:  The College will appoint a senior member of staff to carry out the 
investigation.   As part of the investigation the Investigating Officer may undertake an 
interview with you.  First, you will be advised of the nature of the complaint.  Then you 
will be given the opportunity to explain and/or respond to the complaint and submit any 
relevant documents.  You will be given access to any relevant information and papers held 
by the College.  There may be further interviews if necessary to complete the 
investigation. 

3. The disciplinary stage 
 

3.1 Next stage:  If on completion of the investigation the Investigating Officer considers that it 
is necessary to take formal action in respect of the complaint, a disciplinary hearing will be 
arranged and you will be invited to attend.  You must take all reasonable steps to attend 
the disciplinary hearing. 

3.2 Information:  You will be given reasonable notice of the timing and the location of the 
hearing.  You will be informed in writing of the purpose of the hearing and the allegations 
against you. You will be provided with a copy of any documents which may be referred to 
at the Disciplinary Hearing and invited to submit any relevant documents.  You will be 
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given a reasonable opportunity to consider your response to this information.  If your 
dismissal is a possible outcome of the hearing, you will be informed of this possibility in 
advance. 

 
3.3 Right to be accompanied:  You may be accompanied at the disciplinary hearing by a 

workplace colleague or trade union representative.   
 

3.4 Witnesses:  You may ask relevant witnesses to attend the disciplinary hearing, provided it 
is reasonable to do so and you give the College sufficient advance notice to arrange their 
attendance.  You will be given the opportunity to respond to any information given by a 
witness. If statements have been obtained from witnesses during the investigation you 
will be given a copy of them.  In certain circumstances it may be necessary to preserve the 
anonymity of a witness. 

 
3.5 Disciplinary Panel:  The College will appoint a Disciplinary Panel to hear the matter.  In 

appropriate circumstances, the Head or another person may hear the matter on their 
own.  The Investigating Officer shall not be a member of the Disciplinary Panel. 

 
3.6 The disciplinary hearing:  The hearing will be conducted by the Disciplinary Panel or 

person.  The Investigating Officer will be asked to report on their investigation.  Both you, 
and the person accompanying you, and the Disciplinary Panel or person will be entitled to 
question the Investigating Officer and any witnesses.  You will be entitled to give your 
explanation and may be questioned by the Investigating Officer as well as by the 
Disciplinary Panel or person.  You or the person accompanying you and the Investigating 
Officer will be given the opportunity to address the Disciplinary Panel or person.  The 
person accompanying you will not be permitted to respond to questions which are 
addressed to you. 

 
3.7 Adjournment:  The Disciplinary Panel or person may adjourn the proceedings at any stage 

if this appears necessary or desirable.  You may request an adjournment if you need to 
consult the person accompanying you.  If adjourning for the purpose of enabling further 
information to be obtained, the Disciplinary Panel or person will specify the nature of that 
information.  Any adjournment will normally be for a specified period of time. 

 
3.8 Decision making:  On completion of the hearing, the Disciplinary Panel or person will 

retire to consider the decision.  Neither you, the person accompanying you nor the 
Investigating Officer will be allowed to take part in nor be present during the Disciplinary 
Panel's deliberations. 

 
3.9 Communication of decision:  The decision of the Disciplinary Panel or person will be 

communicated to you in writing as soon as reasonably practicable.  If the complaint is 
upheld, you will be informed of the action to be taken and your right of appeal. 

4. Disciplinary action 
 

4.1 Sanctions:  Depending upon the nature of any misconduct found, any explanation given 
by you and any mitigating circumstances, the Disciplinary Panel or person may impose any 
of the following sanctions: 
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• a written warning;  
• a final written warning; 
• suspension without pay for a defined period; 
• demotion; or 
• dismissal with or without notice. 

 
4.2 Currency of warnings:  A written warning will be recorded on your file for a period of 12 

months from the date the warning was given.  A final written warning will be recorded on 
your file for a period of 24 months from the date the warning was given. 
 

4.3 Gross misconduct:  Where there has been gross misconduct the Disciplinary Panel may 
impose dismissal without notice.  Examples of what the College considers to be gross 
misconduct are set out in Appendix A. 

5. Appeal 
 

5.1 Right of appeal:  You have the right to appeal to an Appeal Panel against any decision 
made by the Disciplinary Panel or if you are dissatisfied with it.  Such a right of appeal 
must be exercised in writing and sent to the Director of Human Resources within 5 
working days of your being notified of the decision, giving full details of why you wish to 
appeal.  The Appeal Panel will arrange a review hearing or a re-hearing to take place as 
soon as reasonably practicable.  You will be informed in advance of its timing and location.   

 
5.2 Appeal Panel:  The Appeal Panel shall not include any member of the Disciplinary Panel 

nor the Investigatory Officer and may comprise one or more persons.  As far as reasonably 
practicable the person chairing the Appeal Panel will be someone holding a more senior 
position than the person chairing the Disciplinary Panel. 

 
5.3 Appeal procedure:  The procedure at the appeal hearing shall be the same as that for the 

disciplinary hearing save that there will be no right of appeal from the decision of the 
Appeal Panel.  You must take all reasonable steps to attend the appeal hearing.  The 
Appeal Panel will be entitled to reach a different conclusion and impose a different 
sanction (although not greater) than that imposed by the Disciplinary Panel.  You will be 
informed of the Appeal Panel's decision in writing as soon as reasonably practicable. 

 
5.4 Right to be accompanied:  You may be accompanied to the appeal hearing by a workplace 

colleague or trade union representative. 
 

5.5 Employment status:  If an appeal is made against a dismissal decision, that dismissal 
decision will have immediate effect so that, if the dismissal is by notice, the period of 
notice will have begun at the date given in the dismissal decision.  If summary dismissal 
without notice has been imposed, you will not be entitled to be paid for the period 
between that decision and the decision of your appeal unless you have been reinstated on 
appeal.  If having been dismissed you are reinstated on appeal, your continuity of 
employment will be unaffected. 
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6. Other dismissals 
 
6.1 Minimum procedure:  In the event that the College is contemplating dismissing you for a 

reason not relating to misconduct or capability issues (e.g. redundancy, non-renewal of a fixed 
term contract, or compulsory retirement), and you have at least one year’s service with the 
college, the statutory minimum procedure set out below will be followed. 

 
6.2 Statutory minimum procedure:  The statutory minimum procedure is as follows: 
 

• Step one:  The College will write to you setting out the circumstances which lead it to 
contemplate your dismissal as a possibility.  You will be invited to attend a meeting to 
discuss the matter.   

• Step two:  After you have had reasonable opportunity to consider your response, a 
meeting will be held with you at which the College will consider its decision.  You must 
take all reasonable steps to attend the meeting.  You will be informed of the decision 
and of your right to appeal. 

• Step three:  If you are dissatisfied with the decision, you must inform the College of your 
wish to appeal without unreasonable delay.  You will be invited to an appeal meeting 
which you must take all reasonable steps to attend.  As far as is reasonably practicable, 
the appeal meeting will be conducted by a more senior individual than the person 
conducting the first meeting. 

 
Appendix A: Rules of conduct:   
 
Whilst employed by the College, you should always maintain professional and responsible standards 
of conduct.  You should: 
 

• observe the terms and conditions of your contract of employment 
• ensure that every pupil feels safe and protected from any form of abuse and actively commit 

to safeguarding and promoting the welfare of children and young people; 
• ensure that you understand and follow the College’s Code of Conduct for Staff 
• observe all other policies and procedures otherwise notified to you from time to time 
• comply with all reasonable advice given by leaders and managers 
• act always in good faith and in the best interests of the College, its pupils, parents and staff 

 
Teaching staff only: 
 

• uphold public trust in the profession and maintain high standards of ethics and behaviour 
• understand, and always act within, the statutory frameworks which set out your 

professional duties and responsibilities 
 
Instances of misconduct:  The following is a non-exhaustive list of offences which amount to 
misconduct falling short of gross misconduct: 
 

• unauthorised absence from work 
• lateness 
• inappropriate standard of dress 
• smoking on College premises 
• contravention of minor safety regulations 
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• disruptive behaviour 
 
Gross misconduct:  You must not commit any act of gross misconduct.  Any such act may result in 
your dismissal without notice.  Gross misconduct includes but is not limited to the examples set out 
below, offences of a similar nature and attempts to commit such offences. 
 
Examples of gross misconduct: (whether committed at or outside work): 

• failure to comply with the College's Child Protection Policy and safeguarding policy and 
procedures and a failure to commit to safeguarding and promoting the welfare of children 
and young people; 

• failure to immediately notify the College of any child protection investigation of you or any 
member of your household; 

• failure to immediately notify the College of any investigation, arrest, charge or conviction of 
any criminal offence brought against you during your employment; 

• failure to immediately notify the College of any investigation for any allegation of a 
disciplinary nature at any other employer or organisation at which you are a volunteer; 

• failure to comply with any of the College's policies in procedures; 
• accepting or giving bribes or other secret payments or other breach of the College's Anti-

bribery and corruption policy; 
• failure to immediately notify the College if you are or become the subject of a referral to or a 

sanction, restriction or prohibition issued by the Teaching Regulation Agency or any 
successor body, or by a regulator of the teaching profession in any other country; 

• failure to immediately notify the College of any change in circumstances which may or will 
result in you being disqualified from providing childcare in connection with early or later 
years provision or from being directly involved in its management; 

• indecent, violent or offensive behaviour whether committed at or outside work; 
• inappropriate conduct or communications with a pupil of the College, or a pupil of another 

School; 
• misuse of or deliberate damage to College property; 
• fraud, theft or dishonesty to include giving false information or representations before or 

during your employment; 
• failure to obey a lawful order; 
• gross dereliction of duty; 
• gross negligence; 
• being on duty whilst unfit due to under the influence of drugs and / or alcohol; 
• possession, use, supply or attempted supply of controlled substances or the sale of any drug 

or substance (prescribed or not); 
• actions that could be interpreted as glorifying or supporting terrorism, extremism or 

organisations promoting terrorist or extremist views, or encouraging others to do so; 
• bullying or harassment; 
• conduct (whether committed at or outside work) which is likely to damage the College’s 

reputation or bring it into disrepute; 
• discrimination (including harassment or victimisation) and the use of discriminatory 

language on grounds of sex, marital or sexual orientation, marriage and civil partnership 
status, gender reassignment, race, religion or belief, pregnancy and maternity, disability, 
sexual orientation or religious belief or age; 

• disregarding health and safety rules/ / requirements (including the College's Health and 
Safety Policy) and endangering yourself or others; 

• wilful neglect or refusal of duty; 
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• misuse of confidential information; 
• use of college resources to view, retrieve or download information including breach of 

confidence, misuse of private or confidential information or breach of data protection law.  
This includes information that is confidential to the College (such as financial information) as 
well as information about individuals.  Such misuse may include accessing or attempting to 
access information, or sharing or attempting to share it; 

• viewing, retrieving or downloading of pornographic material, or any other material which 
the College reasonably believes is unsuitable at any time when on College premises or 
otherwise during your employment; 

• causing loss, damage or injury through serious negligence; 
• making a disclosure of false or misleading information under the College's Whistleblowing 

Policy, for personal gain, or which is not in the public interest; or making untrue allegations 
in bad faith against a colleague. 
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Domestic Incident Leave Policy 
(Reviewer: Darren Carpenter, September 2021) 

1. Purpose 
This policy is intended to provide guidance on your statutory entitlement to domestic incident leave 
and the additional concessions that may be available from the College.  It does not form part of 
your contract of employment. 

2. Entitlement 
You are entitled to unpaid leave from work where this is necessary to cover emergencies and 
unforeseen situations.  The College recognises the following as constituting a situation entitling you 
to a period of leave: 

• the sudden injury or illness of a dependant; 
• when a dependant gives birth; 
• the unexpected cancellation of childcare arrangements; 
• the death of a dependant necessitating arrangements for and attendance at the funeral; 
• the unexpected breakdown in care arrangements for a dependant; 
• the birth of a child for whom you have parental responsibility. 

 
Other reasons:  Any request for leave for a reason not included in the paragraph above will be 
considered by the College. 

3. Notice 
Whenever practicable, you will be required to request the leave of absence from your Head of 
Department giving at least one day's notice.  Where this is not possible, you (or someone else on 
your behalf) should contact your Head of Department as soon as practically possible giving the 
reason for the absence and its likely duration. 

4. Notification:   
Where the absence lasts for more than one day, you are expected to notify the College before 8.30 
am on each working day until your return to work.  In all cases you must complete a Notification of 
Absence Form on your return to work. 

5. Duration of absence 
Other than in the most exceptional circumstances, the College would not expect the absence to last 
more than one or two working days. 

6. Abuse of entitlement or concession 
The College may require explanation and evidence justifying your request for leave.  Unauthorised 
absence or abuse of this policy may constitute gross misconduct and disciplinary action may be 
taken against you. 

7. Additional Concession 
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As a concession and if recommended by your Head of Department, the College will allow the first 
day’s absence to be taken as paid leave provided that the guidelines above have been followed and 
that you have not taken more than two days Domestic Incident Leave in the preceding twelve 
months.   
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Dress Code - Staff 
(Reviewer: Michelle Zeidler; August 2021) 
 
You are requested to dress formally for classroom teaching. As a general rule this is either: jacket & 
tie; or skirt, dress or smart, tailored trousers. Appropriate dress should be worn at all mealtimes i.e. 
no shorts. There is a standardised form of dress for the games field and staff games kit should be 
smart and have the College logo. Gowns with hoods may be worn for other formal occasions such as 
Prize Day. You are expected to attend the Assemblies and Chapel Services, unless told otherwise, 
appropriately attired. Admin staff are also expected to dress formally during term times. During hot 
days in the Summer Term, teachers should remain in normal dress as above. They might wish to 
tailor their clothes appropriately (retaining formality of clothing) for the heat should they wish. 
Jewellery and body ornamentation should be subtle when on duty. If staff are in any doubt as to 
what any of this guidance means for them, staff should ask Dominic Mott, Michelle Zeidler, Jan 
Leeper or Caty Jacques. 
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Drugs Education 
(Reviewer: Caty Jacques; August 2021)  
Approved by SMT August 2021 

1. Aims and Objectives of Hurst's Drugs Education Policy 
A drugs education programme is an educational entitlement of all students.  The drugs education 
programme at Hurst (Years 7-13) will promote the spiritual, moral, cultural, intellectual and 
emotional development of the pupils in the College, and will help to prepare them for the 
opportunities, experiences and responsibilities of adult life.  
 
We aim to: 

• Increase pupils’ knowledge and understanding and clarify misconceptions about: 
o the short- and long-term effects and risks of drugs 
o the rules and laws relating to drugs 
o the impact of drugs on individuals, families and communities 
o the prevalence and acceptability of drug use among peers 
o the complex moral, social, emotional and political issues surrounding drugs 

• Develop pupils’ personal and social skills to make informed decisions and keep 
themselves safe and healthy, including: 
o assessing, avoiding and managing risk 
o communicating effectively 
o resisting pressures 
o finding information, help and advice 
o devising problem-solving and coping strategies 
o developing self-awareness and self-esteem 

• Enable pupils to explore their own and other peoples’ attitudes towards drugs, drug use 
and drug users, including challenging stereotypes, and exploring media and social 
influences. 

2. Overview of the Drugs Education programme 
Drugs education is taught within PSHE lessons from Year 7 to Year 9, and through a variety of visiting 
speakers from Year 9 to Year 13. Topics included in these programmes include: 

• Alcohol and: 
o the law and the school’s position on alcohol 
o the dangers and effects of alcohol on the body 
o the culture around alcohol by considering society’s views, family values, the media 

and commercial interests 
o the law controlling the sale and purchase of alcohol 
o the links between drinking, anti-social behaviour, personal safety, crime and sexual 

behaviour 
• Tobacco and: 

o the law and the school’s position on smoking 
o the impact of smoking on immediate physical functioning and physical appearance 

as well as the influence of friends, family, society and the media on decisions about 
smoking. 

o the understanding of how we are influenced by our perception of peer’s behaviour 
and how to stand up to peer pressure 
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• Cannabis and: 
o the law and the school’s position on cannabis and drugs in general 
o the impact of smoking cannabis on immediate physical functioning and physical 

appearance as well as the influence of friends, family, society and the media on 
decisions about cannabis. 

o the perception of smoking cannabis as a method of getting high or simply to appear 
more grown up should also be explored. 

• Recreational drugs and: 
o the law and the school’s position on drugs  
o the dangers and effects of illegal drugs on immediate physical functioning and 

physical appearance as well as the influence of friends, family, society and the media 
on decisions about drugs 

o the perception of taking illegal drugs to ‘fit-in’ with a peer group will also be 
explored. 

3. Structure of the Drugs Education programme 
At Key Stage 3 pupils learn more about the effects and risks of drugs and the laws relating to drugs. 
They learn the skills to recognise and manage risk and to resist pressures. They continue to develop 
the skills to make choices for a healthy lifestyle and learn about where to go for help and advice. 
 
At Key Stage 4 pupils build on their knowledge and learn more about the effects of drug misuse on 
family, friends, community and society. They gain greater understanding through clarifying their 
opinions and attitudes in discussions and debate and considering the consequences of their 
decisions. 

4. Methodology and Approach 
It is important that drug education is delivered within a safe, secure and supportive learning 
environment. Ground rules will be set out with the teachers and students right to privacy respected 
and boundaries of discussions made clear. To aid this, distancing techniques can be adopted through 
role play and anonymous question boxes. Likewise, group agreements can help foster mutual 
respect and an environment in which students feel comfortable and ready to listen to and discuss 
each other’s opinions. 

5. Delivery 
Selected staff will undergo appropriate training, and such training will be reviewed and updated on a 
regular basis and disseminated to other members of their departments.   Outside speakers will be 
selected based upon their suitability as trained professionals.  The effectiveness of training and 
trainers will be assessed and reviewed on an annual basis.   

6. Confidentiality 
In general, no discussion of any individual's drugs use or experiences thereof is appropriate in a class 
situation, whether they give their consent or not. If individual advice is sought by a pupil, the teacher 
should arrange for such to be available by an appropriately qualified professional. 
 
If a pupil discloses information about himself/herself or others which indicates that a member of the 
College community or their close family is at physical, legal or moral risk, this places a teacher in a 
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difficult position. In any case the teacher would be well advised to seek advice from the Designated 
Safeguarding Lead.  

7. Monitoring and reviewing of the drugs education policy 
The policy will be reviewed periodically by the Head of PSHCE. Staff using the policy are strongly 
encouraged to comment upon it so that improvements can be implemented as necessary.  
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Drugs Policy 
(Reviewer: Dominic Mott, July 2021 
Approved by SMT July 2021) 
 
The School considers that the use of illegal drugs, New Psychoactive Substances (known formerly as 
“legal highs”, etc.) and substance abuse (including aerosols, glue and poppers) is likely to undermine 
a young person’s health, safety, independence, opportunities and respect for the law; and will also 
damage the integrity of the school community by exposing other pupils to temptation and to the risk 
of criminal proceedings. 
 
It is the policy of Hurstpierpoint College that it actively discourages the use of illegal drugs. A case of 
drug use or possession at any time by pupils (including weekends and vacations) is treated as a very 
serious breach of school discipline as detailed in the “Big 12”. A pupil becoming involved with drug 
misuse must expect to be required to leave the school; those who have had any involvement in 
supply or distribution will be expelled automatically. 
 
In order to discourage the use of drugs, both at the College and off campus, the school believes that 
education and deterrence form the best basis for a drug free school. As a result, the school takes the 
following measures: 
 
When there is a strong suspicion that a pupil has been using drugs (unexplained change in 
behaviour, behaviour associated with drug taking, credible rumours/tip offs, school I.T. filter 
notifications, etc) parents will be contacted and informed that a saliva swab test will be taken (saliva 
swab and/or hair sample). It is to be emphasised that the test is as much to prove innocence as guilt 
and that it will be discreetly administered by the Head of Senior School or other suitably trained 
member of staff. Parents may attend if they wish. If the result is negative, no further action will be 
taken. 
 
Sniffer dogs are deployed at least once every term on a random basis around the College premises. 
Typically, an active dog is used to search areas for illegal drugs and traces of illegal substances. In 
addition, a passive dog is used to detect the presence of drugs and illegal substances in pupils.  If one 
of the dogs indicates the presence of drugs, a drugs test (saliva swab and/or hair sample) will be 
carried out as described above.  
 
Following agreement with Governors, parents, staff and the pupils’ School Council, it was agreed 
that random drug testing would be carried out where deemed appropriate. In such instances, a 
sample population of the school’s pupil body will be tested for drug use using saliva swabs. It is 
expected that all pupils will be prepared to undergo such random tests and parents will not 
ordinarily be contacted in advance of these random tests. Parents need to alert the school in 
advance if they do not wish their child to be tested in this way.  
 
In the case of a drugs test being positive, the pupil must expect to be required to leave the school; at 
the very least, they will be suspended pending a final decision. If there are exceptional 
circumstances and the pupil is allowed to return, then they will undergo a minimum of two random 
tests in the ensuing six months and they will be required to meet with the Doctor and any other 
appropriate professional. In addition, the pupil will undertake community work with a drug-related 
charity. A second similar offence would automatically lead to their departure from the school.  
A continuing programme of education about drugs and substance abuse is maintained throughout 
the school. 
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Duke of Edinburgh, CCF and Community Service Activities 
(Reviewer: Ollie Gospel & Fred Simkins, September 2021) 

1. DofE Service and Skills Afternoon 
The following is an outline of options available per year group. 

2. CCF (Combined Cadet Force) 
As one of the largest Cadet Forces in the country Hurstpierpoint CCF boasts a Contingent of 
approximately 330 Cadets and 15 Officers. All three services are represented (Army, Navy & RAF) 
which allows all pupils to choose the service which appeals to them the most. The CCF strives to 
build resilience in the pupils as well as base the cadets learning around the values and standards of 
the CCF: Courage, Discipline, Respect, Integrity, Loyalty & Selfless Commitment.   
 
Training for all three sections contains some commonality such as drill, self-reliance, leadership skills 
and instructional techniques in the later years. 
 
All services also have the opportunity to go on Adventurous Training run by the School or the Cadet 
Centre for Adventurous Training (CCAT) where they can gain qualifications in activities such as 
canoeing, rock climbing and ice climbing.  

3. Army 
Training starts in Remove with an emphasis on their basic military skills and the D of E Expedition 
packages. Pupils will learn Drill, Navigation, Fieldcraft (tactics) and First Aid as well as gain a practical 
understanding of the British Army and its history.  
 
In the Fifth Form the emphasis is much more towards advanced skills and includes fieldcraft, 
leadership, orders and map and compass work.  Day and night exercises are held during term time 
both on and off site. The year is ended with an annual camp which brings together many CCF 
contingents to work together and compete in various disciplines. 

4. RAF 
The RAF programme follows a similar pattern to the Army, however, has more emphasis on flight, its 
principles and how we achieve it. The syllabus teaches pupils how an aircraft is controlled and 
propelled in order to prepare them for the multiple opportunities for flying with the RAF that are on 
offer every year. Pupils can also apply for leadership, aerospace and regional camps which offer 
further qualifications, flying scholarships and fantastic experiences with the RAF.  

5. Navy 
The Navy syllabus is based around everything the Navy does and offers the best opportunities for 
Adventurous and Afloat training. Cadets enjoy a varied programme based around communication 
techniques, first aid, charts (maps) and sailing. There are also many opportunities to go sailing in 
craft small and large as well as tackling fires and flooding at the Royal Navy’s Damage Repair 
Instructional Unit, a firm favorite amongst cadets.  
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Common to all sections is an emphasis on leadership and instructional skills for LVI & UVI. LVI pupils 
spend the Michaelmas term learning Cadet Force Instructional Techniques (CFIT) before being given 
a Section of Remove cadets whom they will work with and hopefully mold into the next generation 
of senior cadets through to the UVI.  
 
 

6. Community Service 
Community Service involves both regular weekly commitments as well as larger, one-off, projects. 
The major local projects are overseen by Rev. Blokland. The Vth and LVIth Forms participate in a 
number of local off-site and on-site projects. These also contribute to the Silver D of E Award. 
Activities range from providing ‘Inter-Generational Therapy’ at Care Homes for the elderly, helping 
at local day nurseries, supporting the development of reading skills in local infant and primary 
school, assisting in charity shops and libraries. The students acquire a good range of skills and 
qualities: confidence, empathy, listening; as well as becoming more aware of the needs of others in 
society.  
 
In addition, on the annual Community Action Day, all pupils at school that day complete a day of 
community service at over 30 different locations including beach cleaning, horticultural sites, 
maintainting church premises, recycling centers and so forth.  

7. Environmental Conservation – Woodland, Community Action Group & 
Recycling 

We place a high value on the natural world around us. Pupils who care about the environment and 
wildlife can take part in practical conservation projects by joining the Woodland Conservation group. 
We have carried out management tasks on the South Downs and in the grounds of local churches 
and schools. Through the Sussex Wildlife Trust, a leading environmental charity, we help to manage 
local public open spaces. By joining, pupils learn traditional countryside skills and become familiar 
with their local environment and local conservation and preservation groups. In 2021 the group will 
be involved in supporting a carbon off-setting programme through the planting of native trees.  
 
We also run a waste recycling project on-site, concerned with minimizing Hurst waste. This group 
liaises with the Eco Hurst committee and the various Departments and Houses around the College. 
The pupils aim to reduce waste by good management of recyclable products. They do this by 
organising weekly collections and processing paper, bottles and cans. They also now have a 
cardboard compactor and this helps reduce the mass of material being collected be the local 
authorities. 

8. Hurst Farm 
The College has a vegetable garden and a farm project which are being farmed in a way that is 
environmentally friendly and sustainable.  The aim is to cultivate crops and manage livestock for 
produce to sell; the monies raised will go to the College sponsored charities. The large number of 
students opting for service on the farm includes many who are looking at careers as vets and in farm 
management. The farm has a significant livestock range which may at any time include chickens, 
ducks, goats, bees and pigs.  A link with Brighton Permaculture has brought to the group experience 
and knowledge in the management of orchards and fruit juice, as well as opportunities to support 
wider local community projects.  The farm manager assists with a programme of work for the 
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students to undertake. The farm manager also assists with a weekly programme and education in 
livestock management. 

9. Sports Leaders Award 
L6th pupils at Hurst have the opportunity to complete the Level 2 UK Sports Leaders qualification as 
a service option. The course is heavily practical with a compulsory electronic logbook completed to 
evidence work undertaken. The mixed group work through a variety of conditioned tasks and 
activities to develop their communication, coaching and leadership skills. They then complete 
modules coaching sport to Hurst Prep pupils, working with the disabled, the elderly and the local 
community. The course finishes with the group organising, staffing and running a sporting event for 
the prep school.  The aim is that upon completion pupils depart in a better place; with enriching 
experiences, enhanced skills and 16 UCAS points to contribute towards university offers. 

10. Young Enterprise 
The Young Enterprise programme provides an opportunity for a team of up to 16 members of the 
LVI, to set up and run their own business. The programme operates in two parts - the actual function 
of running a business and then the competition aspect, which can reach as far as the European final. 
 
The business scope is extensive - students are free to: 

1. Vote in their own management board 
2. Choose their company name as well as design and implement their corporate branding 

strategy 
3. Decide on their company product or service 
4. Sell their product or service via market opportunities as well as online - using their own 

website and social media platforms 
5. Any profit they make can be channelled back into the company to generate more 

income. 
 
The business can only run to the end of the summer term of the Lower Sixth and the programme 
finishes with an end of year dinner. Each company is supported by the Head of Careers as well as an 
external Business Adviser. The team will meet at least weekly.  

11. Crest 
CREST Gold award is a nationally recognised scheme for student-led project work in the STEM 
subjects (science, technology, engineering and maths). They must complete a 100hr project that 
makes an original contribution to a STEM field of study and submit their findings to the British 
Science Association. They will hone their investigative skills and employ the scientific method to 
conduct your own piece of research. Pupils will be mentored by a scientist working either at a 
university or in industry. The award is recognised and respected by universities and employers. 

12. Model United Nations 
Model UN is a popular activity for those interested in learning more about how the UN operates. 
Hundreds of thousands of students worldwide take part every year at all educational levels. Pupils 
are assigned a country to represent before embarking on a period of time researching that country, 
including visits to embassies and high commissions where possible to gain a more detailed insight 
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into the position of their designated country. Pupils then attend conferences, both in the UK and 
abroad, where they will attempt to convince other countries to support their proposals. 

13. Y12 DofE Skills Programmes 
Along with the options to volunteer above we also run several skill packages. Available this year are 
Lifeguarding via the NPLQ run in-house, Language Skills in Italian and French, Occulus the School 
magazine, Jewellery making, Milestone productions linked to theatre productions at Hurst and Hurst 
TV an enterprise producing media packages for both the college and wider community. 

14. Notes 
• All Remove complete a period of three terms compulsory attendance in the CCF. 
• All Vth Form options are for 2½ terms compulsory attendance with an option choice of 

activity.  
• Lower VI and Upper V1 years will continue options for a further three terms. To assist 

with and at all levels of Instruction/supervision.  

15. Duke of Edinburgh Silver and Gold Award 
The Award concept is one of individual challenge.  It presents to young people a balanced, non-
competitive programme of voluntary activities which encourages personal discovery and growth, 
self-reliance, perseverance, responsibility to themselves and service to their community. 
 
The criterion for gaining an Award is individual improvement through persistence and achievement, 
taking into account the participant’s initial capabilities and without any element of competition 
between participants. 
 
All Remove pupils participate in the Silver Award. During the year they can complete the Expedition 
package and possibly their Skill, they will then go on to participate in the Volunteering section in the 
Vth Form. On completion of their Silver Award pupils may then proceed to their Gold Award which 
they can complete in their Upper Sixth Year.  

16. Timescales for the Sections of the Award 
 
Silver Award (15+): 

SERVICE SKILLS PHYSICAL RECREATION EXPEDITIONS 
6 or 12 
months 

One section for 6 months and the other 
section for 3 months, or 12 months if 6 
selected for Volunteering 

Plan, prepare and undertake a 3 day, 2 
night venture 

 
Gold Award (16+): 

SERVICE SKILLS PHYSICAL 
RECREATION 

EXPEDITIONS RESIDENTIAL 

12 months One section for 12 months and the 
other section for 6 months. 

Plan, prepare and 
undertake a 4 day, 
3 night venture 

Undertake a shared 
activity in a 
residential setting 
away from home 
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for 5 days and 4 
nights. 

 
Those taking part in the Gold award are expected to meet with the Duke of Edinburgh Co-ordinator 
at least once a term to report on progress.  Pupils will also be expected to attend training weekends 
for the Gold Expedition Section of Award. 
 
 

Staff Handbook 187 18/05/2022



Eating Disorder Policy, including Early Years Foundation Stage 
(EYFS) 
(Reviewer: Caty Jacques, Debbie Stoneley, Simon Hilliard, July 2021 
Approved by SMT July 2021) 

1. Introduction  
School staff play an important role in preventing eating disorders and also in supporting pupils, their 
peers, parents and guardians, who are currently suffering from, or recovering from, eating disorders. 
All staff must respond to their responsibility to ensure the wellbeing and welfare of children in their 
care at all times.  They will not, of course, be expected to diagnose an eating disorder, but should be 
alert to the signs. 

2. Scope  
This document describes the College’s approach to eating disorders. The School recognises some of 
its pupils will, from time to time, experience eating disorders. It will seek to support the pupil as far 
as possible, to recover and establish healthy eating patterns and this policy is intended as guidance 
for all staff, including support staff and governors. In the current climate (post Covid lockdowns) the 
school recognises that the eating disorder services are stretched.  In order to fully safeguard and 
protect the welfare of all pupils, it may have to follow the procedures listed below without 
instruction from medical professionals, due to the high threshold for referrals.   

3. Aims of this policy  
• To increase understanding and awareness of eating disorders;  
• To alert staff to warning signs and risk factors;  
• To provide support to staff dealing with students suffering from eating disorders;  
• To provide support to pupils currently suffering from, or recovering from, eating disorders along 

with their peers and parents/guardians.  

4. What is an eating disorder?  
Anyone can get an eating disorder regardless of their age, sex or cultural background.  
 
People with eating disorders are usually preoccupied with food and/or their weight and body shape, 
and are usually highly dissatisfied with their appearance. The majority of eating disorders involve 
low self-esteem, shame, secrecy and denial. Anorexia nervosa and bulimia nervosa are the major 
eating disorders. People with anorexia live at a low body weight, beyond the point of slimness and in 
an endless pursuit of thinness by restricting what they eat and sometimes compulsively over-
exercising. In contrast, people with bulimia have intense cravings for food, secretively overeat and 
then purge to prevent weight gain (by vomiting or use of laxatives, for example). A child has an 
eating disorder if he/she eats in such a way that he/she puts their physical/and or mental health at 
risk. Eating disorders in young people are not about issues with food, but are a mechanism for 
coping with emotional distress. Eating disorders affect both men and women and our school 
recognises this. Any pupil who is stressed, unhappy or lacking in confidence may be at risk of 
developing an eating disorder. Perfectionism, anxiety and obsessive behaviours are risk factors. 
Triggers may include stress due to exams or problems at home or school. In some cases, an eating 
disorder may be triggered in a vulnerable personality by a period of illness which is accompanied by 
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a period of not eating. It is important for the school to act on any suspicions as soon as possible. 
Often, by the time others recognise that there is an issue, patterns of behaviours are well 
established.  

5. Risk Factors  
The following risk factors, particularly in combination, may make a young person particularly 
vulnerable to developing an eating disorder:  
 

Individual Factors:  

• Difficulty expressing feelings and 
emotions;  

• A tendency to comply with others’ 
demands;  

• Very high expectations of achievement.  

Family Factors  
• A home environment where food, eating, 

weight or appearance have a 
disproportionate significance;  

• An over-protective or over-controlling 
home environment;  

• Poor parental relationships and 
arguments;  

• Neglect or physical, sexual or emotional 
abuse;  

• Overly high family expectations of 
achievement. 

Social Factors  
• Being bullied, teased or ridiculed due to 

weight or appearance;  
• Pressure to maintain a high level of fitness 

/ low body weight for a particular reason 
e.g. sport.  

 

6. Warning Signs  
Staff may become aware of warning signs which indicate a student is experiencing difficulties that 
may lead to an eating disorder. These warning signs should always be taken seriously and staff 
observing any of these warning signs should seek further advice from the DSL and the child’s 
HoM/Form Tutor or Class Teacher. 
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Physical Signs  
• Severe weight loss  
• Dizziness, fainting  
• Constantly cold  
• Changes in skin or hair 

condition  
• Swollen cheeks  
• Callused knuckles  
• Tension headaches  
• Sore throats / mouth 

ulcers  
• Lethargy and difficulty 

sleeping  
• Tooth decay  
• Downy hair on face/arms  
• Erratic or cessation of 

menstrual periods 
 

 
 
 
 
 
 
 

Behavioural Signs  
• Emotional or irritable 

behaviour or depression  
• Restricted eating  
• Skipping meals  
• Scheduling activities during 

lunch  
• Strange behaviour around 

food  
• Wearing baggy clothes or 

several layers of clothing  
• Excessive chewing of 

gum/drinking of water  
• Increased conscientiousness  
• Social withdrawal  
• Distorted body image  
• Secretive and ritual 

behaviour  
• Visits the toilet immediately 

after meals  
• Concentration problems  
• Avoidance of eating in public  
• Binge eating large amounts of 

food.  
• Vomiting or purging  
• Excessive exercising  

 

Psychological Signs  
• Preoccupation with 

food 
• Sensitivity about 

eating  
• Denial of hunger 

despite lack of food  
• Feeling distressed or 

guilty after eating  
• Loss of self confidence  
• Fear of gaining weight  
• Moodiness  
• Excessive 

perfectionism  
• Negative self-image  
• Anxiety Feeling out of 

control and lonely  
• Self-hatred  
 

7.  Objectives  
• Help each pupil maintain healthy eating habits while they are away from the home environment 

and make their own decisions about what they eat;  
• Identify those who have a problem and help them as well as support their friends;  
• Work in partnership with parents/guardians to ensure a pupils whole well-being is being 

addressed;  
• Teach each pupil about healthy eating in the PSHCE programme and science lessons  
• Give each pupil the confidence to confide in an adult if they themselves, or a friend, have a 

problem;  
• Consider each pupil as an individual and take into account their age, culture and personal 

circumstances.  

8. Strategies for achieving the aim and objectives  
• Have an up to date policy for members of staff to follow should they be made aware of/suspect 

a problem;  
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9. Procedure  
If a member of staff has been told of, or suspects a problem, they must record it on CPOMS to 
ensure the relevant staff are informed. The pastoral staff (including DSL) will discuss together any 
other issues that may be relevant and a plan agreed which should, ideally, involve contact with 
parents/carers:  
 
The plan may include the following and the advice of the GP will be sought if felt necessary. The 
school reserves the right to seek a second opinion from the school’s Sports and Exercise Medicine 
Physician. The school will always be guided by the relevant Eating Disorder Service and other 
involved professionals.   
 

• Supervision of mealtimes which may include keeping a record of food consumption, 
particularly if they are a boarder 

• Supervision of snacks 
• Communications with catering staff to ensure appropriate food is available 
• Pre-plating of balanced meals by the catering staff 
• Regular weighings in school so weight can be monitored 
• Briefing sports staff to ensure activity levels are appropriate 
• Parents/guardians will be offered channels of support with named organisations that can 

help.  
• Regular communications with parents (from DSL/Form Tutor/HoM) for those parents who 

are engaged and prepared to work in partnership with the school. 
• Regular updates will take place between all staff concerned to ensure everything possible is 

being done to help and support the pupil.  
• Appropriate monitoring of the pupil’s academic and extra curriculum programme will take 

place by the DSL. This may mean exclusion from certain activities or reduced time in school if 
felt it would be of benefit to the pupil. It may mean that the child is unable to attend school 
at all until medical permission is obtained or the child has gained sufficient weight. 

• The school reserves the right, if seriously concerned about the child’s physical health and 
well-being, to prohibit that child from boarding and/or from playing school sport until such 
times as the child has regained sufficient weight and demonstrates good physical health. 
This decision will be taken by the Designated Safeguarding Leads, the Headmaster and the 
school Sports and Exercise Medicine Physician. 

 
If a disclosure has come from friends, then the Housemaster/mistress/ Form tutor/Class Teacher will 
reassure them that they are being taken seriously and that action will be taken. It may help to refer 
them to the Eating Disorders Association website, which has a section for friends and sufferers.  

10. Teacher Advice 
• Follow the procedures at all times.  
• Support the pupil in any practical way that is not to the detriment of his/her peers  
• Support friends and peers of any pupil with an eating disorder by offering them the chance to 

talk to the HoM / Form Teacher/ Class Teacher/PIP or DSL. 
• If a member of staff  first brought the problem to light, ensure they are given help, advice and 

support as necessary.  
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11. Resources  
BEAT – www.b-eat.co.uk 
 
National Eating Disorders Association – www.nationaleatingdisorders.org 
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Educational Visits and Trips Policy 
(Reviewer: Nick Creed; August 2021) 
(Approved by: SMT; August 2021) 

1. General Guidance 
Policy Overview 
External trips play a crucial part in the wider education of our pupils but it is important to have some 
guidelines to ensure that trips and visits are safely and properly conducted and that absence does 
not interfere with progress in other subjects. 
 
The following guidelines must be followed when at the planning stage: 

• In order to be allowed to organise and run a trip as a trip leader you must first have had trip 
leadership training, been on a trip that is of the same or higher risk category than the one 
you want to organise and will have been first aid trained to an appropriate standard in line 
with the First Aid Policy by the time the trip departs. 

• Outings should not occur during any internal or external exams, and ideally not during the 
week before either. Additionally, trips for the Fifth Form and UVI should not be organised 
prior to external examinations in the Summer Term, unless agreed by both the Head of 
Senior School and the Deputy Head Academic. 

• Departments are limited to two outings per year for the Sixth Form and one outing per year 
for the Shell to Fifth. 

• Visits, expeditions, exchanges and field trips involving more than one night away should 
ideally take place during holidays or half terms. 

• Consider the cost of the trip and how this will be met.  In general, the cost of mandatory 
trips which are part of the core curriculum should be covered by the pupil’s basic fees, which 
means that the cost must be allowed for in your department’s annual budget.   

• The cost of other trips will need to be billed as a fee extra and parents should be notified in 
advance where the individual charge will exceed £30 per head.  If you need guidance please 
speak to the CFO/Bursar or the Finance Bursar. 

• For an overseas trip, unless in exceptional circumstances that have been previously 
approved by the Headmaster and Head of the respective School, all staff must travel with 
the students from the point of collection in the UK to the trip destination and back to the UK 
to the point where parents are collecting their child. 

• Unless they are members of staff, parents should not be allowed to go on a school trip. If 
parents do decide to go independently, they must not stay in the same hotel and must agree 
to accept that their child is on an official school trip and therefore must abide by the school 
rules at all times. 

• Whilst it is accepted that there will be occasions when a member of staff’s child may be on 
the same trip as that member of staff, under no circumstances should that member of staff 
be either the trip leader or the assistant trip leader for that trip. 

• Any trips that involve swimming or being in water without a life jacket and/or a lifeguard, 
every student must be able to have demonstrated before going on the trip that they can 
swim fully clothed for at least 50 m. 

• All students must remain supervised at all times during a trip. However, this supervision can 
be direct (with the students), indirect (in the same area as the students, but not necessarily 
actually with them – all students will know where the staff will be based, e.g. a coffee shop 
in a shopping mall) or remote (contactable and within easy and quick reach of students, e.g. 
during DofE expeditions). 
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• A trip leader should carefully choose which other staff should go on a trip, taking into 
account the type of activities involved on the trip, the makeup of the group of students and 
the environment the trip is taking place in. Every member of staff going on a trip must be 
given a designated role. 

• The trip leader must provide parents with a mobile number that they can contact him/her 
whilst on the trip. If the trip leader has previously been issued with a College mobile phone 
for everyday use, then this should be the number given to parents. If the trip leader does not 
have one of these phones then they may use a dedicated ‘trip phone’ that may be collected 
from the Lodge. Parents should then be given this number in advance of the trip.  

• In addition, trip leaders should have an additional mobile phone, the number of which is 
only known to other staff on the trip and the Point of Contact. It should not be given out to 
parents or students on the trip. This could be the trip leader’s personal mobile phone 
number, if it is not the number that been given out to parents, another member of staff’s 
mobile number who is on the trip, or the number of a designated ‘trip phone’ that has been 
collected from the Lodge. This will enable the trip leader to contact the College in case of 
emergency.  

• ‘Trip’ mobile phones are available from the Lodge. A phone should be booked at least 2 
weeks in advance of the trip. 

• If a personal or College-issued mobile phone is an official designated phone for use on the 
trip, it is up to that member of staff to make sure that the phone can be used in that part of 
the world where the trip is taking place. If this means that a ‘bolt-on’ is required for the 
duration of the trip then the Director of Operational Technology should be informed in 
advance. For personal phones, the cost of this ‘bolt-on’ should be included in the budget for 
the trip. The member of staff may then claim back the cost of this ‘bolt-on’ and any work-
orientated phone calls. The Director of Operational Technology will ensure that, if a ‘bolt-on’ 
is required for a ‘trip phone’, that this is added in advance of the trip. 

• During the term time the Point of Contact will be a designated member of staff as agreed 
with the trip leader on the PE (permission) form. The Point of Contact should be given this 
phone number and should provide the trip leader with a number(s) that they can be 
contacted on. 

• For trips that take place in half-terms and vacations the point of contact will be a member of 
SMT who can be contactable on the following number (07921 830561). 

• In an event of an emergency, the trip leader and other staff should take in all mobile phones 
as firstly, every bit of battery power may be required to deal with the incident and secondly, 
we do not want students phoning in the middle of a critical incident. 

2. Guidelines 
Financing the Trip 
All trips require thorough planning and careful financial control.  It is, therefore, a requirement that 
a budget is prepared at an early stage in the overall planning and that subsequently final accounts 
are produced. As to who pays for the trip, see the last two points above. 
 
At an early stage the CFO/Bursar is to be consulted on the cost to be charged to parents for the trip 
and provided with the budget for the planned trip or tour. The budget should cover all directly 
incurred expenditure, including transport to and from the College to the point of embarkation, 
meals on route and an allowance for the cost of insurance cover (see College Insurance Policies). 
Wherever possible, the budget should include the actual anticipated costs. However, if a trip is being 
organized so far in advance that the costs of the actual transport etc. are not yet known, e.g. flights, 
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then a provisional budget should be submitted with realistic estimated costs. These should then be 
changed, and the CFO/Bursar informed once actual costs are known. 
 
Whilst parents may be contacted in advance about the possibility of a future trip, for any trip 
involving a cost to parents, the CFO/Bursar must approve the budget, be it a provisional or the actual 
one, before any mention about the cost of the trip is given to parents.  
 
For major tours, usual practice is that a bank account is opened in the College name to handle all the 
financial transactions of the tour. Money is deposited in this bank account as it is received from 
parents and the expenditure for the tour is paid out of the funds deposited in the account.   The 
practical arrangements for setting up the account should be made in conjunction with the Finance 
Bursar. 
 
Once the trip is completed, with all income received and payments made, accounts are to be 
provided to the Bursar with supporting documentation relating to the income and outgoings arising 
from the trip.  Any surplus of income over expenditure represents part of the cash balances of the 
College and is not at the disposal of the organisers of the trip.  The use of any surplus (after making 
allowance for the cost of insurance cover and administration) will be decided by the Headmaster and 
Bursar. 

3. The Role of the Visit Leader 
The ‘Handbook for Group Leaders’ (HASPEV Supplement part 3) is available for all staff leading visits 
off-site and should be read as an example of ‘good practice’ 
 
The Visit Leader has full responsibility for the safe running of the activity including pre-planning and 
following guidance and ensuring all participants are aware of their roles. To achieve this the Visit 
Leader will: 

• Identify the clear purpose and objectives of the visit. 
• Carry out and provide a written record of a comprehensive risk assessment. 
• Wherever possible, involve pupils in the planning of the visit, assessing and managing risk 

and evaluating their own learning, development, attitudes and behaviour. 
• Arrange briefing meetings with parents, as appropriate, for high risk, residential and foreign 

visits. 
• Be trained in first aid to an appropriate standard in line with the First Aid Policy. 
• Liaise with the School Nurse to ensure that any specific medical and health issues of pupils 

or accompanying staff are taken into consideration within the planning and that their needs 
are catered for. 

• Complete visit documentation, and obtain approval from the Headmaster, Head of Senior 
School / Head of Prep School and Education Visits Coordinator (EVC) for any visit off-site, no 
matter how short its duration. 

• Plan the itinerary in such a way as to account for all times on the visit including meal and 
‘down’ times particularly on residential trips. 

• Have prior knowledge of the venue – the visit leader should normally have made an 
exploratory pre visit. 

• Inform parents and seek permission/consent, detailing the nature, purpose and related 
activities involved in the visit. This information should be sufficient to enable parents to 
provide informed consent. 

• Ensure that parents are fully informed of the schedule for the collection of payments before 
bookings are taken. 
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• Ensure parents and pupils understand regarding what is expected in terms of behaviour 
when the pupil is on the trip behaviour, including a code of conduct alcohol, smoking, and 
the repercussions if a Hurst pupil were to break this code. 

• Allocate supervisory responsibility to each adult for named pupils and ensure that each adult 
knows which pupils they are responsible for. To ensure that each pupil knows which adult is 
responsible for them and that all adults understand that they are responsible to the visit 
leader for the supervision of the pupils assigned to them. 

• Ensure that all adults involved in supervising the visit are aware of the risk assessments 
including ‘Plan B’. 

• Continuously monitor the appropriateness of the activity, the physical and mental condition 
and abilities of the group members and the suitability of the prevailing conditions. 

• Inform the HoD and Lesson Cover Team in good time of any specific need for cover of classes 
whilst they are away and ensure that suitable work is left for these classes and that other 
duties and responsibilities are covered. In addition, inform HoM in case of cover for House 
duties and the Director of Sport with regard to covering games (for Prep School, inform 
Deputy Head and Head of Sport). 

• Ensure that on return from a visit, participants under 18 years of age are delivered, where 
appropriate, into the care of a person with parental responsibility or their representative. 

• Carry out a review of the trip on return, evaluating its success and recording any near-misses 
or proposed changes for repeat trips in the future. This should be shared with the EVC. 

4. Homestay visits and the use of host families 
Homestays and staying with ‘host families’ is not permitted. Pupils must complete their overnight 
stay/stays in suitable accommodation under the supervision of College staff. 

5. Educational Visits – General Guidance 
All types of activity whether academic, sporting or recreational come under the following guidelines 
and responsibilities. Health and Safety at Work Act 1974: sets out the legal framework in which 
employers and employees work. It applies to all educational visits. The College operates a 
comprehensive system for application of, and management of, all Educational visits. The procedure 
to apply for approval and the method for planning an education visit is covered in the College’s Staff 
Handbook and application is made through the GRS system. The College’s Educational Visits 
Coordinator (EVC) Tim Leeper has responsibility for ensuring that all members of the college staff are 
familiar with the good practices set out in these documents. The EVC is responsible to the 
Headmaster for proper management of the application, planning and recording process. The EVC is 
also responsible for supervising staff training and development to ensure appropriate level of 
management. It is also the responsibility of the HoYs, HoMs and HoDs to give authority for 
educational visits run through their year group, houses or department, respectively and to assist 
with all planning if necessary. The HoYs, HoMs, and HoDs must ensure copies of the completed risk 
assessments are held. Staff wishing to run educational visits should first approach their Head of 
School section, HoY, HoD or HoM and confirm the outline detail with them. 

6. Organising a Visit or Trip 
Pre-Planning 

• All trips during the term time, especially those involving overnight and/or overseas, i.e. in 
Category C or D, must be put on the system before the calendar meeting for the term and 
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vacation it applies to. This means that the appropriate Permission (PE) form must have been 
completed and submitted.  

• Any residential and/or overseas trip, i.e. in Category C or D, that is due to take place during 
any vacation period (half terms or holidays), should be put on the system at least 12 – 24 
months in advance of the trip. This is to allow parents enough time to budget for a potential 
trip their son / daughter might be going on. Except in exceptional circumstances that have 
been approved by both the respective Head of School and the Deputy Head: Co-curricular, 
any overseas residential trip taking place during a school holiday must be put on the system 
and therefore available for parents to see, at an absolute minimum of at least 11 months in 
advance of the departure date for the trip. 

• Whilst it is fully appreciated that flights etc. will not usually be available until a maximum of 
12 months before the trip, the minimum that should be completed on the relevant PE form 
for any residential or overseas trip occurring during half terms and vacations are: 

o Trip Title 
o Trip Title (Calendar) – what will be seen on the school calendar 
o Trip Leader – your initials (this will mean that you will be able to access this trip 

again on ‘My Trips’ 
o Type of trip – this will have automatically been done for you 
o Destination 
o Purpose and Aims of Trip 
o Date From – though I appreciate that this may change slightly nearer the time 
o Date To - though I appreciate that this may change slightly nearer the time 
o Year Groups – just which year group will be going on the trip, not the rest of the box 

• Before a trip can depart it must have been signed off by the Headmaster, Head of the 
relevant School or relevant Deputy Headmaster. 

• Before a trip departs the Risk assessment (RA) form must have been completed, along with 
an additional risk assessment for high-risk, residential or overseas trips. 

• Discuss educational value with Headmaster, Head of Senior School, Head of Prep and Pre-
Prep Schools, HoY, HoD and HoM as appropriate. 

• Research viability of proposed visit and check calendar with The Senior Master for possible 
clashes. 

7. Planning and Approval 
• Complete the appropriate PE form on the GRS (Trips and Visits) based on whether the trip is 

a day or residential trip, UK based or overseas and what potential hazardous activities there 
will be (see activity risk categories and staffing ratios below) and submit. 

• You may be required to wait until the Calendar meeting is held before final approval is given. 
• Submit budget to the CFO/Bursar and await approval. Remember this may involve cost of 

minibus hire. 

8. Risk Assessment 
• Complete the Risk Assessment (RA) form on GRS (Trips and Visits) following the instructions 

at the beginning. 

9. Prior to Departure 
• Ensure all names of staff and pupils on the trip have been uploaded onto the relevant ‘My 

Trips’ entry on GRS. 
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• Send e-mail with names and timings to all staff. 
• For Category B, Non-Overnight Trips in UK ensure key trip pack is sent to the Lodge and the 

nominated point of contact at the College if the trip involves being out of the normal school 
hours. This must include: timings/Itinerary, nominal roll (including staff details), medical 
details (including staff details) and next of kin contact details (including staff details). 

• For Category C or D, Overseas / Residential Trips ensure key trip pack is sent to the Lodge 
and your nominated point of contact at the College. This must include: timings/Itinerary, 
location of group and contact details (e.g. hotel phone number, provider number), copy of 
the risk assessment(s), nominal roll (including staff details), medical details (including staff 
details) and next of kin contact details (including staff details). 

• If the trip is going overseas you must also include dates of birth and passport numbers for 
everyone on the trip (including staff). 

• For Category C or D, Overseas / Residential Trips you must also keep a copy of the above 
information with you at all times when on the trip, along with Point of Contact phone 
numbers. 

10. Alcohol on trips - students 
• For any residential trip the law of the country must be applied at all times as to the age 

when alcohol consumption is allowed. 
• It is up to the trip leader’s discretion and the type of trip taking place as to whether any sixth 

former will be allowed to drink any alcohol whilst on the trip. The trip leader’s decision is 
final. 

• If the trip leader does allow a sixth former to drink alcohol and the student is old enough to 
be allowed to drink alcohol, they may have a pint (500 ml) of beer, lager or cider or 2 glasses 
(1 glass being 125 ml) of wine served under supervision either during the evening meal or in 
the hotel bar where they are staying. 

11. Alcohol on trips - staff 
For any residential trip 

• At least 2 members of staff need to be on duty at any one time, especially the evenings. Staff 
must not drink any alcohol when on duty and in the hours before coming on duty. 

• When a member of staff is not on duty they may have some alcohol but must remain sober 
at all times (no more than 1 unit of alcohol per hour) in case of an emergency.  

12. Post Trip Evaluation 
• Ask all staff and pupils for feedback on the visit. 
• Complete the mandatory post evaluation report EV on GRS (Trips and Visits). 
• Report any incidents/accidents to H&S manager Mark Adams.  
• Submit final accounts for the visit to the Bursar. 

13. Activity risk categories and staffing ratios  
Activities are placed into four categories to assist with hazard management and staffing ratios. Listed 
below are the four categories in order of risk and details appropriate to each category. 
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Category A 
• Activities that are curriculum based and take place regularly 
• Activities, which take place largely within school working day 
• Activities that have a minimal foreseeable risk and are based within close proximity to 

the school or where assistance is readily available  
Approval 
Head of department by form PE1, Standard Operating Procedure (SOP) (Senior School only), parental consent as part of 
typical curriculum, use of existing communication through school calendar, newsletter or an information sheet. 
Staffing ratios 
• Reception  1:2 or 1:3  
• Year 1 and 2  1:6 or a lower ratio depending on the nature of the trip 
• Year 3 1:6  
• Year 4 to 6 1:10-15 
• Year 7 to 8 1:15-20 
• Shell and Remove 1:16 
• Fifth form 1:20 
• Sixth form 1:25 
Examples 
• Sports fixtures at or near the College 
• Local visits to site of interest 
• Social visits for residential students 

Category B 
• Activities that are day trips within the UK 
• Activities that are not normally available as part of a typical curriculum 
• Activities that extend outside school working day 
• Activities that are of some foreseeable risk and are based away from the school but are near to appropriate 

assistance in an emergency 
• Activities  
Approval 
Head of establishment by form PE1, parental consent by acceptance into or confirmation into activity, use of existing 
communication through school calendar, newsletter, an information sheet or online parental consent form. 
Staffing ratios 
• Year 3 1:6 
• Year 4 to 6 1:10 
• Year 7 to 8 1:15 
• Shell and Remove  1:16 
• Fifth form 1:16 
• Sixth form  1:20 
• Where NGB qualifications are required then NGB guidelines to ratios apply. For Duke of Edinburgh’s Expeditions 

the “Award Leaders Handbook” applies 
• Where sporting or recreational risk applies to the leader a second member of staff should attend 
Examples 
• Visits to local sports centres not normally part of curriculum 
• One-day field trips 
• Regular outdoor activities, sporting fixtures 
 
Examples  
• Activities that involve overnight stays in the UK or overseas (non-remote, e.g. Western Europe) whether 

curriculum based or recreational 
• Activities that have a potential hazard 
• Foreign exchange trips 
• Iceland Trip using local tour operator  
• Isle of Wight Field Trip  
• Outdoor activity expeditions 
• D of E silver expeditions  
• Overnight field trips and sports tours within the UK 
• Educational overseas trips (non-remote) 
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Category C 
UK or Overseas based trips that involve overnight stays, whether curriculum based or recreational, with or without the 
use of a provider 
Approval 
Head of establishment by Form PE2 (UK residential), Form PE3 (Overseas trip using a provider) or Form PE4 (Overseas trip 
not using a provider), online parental consent form, letter to parents containing full details of all activities to be 
undertaken. 
Staffing ratios 
• Year 3 2:12 
• Year 4 to 6 2:16 
• Year 7 to 8 2:20 
• Shell and Remove  2:20 
• Fifth form 2:25 
• Sixth form  2:30 
• Where NGB qualifications are required then NGB guidelines to ratios apply 
• For Duke of Edinburgh’s Expeditions the “Award Leaders Handbook” applies 
Examples  
• Activities that involve overnight stays in the UK or overseas (non-remote, e.g. Western Europe) whether curriculum 

based or recreational 
• Activities that have a potential hazard 
• Foreign exchange trips 
• Iceland Trip using local tour operator  
• Isle of Wight Field Trip  
• Outdoor activity expeditions 
• D of E silver expeditions  
• Overnight field trips and sports tours within the UK 
• Educational overseas trips (non-remote) 
 
 
Category D 
• Activities that involve travel to remote countries 
• Activities that have a high risk or are undertaken in extreme conditions 
• Activities with a high degree of unsupervised content 
• Activities that have a high risk or are undertaken in extreme conditions 
• Activities with a high degree of unsupervised content 
• Overseas OR UK trips being run by a Provider 
Approval 
Head of establishment by Form PE2 (UK residential), Form PE3 (Overseas trip using a provider) or Form PE4 (Overseas trip 
not using a provider), online parental consent form, letter to parents containing full details of all activities to be 
undertaken. 
Staffing ratios 
• Year 5 to 6    2:10 - One adult to be medically qualified 
• Year 7 to 8    2:12 - One adult to be medically qualified 
• Shell and Remove  2:12 - One adult to be medically qualified 
• Fifth form 2:16 - One adult to be medically qualified 
• Sixth form  2:20 - One adult to be medically qualified  
• Where NGB qualifications are required then NGB guidelines to ratios apply 
• For Duke of Edinburgh’s expeditions the “Award Leaders Handbook” applies 
Examples  
• Outdoor activity expeditions to the Alps etc. 
• D of E gold expeditions abroad, ski or winter mountaineering  
• White water rafting, surfing, wind surfing and kayaking 
• Major sports tours abroad outside Europe with high risk activity 
• Malawi Community project 
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Notes 
The ratios given are the basic minimum needed, when these have been reached the multiples 
thereafter may be varied as appropriate, if an assessment has been made and approved by the 
Headmaster or his deputy.  
 
Standard Operating Procedure (SOPs) forms can be used for trips on Category A. These are pre-filled 
forms held by the Director of Sport with regard to risk assessment for local sports fixtures, HoDs for 
repeated local visits for sites of interest, HoMs for social visits to restaurants, bowling etc, with 
students within their House or the Director Activities and Service/Director of Outdoor Education for 
regular Outdoor Pursuit and CCF trips. For all other trips staff should follow the guidance below. 

14. School Trip Financial Planning and Accounting 
Insurance 
The College is fully insured against all usual risks.  However, it is worth pointing out that cover does 
not extend to the personal belongings of staff or pupils unless the College can be shown to have 
been negligent in any way.  The following is a brief summary of the main policies as they affect staff 
and pupils.  If you have any queries, please contact the Bursar.     
 
School Travel Cover 
Under this policy ALL school trips, except those involving potholing, skiing, diving or other 
hazardous activities will automatically be covered without the need for declarations in advance for 
all normal expenses such as emergency help, realistic medical expenses abroad, baggage, loss of 
money, personal liability, and disability as a result of an accident.  Consequently, it should only be 
necessary to take out additional cover where the trip does involve hazardous activities such as the 
above or one-off activities such as bungee jumping, or if certain students have pre-existing medical 
conditions and this can be arranged through the College’s insurers if necessary.  Thus, when 
arranging a school trip through a Travel Agent or tour company members of staff should always 
decline to accept the insurance offered by the arranger. Cover applies to all members of the School 
Party, including staff, voluntary helpers and parents.  We do not recharge parents for the cost of this 
insurance cover.  However, staff organising trips should make an allowance of £2 per head per day 
for the cost of insurance when calculating the budget for a trip. Anyone organising a trip must 
therefore: 

• Allow for the cost of cover when calculating the overall cost of the trip; 
• Identify whether additional cover is required (for dangerous activities or pre-existing medical 

conditions) and, if so, ask the Bursar’s Office for a quotation; 
• Give each member of the party a summary of the insurance cover being provided, copies of 

which are available from the Bursar’s Office. 
 
Personal Accident Scheme 
This insurance provides cover for pupils, in respect of death or any permanent disability and there 
are no exclusions regarding sporting or hazardous pursuits.  The cover is effective world-wide, but 
some parents may have chosen to opt out of the scheme and thus not all pupils will be covered. 
 
Employer’s Liability 
This policy covers the school’s legal liability for accidental bodily injury, illness or the death of 
members of staff and authorised voluntary helpers/supervisors. Cover is provided on a world-wide 
basis, in respect of educational or other visits.  There is no limit to the amount of compensation that 
may be payable. 
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Public Liability Insurance 
Under this policy the Insured is the College (which includes individual members of the College staff 
and other authorised volunteers / helpers / supervisors whilst engaged in school activities).  Cover is 
provided only in the case of the College being sued in relation to injury sustained by any member of 
the public (including pupils) as a result of the negligent actions of College.  This includes any activity 
connected with the College and educational visits or holidays sponsored and directly supervised by 
the College anywhere in the world. 
 
Documents Associated with Educational Visits and Trips 
The PE forms, the RA form and other useful documents, including insurance details, etc. can be 
found on GRS under ‘Trips and Visits (New)’. Any member of staff organizing a trip should look in the 
folder ‘Travel Documents’, where many useful documents, including amongst others: insurance 
details, critical incidence guidance for visit leaders and emergency action sheet. Any relevant 
documents should be photocopied and taken on the trip. 
 
Please note that many of these documents can be found within Trips and Visits (New) in GRS, under 
Travel Documents.  
Educational Visits and Trips Guidance – A Summary 
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Emergency Procedures  
(Reviewer: Mark Adams, Stephen Holliday; January 2021) 

1. Fire 
At the beginning of each term, HoMs ensure that all members of their Houses are aware of the Fire 
Drill procedure by explaining what the fire alarm sounds like, identifying the fire exits and escorting 
their pupils to the fire assembly point.  Fire Action signs are prominently displayed in Houses and 
classrooms.   
 
Both day and night-time Fire Practices must be carried out at least once a term. 
 
General points for all: 

• Fire exits must always be kept clear 
• Fire doors should be kept clear 
• Staff must familiarise themselves with this document 

 
Please note: The College operates a non-smoking policy in the school buildings 
 
Fire Evacuation Procedure 
Staff – Day Time (all locations) 

• Shut windows if in classroom and collect the Register. 
• Tackle fire only if you have been trained and will not put yourself or others at risk. 
• Instruct pupils to go to assembly point immediately and silently, and to wait until they are 

told it is safe to return. 
• Close doors but do not lock them. 
• Escort pupils and visitors to nearest exit. 
• If possible sweep area. 
• One member of staff to remain outside each exit to prevent staff/pupils re-entering building. 
• Pupils must remain quiet and the Register fully completed before returning to class.  
• Do not allow anyone to re-enter building until advised by one of the fire response team. 

 
Dining Hall Evacuation – Additional Instructions for Staff 
Staff in Gallery exit down staircase and turn left and go down main stairs. 

• All in main hall leave quietly via stairs in clearing area and by fire exit by stage. 
• All guests and visitors must be escorted. 
• First member of staff down the rear stairs from the clearing area must don a Hi-visibility vest 

located by panel at bottom of stairs and direct people through door to the right of stairs (out 
by the Staff accommodation). 

• First member of staff down main stairway must open both doors leading to Classroom block, 
don hi-visibility vest located by Woodard Fire Alarm panel next to sports notice boards and 
stand to prevent pupils going down Cloisters. 

• First member of staff to reach large black doors leading from Inner Quad to Lodge and from 
Lodge to Outer Quad must open them. 

• All remain on South Astro until called back by member of the fire response team. 
 
Assembly Points 
H-Block including Dining Hall, Chapel and Admin.   South Astro 
Academic Quad, New Bury Theatre, Music School and Swimming Pool. South Astro 
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Science Block including DT       Cricket Field 
Dance and Drama Studio and Outdoor Ed     Cricket Field 
Prep School and Medical Centre       Prep Playground 
Pre-Prep         Pre-Prep Play area 
 
Staff – In House at Night 
Collect register. 
Tackle fire only if you have been trained and will not put you or others in risk. 
Ensure pupils and visitors to go to assembly point immediately and silently via nearest exit.  
Sweep building. 
Shut windows and close doors but do not lock them. 
Go to assembly point, take roll call and await fire brigade. 
Remain at assembly point and do not allow anyone to re-enter building until advised by fire brigade 
or one of the fire response team. 
 
House Assembly Points 
Chevron  :  South Astro 
Crescent  :                 South Astro 
Eagle                       :               South Astro 
Fleur de Lys  :                  South Astro  
Martlet                       :                Highfield Astro 
Pelican                  :                Highfield Astro 
Phoenix   :  South Astro 
Red Cross                 :                South Astro 
Shield                  :                South Astro 
Star           :                South Astro 
St John’s                 :                Car park behind St John’s 
Wolf   :  South Astro 
Woodard                   :                South Astro 
 
Pre-Prep 
Upon hearing the fire alarm the Pre Prep children should exit the Pre Prep building via the 
designated exits, usually the classroom door, and proceed to the netball court. Each class will line up 
in silence with their class teacher and teaching assistant. In the event of a pre-arranged fire alarm 
the designated fire officer for the Pre Prep will liaise with the Deputy Head of the Prep School as to 
when it is safe for the children to return to the school buildings. In the event of an unplanned alarm 
and a real fire, the children will stay where they are until such time as the designated fire officer is 
advised that it is safe to re-enter the premises. In the event of adverse weather the children will be 
taken to the Chapel. 

2. Other Emergencies 
 
Serious Emergencies 
In the event of an emergency clearly requiring immediate hospital attention (e.g. a serious road 
accident) phone 999 and ask for an ambulance, giving the exact location of the accident. Then 
contact the nearest member of staff but do not leave the victim alone. Do not move the injured 
person if there is any possibility of a fracture of the neck or back. 
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Less Serious Emergencies 
When a person is injured (at games or otherwise), and may need ambulance transport, the member 
of staff (or, in the absence of staff, the senior pupil) should, if possible stay with the patient and send 
someone to telephone the Medical Centre dialing 911, explaining the nature of the accident and 
where it has happened.  The caller will report back to the scene of the accident what help, if any, is 
on the way.  The Medical Centre Matron will, if necessary, summon an ambulance and inform a 
Doctor; otherwise she will give instructions about treatment.  Meanwhile it is most important that 
the injured person is kept warm and not moved, except if unconscious in which case the patient 
should be turned to lie on his or her side in the recovery position.  If the accident is in a place that 
may be difficult to find, a guide should be posted at the nearest and most obvious access point.  
Because of the risk of paralysis, if a fracture of the neck or back is suspected, or if the injury causes 
pain or “pins and needles” in the arms or legs, the injured person must not be moved until seen by 
an ambulance attendant or Doctor.  In cases of illness or accident (other than emergencies) Boarders 
should report to House Matrons or, on urgent matters, directly to the School Medical Centre.  Day 
pupils should also report any urgent matters to the School Medical Centre. 
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English as a second language (ESL) 

(Reviewer: Kay Goddard; August 2020) 
Reviewed by SMT August 2021)  
 
The ESL department exists to support pupils whose first language is not English. ESL pupils are 
assessed before acceptance into the school. Unless they have a very high level of English proficiency, 
ESL tuition is included in their timetable. Pupils are not taken out of other academic subjects for ESL, 
as this would be counter-productive. Pupils are taught individually and in small groups by the Head 
of ESL. Individual tuition permits a focus on the pupil’s particular learning needs and encourages 
rapid improvement in fluency and accuracy.  IELTS tuition in the Lower Sixth consists of individual or 
small group teaching and pupils usually attend two to three lessons per week. Pupils with ESL needs 
are included in the Learning Support Register. The Head of ESL liaises regularly with staff, parents 
and guardians and is responsible for ensuring that the appropriate exam concessions are applied for 
via the Exams Office. 
  
For further information, please refer to the Policy below: 
  

1. Education and welfare provision for pupils for whom English is an 
additional language (incl. EYFS)  

(Reviewer: Kay Goddard; June 2021) 
Definition 
This policy is concerned with pupils whose first (home) language is not English. Our English as a 
Second Language (ESL) pupils use English as an additional language for education purposes. 
Hurstpierpoint College (Hurst) is committed to making appropriate provision for the teaching, 
learning and pastoral wellbeing of our ESL pupils. The College will ensure that the learning needs of 
each ESL pupil are identified and fully met and that the qualities they bring to the College are 
recognised and valued. This is a College-wide policy that is relevant to our pupils in the Pre-Prep, 
Prep and Senior Schools. 
 
Statement of Intention 

•             The aims of this policy are to promote good practice in our management and care of pupils 

whose first language is not English, by providing them with linguistic support across all areas 
of the curriculum as required and to offer them any welfare support they may need. 

•             The ESL department exists to support pupils whose first language is not English. The aim of this 

department is to enable pupils to integrate linguistically, academically and socially into 
mainstream lessons and school life. The department supports our ESL pupils in their school life 
and allows them to focus on achieving a high level of English language proficiency. Pupils are 
prepared for any necessary examinations and are supported in their academic studies. 

•             Our policy takes into account the DfE statement (SEND Code of Practice, January 2015): 

‘Difficulties related solely to limitations in English as an additional language are not SEN.’ 
Although our Learning Support List includes ESL (English as a Second Language) pupils, having 
a first language other than English is not in itself a learning difficulty. 

 ESL Pupils 

• We have a relatively low number of ESL and bilingual pupils throughout the College. We no 

longer offer full boarding, which limits the number of international students. 

• ESL students who are studying for A Levels and IELTS with the intention of going to a British 

university are prepared for the IELTS exam as required. The ESL IGCSE is also taught in the 

Senior School. Prep School pupils are not prepared for a formal exam. 
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Admissions 

• As detailed in our Admissions Policy, admission is based on a process of selection. ESL pupils 

are pre-tested and are assessed by the Head of ESL. 

• International candidates for the Senior School are assessed by the Head of ESL during 

interview. An internal assessment is used to ascertain the pupil’s aural, oral and written 

proficiency in English. Although a visit to the College is strongly recommended, candidates 

unable to attend for interview are required to complete the assessment in exam conditions 

and to take part in a Teams interview. 

• Younger students are pre-assessed before arrival at Hurst, usually during taster and sampler 

days in our Prep and Pre-Prep Schools respectively, during pre-assessment days in our Senior 

School or during Sesame Day at the end of Lent term. There is a selection procedure at 4+ 

prior to entry into Reception, when the College is able to identify any children for whom 

English is an additional language. Alternative arrangements for assessment may be made, to 

ensure that the pupils’ needs are understood and fully met from the start of their time at 

Hurst. 

 Aims and Objectives 

Aims 

• To ensure that all ESL pupils are able to use English confidently and competently 

• To ensure the particular welfare needs of ESL pupils are met 

• To have high expectations of all ESL pupils and to ensure that every student leaves Hurst 

with the required English proficiency qualifications for university. 

• To enable students to experience success in their academic career at Hurst (and beyond) 

without the potential barrier of having English as a second or additional language. 

• To develop enthusiastic language learners by delivering high quality and individually-tailored 

lessons to maintain and stimulate students’ curiosity, interest, enjoyment and achievement. 

• To encourage students to develop personal qualities such as perseverance, initiative, 

empathy, self-confidence and an ability to work effectively independently and in a group. 

• To allow students to develop transferable skills and informed opinions about the English 

language and British society. 

• To support all staff in their need to support, motivate and teach ESL pupils within their 

classes and Houses 

Objectives 

• To ensure that our ESL pupils make the most of their time at Hurst and feel supported as 

their English proficiency improves. 

• To encourage pupils to communicate confidently and fluently in English, with appropriate 

example and support. Pupils are taught individually at least once a week and most receive 

additional individual and/or small group tuition to meet their learning needs. 

• To ensure that pupils receive regular and effective feedback (both spoken and written) in 

support of their learning and are motivated by being kept involved in their individual 

learning process 

• To prepare pupils thoroughly for IELTS and ESL IGCSE examinations as required 

• To actively celebrate effort and success for all pupils and to show this in the written and 

verbal feedback given to pupils and by effective use of the College’s rewards system. 

• To ensure that pupils are aware of the aim and learning outcomes of each lesson and piece 

of prep. 

Staff Handbook 207 18/05/2022



• To recognise the importance of guiding pupils to learn to take active responsibility for their 

work and progress.  Work will be sufficiently challenging, meet the needs of all individuals 

and provide a balance between teacher-directed and self-directed work.  

• To ensure that all ESL pupils feel welcome and supported during their time at Hurst. The 

Head of ESL liaises regularly with tutors, subject staff, Housemasters and Housemistresses 

and the Senior Management team and attends regular Head of Year meetings. 

• To ensure that appropriate and approved exam concessions are in place. 

• To ensure staff appreciate the benefits of having ESL pupils in the College and in their 

classroom and have the information they need to best respond to the needs of these pupils. 

This includes INSET presentations and updating the Learning Support List for ESL pupils. 

• To raise the profile of the ESL department within the College 

• To ensure that any child in the EYFS requiring ESL support is helped to develop dual language 

skills and that they have sufficient opportunities to fully develop their English language skills, 

both written and oral. Reasonable steps will be taken to provide opportunities for children 

to develop and use their home (first) language in play and learning and to support their 

language development at home. The Head of ESL works closely with parents and carers to 

allow the child to reach his or her full potential and achieve fluency in English as well as the 

first language. 
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Equal Opportunities Policy for Pupils 
(Reviewer: Tim Leeper, Stephen Holliday; July 2016) 

1. Aim 
As a Woodard school, promoting equal opportunities is fundamental to the aims and ethos of 
Hurstpierpoint College.  Hurst is committed to equal treatment for all, regardless of an individual's 
race, sex, disability, religion or belief, sexual orientation, gender reassignment, pregnancy or 
maternity.   
 
We welcome applications from candidates with as diverse a range of backgrounds as possible.  This 
enriches our community and is vital in preparing our pupils for today's world.  We concentrate on 
educating the individual, to provide a comfortable and welcoming atmosphere where each 
individual feels valued and can flourish. 
 
We are an academically selective school and we believe that the educational experience can only be 
enriched if children are exposed to as wide a range of cultural experiences as possible whilst they are 
developing.   
 
We also welcome applications from pupils with special needs and disabilities, and refer parents to 
our policy covering Special Education Needs (SEN), learning difficulties, and disability.  
 
Generous bursaries are offered in order to make it possible for as many as possible who meet the 
school's admission criteria to attend the school.  Details of our provision for bursaries can be found 
in our Awards Policy. 

2. Implementation and training 
The Headmaster, the Senior Management Team, pastoral staff (House Masters/Mistresses/Tutors), 
the Chaplain and the Medical staff all play an active role in monitoring the implementation of the 
College policy on equal opportunities.  Use is made of assemblies, tutorials, Personal Enrichment 
programme, RS, Drama, English and other lessons to:  

• promote tolerance and respect for each other, paying particular regard to the protected 
characteristics set out in the Equality Act 2010. 

• promote positive images and role models to avoid prejudice and raise awareness of related 
issues. 

• foster an open-minded approach and encourage pupils to recognise the contributions made 
by different cultures.  Bias should be recognised. 

• understand why and how we will deal with offensive language and behaviour. 
• understand why we will deal with any incidents promptly and in a sensitive manner. 

 
Harassment in all its forms is unlawful and unacceptable; our policies relating to behaviour and anti-
bullying contain clear procedures for dealing with unlawful, and potentially emotionally and 
psychologically damaging, discrimination.  All our staff receive anti-discrimination training.  Teaching 
and medical staff attend regular INSET sessions on the subject.   
 
A successful equal opportunities policy requires strong and positive support from parents and 
guardians, and full acceptance of the College's ethos of tolerance and respect. 
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3. Monitoring 
The College monitors its equal opportunities policy regularly and reports to the Governors annually 
in order to ensure its effectiveness. The vast majority of our pupils are recruited from within 45 
minutes' drive and are of White British origin, but the experience of those belonging to ethnic 
minorities in the College, and of all our pupils, is monitored carefully by our pastoral teams: Tutors, 
Housemasters / mistresses, the Deputy Head Pastoral, Director of Pastoral Care and our two 
Safeguarding Officers. 

4. Requests for variation in chapel attendance and school uniform 
Although, as a Woodard School, Hurstpierpoint College has Christian roots, we do not select for 
entry on the basis of religious belief, and we welcome pupils of all faiths and offer the opportunity 
for Jews, Hindus, Muslims etc to practise their own faiths. Those who require dispensation from 
attendance at Chapel to do so are asked to write to the Headmaster, who will consider their request.  
 
Parents and guardians are aware that all pupils at Hurst are required to wear a uniform until Year 12, 
and that a strict “business dress” code operates for Years 12 and 13 (See the Pupil Guide).  The 
Headmaster will consider written requests from parents and guardians for variations in the uniform 
on religious grounds that are consistent with the College’s ethos and policy on health and safety. The 
Headmaster may take expert advice, and may arrange to meet with parents and guardians to discuss 
the implications of such a request.  
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Equal Opportunities Policy for Staff 
(Reviewer: Darren Carpenter, October 2021) 
 
This policy is for guidance and does not form part of your contract of employment. 

1. Purpose of the policy 
The College’s position:  The College supports the principle of equal opportunities and opposes 
discrimination on the basis of sex, marital or civil partnership status, any gender reassignment, race, 
disability, sexual orientation, religion or belief, pregnancy and maternity and part time or fixed term 
employment and age.  Being a committed equal opportunities employer, the College will take every 
possible step to ensure that employees are treated equally and fairly.  All policies and practices will 
conform with the principle of equal opportunities in terms of recruitment, selection, training, 
promotion, career development, discipline, redundancy and dismissal.   

2. To whom does this policy apply? 
Application:  This policy applies to the Colleges’ employees, whether permanent, temporary, casual, 
part-time or on fixed-term contracts, to ex-employees, to job applicants and to individuals such as 
agency staff and consultants and volunteers who are not our employees, but who work at the 
College (collectively workers). 
 
Workers' duties:  All workers have a duty to act in accordance with this policy, and therefore to treat 
colleagues with dignity at all times, and not to discriminate against or harass or victimise other 
members of staff, whether junior or senior to them. In some situations, the College may be at risk of 
being held responsible for the acts of individual members of staff and therefore shall not tolerate 
any discriminatory practices or behaviour. 

3. Personnel responsible 
Management:  Those working at a management level have a specific responsibility to set an 
appropriate standard of behaviour, to lead by example and to ensure that those they manage 
adhere to the policy and promote the aims and objectives of the College with regard to equal 
opportunities.  To facilitate this process, managers may be given training on equal opportunities 
awareness and equal opportunities recruitment and selection best practice. 
 
Questions about this policy:  All members of staff are responsible for the success of this policy and 
must ensure that they familiarise themselves with the policy and act in accordance with its aims and 
objectives.  If you are involved in management or recruitment, or if you have any questions about 
the content or application of this policy, you should contact the CFO/Bursar. 

4. Forms of discrimination 
Types:  Discrimination may be direct or indirect and it may occur intentionally or unintentionally.  
 
Direct discrimination:  Direct discrimination occurs where: Someone is put at a disadvantage for a 
reason related to one or more Protected Characteristics.  For example, rejecting an applicant 
because they would not "fit in" because of their race or sexual orientation would be direct 
discrimination. 
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Indirect discrimination:  Indirect discrimination occurs where an individual is subject to a criterion or 
practice which puts them at a particular disadvantage because of a Protected Characteristic, and it 
cannot be objectively justified.  An example might be a minimum height requirement for a job.  This 
is likely to eliminate proportionately more women than men.  If this criterion cannot be objectively 
justified, because it is not a proportionate means of achieving a legitimate aim, then it will be 
indirectly discriminatory on the grounds of sex. 
 
Victimisation and harassment:  Discrimination also includes victimisation (suffering a detriment 
because of action the employee has taken or may take to assert legal rights against discrimination or 
to assist a colleague in that regard (called a Protected Act)) and harassment (see the College's 
Dignity at Work policy for a more detailed explanation of "harassment"). 

5. Recruitment and selection 
College's position:  The College aims to ensure that no job applicant receives less favourable 
treatment because of a Protected Characteristic.  Recruitment procedures will be reviewed regularly 
to ensure that individuals are treated on the basis of their relevant merits and abilities and that 
sufficiently diverse sectors of the community are reached.  Job selection criteria are reviewed from 
time to time to ensure that they are justifiable on non-discriminatory grounds as being essential for 
the effective performance of the job. 

6. Staff training and promotion and conditions of service 
The College's position:  Staff training needs shall be identified through regular staff appraisals. All 
workers will be given an equal opportunity and access to training to enable them to progress within 
the organisation. All promotion decisions shall be made on the basis of merit.  
 
Terms and conditions:  Our conditions of service, benefits and facilities will be reviewed from time 
to time to ensure that they are available to all workers who should have access to them and that 
there are no unlawful obstacles to accessing them. 

7. Disability discrimination 
Informing the College:  If you are disabled, or become disabled in the course of your employment, 
you are encouraged to tell us about your condition.  This is to enable us to support you as much as 
possible and to ensure that you are not treated less favorably because of something related to your 
disability. 
 
Reasonable adjustments:  You may also wish to advise the Headmaster or Director of HR of any 
reasonable adjustments to your working conditions or the duties of your job which you consider to 
be necessary, or which would assist you in the performance of your duties.  The Headmaster or 
Director of HR may wish to consult with you and with your medical adviser(s) about possible 
reasonable adjustments. Careful consideration will be given to any such proposals and they will be 
accommodated where possible and proportionate to the needs of your job.  Nevertheless, there 
may be circumstances where it will not be reasonable for us to accommodate the suggested 
adjustments and we will ensure that we provide you with information as to the basis of our decision 
not to make any adjustments.  
 
Physical features:  The College shall monitor the physical features of its premises to consider 
whether it can make any changes to help remove disadvantages which these may create for disabled 
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users.  Where possible and proportionate, the College will take steps to improve access for disabled 
users of the premises. 

8. Fixed-term employees 
Monitoring:  We will monitor our use of fixed-term employees and their conditions of service, to 
ensure that they are being offered appropriate access to benefits, training, promotion, and 
permanent employment opportunities.  We will, where relevant, monitor their progress within the 
College to ensure that they are accessing permanent vacancies appropriate to their qualifications, 
skills and experience. 

9. Part-time workers 
Monitoring:  The College will monitor the conditions of service of part-time employees and their 
progression to ensure that they are being offered appropriate access to benefits and training and 
promotion opportunities.  We will also ensure requests to alter working hours are dealt with 
appropriately under the College's flexible working policy. 

10. Agency workers 
Monitoring:  The School will monitor agency workers to ensure that they are treated no less 
favourably than a comparable worker in relation to accessing collective facilities and amenities at 
the School. The School will also monitor the use of temporary work agencies and subject to the 
exceptions set out in the Agency Workers Regulations 2010, will ensure that all agency workers have 
the same basic working conditions they would have been entitled to had they been recruited by the 
School directly into a comparable role. 

11. Breaches of the policy 
Complaints:  If you believe that you may have been disadvantaged because of a Protected 
Characteristic, you are encouraged to raise the matter through the  grievance procedure.  If you 
believe that you may have been harassed because of a Protected Characteristic, you are encouraged 
to raise the matter through the College's Dignity at Work policy.  Allegations regarding potential 
breaches of this policy will be treated in confidence and investigated in accordance with the relevant 
procedure.  
 
False allegations:  These procedures apply during and after termination of your employment.  
Workers who make such allegations in good faith will not be treated less favourably as a result. False 
allegations of a breach in this policy which are found to have been made in bad faith will, however, 
be dealt with under the disciplinary and dismissal procedure. 
Disciplinary action:  If, after investigation, you are proven to have engaged in any unwanted conduct 
because of a Protected Characteristic or otherwise acted in breach of this policy, you will be subject 
to disciplinary action. In serious cases, such behaviour may constitute gross misconduct and, as such, 
may result in summary dismissal.  The College will always take a strict approach to serious breaches 
of this policy. 
 
College’s position:  The College supports the principle of equal opportunities and opposes 
discrimination on the basis of sex, marital or civil partnership status, any gender reassignment, race, 
disability, sexual orientation, religious belief, part time or fixed term employment, and age.  Being a 
committed equal opportunities employer, the College will take every possible step to ensure that 
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employees are treated equally and fairly in respect of these matters.  All policies and practices will 
conform with the principle of equal opportunities in terms of recruitment, selection, training, 
promotion, career development, discipline, redundancy and dismissal.  Our staff and applicants for 
employment shall not be disadvantaged by any policies or conditions of service which cannot be 
justified as necessary for operational purposes. 
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External Communications Policy 
 

This policy forms part of your contract of employment. 
• The media:  You must not make contact with or communicate with any member of the press 

or media, or anyone so connected, on behalf of the College unless you have obtained the prior 
permission of the Headmaster. 

• Authorised employees:  The employees authorised to give press releases will be the 
Headmaster and the Director of Marketing. 

• Statement:  If you are approached by any member of the press or media to make a statement 
on behalf of the College you should decline to make any statement whatsoever and refer the 
matter immediately to the Headmaster. 

• Gross misconduct:  Any action taken in contravention of this policy may constitute gross 
misconduct. 
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EYFS Mobile Devices – Acceptable Use Policy (mobile phones, 
cameras and recording devices) 
(Reviewer: Nick Oakden & SMT, February 2022) 

1. Policy statement 
Our setting aims to provide an environment in which children, parents and staff are safe from 
images being recorded and inappropriately used.  
 
Children may have their photographs and video footage taken to provide evidence of their 
achievements for developmental records (Learning Journal and ‘Evidence Me' observations) using 
College devices.  Staff, visitors, volunteers and students are not permitted to use their own mobile 
phones to take or record any images of EYFS children. 

2. Procedures 
• All staff must ensure that their mobile phones, personal cameras and recording devices are left 

in their desks or in the Pre-Prep office during working hours other than to access school emails 
(if necessary).  

• Personal mobile devices must not be used by members of staff when supervising children in the 
After School Care facility (unless in an emergency). 

• Under the Data Protection Act 1998 the College must seek parental consent to take 
photographs and use video recorders. Photographs will be stored on the College computers in a 
designated area and all computers are password protected. 

3. Mobile Phones (see also 3.11 of Code of Conduct) 
• If any staff member has an emergency which requires them to keep their mobile close at hand, 

they should consult with the Head and get permission for this.  In this situation, any phone calls 
taken or made should be done so in a designated staff area of the setting where possible. 

• Staff should not give out personal mobile numbers to pupils or parents/ carers for anything 
other than a specific school trip.  

• It is the responsibility of all members of staff to be vigilant and report any concerns to the 
Designated Safeguarding Lead or the Head. 

• A personal mobile phone may be taken with a member of staff when escorting children to the 
swimming pool, the Woodland School or the farm but it may only be used in the case of an 
emergency. 

• Any non-compliance will be taken seriously, logged and investigated appropriately in line with 
our disciplinary policy. 

4. Cameras and recording devices 
Children should only be photographed or filmed on video for the purpose of recording their 
development of participation in events organised by us.  Parents sign a consent form and have 
access to records holding visual images of their child upon entry to the College and this may be 
found as part of the College contract. 
• Only the designated school cameras or iPads are to be used to take any photos within the setting 

or on outings. 
• Images taken must be deemed suitable without putting the child in any compromising position 

that could cause embarrassment or distress 
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• All staff are responsible for the location of the cameras / iPads, which should be placed in a safe 
place when not in use. 

• Images taken and stored on the camera / iPad must be downloaded as soon as possible.  Images 
should only be downloaded to the College computer system / College cloud storage.   

• Images may only be uploaded to the school website or social networking sites such as Twitter 
and WhatsApp, for marketing purposes or for communication with parents. No member of staff 
is permitted to upload images to any of these platforms unless they have been specifically 
authorized to do so by the Head of the Prep and Pre-Prep. 

• Under no circumstances must cameras of any kind be taken into the toilet / wash area without 
prior consultation with the Head. 

• Should photographs need to be taken in a toilet / wash area, i.e. of children washing their hands, 
then the Head must be asked first and staff should be supervised whilst carrying out this activity.  
At all times the camera / iPad must be placed in a prominent place where it can be seen. 

• It is the responsibility of all members of staff to be vigilant and report any concerns to the 
Designated Safeguarding Lead or the Head. 

• Any non-compliance will be taken seriously, logged and investigated appropriately in line with 
our disciplinary policy.  

5. Legal framework 
Primary legislation 
• Children Act (1989 s47) 
• Protection of Children Act (1999) 
• Data Protection Act (1998) 
• The Children Act (Every Child Matters) (2004) 
• Safeguarding Vulnerable Groups Act (2006) 
 
Secondary legislation 
• Sexual Offences Act (2003) 
• Criminal Justice and Court Services Act (2000) 
• Equalities Act (2006) 
• Data Protection Act (1998) Non-Statutory Guidance 
 
This policy was adopted at Hurst Pre-Prep 
 
First adopted October 2015 
Last reviewed February 2022 
Date to be reviewed February 2023 
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Facilities – New Bury Theatre / Drama & Dance Studios / Music 
School / Moore Hall / Conference Room / Science Lecture Theatre / 
Drama Area 
(Reviewer: Dan Higgins, March 2022) 
 
The New Bury Theatre and the Drama Studio are performance, cinema, lecture or conference 
facilities available for use by all sections of the College and for lettings. 

1. New Bury Theatre 
The New Bury Theatre is the main theatre in the school located on the west side of the campus 
between the Sports hall and St Johns House. It is used mainly for productions, but is also available 
for assemblies, presentations to parents and cinema evenings. The seating capacity is 331 and it can 
be booked through the Theatre Manager, Ollie Mitchell. 

2. Dance Studio 
The Dance studio sits above the Music School extension alongside the New Bury Theatre. It can be 
accessed via the Music School or an elevated glass walkway from the New Bury Theatre. It is a 
purpose-built venue with sprung floor, AV system and ballet bars/mirrors.  

3. Drama & Dance Studios 
The smaller Drama and Dance studios are located opposite the Science Block. The drama studio, as 
with the New Bury Theatre, is used primarily for drama lessons and productions but can also be used 
for activities which require an open space. There is no fixed seating but it has capacity of approx. 60 
for performances, and it can be booked through the Theatre Manager, Ollie Mitchell. . 
 
The smaller Dance Studio can be booked through the Head of Dance, Nicola Dominy. 

4. Music School 
The Music School is the block opposite the Sports Hall. It has 3x teaching classrooms for music, an 
office in the centre used for music technology and a large hall used for concerts, music lessons, 
assemblies, presentations and parents’ meetings. It also has 15 practice rooms for the instrumental 
music teachers. 
 
The seating capacity in the hall is 200 and it can be booked through the Music School secretary. 
Space is allocated near the half term before the term to which the booking is to apply.  It should not 
be assumed that a request is a firm booking until an email guarantees it. 
 
Please note that while rehearsals, productions and lessons are taking place, these must take priority 
over any other activity that is booked. 

5. Moore Hall 
The Moore Hall is situated beneath the Library and has multiple functions as an Assembly Hall, 
Dance Studio and Lecture Theatre and can be booked using the ‘Booking a Venue’ procedures. 
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It has a bleacher seating capacity of 80 with a further 100 single chairs available. 

6. Conference Room 
The Conference Room is an attractive large space suitable for meetings, lectures, presentations and 
theatrical workshops, etc. This has a capacity of 60. 

7. Science Lecture Theatre 
The SLT is a tiered teaching and lecture venue suitable for meetings and presentations. It has a 
seating capacity of approx. 60.  

8. Preparation 
All events will require time for preparation.  As well as for rehearsals and performances, you should 
book well in advance time slots for the manufacture, painting and installation of props and scenery. 
Any technical requirements for lighting and sound etc need to be made known well in advance.  The 
Theatre Manager can guide you in this. During booked technical preparation, rehearsal and 
performance times, and during knock-down time afterwards, access and use by others will not 
normally be possible. 

9. Use 
• Theatre spaces are specialist areas where considerations of Health and Safety are different 

from and more stringent than in other areas of the College.  The risk of damage to 
equipment by users is also greater.  Use of technical equipment is therefore normally 
restricted to the Theatre Manager and a team of trained, and supervised trainee, volunteer 
student technicians. 

• Hurst has a tradition of training and empowering students to plan, organise and operate 
sound and light in drama venues and other spaces.  College Student Technicians can be 
contacted through the Theatre Manager, who will need to know of their involvement in 
advance.  It will help your event if you engage with them early in the planning stages so 
there is no doubt on either side what is required and at what level, whether artistic, 
technical, planning, programming etc.   

• Preparation of staging, scenery and props is normally done by users and their appointed 
volunteers.  Great care must be taken not to make any changes to the theatre which are 
irreversible.  Plans must be discussed with the Theatre Manager before work starts.   

• Members of the Shakespeare Society (Senior School) may be able to help with construction 
and decorating, and with backstage assistance. 

• The Theatre Manager also has responsibilities for – 
o Ensuring that Health and Safety requirements in the venues are observed.   
o Maintaining a risk assessment which must be provided to the person responsible for 

each use of the facility. 
o Liaising with the team of Student Technicians to provide for the light and sound 

requirements of each show or play.  Acting as a “long stop” in the case of problems 
or non-availability. 

o Providing suitable equipment for use in each venue. 
o Keeping the diary of bookings for the theatre. 
o Assisting in any way possible to ensure College events are operated to a high 

standard. 
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• The Technicians can assist with hiring equipment and with your sound reinforcement, sound 
effect and other technical needs. 

• The Housekeeping Manager needs to be advised of any requirements for moving large 
amounts of heavy gear or furniture.  

• If the stage surface needs to be painted they must be returned to matt black after the show 
and all paint used must be water-based.  Great care must be used to ensure that paint from 
this or from any scenery or other painting doesn’t get onto the cyclorama cloth, tabs or 
gauze.  

• Use of areas for cast changing and for costume storage would need to be agreed with the 
person responsible for that area. 

10. Health and Safety 
You will be provided with a copy of the risk assessment for use of the venue and asked to sign that 
you have received it.  Gangways and all exits must be kept clear and free of trip hazards at all times 
during rehearsals and performances. Paint may not be stored in any performance space, nor may 
any other accelerant or flammable material. 

11. Clearance after use 
Theatres are in constant use and are not storage areas.  Props, scenery, personal items and so on 
that have been imported into the theatre must be removed or disposed of in the first few days after 
your event.  Anything left after that time will be disposed of. 

12. Storage and changing rooms 
Storage in all venues is physically limited.  Particularly because they are shared resources, items may 
only be left in them during rehearsals and the run of a play.  Do not rely on being able to leave 
anything there safely. 

13. Booking a Venue 
 

1. Viewing which Venues (Items) are available 
Before requesting a venue(s) to be booked, you can now view to see what is available and 
when: 

• Use the School Booking icon on your desktop, or 
https://secure.schoolbooking.com/hppc 

• This brings up School Bookings Home page. This shows your upcoming and recent 
bookings.  

• BOOKING PLANNER 
o Choose the data you are interested in from the Single Date View selector 

and the Type/Category of venue. 
o The rooms will be displayed on the left hand side and the grid will display 

lessons (blue) and bookings (red).  
o Click on the lesson or booking to view details.  
o Scroll down and/or change page to see more venues (items). 
o Change the selector to Single Item View to view bookings for a single venue 

(item). 
• BOOKING RECORDS 
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o Displays a record of all bookings which can be filtered by selecting required 
criteria in the search fields. 

• MY PROFILE – shows you current profile settings. 
• SUPERVISION – if you are a booking authoriser, shows requests to be authorised. 

 
You will not be able to make a booking using this facility, you can only view what is 
available. 
 

2. Booking a Venue 
After you have viewed which venues (items) are available, you will need to send an email if 
you would like to request a booking of a venue (item) / venues (items). When requesting a 
booking it is important to give the following information: 

• In the subject of the heading please state the venue(s) you would like to book. If 
you want to book quite a few venues, then type Multiple Venues.  

• In the body of the email, please use the following sub-headings and fill in 
accordingly. If requesting more than one venue (item) then please repeat the sub-
headings for each venue (item). 

o Venue (Item) 
o Reason  
o Date 
o Start time 
o Finish time 
o Audio-visual requirements 
o Room layout 

 
(a) Booking a Single Venue (Item) 

In order to book a single venue, you need to email the following email address for the venue 
concerned: 

• Conference Room – reception@hppc.co.uk 
• Library Rooms – library@hppc.co.uk 
• HoYs Meeting Room – linda.king@hppc.co.uk  
• Pre-Prep Games Room – janine.liebers@hppc.co.uk 
• Music School – emma.simms@hppc.co.uk  
• New Bury Theatre, Theatre Foyer, Old Bury Theatre & Drama Studio – 

ollie.mitchell@hppc.co.uk 
• Dance Studio – nicola.dominy@hppc.co.uk 
• The Moore Hall and any Prep School facility – janine.liebers@hppc.co.uk 
• The Chapel – chapel@hppc.co.uk 
• The Inner Quad – headmaster@hppc.co.uk and headpa@hppc.co.uk 
• CCF Hall (OED Centre) – fred.simkins@hppc.co.uk or sarah.peach@hppc.co.uk 
• Dining Hall & Eagle Gallery – sarah.canning@sodexo.com (if catering is required a 

booking request needs to be completed as well) 
• Science Lecture Theatre, Science Labs & Classrooms in the Academic Quad, 

including the Drama classrooms – helen.angel@hppc.co.uk and 
Natalie.sumners@hppc.co.uk  

• St John’s Social Room – StJohns@hppc.co.uk 
• The Common Room – rob.kift@hppc.co.uk 
• Any Sports’ facility – john.nehls@hppc.co.uk 
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Please ensure that you Cc in Paula Bidmead, our Housekeeping Manager via 
Paula.Bidmead@hppc.co.uk with regard to room layout, and please ensure that venues are 
left in the same condition at the end of the session as they were initially received in order to 
avoid a charge. 
 
Audio-visual requirements should now be put on the new HelpDesk system (Parago), which 
can be found in the Mega Menu on Hurst Online. Please select Audio-Visual from the 
dropdown selection. 
 
When your booking request is either accepted or rejected you will be emailed by the 
member of staff who is responsible for that venue. 
 

(b) Booking Multiple Venues at the Same Time 
You now have the facility to send just one email regardless of how many venues you would 
like to book. If you want to book multiple venues with just one email, then please send an 
email to venues. This is a group email address which includes all the above email addresses 
as well as Paula Bidmead’s. When using this group email, please put in the subject heading 
either each venue you require or write multiple venues in the subject heading if you want 
to book 4 or more venues. Please use the same sub-headings as before for each venue you 
would like to book. 
 
Remember for audio-visual requirements, you still need to use PARAGO and the helpdesk 
services via HurstOnline.  
 
Again, when your booking requests are either accepted or rejected you will be emailed by 
the member of staff who is responsible for each venue. 
 

3. Catering Requirements 
Please note, if you require catering you will need to book this direct via catering@hppc.co.uk 
and complete their online forms.  
 

4. Putting the Event on the Calendar using GRS 
In addition to the above, for most occasions the event that you want to book in a certain 
venue also needs to be put into the calendar using GRS. Please go into Calendar in GRS and 
follow the instructions when you click on Add Event. At present you will need to do this in 
addition to actually booking a venue.  
 
Putting an event in the calendar in a certain venue, does not mean that you have 
automatically booked the venue. You haven’t. Please therefore, do not put an event using a 
College-based venue into the calendar without either having booked the venue first or at 
least checked to see if the venue is free and then immediately after asking to book the 
venue. 
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Fire Risk Assessment and Prevention Policy 
(Reviewer: Mark Adams, March 2022) 

1. Introduction 
The Regulatory Reform (Fire Safety) Order 2005 (FSO) places duties on “responsible persons”, to the 
extent that they have control over premises to: 
 

• assess the risks posed by fire to the health and safety of their employees and to anyone else 
who may be affected by their activities; and 

• eliminate those risks, so far as reasonably practicable, or to otherwise reduce those risks to a 
tolerable level.  

 
The Regulatory Reform (Fire Safety) Order 2005 require that organisations undertake Fire Risk 
Assessments. The College follows the Regulations and undertakes Risk Assessments in relation to all 
parts of the College.  
 
The Chief Financial Officer has overall responsibility for health and safety. Day to day responsibility 
for implementation of this policy is delegated to the Health and Safety Manager.  

2. Policy Statement 
Hurstpierpoint College recognises and acknowledges its responsibility to take general precautions to 
protect the safety, so far as reasonably practicable, of its employees, pupils and anyone else 
potentially affected by its undertaking, against fire and dangerous substances which could give rise 
to fire and the effects of fire, by carrying out a fire risk assessment for the various builds and where 
necessary, eliminating risk from dangerous substances, poor compartmentation, inadequate 
detection and cluttered escape routes.  

3. Policy Objectives 
The objectives of this policy are to prevent fires by ensuring so far as reasonably practicable, that: 
 

• Measures are devised and implemented to ensure that satisfactory procedures are in place 
to reduce risks to persons in the event of a fire (clear escape routes, compartmentation, 
quick detection); 

• Any aspect of College premises and any equipment provided in connection with assuring fire 
safety is maintained, by a competent person, in a fit and efficient state (fire alarm system, 
door closures, fire extinguishers); 

• All members of the campus community, including contractors and visitors, are provided with 
clear and relevant information regarding fire risks and measures taken to prevent fires 
occurring or to mitigate against the consequences of fire (signage, site rules, induction, 
training); 

• Employees are provided with appropriate information, instruction and training at 
appropriate intervals about the fire precautions in place at the College (inset and induction 
training, Hurst Online – Health and Safety, H&S Policy). 

4. Organisational Responsibilities 
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The “responsible person” has been delegated to the Chief Financial Officer with support of the H&S 
Manager: 
 

• Adequate resources are made available to enable the College to fulfil their duties under the 
FSO.  

 
All other responsibilities are in the Health and Safety Policy.  

5. Fire Risk Assessment 
Under Article 9 (1) of the Regulatory Reform (Fire Safety) Order, a fire risk assessment must be 
carried out which identifies the relevant persons exposed and fire precautions to be taken.  
 
The Health and Safety Manager has been identified as the competent person to carry out the fire 
risk assessment officers. 
 
Fire risk assessments are reviewed every 2 years unless significant alterations to the build which may 
compromise the safety of the occupants or alter the findings of the original fire risk assessment. 

6. Fire Management Information including Evacuation Procedures 
 
6.1 General Information 

• The campus has 18 fire zones. Each has its own dedicated fire panel.  These fire panels are all 
radio linked to a master panel situated outside the Lodge door except for the Bury Theatre. 

• There are no sprinkler instructions on site.  The only building with a dry riser is the Academic 
Quad/Classroom block. 

• The swimming pool is the bulk water supply holding around 80,000 gallons. 
• There are hydrant locations at the main entrance and entrance to prep school. 
• The following areas house dangerous substances (potentially explosive cylinders), in 

accordance with Article 9 (2) and Article 12 (1) of the RRFSO.  
o Outdoor Ed (gas cylinders for camping) 
o Estates Plumbing Workshop (for welding) 
o Science Block Technicians Room (Oxygen and Hydrogen for experiments) 
o Medical Centre (oxygen cylinder for medical emergencies) 

All stored correctly and have been noted on the associated floor plans to WSFRS. 
• The following areas have hazardous and flammable substances: 

o Science Block Technicians Room – Hazardous and flammable substances 
o Estates – Plumbers Workshop and Painting and Decorating Department 
o Grounds – Fuel for Grounds Machinery 

• Campus shared with 3 additional organisations; catering, IT and language school. The 
catering organisation (Sodexo) carry out their own training, IT (Class Technology Solutions) 
and language school (Manor Courses) undertake Hurst fire safety training. 

• Facilities are let out to other organisations but are provided with fire safety rules. 
 
6.2 Fire Precautions 

• Hurst aims to provide L1/L2 protection. 
• H&S Manager carries out regular Fire Inspections. 
• HoMs carry out a House H&S Inspection in Michaelmas and Lent terms. 
• There is an active “spot and report” system in effect utilising job request system. 
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• Regards maintenance, all fire systems and emergency lighting are serviced annually by 
Performance Fire Protection.  Emergency Lighting to BS 5266 -1 and fire detection to BS 
5389 – 1 2013. 

• Fire extinguishers are also maintained and certified annually by ETC to BS 5306-3:2009. 
• Fire Signage to BS 5499 2013 and Building Bulletin 100 section 2.5.3. 
• A different call point is tested weekly on each fire alarm system. 
• Full evacuation boarding time drills on L1 boarding areas is done once a term and 

documented. 
• Houses are inspected termly by Health and Safety Manager and issues placed on job request 

system. 
• Portable Appliance Testing and Inspection on College owned equipment is documented, 

along with rolling programme on 5 year hard wiring inspections available from Estates. 
• Lettings given rules regards to fire safety. 

 
6.3 Fire Alarm Activation Procedures 

• 18 fire panel areas automatically call the West Sussex Fire and Rescue Service approved fire 
monitoring station via direct landline.  They, in turn, respond according to the following: 

• 08.00 – 17.00 hours Monday to Friday they call the landline extensions of: 
o Estates Manager 
o Campus Manager 
o Health and Safety Manager 
o Maintenance Workshops 
o Lodge 

• Whoever responds to call first assumes control as College Incident Officer and responds as 
per section 7.  The Incident Officer has the daytime support of the Fire Action Response 
Team to an activated area to confirm as quickly as possible whether it is a false alarm, and 
that area is clear of all persons. 

 
6.4 Planned Evacuations 

• Boarding houses are evacuated once a term in boarding time in accordance with the 
National Minimum Boarding standards (Standard 7).  

• Where possible the timing of this evacuation will be the third week of a new term.  
• Deputy Head of Prep arranges for drills for Prep and Pre-Prep once a term.  
• Schedule for planned evacuations of other builds in the fire risk management spreadsheet 

and Ops Calendar.  
 
6.5 Evacuation Procedures 
These are located on section 5.39 of the staff handbook and presented every inset. 
 
6.6 Prep and Pre-Prep Evacuation 
Teaching staff should follow these instructions: 

• Upon hearing the fire alarm, the children should exit the Prep School building in silence, 
leaving all of their belongings behind. 

• The fire doors and windows should be closed by staff on their exit from the building as a 
preventative measure. 

• Those in the Quad West building will exit the building using both staircases to evacuate the 
building as calmly and as quickly as possible. 

• Each form teacher will be responsible for collecting and taking their form’s register. 
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• The Deputy Head will establish from each teacher whether all the children in their form are 
accounted for. 

• Children should remain in silence until it is deemed safe to return to the Prep school 
building. 

• Should adverse weather conditions be prevalent the children will register outside. However, 
a decision will then be made as to whether it would be appropriate to move the children to 
either the Music School or the Chapel. 

• If the building is deemed unsafe the children will be taken to either the Music School or 
Chapel. 

 
6.7 Personal Emergency Egress Plans (PEEPs) 
HoM of pupil and line manager of staff to complete preliminary questionnaire to identify applicable 
information for writing up a PEEP if a student or staff has impairments which may affect their safe 
escape. It is vital that staff member (whether line manager or HoM) in charge instigates this action in 
reasonable time. 
 
6.8 Location of Fire Assembly Points 
These are in section 5.39 of the Staff Handbook.  
 
6.9 Training 

• All new staff are informed of the location of fire exits, sound of fire alarm, location of fire 
extinguishers and Fire Action signs (by exits). 

• H&S Induction includes fire safety training. 
• All staff receive annual Fire Safety Training in September Inset. 
• Hurst Fire Safety Presentation and video about the presentation with additional footage and 

commentary including the use of a fire extinguisher available for all staff via H&S Online on 
Sharepoint. Staff informed of location during inset. 

• See First Response Incident Officer. 

7. First Response Incident Officer 
First Response Incidence Officer is the first person from Fire Action Response Team to attend an area 
or building where the fire alarm has been activated. 
 
From 08.00 – 17.00 Monday to Friday on hearing any fire alarm sounding or advised by Southern 
Monitoring Direct that an alarm has been activated, the Fire Action Response Team must 
immediately attend main panel at Reception to ascertain location of fire. Wear orange hi-vis vest. 
Proceed to sub fire panel at activation area and read panel for precise location. The panel must be 
left sounding while the source of activation has been identified. The following questions must be 
asked: 

• Can you smell smoke? 
• Can you see any flame? 
• Can you hear any fire noise? 
• Can you feel any heat from walls or doors before entering any room? 

 
If yes to any of the above, the Fire Action Response officer must call the fire and rescue service and 
activate the alarms of any attached buildings/houses/areas if risk of spread is real. 
 
Withdraw from area, check rooms and shut all doors. Other members of the Fire Action Response 
Team to be instructed to sweep all rooms in adjacent areas according to situation priorities.  
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When Fire Action Response Team has reported that all persons have evacuated, report to Reception 
and meet Senior Fire Officer.  On his arrival, escort his team to location and provide site information 
as required.  Fire officer now has full command of situation and will advise when to stand down and 
re-enter building. 
 
From 18.00 to 08.00 in term time monitoring station covers in addition to weekends. 
There is automatic brigade call on any activation during these times. 
 
Upon call from Southern Monitoring, attend main panel at Reception to ascertain location of fire. 
Wear hi-vis vest. Leave panel alarm sounding. 
 
Again, as above, use senses, evaluate situation.  Withdraw, ensuring area is complete and doors are 
closed.  Return to main fire panel to meet brigade and report etc. as above. 
 
Should no fire be found, or situation is a false alarm, leave panel alarm sounding until verified that 
area is cleared. Then silence panel and allow re-entry to building. 
 
Email H&S Manager details of the incident. 

8. Fire Action Response Team are: 
This information is found on the fire alarm panels.  

9. Implementation 
This policy will be referenced to in the HS Policy and form part of the staff handbook.  

10. Monitoring and Review 
The policy and risk assessments will be reviewed every 2 years by the Health and Safety Manager or 
when there is a requirement.  
 
If there are changes, the table on the front of the Policy will reflect the revision.  
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First Aid Policy 
(Reviewer: Stephen Holliday, SMT, March 2021) To Be Reviewed Sept 2022 

1. Background 
• This policy is primarily concerned with the first aid provision for all pupils and staff, including 

our EYFS children.  However, the College has an equal duty of care for visitors and hence the 
arrangements detailed below will apply equally to others.  

• The Bursar has overall responsibility for health and safety.  Day to day responsibility for the 
implementation of health and safety policy, including first aid arrangements, is delegated to the 
Health and Safety Manager and to certain Heads of Department as set out below. 

• The need for first aid is minimised if hazards are recognised and addressed, and hence risk 
assessments are in place for all activities and are reviewed annually or whenever there is a 
significant change which could result in new hazards.  First aid arrangements – including the 
provision of qualified personnel and first aid boxes – are put in place according to the assessed 
level of risk.  The College Health and Safety Policy Manual outlines the responsibilities for risk 
assessment and accident reporting, as well as listing the personnel with first aid qualifications 
and the location of first aid boxes. 

• If a pupil suffers anything more than a trivial injury, or if he or she becomes seriously unwell 
during school day, or if we have any worries or concerns about his or her health, we will contact 
his or her parents.  Parents may be asked to collect their child if he or she becomes ill during the 
school day.  We will inform parents of children in the Prep School or Pre-prep (including EYFS 
pupils) if he or she has a minor accident at school. 

2. Medical Centre 
• The facilities of the Medical Centre are available to boarding pupils and to all other pupils and 

staff of the College, in the event of an accident or other medical emergency during term times.   
• The centre will provide emergency first aid cover for all pupils (including EYFS children) and staff 

in the College, as well as acting as a surgery for boarders registered with the school Doctors.   
• Walk-in care will be provided for pupils in the Senior School.  Pupils in the Pre Prep and Prep 

Schools will be taken to the centre by a member of staff.   

3. Senior School 
• Pupils in the Senior School requiring first aid will generally be referred to the Medical Centre.  A 

qualified nurse is on duty in the Medical Centre from 7:30am until 7:00pm on Monday through 
Thursday, and from 7:30am until 6pm on Fridays.   

• Pupils who become unwell between 7:00pm and 7:30am and at weekends will report to their 
House Parent, who should consult NHS 111 as appropriate and, in extremis, refer the pupil 
direct to A&E.  A trained first-aider is available to look after sick boarders resident in the 
Medical Centre.   

• The school doctors are available for boarders registered with them by appointment twice 
weekly.  Surgery times will be published by the Medical Centre.  A female doctor is available for 
girl boarders if needed.  Day pupils and flexi-boarders should see their own G.P.  

• The nurse on duty is available for consultation throughout the school day.  Pupils requiring 
medical treatment or off games may attend for the administration of their treatment. 

• The medical centre will stay open 24hrs a day to look after any sick boarders who cannot go 
home.  

Staff Handbook 228 18/05/2022



• Day pupils will be accommodated in the Medical Centre if they are unwell or are injured until 
such time as they are collected by their parents or guardian.   

• If necessary, the Medical Centre nursing staff will contact the school doctor for specialist advice. 
• Pupils who return to school bringing a supply of homely remedies – such as paracetamol or 

ibuprofen; indigestion or anti-nausea remedies; antihistamines; or topical treatment creams – 
for personal use will give these to their Housemaster for safe keeping and for monitoring 
its/their administration.  

• Pupils with non-controlled prescribed or other medication or personal medical items (including 
antibiotics, asthma inhalers, epi pens and diabetic medication) must attend the Medical Centre 
in the first instance for an assessment, following which they may be given consent to self-
administer.  Where such consent is given, the Medical Centre will advise the pupil’s House 
Parent, who will be responsible for ensuring that the medication or items are stored securely. 

• Pupils with controlled medication must always attend the Medical Centre in the first instance.  
Controlled medication will be stored securely and either administered by Medical Centre staff 
or, where appropriate, the Medical Centre will advise the pupil’s House Parent who will be 
responsible for ensuring that the medication is stored securely and for monitoring its 
administration in line with the specific requirements for the medication concerned. 

• Boarders are escorted to hospital A & E, out-patient clinics, and for admission to wards.  Parents 
are always informed of illness and accidents at the earliest opportunity. 

• Boarders can be provided with escorts for visits to hospital or for medical appointments.   
Dental appointments are best arranged for the school holidays as local dentists no longer take 
NHS patients.   

4. Prep School 
• Pupils in the Prep School will be attended to in the first instance by a qualified first-aider who 

will administer emergency first aid and dispense basic household medicines.  He/she will 
contact the parents and will enlist the assistance of the nurse on duty in the Medical Centre as 
necessary.  

• On arrival at the Medical Centre a decision will be made as to who will be responsible for the 
care of the pupil.  In order to ensure continuity of care, that person will only release the pupil 
into the care of the child’s parent or another member of staff.     

• The Head of the Prep School is responsible for ensuring that adequate numbers of staff have 
the necessary first aid training both within the school and on outings. 

5. Pre-Prep School (including EYFS Children) 
• In the Pre-Prep, there will be at least one person who has a current paediatric first aid 

certificate on the premises at all times when children are present, and one person who has a 
current paediatric first aid certificate on all outings.  He/she will administer first aid and 
dispense basic household medicines (including assisting pupils using inhalers); will contact the 
parents on the same day; and will enlist the assistance of the nurse on duty in the Medical 
Centre as necessary.  

• On arrival at the Medical Centre a decision will be made as to who will be responsible for the 
care of the pupil.  In order to ensure continuity of care, that person will only release the pupil 
into the care of the child’s parent or another member of staff.     

• The Head of the Prep School is responsible for ensuring that adequate numbers of staff have 
the necessary first aid training, which must be renewed every 3 years and will be approved by 
the local authority and consistent with the Statutory Framework for the Early Years Foundation 
Stage. 
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• A first aid box is located in Reception and in each classroom.   
• Where a pupil has prescribed medication, this must be passed to the form teacher for safe 

storage and for administration.  Specific written permission must be obtained from parents 
before individual medicines (prescription or non-prescription) are given.  All medicines must be 
in the original container as dispensed and showing the prescriber’s instructions for 
administration. Written records must be maintained each time a medicine is administered. 

• Where pupils have personal medical items (e.g. epipens or inhalers) these are clearly labelled 
and stored in the pupil’s classroom or at Reception.    

6. Pupils with particular medical needs 
• Pupils with particular medical needs will have an individual care plan which will be drawn up by 

the Senior Nurse in consultation with the parents and other medical professionals as 
appropriate. 

• Where appropriate a risk assessment will also be undertaken for these pupils in accordance 
with the College’s Accessibility Plan and Policy Statement on SENDA. 

• The Medical Centre issues a list of pupils with specific medical conditions/needs on a regular 
basis.  The list is displayed in staff rooms and on the College intranet.  

7. Visitors 
• The College’s responsibility for first aid extends to visitors to the campus. 
• Visitors to the campus should be accompanied at all times and it is the responsibility of the 

person accompanying them to ensure that anyone in need receives the necessary first aid, 
either by providing it themselves (if qualified to do so), enlisting the help of a qualified first 
aider, accompanying them to the Medical Centre, or summoning the emergency services as 
appropriate. 

8. Emergency First Aid 
• Instructions on how to proceed if you are the first person at an accident are included as 

Appendix 1. 
• Instructions on the recognition and treatment of severe allergic reactions (Anaphylaxis) are 

included as Appendix 2.   

9. Reporting Accidents 
• All accidents requiring medical attention are reported to the Health and Safety Manager using 

the College’s Incident/Accident reporting system.   
• The Health and Safety Manager is responsible for complying with the College’s obligations 

under RIDDOR.  
• Medical emergencies must also be reported to the Medical Centre so that the pupil’s records 

can be updated. 

10. First Aid Boxes 
• First aid boxes are placed in all the areas of the College where an accident is considered 

possible or likely and we always take first aid boxes with us when groups of pupils go out of 
school on organised trips or to participate in sporting events.   

• All boxes are checked by a member of the Medical Centre staff on a regular basis and the 
contents replenished as necessary. 
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11. Adrenaline Auto-injectors (aka EpiPens) 
• All teaching staff receive basic training in the use of Adrenaline Auto-injectors.  Instructions on 

the recognition and treatment of severe allergic reactions (Anaphylaxis) are included as 
Appendix 2.   

• Pupils in the Senior School who require auto-injectors are recommended to carry a pen with 
them at all times and to have a spare one stored securely in their House.  

• In the Prep School, injectors for those pupils requiring them will be stored in the school office. 
• Supplies of generic injectors for general use in the case of emergencies will be kept in the 

Medical Centre and at the Dining Hall servery (where they may be accessed at any time).  The 
storage containers will include basic instructions on the use of the injectors and a record of 
usage. 

• Any member of staff administering an Adrenaline Auto-injector must treat it as a medical 
emergency and report the incident in the usual way (see paragraph 9).   

• Pupils with injectors will be asked to present them at the Medical Centre on a regular basis to 
check that they in date.  Supplies of generic injectors will be checked by a member of the 
Medical Centre staff on a regular basis to ensure the injectors are in date and replacements 
provided as necessary.   

12. Defibrillators 
• There are two defibrillators, one located outside the Medical Centre and the other outside the 

main entrance to the Sports Hall. 
• These machines may be used by anyone to treat anybody on campus who appears to be 

experiencing a cardiac arrest.  
• The Senior Nurse is responsible for ensuring the maintenance of the machines and for ensuring 

that staff have received basic training in their use (although such training is not essential).   

13. Bodily fluids and Bio hazards 
• It is good policy to treat all spills of body fluids as infectious in order to protect personnel 

from becoming infected with any germs and viruses.  
• The procedures outlined below offer protection from all types of infection, and should be 

followed routinely: 
o Wear disposable gloves while attending any injury.  
o Treat all body fluids as if they are contaminated with the Hepatitis B Virus (HBV), 

Human Immunodeficiency Virus (HIV) or other blood-borne pathogens.  
o Place soiled bandages, materials, and gloves in a bio-hazardous container.  
o Wash hands immediately with an anti-bacterial soap and water. 
o Never pick up broken pieces of a container with our hands; rather use gloves, broom 

and dust pan.  Dispose of broken pieces properly in a bio-hazardous container. 
o If cleaning vomit or other bodily fluids, wear disposable gloves and clean equipment 

used with a cleaner composed of one part bleach to ten parts water.  Dispose of 
paper towels and absorbent materials in proper bio-hazardous containers.  

o Teach pupils and colleagues never to touch another person’s blood or bodily fluids 
without a protection barrier between them and that person’s bodily fluid.  

• Bags for bio-hazardous waste will be kept in a central location.  Sealed bio-hazardous bags 
should be taken to the Medical Centre for safe disposal.  

14. First Aid Arrangements for Specific Areas of the College 
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• Boarding Houses 
o Houseparents are responsible for health and safety in their Houses including risk  

assessments. 
o A first aid box is available in each House. 
o At least one member of the House staff has basic first aid training. 

• Teaching Block, Music School and Art Department 
o The Director of Studies has overall responsibility for health and safety in these areas. 
o In these areas the risk of accident is minimal.  However, a first aid box is available in 

the Art Department.   
• Design/Technology Workshops, Science Labaratories 

o Each Head of Department is responsible for assessing the risks and first aid 
requirements appropriate to their own department.  The Head of Science has overall 
responsibility for health and safety in the science laboratories and prep rooms. 

o At least one technician holds an appropriate first aid qualification.  The senior 
technician ensures the provision of first aid boxes, eyewashes and emergency action 
signs for DT and the science departments. 

• Sports Facilities including the Sports Hall, Swimming Pool and Sports Playing Areas 
o Each Head of Department is responsible for assessing the risks and first aid 

requirements appropriate to their own department.  The Head of Science has overall 
responsibility for health and safety in the science laboratories and prep rooms. 

o At least one technician holds an appropriate first aid qualification.  The senior 
technician ensures the provision of first aid boxes, eyewashes and emergency action 
signs for DT and the science departments. 

• Sports First Aid Arrangements 
o The risk control measures for sports, including the first aid and immediate care 

arrangements, are set out in the College’s Sports and Games: Health and Safety 
Information booklet.   

o There are specific arrangements in place for rugby.  The College will at all times 
comply with the RFU guidelines for first aid provision and with the RFU Reportable 
Injury Event Protocol.  

o First aid during sporting fixtures and on Saturdays is provided by members of the 
Player Welfare team (see below) who will be located in the Player Welfare Centre 
or, on Saturdays, in the Medical Centre. 

• Player Welfare 
o From time to time, pupils sustain sporting injuries which require treatment to speed 

up recovery or prevent further injury.  The College engages a Player Welfare team of 
qualified personnel to provide first aid cover at matches and follow-up care, 
including physiotherapy and sports massage, for injured students. 

o The following protocol applies to pupils who require the services of the Player 
Welfare team: 
 Treatment is limited to soft tissue injuries only. 
 Treatment should always be given in the Player Welfare Centre or at another 

appropriate location. 
 Treatments are only given at fixed times during games sessions. 
 Pupils may not self-refer themselves for treatment.  The treatment will only be 

undertaken when there has been a recommendation from the Medical Centre, 
Sports Department or Houseparent. 

 The Player Welfare team will produce an individual treatment plan for each 
pupil, report this to the Medical Centre who will report to the pupils’ 
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Houseparent, and record the injury and the treatment given in the pupil’s 
medical records.  

 The Medical Centre will monitor the on-going care of injured students and 
produce ‘Off games’ reports as required.   

• Support Staff 
o The Chief Operating Officer is responsible for ensuring that the first aid provision for 

support staff (including the maintenance, grounds, IT, household and administration 
teams) is adequate throughout the year. 

• Maintenance Staff and Maintenance Workshops 
o The Chief Operating Officer is responsible for risk assessments regarding the 

activities of his staff including the work undertaken in the school’s workshops and 
for ensuring that the first aid provision is adequate throughout the year. 

o Workshops are provided with first aid boxes.  Emergency action notices are 
displayed and include the name and location of first aiders.   

o Maintenance staff working in other areas are aware of the first aid provision in these 
areas. 

• Grounds Department 
o The Head Groundsman is responsible for risk assessments regarding the activities of 

his staff wherever they work and for ensuring that the first aid provision is adequate 
throughout the year. 

o The Grounds Department’s working areas are provided with first aid boxes.  
Emergency action notices are displayed and include the name and location of first 
aiders.   

• Reception and Administration Areas 
o The Chief Operating Officer has responsibility for health and safety in these areas. 
o In these areas the risk of accident is minimal.  First aid boxes are not therefore 

provided.  
• College Catering 

o The College employs a contractor, Sodexo, to undertake the provision of all catering 
services.  The contractor is responsible for all health and safety and first aid 
arrangements in respect of their staff working in kitchens and other catering areas, 
and for complying with legislation regarding food labelling and allergies. 

o The contractor is responsible for providing the Bursar with details of its health and 
safety arrangements as they apply to catering staff working in the College. 

15. Summary of Specific First Aid Training Requirements 
High Level –  

First Aid at Work 
Standard Level – Emergency First Aid at Work or Equivalent 

Senior School Prep School Pre-prep Support teams 

Medical centre nurses 

Prep school 
secretary/ies 

Resident matron – 
Pelican/Prep 

Director of Outdoor 
Education 

All PE/games 
staff  

Boarding Houses 
Science 

DT 

 

All PE/games 
staff 
 

Head’s 
secretary/ies 

PE/swimming 
teachers 

PLUS 

At least one 
member of staff 
with Paediatric 
first aid 
certificate 

At least one 
member of each 
team: 

Grounds 

Maintenance 

Services / 
Cleaners 

Night cleaners 
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• The list of personnel with first aid qualifications, including paediatric first aid training, is 
available on GRS. 

• The Health and Safety Manager is responsible for co-ordinating First Aid training 
requirements across the College.   
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Flexible Working Policy 
(Reviewer: Sue Atkinson, March 2022) 
 
This policy is intended to provide guidance on your statutory entitlement to request flexible 
working.  It does not form part of your contract of employment. 

1. Introduction 
 
1.1 Purpose:  This policy is intended to provide guidance on your statutory entitlement to 

request flexible working.  The College will consider all Requests in a reasonable manner and 
in accordance with this policy. 
 

1.2 Timeframes:  Requests will be considered and a decision reached within three months from 
receipt of the Request, unless mutually agreed otherwise.  The timeframes set out in this 
policy are otherwise indicative only and may be extended or varied at the College's 
reasonable discretion. 
 

1.3 Consideration:  The College will consider each flexible working Request on a case by case 
basis.  The fact that the College has been able to agree one Request does not necessarily 
mean that the College will be able to agree future Requests. 

2. Right to request flexible working 
 
2.1 Entitlement:  If you have been continuously employed by the College for 26 weeks, you have 

the statutory right to request a change to one or more of the terms and conditions of 
employment referred to in the paragraphs below (Request). 

 
2.2 Request:  You are only able to make one Request in a 12 month period. 

 
2.3 Non-eligible staff:  Although you will not have the right to make a Request if you do not 

meet the above criteria, the College will still carefully consider a Request to change one or 
more of the terms and conditions of employment in paragraph 2.4 below.  You should make 
your Request in writing to the Director of Human Resources, setting out the reasons for your 
request (in particular if your request is to meet caring responsibilities or on health grounds), 
your current working pattern, the working pattern you would like to work in future, when 
you would like the change to be effective from, what effect you consider your requested 
change would have on the College and your colleagues. 
 

2.4 Types of request:  Your Request should relate to one or more of the following terms and 
conditions of employment: 
• your hours of work; 
• your times of work; 
• whether you carry out work from home or your normal place of work.  

 
2.5 A Request:  A Request should be made in writing by completing the Flexible Working 

Request Form and sending it to the Director of Human Resources. 
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2.6 Consultation meeting:  As soon as possible, but in any event usually within 28 days of your 
Request being received by the College, the College shall either notify you in writing that your 
Request has been agreed, stating the variation agreed to and the date from which it is to 
take effect, or a meeting shall be held to discuss your Request (Consultation Meeting).  The 
Consultation Meeting will normally be held by the Line Manager or Head of Department.   
 

2.7 Right to be accompanied:  You have the right to be accompanied to the Consultation 
Meeting by a workplace colleague or trade union representative. 
 

2.8 Considerations:  On receipt of a Request the College will carefully consider the benefits of 
the requested changes in working conditions for you and the College and weigh these 
against any adverse impact of implementing the changes. 
 

2.9 Grounds for refusal:  Your Request (and your appeal) may be refused where the College 
considers that one or more of the following grounds apply: 
 
• the Request would, if agreed, impose a burden of additional costs on the College; 
• the Request would, if agreed, have a detrimental effect on the ability to meet parents', 

guardians' or carers' or pupils' demands; 
• the College is unable to reorganise work among existing staff; 
• the College is unable to recruit additional staff; 
• the Request would, if agreed, result in a detrimental impact on the level of quality at 

the College; 
• the Request would, if agreed, result in a detrimental impact on the level of performance 

at the College; 
• the work available to be done during the periods you propose to work under your 

Request would be insufficient; 
• planned structural changes mean that the College cannot agree to your Request. 

 
2.10 Existing working arrangements:  If existing flexible working arrangements within the College 

mean that it will be difficult to agree a Request, the College will consider whether it is 
appropriate in the circumstances to ask other staff if they wish to volunteer changing their 
own working arrangements. 

 
2.11 Notifications of decision:  As soon as possible, but in any event usually within 14 days of the 

Consultation Meeting, the College will notify you in writing of the decision.  Where the 
College agrees to your Request, the College will also confirm the variation agreed to and the 
date from which it is to take effect.  Where your Request is not agreed, the College will also 
confirm the grounds for refusal, explaining why the grounds apply in the circumstances and 
also confirm your right to appeal. 

3. Appeal 
 
3.1 Your right to appeal:  You have the right to appeal the College's decision not to agree to 

your Request.  Such an appeal must be exercised in writing within 14 days after the day the 
College's decision is given, giving full details of why you wish to appeal.  Your notice of 
appeal must be dated and sent to the Head. 
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3.2 Appeal meeting:  The College will hold a meeting to discuss your appeal as soon as possible, 
but in any event usually within 14 days of your notice of appeal being given.  The appeal 
meeting will be held by a person who has not been involved in the Consultation Meeting.   
 

3.3 Right to be accompanied:  You may be accompanied to the appeal meeting by a workplace 
colleague or trade union representative. 
 

3.4 Notification of appeal decision:  The College will notify you in writing of its decision on your 
appeal as soon as possible, but in any event usually within 14 days of the appeal meeting.  
Where the College upholds your appeal, the College will also specify the variation agreed to 
and the date from which it is to take effect.  Where your appeal is dismissed, the College will 
also confirm the grounds for refusal and explain why the grounds apply in the 
circumstances. 

4. General 
 
4.1 Withdrawal of application:  You may withdraw your Request or your appeal at any time 

before the College reaches a decision.  The College may regard your application as 
withdrawn (and will notify you as such) where you have failed without good reason to 
attend a Consultation Meeting or an appeal meeting more than once, or you have refused 
without good reason to provide the College with the information that is required to assess 
whether the Request should be agreed. 
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Games 
(Reviewer: Rob Kift, Rebecca Jutson, Steve May Sept 2021, SMT 2021) 

1. Core Purpose 
• To stimulate an interest in, and enjoyment for, sport and physical activity leading to the 
• promotion of an active, healthy lifestyle. 
• To promote an understanding of the benefits of regular participation in sport, both 

physically and psychologically and the role of exercise in a healthy balanced lifestyle.   
• To enable Pupils to understand the long- and short-term benefits of sport on the body.  
• To enable pupils to develop self-esteem through the development of Physical literacy and 

work both independently and as part of a team 
• To enable Pupils to understand and use safe practice.  
• Safety is enhanced by an emphasis on: 

o being able to follow verbal and written instructions accurately  
o the need to wear the correct clothes and have the correct equipment 
o the need to follow rules  
o understand how to lift, move, carry and place heavy objects/equipment 
o understand the need for a warm-up and recovery period when exercising  
o know how to swim and be safe in and around water  

2. Prep School Games Programme 
 
Programme 
Games take place on Mondays, Tuesdays, Wednesdays, and Thursdays for Years 3 and 4 and 
Tuesdays, Wednesdays and Fridays for Year 5 to 8 with matches for the major sports on Wednesdays 
and Saturdays.  
 
Programme of Games: 
Major Games  Boys – Football, Rugby, Hockey, Cricket, Athletics  

Girls – Netball, Hockey, Cricket, Athletics 
 
Optional Games  Boys – Tennis, Swimming, Cross Country, Triathlon, Outdoor Pursuits 

Girls – Tennis, Swimming, Cross Country, Triathlon, Outdoor Pursuits 
 
At Hurst our principle is that no-one is on the bench and that there are teams for everyone with 
regular fixtures for all. In addition to our major sports teams, we also have a mixed swimming squad 
(U9-U13), a mixed tennis team and a mixed cross-country team. 
 
Fixtures 
Most Prep School fixtures take place on Wednesdays with occasional Saturday matches. 

3. Senior School Games Programme 
 
Senior School 
The programme of Games is based around the following priorities: - 

• Major Games – each term 
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• Games Options – A comprehensive list of games options is available for those not involved in 
the Major sport. 

 
The Programme is based upon several underlying principles: - 

• Each term has a Major sport. 
• Although not compulsory all pupils in the Shell, Remove & Fifth are encouraged to play in a 

term’s major sport 
• Games take place within the following weekly programme (See Weekly Structure): 

Mon Games – split Sixth Form / Fifth, Remove and Shell 
Tue Games – Sixth Form 
Thurs Games -  All years  
Friday Games – Remove and Shell 
Sat Matches 

 
Games Priorities 
 
Michaelmas Term 
Major:  Rugby (boys), Hockey (girls) 
Options: Squash, Basketball, Swimming, Tennis, Cross-Country, Trail running, Outdoor 

Pursuits, Golf, Equestrian, Dance, Triathlon, Spin, Zumba, Yoga, Cross fit, Fitness 
Suite, Aerobics, Badminton, Football (VI form only) (not all options are available for 
all year groups) 

General: There will be House matches for both Senior and Junior boys in Rugby and for girls in 
Hockey, as well as Water Polo and Cross Country. 

 
Lent Term 
Major:  Hockey (boys), Netball (girls) 
Options: Squash, Basketball, Swimming, Tennis, Cross-Country, Trail running, Rugby 7’s 

Outdoor Pursuits, Golf, Equestrian, Dance, Triathlon, Spin, Zumba, Yoga, Cross fit 
Fitness Suite, Aerobics, Badminton, Football (VI form only) (not all options are 
available for all year groups) 

General: There will be House matches for both Senior and Junior boys in Hockey and for girls 
in Netball, as well as House Swimming and House Football 

 
Summer Term 
Major:  Cricket (boys and girls), Athletics (boys and girls) 
Options: Squash, Hockey, Swimming, Tennis, Rounders, Cross-Country, Trail running, Outdoor 

Pursuits, Golf, Equestrian, Dance, Triathlon, Spin, Zumba, Yoga Cross fit, Fitness 
Suite, Aerobics (not all options are available for all year groups) 

General: Senior House Cricket Competitions will take place in the 1st half of term, with the 
Junior Competitions in the 2nd half of term; There are also Senior and Junior House 
Competitions for Tennis, Golf and Rounders (girls). Senior and Junior House Athletic 
Competitions (Sports Day) will take place on Prize Day. 

4. Whole College Sport arrangements 
 
Supervision of Sport 

• A list of options chosen by each boy and girl is published at the start of each term and this, 
plus any relevant updates, is used as a register at each session.  
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• Attendance is checked and any unaccounted-for absences notified to House Staff as soon as 
is possible after each session has taken place (at least by the end of that day) 

• Any boy or girl who is on the OFF GAMES list should where possible attend the session but 
may also be sent to the library/Off Games Room for private study. 

• Timings of practices and matches are published on SOCS and in Houses. 
• Staff are responsible for all equipment used in games sessions. Repairs/renewals are 

reported to the Masters/Mistresses i/c Sport or to the Assistant Directors/ Director of Sport.  
• Staff in charge of sport are responsible for the behaviour and safety of those in their charge.   

 
Fixtures 

• Details of all School matches are published termly in the Calendar and on the school website  
• Teams for matches are entered onto SOCS and are also posted on the relevant Games 

noticeboard. They will also be sent by e mail to pupils and parents at least 24 hours before a 
match. Details include boys/girls involved, destination, departure time for away matches and 
any special arrangements including dress code, packed food/early lunches. 

• Staff taking teams will be responsible for the collection and use of First Aid bags 
  
Most fixtures take place on Saturdays. Mid-week fixtures are occasionally organised on Thursdays.  
In addition, there are Saturday and mid-week fixtures for several optional sports.  The major sport of 
a term has priority in the selection of a pupil. In ALL cases, an increase in or substantial alterations to 
fixtures must be approved by the Director of Sport before being referred to the Calendar 
Committee. 
 
Saturday Sport Outside Hurst 
Pupils representing ‘outside’ teams. 

• A pupil’s first loyalty must be to the College. 
• Pupils in the Shell & Remove must play for a college team if selected to do so. 
• Pupils in the Sixth Form may choose the Activity in which they wish to participate, although 

it is to be hoped that they will be motivated to represent the College should they be 
required to do so by a particular sport. 

• Should a pupil not be required for a team by a particular sport, he/she may be allowed 
(having gained the permission of both his/her HoM. and the Director of Sport.) to represent 
an outside team. 

• Pupils representing an outside team/club must make themselves available for the College, if, 
at a later stage, it is felt that they ought to be playing for a particular College team. 

 
Sports Colours 

• The awarding of Colours should be left to the discretion of the member of staff i/c the 
respective sports. However, as Colours are essentially an achievement award, several factors 
are of relevance when deciding to whom they should be awarded. 

• Colours are an award for representing the College but should be earned. Thus, in addition to 
consistently high performances in school matches, an individual should display a positive 
attitude and application to practice, as well as commanding the respect of his/her peers. 

• Colours should be awarded sparingly. Large numbers of Colours should not be given, 
although it is possible, and accepted, that a high number may be given in a particularly 
successful team. It is important for a member of staff to consider the strengths of the side, 
and an individual’s role in it, before making awards. 
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• Colours should be valued. It is important for pupils to understand the value of being 
awarded their Colours. This will be achieved if members of staff are careful to exercise the 
criteria outlined above. 

• Half Colours can also be awarded and are designed to encourage an individual to aspire to 
full colours into the future. As a rule, they tend to be awarded to junior members of a 
particular team but not exclusively. Half colours should be awarded based on the same 
criteria as for full colours. 

 
Sports Hall 
The following rules are intended for staff guidance. They are designed to ensure full and proper use 
of the Hall in all its sporting aspects: - 

• Pupils are not allowed into the Hall without a member of staff in attendance. 
• There must be direct staff supervision of all activities.  
• Unqualified staff must not use, or allow to be used, the trampoline or gymnastic equipment. 
• Pupils are not allowed to be unaccompanied in the store or in the P.E office.  
• Staff must supervise the getting-out and the putting-away of all equipment. 
• It is the responsibility of staff supervising activities to ensure that pupils wear the correct kit. 

Pupils incorrectly dressed (this includes footwear) must be refused access. 
• On being the last to leave the building, staff should ensure that lights are turned off, 

windows securely fastened, and doors closed. 
• The gym can only be used when qualified staff are present. 
• Access to the gym is restricted and can only be sanctioned by the Head of Strength and 

Conditioning and/or the  Assistant Directors/ Director of Sport. 
• The gym must remain locked when not in use. 
• The P.E classrooms is of bounds to pupils unless permission to use them has been sought 

from the Head of P.E. 
 
Action in the event of an injury 

• In the event of injury (significant) an on-line Accident Report Form or hard copy equivalent 
must be filled out and copied to the Health and Safety Officer.  

• All relevant parties should be informed (Parents/ House Master/Mistress, Director of Sport) 
of any injury which might be significant (hospitalisation), including the headmaster where 
appropriate.  

• Player Welfare (Sports medical team) is available on Saturdays and mid-week games days to 
assist with the treatment of injury and can be found in the medical room on Eastfield. They 
will be clearly visible on match days and can be called upon for any immediate pitch-side 
care. PW will treat pupils, but it is the responsibility of the member of staff in charge of the 
match/team to inform the relevant parties as mentioned previously.   

• Away teams will occasionally have PW support however, staff will need to liaise with the 
home team’s medical provision when PW are not available. All Sports staff at Hurst must 
have an up to date First Aid Qualification 

o Concussion will be reported via the accident report form which staff will be expected 
to fill out. 

o The Player Welfare team and the Medical Centre will be responsible for overseeing 
the inputting of the concussion data but will be aided by the sports department who 
will have access to the spreadsheet. 

o The Director of Sport – will ultimately be responsible for the completion of the 
details regarding the concussion spreadsheet. 
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Looking After Visiting Teams & Staff 
• The visiting coach must be met on arrival. As some schools insist on arriving in Chalkers 

Lane, Staff should wait on the roadside near to the Prep School car park, as well as two in 
the Front Quad. 

• Staff must know where visiting teams are to change and on which pitches, they are to play. 
• Staff who are meeting the visiting school, should know in advance where teams will change. 

They should escort the visiting teams to their changing rooms and inform them as to which 
pitch, they are to play on. 

• Games staff should be available to greet their visiting staff. As a rule, colleagues should be at 
the coach or in the Common Room to greet and look after opposition staff. At least one 
member of staff should meet visiting staff and escort them to the Common Room. 

• Visiting coaches should be parked in the Front Quad and/or Prep School car park. It is for 
members of staff to ensure that any coaches arriving in Chalkers Lane are directed to park in 
the designated area. 

• Visitors (Staff, pupils & parents) must know where to go for tea. After the match, members 
of staff should escort their opposite number to the Common Room. Pupils must host their 
visitors at tea, being properly changed. Should any pupil need to leave early, permission 
must be sought from the member of staff i/c team. Absence should only be granted for 
genuine reason. Staff should check to see that their team is into tea. 

• Visiting staff may be offered a drink at the Common Room Bar. Whether at lunch or tea, 
visiting staff can be offered a drink from the Bar but this should not interfere with the 
entertainment of other visitors. It is important that all drinks served are recorded on the 
‘School guests’ page.  

• Visiting staff should be escorted to their coach for departure. If a member of staff must leave 
early, please ensure that provision has been made for this. 

• The Senior Captain should inspect changing rooms used by the visitors and report to the 
relevant member of staff that all is in order.  

• It is the Coaches responsibility both at Home and Away games to put all equipment away 
tidily and to make sure packed lunches are decanted and/or disposed of properly.  

 
Sportswear – Clothing 

• Only Hurst branded Games kit should be worn. (For organised games of soccer or hockey, or 
at the discretion of the member of staff, clean games shirts may be worn.) 

• For timetabled PE lessons, games lessons and organised activities (i.e., basketball, etc.) kit 
should be as follows: - 

o Prep School / Shell /Remove:   
o Boys: - White T / Polo shirt, White shorts, White socks. 
o Girls: - as above plus Games skirt / Leotards / Leggings at the discretion of the 

member of staff in charge  
o Fifth & Sixth:  As above, although a choice of sports shirt may be allowed. 

• No jewellery. 
• Tracksuit / jogging trousers may be allowed for activities if they are clean and in good repair.  
• There are no restrictions on kit for the Weights area if it conforms to general school rules. 

 
Sportswear – Footwear 

• Sports shoes should be predominantly white and have a non-marking sole. Black soled 
trainers, coloured canvas boots or running spikes are not permitted. 

• Sports shoes which are found to mark the floor will be banned. 
• Sports shoes which are worn in the Hall must be clean. 
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• Trainers must be worn in the Weights area. 
 
Notes 

• Individuals using the Hall must use the changing rooms. Kit, including footwear, must not be 
left in the entrance hall. 

• Individuals using the Hall should be encouraged to check that they have all their kit before 
they leave.  

• Individuals who do not comply with any of the above regulations will be denied use of the 
Hall. 

 
Swimming Pool 
 
Pupils 
Swimming is permitted only when: 

• A qualified lifeguard is present. 
 
Pool Rules 

• PREMISES: No pupil may enter the pool premises at any time unless a member of staff is 
present, and permission has been given. The swimming times, as listed, must be strictly 
observed. 

• ENTRY: No one may enter the water until directed by the member of staff in charge. 
• BEHAVIOUR: Pushing, fighting, ducking, running dives and running round the pool are 

forbidden. 
• CLOTHING: Only recognised swimming wear may be worn in the pool. Games shorts are not 

allowed. 
• EATING: No food may be brought onto poolside. 
• APPARATUS: Ball games, the use of goggles, fins and all teaching aids (floats, diving bricks 

etc.) must be authorised by the member of staff in charge.  
• INJURIES & INFECTIONS: No one with injuries etc. requiring elastoplast covering or with any 

type of foot infection or who has used sun-tan oil, may swim. 
• CONTROL: Bathers will be controlled by the lifeguard’s use of a whistle. When the whistle is 

blown, bathers will stand still, tread water or swim to the side and be silent. When ordered 
to leave the pool, bathers must leave the water at once. 

• SHOES: No outdoor shoes are allowed in the pool area. Spectators may change into flip-flops 
/ gym shoes. 

• DOGS: Dogs are not allowed on pool premises. 
• NUMBERS: There must be no more than 30 people in the water at any one time. 

 
Supervision of private swimming including families’ use of the pool 
It is a requirement that all private swimming sessions which involve staff of the College, and their 
families are supervised by a ‘lifeguard’ who remains at the poolside and who holds an appropriate 
qualification such as the NPLQ qualification. Authority to supervise private swimming is obtained by 
application to the Bursar.  
 
Failure to renew time-lapsed qualifications will disqualify individuals from the entitlement to 
supervise private swimming sessions. The Head of Swimming determines the session times for 
private swimming and has responsibility for all the practical arrangements involved.  The Head of 
Swimming must be consulted about any matters concerning availability of the pool, the 
qualifications required for the supervision of swimming sessions, and ‘lifeguard’ arrangements. 
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Gifted Able and Talented 
(Reviewer: Lloyd Dannatt; September 2018) 
 
The School adopts a whole school approach led by the Director of Academic Development, Deputy 
Head Academic and Deputy Head Prep School. Academically able pupils and students are supported 
as below. Those that are talented in the arts and in sport fall under the remit of the Deputy Head Co-
Curricular. 

1. Aim 
The focus is academic and aims to enrich and support the learning of those identified as ‘gifted’, 
'able' and ‘talented’ in specific ways, in order that the pupils achieve their personal bests and so that 
progress can be seen to have been made. HoDs and teachers are supported to enable the cohort to 
make the best progress possible.  

2. Whole School 
It is fully understood at Hurst that the primary area for academic stretch, challenge enrichment and 
extension is the classroom. This is reinforced and checked during annual PRS appraisal meetings and 
has been a whole school development objective in recent years. None of the additional provisions 
are intended to compensate for a lack of challenge in ordinary lessons – the unconditional 
expectation is that challenge and extension are a constant element of every lesson delivered at 
Hurst. “Stretch and Chocolate” CPD sessions are held each term to share ideas of best practice in 
terms of stretching students in the classroom.   

3. Prep School 
(Reviewer: Nick Oakden, September 2018) 
 
There are three key elements to this in the Prep School: 
 

1. A gifted and talented register which monitors the progress of our most able students. Pupils 
are identified using nationally standardised Verbal Reasoning (VR), Non-Verbal Reasoning 
(NVR), Progress Tests in Maths (PTM) and English (PTE) and MidYIS data alongside our own 
internal exam data. The register exists to help classroom teachers identify pupils in particular 
need of stretch and challenge. Pupils with a National MidYIS of 130 or higher, or a score of 
130 or higher in VR, NVR, PTM and PTE are placed on the register. Pupils who score in the 
top 10% in the year group in Year 7 and 8 exams are also placed on the register. All teachers 
are aware of these students, with explanatory notes available on GRS. The Deputy Head, 
together with the relevant HoYs and tutors, monitor the progress of the individuals on the 
register as well as identifying those not currently on the register who may warrant inclusion. 
Pupils are not informed that they are on the register.  

 
2. Specialised Masterclasses take place after school throughout the year. The Masterclasses 

cover all ages and curriculum subjects. The nature of these Masterclasses will either be 
purposefully intellectually demanding to engage and challenge the most able and passionate 
students or more inclusive to stimulate interest and enjoyment in all pupils for a particular 
area of the curriculum. Pupils on the G&T register, alongside those who show a particular 
interest for the subject, will be invited to attend each masterclass.  

Staff Handbook 244 18/05/2022



 
3. In addition, those children on the G&T register in Year 7 and 8 are encouraged to join the 

Junior Johnians activity which is run by The Director of Academic Development from 
November-May each year. This is based on the Senior and Middle Johnians and is an after 
school club which covers intellectual topics, including linguistics, arts based activities, 
problem solving, debating and political thought and philosophy.   

4. Senior School 
(Reviewer: Liam Agate, September 2018) 
 
Middle School: There are two key elements to this provision in the Middle School:   
 

1. Using national MidYis and exam data, the Gifted and Talented Register exists to help 
classroom teachers identify students in particular need of stretch and challenge. Students 
with a National MidYIS of 130 or higher, or a score of 130 or higher in Verbal, Maths or Non-
Verbal MidYIS testing, and any other students who score in the top 10% in the year group in 
Shell or Remove exams, are placed on the Register. All teachers are aware of these students, 
with explanatory notes available on GRS and the centralised G and T register. The 
performance of these students is monitored by the HoYs, tutors and Director of Academic 
Development, mostly commonly after Challenge Grade Reviews, with a specific focus on 
underperformance. 

 
2. In addition the Director of Academic Development in consultation with the Head of Senior 

School, the Deputy Head (Academic), Heads of Years and Heads of Department and/or 
teaching staff works carefully to identify gifted and talented pupils suitable for the Middle 
Johnian Society (overlap with the G+T register is very high but not obligatory, to ensure 
talented but underperforming students are not rewarded). Led by the Middle School Johnian 
Coordinators, these pupils become the Middle Johnians ‘special tutorial group’ and 
coordinate special sessions given by teachers on an area of academic interest that goes 
beyond the syllabus. These sessions could be linguistic, arts based, problem solving, 
scientific or mathematical, with different departments provided talks on a rotating basis 
throughout the year. Special trips are arranged for the group, including an annual trip to 
Oxford University for the Vth form students.    

 
Sixth Form: The Director of Academic Development, alongside the UCAS/ Careers team, provide a 
coherent programme to enable access to world class universities or other vocational routes. There 
are two key elements to this provision in the Sixth Form:  
 

1. Aptitude and exam data is used to identify a Gifted and Talented Register to inform 
classroom teaching. The qualifications for entry are students with an ALIs in the 95th 
percentile or higher overall, or 95th percentile in Verbal, Maths or Non-Verbal, and any 
other students who scored 7.6 or higher average GCSE grades (or equivalent therein given 
current “mixed-media” GCSE letter/ number grades). As in the Middle School, all teachers 
are aware of these students, with explanatory notes available on GRS and on the centralised 
G and T register. The performance of these students is monitored by the HoYs, tutors and 
Director of Academic Development, mostly commonly after Challenge Grade Reviews, with 
a specific focus on underperformance.   
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2. In addition, students (most, but again not all of whom will appear on the G&T register) will 
be offered bespoke preparation for application to Highly Selective Universities. To identify 
such candidates, students are asked to come forward and complete the “University 
Challenge”, a short presentation task that acts as an interview to sign up to the programme. 
A parents’ event for Lower Sixth formers early in Michaelmas also secures volunteers for 
such preparation where frank advice and assessment of applicants’ chances of securing 
places at Highly Selective Universities are given. Once signed up, HSU candidates meet to 
experience seminars or lectures given by HoDs that look at different subjects in new lights 
on a weekly basis, starting in the January of Lower Sixth.  Students are welcome to attend 
these sessions all the way up until December of the Upper Sixth. If they are Oxbridge 
candidates, or students likely to be interviewed, the sessions in the Upper Sixth focus on 
preparation for admissions tests and interviews. The college aims to secure each students 
who will be interviewed three formal practices. Academic staff, including members of the 
Senior Management Team, interview alongside teachers from other schools/ universities 
where appropriate. 

 
Specific provision for applicants to Medicine, Veterinary Science and Dentistry is provided by the 
Chemistry Department in weekly sessions. Candidates also enjoy an additional trip where students 
spend two days investigating a subject area of their choice. All are given a reading list of books that 
formed thought in each of the academic branches.   
 
Finally, an Annual Essay competition is held for the Senior School in all subjects, and departments 
put on a range of activities throughout the year in terms of trips, visits, entrance into Olympiads and 
similar competitions to provide opportunities for the ablest students to shine. An inter-house, 
academic quiz competition along the lines of University Challenge (at Hurst called Top House) is also 
held each term to allow academic students to contribute positively towards house competitions. 
“Academic” player/ team of the moment awards are also given out regularly in Monday morning 
assemblies to celebrate excellent pieces of work of an academic nature.  
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Grievance Procedure  
(Reviewer: Sue Atkinson, March 2022)  

1. Introduction 
 
1.1 Introduction:  If you have a grievance relating to any aspect of your employment, including 

any complaint about action which the College has taken or is contemplating taking you 
should endeavour to have it settled in accordance with this procedure.  This procedure is not 
appropriate for disciplinary or capability matters.  The appropriate procedures for these 
matters are contained elsewhere within the Staff Handbook. 
 

1.2  Flexibility:  The College will usually follow this procedure in the event that you raise a 
grievance.  However, there may be occasions depending on the circumstances of each case 
when the College considers it appropriate to change or omit parts of the procedure.   
 

1.3 Amendments:  If the College amends this procedure from time to time, you will be given 
advance notice of the amendments.   
 

1.4 Timescale: All steps under this grievance procedure should be taken without unreasonable 
delay. 

2. The procedure 
 

2.1 Raising your grievance:  Problems relating to your employment should be resolved fairly, 
promptly and as near as possible to the point of origin i.e. between the persons involved.  
Therefore, in the first instance you should raise the grievance orally and informally with any 
other person involved. 
 

2.2  Formal grievance:  If it is not appropriate to raise your grievance orally and informally or 
this does not resolve your grievance, you should set out your formal grievance in writing and 
send it to the Director of Human Resources.   
 

2.3 Investigating your grievance:  An investigating officer will be appointed to investigate your 
grievance.   
 

2.4 Grievance meeting:  The investigating officer will invite you to a meeting to discuss the 
matter.  You will be able to be accompanied by a workplace colleague or trade union 
representative.  You must take all reasonable steps to attend the meeting.  You will be given 
the opportunity to explain your case.  The investigating officer may ask the other people 
involved to attend the meeting with a view to obtaining a resolution or they may meet with 
them separately.  Following the meeting the investigating officer will inform you in writing of 
the outcome and your right of appeal.   

3. Appeal 
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3.1 Initiating an appeal:  If you are dissatisfied with the decision made concerning your formal   
grievance, you may appeal the decision by notifying the Director of Human Resources in 
writing within five working days giving full details of why you wish to appeal.  
 

3.2 Appeal procedure:  A senior individual shall investigate your appeal.  They may call for 
copies of all relevant documents.  You will be invited to attend a further meeting to discuss 
your appeal and will be informed in reasonable time of the timing and the location of the 
meeting.  You must take all reasonable steps to attend the meeting. 

 
3.3 Right to be accompanied:  You may be accompanied to the appeal meeting by a workplace 

colleague or trade union representative.  
 
3.4 The appeal decision:  The decision arising from the meeting to discuss your appeal shall be 

final and shall be confirmed to you in writing as soon as reasonably practicable.   

4. Grievances following the termination of your employment 
 
4.1 Procedure:  If a grievance is raised by you following termination of your employment, if 

appropriate the College may follow all or part of this procedure at its discretion. 
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Guardians 
(Reviewer: Caty Jacques, August 2021) 

1. Guardians Job Description 
 
Communication, responsibilities and meetings 
The role of a Guardian is to help those who need help get the right sort of support. 
 
To this end they aim to help individuals who are struggling to: 

• Confront the problem. Often people find it hard to recognise abuse, bullying or an issue for 
what it is. The Guardian should help the person in difficulties recognise the true nature of 
the situation and understand that they should not have to suffer thus. 

• Get the right counsel. The Guardian is there to help the individual concerned to seek help 
themselves. By acting as a friend and encouraging them to report an issue to the person in 
authority who can do something about it. The Guardians must always seek to help the 
person concerned to report the issue themselves. They must not report matters themselves 
unless a child is at risk in some way. This is essential in order to preserve the confidentiality 
that Guardians offer. 

• Get control of the situation. The Guardian’s job is to support the individual concerned until 
the issue has been resolved. 

 
It is not the Guardian’s role to: 

• report problems to those in authority. That is the job of the prefects.  The prefects are the 
‘eyes and ears’ for staff in authority, not the Guardians.  They should not deal with matters 
themselves. They have no authority and are not the same as prefects. 

• offer absolute confidentiality when a person is at risk in any way. They must do their utmost 
to encourage a person coming to them with such an issue to report it to the relevant person 
in authority. If they will not do that the Guardian must report the matter to a member of 
staff or the Chaplain.  

 
Usually, one pupil from each year group in each house is appointed in house to become Guardian 
and receive training.  A Shell Guardian is not selected until either the end of Shell year or the start of 
the Remove as this gives all pupils the opportunity to settle in and get to know each other.  A LVIth 
pupil in each house is selected as Head Guardian for that house. Two, Three or Four members of the 
UVIth (number dependent on candidates) are appointed School Head Guardians by the Chaplain and 
Headmaster.  Selection is by letter of application and interview. The Senior Guardians meet regularly 
with the Chaplain and chair Year Group Guardian meetings.  
 
The School Head Guardians chair meetings of Year Group Guardians which take place once each 
term per year at least. No other staff attend. The purpose of these meetings is for the School Head 
Guardians to: 

• pick up patterns and trends across the Senior School, 
• help Guardians resolve any issues they need help with, 
• support the Head House Guardians who have the responsibility of supporting their House 

Guardians in Shell to Vth. 
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If the Chaplain and School Head Guardians identify a problem that needs sharing with other staff 
they will agree on making a report to the appropriate member of staff. 

All Guardians are given a guardian badge and should wear this badge with their school uniform. 

2. Guardian Training
Training is provided when new Guardians begin their role and as relevant/needed at other times. 
This covers handling confidentiality, body language, conflict management and empathy and listening 
skills. The Chaplain organises this training. 

A meeting of all Guardians is held every September, in order to outline the purpose and expectations 
of the Guardian Scheme and to offer general training in listening skills and how to respond to any 
issues raised in the role of a Guardian. 
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Health and Safety Policy 
(Reviewer: Stephen Holliday, Approved by the School Council March 2021) 

Policy Review 
Reason Revision Date By 

Full review and revision D April 2011 MIRA / SAH 

Annual review & update D4/D4a April & June 2012 MIRA / SAH / GAR 

Annual review & update D5 March 2013 MIRA / SAH / GAR 

First Aid Register updated April 2013 MIRA 
First Aid Register updated January 2014 MIRA 

S 4.6.1 PAT testing updated June 2014 MIRA / SAH 

First Aid Register updated July 2014 MIRA 

Annual review & update E1 April 2015 MIRA / SAH 

First Aid Register updated November 2015 MIRA 

First Aid Register updated January 2016 MIRA / SAH 
Annual review & update May 2016 MIRA / SAH / GAR 

Annual review & update January 2017 MIRA / SAH / GAR 

Annual review & update May 2018 MIRA / SAH / GAR 

Asbestos Section added December 2018 MIRA 

Annual review & update May 2018 MIRA / SAH 

Annual review & update May 2019 MIRA / SAH / GAR 
Defibrillator locations updated June 2019 
Annual review & update 
including instructions for home 
working 

October 2020 MIRA / SAH 

Update following legal review.  
Approved by Council 11/3/21 

January 2021 SAH / GAR 

First aid instructions amended in 
line with allergen management 
policy 

March 2021 SAH 
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1. Policy and Introduction

1.1 Statement of Intent

Hurstpierpoint College (‘the College’) places the utmost importance on health and safety 
and undertakes to conduct its activities in such a way as to ensure, so far as reasonably 
practical,  the health and safety of its pupils, employees, visitors and contractors, and any 
members of the public who may be affected by the College’s activities. 

The College recognises its duty of care under the Health and Safety at Work Act 1974 and 
associated legislative requirements which apply in the workplace. 

The aim of this Policy is to establish clear arrangements to create a safe and healthy working 
environment in compliance with appropriate Health and Safety legislation. 

To achieve these objectives, particular attention will be paid to the provision of: 

• Healthy working, living and studying environments and welfare facilities;

• A safe place of work with safe access and egress;

• Arrangements for the identification of hazards and the control of risks;

• Adequate information, instruction, training and supervision, to enable those
affected to contribute to their own health, safety and welfare whilst at work and
remain competent in their roles for purposes of the health, safety and welfare of
others;

• Arrangements for the safe use, handling, storage and transportation of articles,
materials and substances;

• Arrangements for the prevention and reporting of accidents and incidents;

• Appropriate first aid treatment for those injured whilst on College premises;

• Arrangements for the emergency evacuation of premises;

• Safe and well maintained plant and equipment;

• Competent health and safety advice to comply with health and safety legislation;

• Continuous monitoring and review of the College Health and Safety Policy,
procedures and arrangements as necessary.

The College Health and Safety Policy will be supported by additional policy and related 
documents, as are considered necessary by the Health and Safety Manager, to meet health, 
safety or welfare needs. 

2. Implementation and Consultation

2.1 Introduction

The successful management of Health and Safety requires the co-operation and involvement 
of all members of the College community.   
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Due to the constantly changing environment in the workplace it is not possible to write rules 
for every aspect of Health and Safety at Work.  However, if you read, understand and follow 
the health and safety arrangements contained within this manual, you will be helping to 
comply with your legal duty and will contribute to the safe running of the college. 

2.2 Estate Committee 

The Estate Committee will monitor Health and Safety matters on behalf of the Governors.  It 
will review compliance with legislation; policies, procedures and resourcing; and will review 
the College Health and Safety Policy annually. 

2.3 Health and Safety Committee 

The Health and Safety Committee is responsible for seeking to ensure that the Health and 
Safety Policy is properly and fully implemented across the College and for reporting and 
making recommendations to the Estate Committee.  

Each member of the Health and Safety Committee is responsible for a part or aspect of the 
College, thus ensuring coverage of all areas of operation. The Committee will meet at least 
once each term. 

The Health and Safety Committee also: 

• Reviews and updates the Health and Safety Policy as necessary and at least annually
and reports and makes due recommendations to the Estate Committee;

• Reviews as necessary (and at least annually) compliance with legislation and health
and safety practices, procedures and resourcing across the College; and
recommends updates and improvements to the Estate Committee;

• Monitors the communication and publicity of Health and Safety information across
the College community and identifies and implements ways of improving perception
and culture;

• Provides members of staff with a means of raising serious issues of concern,
including issues which may not have been resolved satisfactorily at a local level;

• Monitors accident and incident statistics; identifying patterns and discussing
possible ways of reducing accidents;

• Reviews fire alarm activations and identifies changes to the physical estate and to
operational procedures in order to reduce risk and the number of false alarms;

• Reviews and identifies training needs and ensures that the Competency Matrix is up
to date and that any necessary training is carried out;

• Reviews and identifies risks and risk assessment needs, and ensures that the Risk
Assessment Register is up to date and that all necessary reviews are carried out;

• Identifies improvements, priorities and initiatives, and the resources necessary to
manage risks and improve the Health and Safety performance and management;
and makes recommendations to the Estate Committee to implement and obtain
budgetary approval for any changes;

• Sets up and monitors working parties as appropriate on specific issues;
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• Undertakes any other Health and Safety related review or activity requested by the 
Estate Committee. 

2.4 Consultation 

The College will arrange such meetings and other events as necessary to monitor, inform, 
advise and instruct staff on Health and Safety requirements.  

• Training and consultation for the whole staff will generally take place during INSET 
sessions, or may involve the Staff Consultative Committee, or meetings of Heads of 
Departments or House staff, or other groups as necessary. 

• Health and Safety training on specific issues takes place as required. 

• All staff will be required to read the Health and Safety Policy Manual whenever 
significant changes are made and at least annually. 

• The Policy Manual is available on line in the Health and Safety section of Hurst 
Online. 

3. Organisational Responsibilities 

3.1 Introduction 

The College understands that establishing a clear definition of responsibilities and 
relationships will promote effective implementation of Health and Safety arrangements; 
therefore specific responsibilities and duties are outlined below.   

3.2 College Governors 

The Council of Governors has responsibility for the oversight of Health and Safety and 
monitoring of the effectiveness of this Health and Safety Policy.  The Council seeks to 
ensure, so far as reasonably practicable, the health and safety of the College community and 
its visitors and in particular shall: 

• Review and approve the tenor of the College Health and Safety Policy Manual on an 
annual basis; 

• Take all reasonably practical steps to ensure appropriate financial and physical 
resources are available to implement the Health and Safety Policy; 

• Seek to ensure so far as is reasonably practicable that the Headmaster and Bursarive 
are aware of their responsibilities under health and safety legislation and that they 
and the Estates Committee are effectively implementing the arrangements in this 
Health and Safety Policy Manual;   

• Nominate a Governor as Health and Safety Champion to carry out the duties in 3.3; 
and  

• Include health and safety as a regular item on the Council meeting agenda. 

3.3 Health and Safety Champion 

The Governor nominated as Health and Safety Champion will: 
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• Attend meetings of the Estate Committee;

• Report to the Council on matters concerning health and safety reporting to him/her
through the Estate Committee;

• Seek to ensure the College Health and Safety Policy Manual is reviewed and updated
at least annually by the Health and Safety and the Estate Committees, and refer the
updated Policy to the Council for review and approval;

• Receive and review all minutes of the Health and Safety Committee;

• Regularly liaise with the Headmaster, Bursar, and Health and Safety Manager with
regard to the implementation of the Health and Safety Policy.

3.4 Specifical Individual Responsibilities 

3.4.1 Bursar 

The Bursar will: 

• On behalf of the Governing body and Headmaster, be responsible for the
management of health, safety and welfare in the College and to ensure compliance
with the Health and Safety Policy;

• Seek to ensure the implementation of this Health and Safety Policy;

• Monitor the effectiveness of this Health and Safety Policy Manual and report back to
the Council of Governors as appropriate;

• Organise and arrange the formation, membership, meetings and work of the Health
and Safety Committee;

• Meet weekly with the Health and Safety Manager to discuss any significant Health
and Safety issues.

• Comply with 3.4.18.

3.4.2 Senior Management Teams 

The Senior Academic Staff, i.e. the Senior Management Teams in the Senior and Prep 
Schools shall: 

• Ensure their staff adhere to all relevant provisions within the Health and Safety
Policy and its associated procedures and documentation;

• Alongside the Human Resources team, ensure that during the recruitment and
selection process, essential and desired skills and competencies are identified and
evidenced;

• Ensure that suitable arrangements are in place for the effective communication and
exchange of information pertaining to health, safety and welfare matters with their
staff, pupils, Health and Safety Committee members, contractors and others who
may be affected by their activities;

• Identify and implement appropriate training programmes for staff to allow them to
continue in their role safely and to a competent level and pass records of training
undertaken to Human Resources;
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• Review on a regular basis the Competency Matrix for their staff, advising the Health
and Safety Manager of any necessary changes;

• Ensure that any outstanding training is carried out as soon as practicable;

• Ensure suitable and sufficient risk assessments are carried out for the areas for
which they are responsible and hazards have been eliminated, substituted or
controlled.  Such risk assessments include but are not limited to COSHH, Lone
Working, Visits and Trips, Manual Handling and Display Screen Equipment;

• Review on a regular basis the Risk Assessment Register located in the Admin shared
folders and ensure that any outstanding assessments are carried out as soon as
practicable;

• Ensure risk assessments are reviewed at least every two years; and whenever there
is a change to the system/area which may detrimentally affect the health and safety
of others, or when a serious accident/incident occurs;

• Ensure that any plant, machinery and equipment under their control is regularly
inspected and maintained in accordance with manufacturers and statutory
requirements;

• Monitor the area(s) for which they are responsible to ensure that all control
measures and other health and safety requirements are being complied with;

• Remove from use equipment which is faulty;

• Liaise with the Head of Estates and Estates Manager prior to purchasing significant
equipment, to allow due consideration of applicable statutory provisions;

• Ensure health and safety matters are taken into account when new or improved
technology is introduced to an area, or when there are changes to systems of work;

• Ensure, so far as reasonably practicable, that all equipment, devices and areas used
by persons under their responsibility are safe, appropriately guarded and free from
defects that may cause injury;

• Liaise with the Human Resources and the Health and Safety Manager when
assessing an employee’s fitness to return to work after absence;

• Ensure that Heads of Departments and Housemasters/mistresses carry out Health
and Safety Inspections using the appropriate pro-formas.

• Comply with 3.4.18.

3.4.3 Head of Estates 

The Head of Estates will: 

• Be responsible for the fabric of the school and its plant and equipment, ensuring it is
surveyed, maintained and inspected by qualified professionals with support from
the Estates Manager (with the exception of sports equipment where responsibility
remains with the Director of Sports);

• Ensure the Estates Manager produces a maintenance schedule of all school plant
and equipment according to supplier and legislative requirements;
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• Receive and prioritise reports of defects and hazards in the fabric the College, 
determine the appropriate action and make arrangements (so far as is reasonably 
practicable) for the defects and hazards to be eliminated, reduced or controlled; 

• Oversee, in consultation with the Estates Manager and the appropriate line manager 
(defined as the person with responsibility for an area, department or persons) the 
installation of new equipment and services, and ensure compliance with statutory 
provisions;  

• Ensure all premises features (e.g. structural components, fire doors, partitions etc.) 
and equipment provided in connection with assuring fire safety is maintained, by a 
competent person, in a fit and efficient state, in efficient working order and in good 
repair; 

• Ensure all new and refurbished areas are so designed to ensure compliance with this 
policy and the requirements of any relevant fire-safety legislation and British 
Standards (compartmentation, detection); 

• Ensure necessary risk assessments are carried out for the areas under his/her 
control; 

• Review the Risk Assessment Register on a regular basis, advise the Health and Safety 
Manager of any necessary changes and ensure that any outstanding assessments are 
carried out as soon as practicable;  

• Identify and implement appropriate health and safety training programmes for 
maintenance and grounds staff to allow them to carry out their roles safely and to a 
competent level, as evidenced by written records located in their personnel files; 

• Review the Competency Matrix on a regular basis, advise the Health and Safety 
Manager of any necessary changes and ensure that any outstanding training is 
carried out as soon as practicable; 

• Ensure that, where appropriate, health surveillance is provided and undertaken; 

• Ensure electrical equipment is installed, tested and inspected in accordance with 
statutory provisions and guidance,  

• Ensure an Approved Contractor list is kept up to date and all contractors engaged by 
the Estates Team comply with the requirements of the Contractor Management 
Policy; 

• Work with the Health and Safety Manager to ensure: maintenance of all fire 
equipment throughout the College; the provision of approved fire instructions and 
safety signs; a programme is in place for the periodic testing of fire alarms, 
emergency lighting, fixed electrical installations and portable appliances (in 
accordance with current legislation); 

• Work with the Estates Manager to ensure the College has taken adequate 
preventative measures against the propagation and spread of Legionellosis to the 
HSE standard: ACoP L8, ‘The control of legionella bacteria in water systems’ and to 
ensure compliance with the Management of Legionella Policy; 

• Organise and take responsibility for a Fire Action Response Team to investigate fire 
alarm activations when alerted by the monitoring station; 

• Comply with 3.4.18. 
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3.4.4 Health and Safety Manager 

The Health and Safety Manager is responsible for: 

• Supporting the Headmaster and Bursar in seeking to ensure (so far as is reasonably
practicable) the continued health, safety and welfare of all pupils, staff and visitors
to the site, and compliance with all health and safety legislation and the Health and
Safety Policy;

• Advising the Headmaster, the Bursar and the Estate and Health and Safety
Committees, taking such professional advice as is reasonably necessary, on: the
review and updating of the Health and Safety Policy; compliance with health and
safety legislation; areas which, in his opinion, the College could or should improve in
order to comply with health and safety legislation;

• Reporting all matters of concern to the Bursar or Headmaster and, if not addressed
in a timely fashion, to the Estate and Health and Safety Committees;

• Providing health and safety advice to all members of staff, seeking to ensure legal
compliance;

• Obtaining details of necessary updates to the Competency Matrix from all
departmental heads in Michaelmas term, advising the Bursar, Health & Safety
Committee and Estate Committee of gaps and the reasons for them; and in liaison
with Human Resources auditing the training records at least annually;

• Providing guidance on specific health and safety issues affecting particular pupils or
staff, including the disabled and those with serious medical conditions;

• Ensuring that Heads of Departments and Housemasters/mistresses carry out Health
and Safety Inspections using the appropriate pro-formas.

• Carrying out necessary health and safety induction training for new and existing
staff;

• Arranging an annual health and safety audit, reviewing the findings of the audit and
putting necessary action plans into place;

• Maintaining a comprehensive, up to date Asbestos Register;

• Ensuring effective fire safety management by:

o carrying out fire risk assessments (every 2 years or when significant changes
occur);

o carrying out fire safety checks on high risk areas of the College;

o ensuring that necessary fire safety inspections are carried out by Heads of
Departments and Housemasters/mistresses;

o updating the Fire Risk Management Spreadsheet as required;

o providing a review of the fire alarm activations to be reported to the Health
and Safety Committee;

o being part of the Fire Action Response Team to investigate Fire Alarm
Activations when called by the monitoring station;
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o Liaising with the local enforcement authorities such as the HSE, the Local
Authority and West Sussex Fire and Rescue Service on matters relating to
health and safety;

• Liaising with the Catering Manager and, where necessary, the local enforcement
authorities on matters relating to health and safety in the kitchens;

• Training and supporting Line Managers in undertaking risk assessments;

• Maintaining, developing and updating the Risk Assessment Register; reviewing it
with all departmental heads annually and advising the Bursar, Health & Safety
Committee and Estate Committee of gaps and the reasons for them;

• Working with Human Resources and Heads of Departments to ensure new staff
(including contractors) are satisfactorily trained and inducted in health and safety
matters;

• Ensuring that all construction and maintenance projects and functions carried out
comply with the College’s responsibilities as “Client” under the Construction Design
Management Regulations 2015;

• Analysing accident statistics, taking appropriate action and reporting to the Bursar,
the Health and Safety Committee and the Estate Committee;

• Reporting all accidents which come under the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995 (amended 2012), to the Bursar as soon as
possible and also to the HSE Incident Contact Centre within the required time limits;

• Organising, taking minutes and circulating minutes of meetings of the Health and
Safety Committee;

• Amending the Health and Safety Policy to ensure it remains effective and informing
the Health and Safety Committee when this is carried out;

• Ensuring compliance with the College’s First Aid Policy and to liaise with the member
of teaching staff responsible for staff training and Human Resources as appropriate,
to ensure the necessary First Aid training is undertaken, but not to arrange training;

• Reviewing and auditing annually the health and safety and hygiene policies and
practices of the Catering Contractor to ensure that they are satisfactory;

• Complying with 3.4.18.

It is not the responsibility of the Health and Safety Manager to absolve any other person of 
their duties and responsibilities under the Health and Safety at Work etc Act 1974 and 
associated regulations. 

3.4.5 Human Resources 

The Human Resources team shall: 

• Provide advice during the recruitment and selection procedure when requested, and
assist the line manager in the production of a Person Specification which defines
desired and essential skills;

• Work closely with the Health and Safety Manager and other line managers to ensure
that new staff (including contractors) are effectively inducted to the College and that
written records of this induction are completed;
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• Ensure that all training records and evidence of competency are filed in the relevant
personnel files and, in liaison with the Health & Safety Manager, audit the
Competency Matrix against the training records at least annually;

• Arrange first aid training for support staff;

• Ensure that all new members of staff receive a copy of the Health and Safety Policy;

• Comply with 3.4.18.

3.4.6 Heads of Department, Teachers and Line Managers 

Heads of Department (HoDs), Teachers and Line Managers shall: 

• Ensure those under their control (including new staff and any contractors they
engage) are appropriately inducted and a written record kept of this induction. Such
an induction shall include, but is not limited to:

o the specific workplaces and working activities undertaken;

o the specific plant, equipment, materials and substances in use and any
related hazards, safety advice and safety rules;

o the location of risk assessments and all relevant documentation pertaining
to their role;

o emergency arrangements including sound of fire alarm, location of fire exits
and action signs, call and assembly points, and the evacuation procedure for
any areas they will be located;

o accident reporting procedures;

o how to report any shortfall in safety arrangements including the job request
system;

o ensuring familiarity with the appropriate sections the Health and Safety
Policy Manual.

• Ensure those they are responsible for adhere to all relevant provisions within the
Health and Safety Policy and its associated procedures;

• Review safety training needs and the Competency Matrix with their reports
regularly, ensure that any outstanding training is carried out as soon as practicable,
that the Health and Safety Manager is advised of any necessary updates to the
Competency Matrix and that evidence of training is lodged with the Human
Resources team;

• Keep themselves up to date with safety innovations and works methods applicable
to their role;

• If required, ensure suitable and sufficient risk assessments exist for the areas or
activities for which they are responsible.  Such risk assessments include but are not
limited to COSHH, Lone Working, Visits and Trips, Manual Handling and Display
Screen Equipment;

• Ensure risk assessments are reviewed in accordance with the risk assessment policy;
and whenever there is a change to the system/area which may detrimentally affect
the health and safety of others or when a serious accident/incident occurs;
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• In particular the Director of Sports must ensure that each sport has a separate and
up to date risk assessment, that the Competency Matrix includes the necessary
training for coaching or refereeing each sport where this is required for the health
and safety of participants, that such training has been provided and that compliance
with the risk assessment is monitored and reviewed;

• Seek to ensure there is adequate first aid cover in the areas for which they are
responsible;

• Where appropriate, ensure that all plant, machinery and equipment under their
control is regularly (i.e. at least termly) inspected, maintained in accordance with
manufacturers and statutory requirements, and a record kept of the inspection and
findings;

• Liaise with the Estate Manager prior to purchasing significant equipment to allow
due consideration of applicable statutory provisions;

• Monitor the area(s) for which they are responsible to ensure that all control
measures and other health and safety requirements are being complied with;

• Ensure health and safety matters are taken into account when new or improved
technology is introduced to an area, or when there are changes to systems of work;

• Ensure, so far as practicable, all equipment, devices and areas used by persons
under their responsibility are safe, appropriately guarded and free from defects that
may cause injury;

• Immediately remove from use equipment with defects that may cause injury;

• Make regular contact with anyone under their control who may be working at home.

• Where appropriate, liaise with the Human Resources and the Health and Safety
Manager when assessing an employee’s fitness to return to work after absence;

• Comply with 3.4.18.

3.4.7 House Masters/Mistresses 

The HoMs shall: 

• Ensure that all pupils in their charge know the fire evacuation procedures including
the sound of the fire alarm, location of assembly points and importance of using the
nearest fire exit;

• Ensure that a night-time test evacuation occurs in the first 3 weeks of every term;

• Ensure the Health and Safety Manager is notified immediately of any issues arising
out of fire evacuations:

• Ensure entrances to their House are secure and fire exits and escape routes are clear
from obstruction at all times;

• Ensure that fire extinguishers are in their allotted place and not used to prop open
doors;

• Ensure that fire doors that are expected to remain closed are never propped open,
e.g. by means of wedges or heavy objects
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• Carry out a termly Health and Safety Inspection of their House and act on any
findings;

• Use the job request system to identify and follow up improvements within the
House;

• Ensure that a member of their House staff is first aid trained;

• Ensure that they instruct pupils in their House with allergies that they must obtain
their food from the allergens counters in the serving areas during mealtimes, having
made themselves known to the catering team Allergen Champions in accordance
with the Allergen Management Policy;

• Comply with 3.4.18.

3.4.8 Grounds Manager 

The Grounds Manager shall: 

• Ensure the safe condition of the grounds and outside sporting areas;

• Ensure that all equipment used is appropriate for the task, properly maintained and
in good order, and that all staff using it are properly trained;

• Monitor the weather conditions and make arrangements for gritting and salting
high-risk areas of the College before general use, in accordance with the snow plan;

• Ensure adequate stocks of grit and salt are held;

• Comply with 3.4.6 and 3.4.18.

3.4.9 Director of Outdoor Education 

The Director of Outdoor Education shall: 

• Ensure that extra-curricular activities that do not fall within the remit of the Director
of Sport or the Deputy Head responsible for Co-curricular activities have been risk
assessed, and liaise with the Educational Visit Co-ordinators regarding matters of
health and safety;

• Ensure that College employees working at locations under the control of other
employers are given relevant health and safety information;

• Comply with 3.4.6 and 3.4.18.

3.4.10 Educational Visit Co-ordinator(s) 

The Educational Visit Co-ordinator(s) will: 

• Assign and assess competent people to lead or supervise all visits;

• Work with the organiser/leader to obtain the consent/refusal of parents and to
provide full details of the visit beforehand so that parents can consent or refuse on a
fully informed basis;

• Organise the necessary emergency arrangements and ensure there is an emergency
contact for each visit;

• Review systems and, on occasion, monitor practice;
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• Comply with 3.4.18.

3.4.11 Head of Careers 

The Head of Careers will: 

• Ensure that risk assessments are undertaken for pupils on work experience and that
the individuals concerned receive necessary health and safety advice and are
inducted efficiently;

• Comply with 3.4.18.

3.4.12 Fleet Manager 

The Fleet Manager shall: 

• Ensure vehicles used for College business are inspected, maintained, fit for purpose
and driven by competent persons;

• Continually review the drivers of College vehicles to ensure they remain competent
and action any incidents which may have health and safety implications;

• Ensure staff comply with section 4.6 of the Health and Safety Policy;

• Have due regard to and, as far as possible, ensure compliance with published best
practice guidelines on matters of driver and vehicles safety;

• Comply with 3.4.6 and 3.4.18.

3.4.13 Campus Manager 

• Be responsible for the security of the site;

• Ensure that the lock-up is completed nightly (whether by the housekeeping team or
other members of staff or external contractors as appropriate);

• Be part of the Fire Action Response Team during term time and to investigate Fire
Alarm activations when called by the monitoring station;

• Comply with 3.4.18.

3.4.14 Housekeeping Manager 

The Housekeeping Manager will: 

• Ensure that all premises are cleaned safely without leaving areas in a condition
which could be hazardous to pupils or staff;

• Ensure that Hazardous Substances Risk Assessments are carried out;

• Ensure fire exits and escape routes are clear from obstruction at all times;

• Ensure that fire extinguishers are in their allotted place and not used to prop open
doors;

• Ensure that fire doors that are expected to remain closed are never propped open,
e.g. by means of wedges or heavy objects;
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• In accordance with the Management of Legionella Policy, ensure that all toilets are
flushed regularly, shower heads are cleaned, taps are run to prevent a build-up of
stagnant water, and all cleaning staff undertake legionella training;

• Ensure that electrical equipment in use in pupil accommodation complies with the
rules for Electrical Equipment (s 4.6) and report items that do not;

• Ensure that there are adequate staff as required by the Campus Manager to lock up
at night time and that a Lone Working Risk Assessment has been completed for this
activity;

• Comply with 3.4.6 and 3.4.18.

3.4.15 Sports Facilities Manager 

The Sports Facilities Manager will: 

• Ensure that sporting facilities are safe to use, and that equipment has been regularly
maintained in accordance with the manufacturer’s instructions and is fit for
purpose.

• Comply with 3.4.6 and 3.4.18.

3.4.16 Senior Nurse 

The Senior Nurse is responsible for: 

• In conjunction with the Health and Safety Manager, ensuring compliance with the
College First Aid Policy and Procedures;

• Keeping adequate records of pupils’ health and welfare needs, including any
information provided by the parents (such as drug reactions, major allergies and
notable medical conditions) and ensuring that this information is disseminated to
staff with pastoral responsibilities;

• Ensuring that the boarding pupils’ records include details of the persons with
parental responsibility for the pupil; including contact details, any other emergency
contact arrangements, and any court orders affecting parental responsibility or the
care of the pupil;

• Undertaking Risk Assessments for all pupils with serious medical conditions;

• Treating minor injuries, completing the appropriate Accident Report Form and
sending this form to the Health and Safety Manager immediately;

• Ensuring that first aid boxes are available at all locations listed in Appendix B are
kept fully stocked and in date;

• Comply with 3.4.6 and 3.4.18.

3.4.17 Catering Manager 

Sodexo is responsible for its employees and all tasks involved with the catering at the 
College and for compliance with all health and safety and food hygiene requirements. 

In addition to ensuring compliance with Sodexo’s Health and Safety policies and procedures 
the Catering Manager will: 
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• Ensure compliance with the College’s Food Allergens Policy and procedures;

• Report any premises or equipment-related health and safety concerns immediately
to the Health and Safety Manager and Bursar.

3.4.18 All Employees 

It is the responsibility of all employees (and a condition of employment) to read and comply 
with the College’s Health and Safety Policy.  This includes: 

• Taking reasonable care for the health, safety and welfare of themselves and others
who may be affected by their acts or omissions whilst involved in College activities;

• Co-operating with the College and colleagues so as to ensure compliance with any
imposed legal duty or requirement;

• Not interfering with or misusing (whether intentionally or recklessly) anything
provided in the interests of safety;

• Keeping fire escape routes and fire exits clear at all times;

• Reporting hazardous shortcomings in health and safety arrangements – including
any shortcomings in departmental risk assessments – to their line manager for
action;

• Taking such action as may be necessary to ensure the safety of pupils, including
preventing or correcting pupils accessing areas of the campus which are off-limits
(as defined in the Pupil Guide);

• Informing the Medical Centre of any ill-health issues which may affect their own
health and safety, or that of others while they undertake their role;

• Keeping any personal medication secure and away from pupils;

• Reporting accidents and incidents promptly;

• Reading the Material Safety Data Sheet for any hazardous substance before use;

• Using correct manual handling procedures when lifting, carrying or moving loads;

• Being fully aware of the risk assessments particular to their department;

• Ensuring they know and understand all risk assessments relevant to any tasks they
perform;

• Ensuring that specific risk assessments are completed when necessary, including but
not limited to: any hazardous lifting activity which could cause harm; whenever
using a hazardous substance or carrying out a potentially hazardous activity; when
going on a visit or trip; or if using a visual display unit for more than an hour a day;

• Ensuring that before undertaking any activity they have received any necessary
training as identified in the Competency Matrix or the relevant risk assessment;

• Ensuring that any protective/preventive measures identified by risk assessments are
complied with including, but not limited to, Safety Signage, Safe Systems of Work,
Emergency Procedures, Guarding and Personal Protective Equipment (PPE); and

• Using any equipment provided for their health and safety in accordance with the
training given and manufacturer’s instructions;
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• Carrying out pre-use inspections on any potentially hazardous items of equipment
before use and taking out of action any equipment which could potentially be
hazardous, informing the line manager responsible; and

• Maintaining any equipment in accordance with the manufacturer’s instructions or
training given but not carrying out maintenance unless training has been provided.

4. Specific Health and Safety Rules

All related Health and Safety Policies are found on Staff Resources – Bursary – Health and Safety. 

4.1 Accident Reporting 

You are required to co-operate with this policy by following the reporting 
procedures shown below: 

4.1.1 Reporting Injuries 

If you have an accident, report it immediately. You can either report to a 
First Aider (list on Hurst Online), the Medical Centre, or in the Prep 
School, to the Secretary. 

You must also ensure that an incident form is completed if a pupil you are responsible for 
has an injury.  

An Accident/Incident/Near Miss Record must be completed and submitted to the Health and 
Safety Manager for all injuries. 

4.1.2 Reporting Near-Miss Incidents 

All details of near-miss incidents must be reported to the Health and Safety Manager 
immediately, including any event that result in damage to property and any event that might 
have caused injury to yourself, others, or damage to property. 

4.1.3 Location of Accident/Incident/Near Miss Record 

Forms are available at the locations: 

On Hurst Online under ‘Health and Safety’ in Staff Resources on the Network under: 

4.1.4 First Aid 

Ensure you know the first aiders and location of first aid boxes while undertaking duties as a 
member of staff on site and during visits.  If you require First Aid Training, contact Human 
Resources. 

4.1.5 Accident/incident/near miss investigation 
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In the case of a serious injury, incident or disease (including ‘near misses’), for example one 
needing to be notified to insurers or reported under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013, the following procedure is to be followed: 

• Care for the injured person and contact the emergency services where necessary;

• Control the hazards and secure the incident site, if safe to do so;

• Report immediately to the Bursar and/or the Health and Safety Manager;

• The Bursar and/or the Health and Safety Manager will obtain specialist health and
safety legal advice before commencing an investigation.  In appropriate cases, the
specialist lawyer will commission an investigation and report for the dominant
purpose of the conduct of anticipated litigation.  Such reports will be protected by
legal privilege and circulation of the full report will need to be restricted, although
details of any remedial actions may be circulated more widely as appropriate;

• The Bursar will inform the College’s insurers.

4.2 Alcohol and Drugs 
The College recognises that the effects of alcohol or drugs at work 
can create serious health and safety risks, to such an extent that they 
may affect an employee’s or a pupil’s performance, conduct and 
relationships. 

The risk of injuries and accidents can be reduced if you adopt the 
following precautions: 

• do not come to work under the influence of alcohol or non-prescribed drugs which
may affect your role;

• check with your doctor, pharmacist or Patient Information Leaflet about the side-
effects of prescribed medications;

• inform your Line Manager or Human Resources of medication you have been
prescribed which you think may affect your role;

• if you suspect a colleague may be suffering from alcohol or drug abuse, inform the
Bursar’s office – do not "protect" them by keeping silent;

• ask for help if you feel that matters are beyond your own control.

4.3 Asbestos 
• Asbestos was used in buildings before 2000 and asbestos is present in a number of the

College buildings constructed before then.  The Control of Asbestos at Work Regulations
2012 require the College to undertake surveys, the results of which tell us where asbestos
containing materials (‘ACM’s) are located on campus.
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• These surveys have helped inform the Asbestos Location Floor Plan located on Hurst Online
in the Health and Safety section.  There is also further information and training on Hurst
Online.

• If you see the label on the right, DO NOT disturb the material to which it is
fixed.  If you believe you may have uncovered asbestos contact the H&S
Manager immediately who will take sample.

• In the unlikely event you contaminate your clothing with asbestos dust, do
not walk through campus buildings; take the contaminated clothing off; roll
it up, place it in an airtight bag and phone the H&S Manager.

• Please be aware that before any development work is undertaken a survey
of the area being worked on must be carried out in case there are any ACMs
present which were not identified in the management survey and which could be disturbed
or uncovered by the work.

If you are unsure about any material then contact H&S Manager who will take sample to be
tested.

4.4 Contractors: Safe Working 

Contractors include individuals or organisations engaged by the College to carry out work 
using their own expertise and competence: 

• If you are responsible for bringing a contractor on site, you must ensure they have
been assessed as competent using the Contractor Competency Questionnaire (CON
01).

• All contractors must be inducted using the Construction Phase Plan – Induction
(Con 03) and have their visitor badge on display at all times. Any contractor who has
not been DBS checked must be supervised while on site.

• You must ensure that a Refurb and Demo survey is carried out before any work is
undertaken which could disturb Asbestos Containing Materials.

• You must check the work being undertaken intermittently and on completion,
noting any issues or snags on the construction phase plan, and ensuring they are
actioned or corrected before the work is signed-off or payment made.

4.5 Critical Incident 

In the event of a critical incident, for example, an armed intruder on site, a siren will sound. 
On hearing the siren, all staff must immediately check their work email account for further 
information and instructions. 
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4.6 Display Screen Equipment (DSE) 

Hurstpierpoint College is committed to ensuring the safety 
and wellbeing of all its employees and pupils whilst working 
with display screen equipment. 

4.6.1 Training and DSE Assessment 

You must undertake training on the correct set up and use of 
your work station and carry out a risk assessment every time 
you move to a new desk. This will apply particularly if you are working from home. 

To undertake this training please click on the following link: 
http://www.vduhealthandsafety.org/. This link is also found on Hurst Online in H&S section. 

You must liaise with your line manager to action any issues. Afterwards give paperwork to 
HR for filing.  

4.6.2 Eye Tests 

If you require a DSE eye test, complete DSE Risk Assessment and inform your Line Manager. 

“There is scientific evidence that identifies that repeated and prolonged use of handheld 
devices such as smart phones and tablet computers can cause medical conditions. For this 
reason, it is recommended that you avoid using any such devices issued by the Company in 
this manner and that you adopt a good posture at all times.” 

4.7 Driving 

Employees driving on College business, whether in College-owned or 
any other vehicles, must observe the following: 

4.7.1 Eligibility 

Those driving on College business must: 

• be between the ages of 21 and 70 (or between 17 and 70 for agricultural vehicles);

• have no more than 6 penalty points on their driving licence; and

• present their licence (photo card) to the Fleet Manager on an annual basis for
vetting;

• take eye tests at least every two years and update prescriptions when necessary.

4.7.2 Minibuses 

You may not drive a minibus without either: 

• having passed a PCV test; or

• holding a valid driving licence with a class D1 entitlement and having been assessed
as competent by the College’s driving instructor; or
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• Holding a valid UK driving licence with a class B entitlement for at least 2 years and
having been assessed as competent by the College’s driving assessor and providing
that the vehicle has a gross vehicle mass of no more than 3500 kg (i.e. normally no
more than 14 passenger seats). All College minibuses, including those on temporary
hire, must display a permit issued in accordance with Section 19 of the Transport Act
1985.

4.7.3 Mobile Phones 

• The use of hands-free mobile phones whilst driving is discouraged and must be
restricted to essential business calls only.

• The use of other mobile phones whilst driving is prohibited.

4.7.4 Driver Hours 

Tiredness is a major cause of accidents.  It is essential when planning journeys you take into 
account not only the amount of time you will spend at the wheel, but also the total length of 
your working day. 

You must follow the following rules, which are based on RoSPA guidelines for minibus 
drivers, and ensure that two drivers are used whenever necessary: 

• You may drive for up to 4 hours a day in addition to doing other work, provided that
your total working day (including the driving) does not exceed 10 hours;

• For journeys or return journeys involving more than 4 hours driving in a day, you
must not do any other work on the day in question.  Alternatively, two drivers may
be used provided that you each do not work for more than 10 hours in total;

• You may not drive for more than two hours without a break of at least 15 minutes or
for more than 9 hours in a day.

4.7.5 Vehicle Roadworthiness 

As driver, you are responsible for ensuring that the vehicle under your control is in a 
roadworthy condition.  Defects in College vehicles must be reported to the Fleet Manager. 

4.8 Electrical Equipment 

Hurstpierpoint College recognises that electrical equipment can be 
hazardous and it is therefore the College’s intention to take all 
reasonable steps to secure the health and safety of employees who use, 
operate or maintain electrical equipment.   

You must abide by the following rules: 

• Ensure cables do not cause a trip hazard and are not under strain

• Ensure cups, plants and other items are not kept where liquids can spill onto
electrical equipment

• Ensure equipment is not operated with any electrical safety cover removed

• Check for visible damage to equipment, cabling or plugs before use, including for
signs of over-heating
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• Ensure there is no sign of damage to the wall socket.

• Ensure ventilation is adequate to avoid equipment over-heating

• NEVER touch electrical equipment with wet hands or move any portable electrical
equipment without disconnecting it from the mains, or make any electrical repairs
or do any other electrical work unless you are authorised to do so;

• NEVER link extension leads – liaise with Electricians first.

• ALWAYS KEEP electrical supply cables and flexes away from wet areas, or from
where they will be damaged by being walked over or knocked when moving
equipment about, or where their position or location presents a trip hazard;

• ALWAYS switch off all equipment when not required, unless continuous operation is
necessary; disconnect electrical equipment at night by removing the plug from the
socket, again unless continuous operation is necessary and / or you are instructed
otherwise; report defective equipment to your Line Manager or use the Job Request
system; remember that water and fluids are conductors of electricity.

4.8.1 Portable Appliance Testing 

The Estates are responsible for scheduling and carrying out Portable Appliance Testing, 
however, before using any equipment you must ensure it is safe by checking for excessive 
wear and tear, such as perished cabling, cracked/scorched sockets or missing covers. 

Employees and pupils should only bring double-insulated equipment (marked as above) onto 
College premises.  If equipment is not double-insulated it must be given to the Estates team 
for PA testing prior to use. 

No employee or pupil should engage in any work or repair on electrical equipment unless 
competent to do so and any maintenance must be done in accordance with manufacturer’s 
instructions. 

4.9 Evacuation Instructions 

A Personal Emergency Evacuation Plan must be put together for those with mobility 
impairments Further information is available in the Fire Risk Management Policy accessible 
on Bursary – Health and Safety – Fire Safety.  Refer to the College Emergency Action 
Procedure contained in the Staff Handbook and all blue mandatory Fire Action Signs. 

4.9.1 Procedures for Bomb Threats and Other Threats of Serious and Imminent Danger 

In the event of a bomb threat, the following procedure should be followed: 

• On receipt of any message pertaining to a threat to the College buildings or their
occupants, the Bursar’s office must be informed. The Bursar will immediately
contact the Policy who will advise as to whether an evacuation is necessary and
attend the site.
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• The person receiving a threat over the telephone is asked to try and recall as much
detail as possible of the threat call. The following is a list of things to be noted:

a) Name and address of the caller (often available but not asked for);

b) Whether male or female;

c) An indication of type of telephone used;

d) Exact time of call;

e) What the caller actually says verbatim;

f) Any accent, whether well-spoken or otherwise;

g) Whether the caller sounded intoxicated;

h) Any indication as to the mental state of the caller;

i) Whether it appeared that they were reading from a prepared script.

4.9.2 Bomb Threat Evacuation 

In the event of a bomb threat, the following procedure should be followed: 

• Inform the Police immediately;

• Evacuate all buildings by activating the mega blaster sirens. Use normal fire exits;

• All persons SHOULD take personal belongings with them so long as it does not cause
any undue delay; this will help in the subsequent search, as these bags will not need
to be checked;

• Roll call should take place as far from the buildings as practical;

• If the situation is likely to last for more than 1 hour, place warning notices on doors
and lock up.

• If the Police decide to instigate a full search, a major local evacuation may be
required, and all staff must co-operate in managing such an event.  If the Police wish
to search the building, then members of staff who agree to accept the risk should
join the Police in the search.

• The Headmaster, Bursar or Deputy Headmaster (whoever is on duty on site) should
be the only person to decide if re-occupation is safe.

4.9.3 Fire Evacuation 

Staff – Day Time (all locations): 

• If possible, shut windows (if in classroom);

• Tackle fire only if you have been trained and will not put yourself or others at risk;

• Remind students of the location of the assembly point and explain they are to walk
there quietly using the nearest exit;

• When the last student has left the room remove any wedge holding the door open
and, ensuring the door is closed, escort students to the assembly point:

• At the assembly point ensure students line up in silence and wait until they are told
it is safe to return;

Staff Handbook 272 18/05/2022



• In accordance with regulation 15 (1) (c) Of the Regulatory Reform (Fire Safety) Order
2005, one member of staff must remain outside each exit to prevent people re-
entering the building;

• No-one should re-enter the building until advised by one of the fire response team.

Staff – In House at Night 

• Collect register;

• Ensure pupils & visitors to go to assembly point immediately & silently via nearest
exit;

• Sweep building;

• Shut windows and close doors but do not lock them;

• Go to assembly point, take roll call and await fire brigade.

4.9.4 Dining Hall Evacuation 

Additional Instructions for Staff: 

• Staff in Gallery go down main stairs;

• All in hall leave quietly via the main stairs, through the clearing area or by the stage
exit;

• All guests and visitors must be escorted;

• First member of staff down from the clearing area must don a Hi-visibility vest
located by panel at bottom of stairs and direct people through door to the right of
stairs (out by the Gappies Block) and prevent people from re-entering;

• First member of staff down main stairway must don hi-visibility vest located by
Woodard Fire Alarm panel and encourage smooth evacuation towards South Astro;

• First member of staff to reach large black doors leading from Inner Quad to Lodge
and from Lodge to Outer Quad must open them;

• All remain on the South Astro until called back by senior member of staff.
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4.10 Fire Prevention 

Hurstpierpoint College recognises the risk to which pupils, employees 
and others on College premises may be exposed in the event of fire.  

4.11 First Aid 
Staff should refer to the First Aid Policy (included in the Staff Handbook) 
for full details.  

It is our policy to comply with the Health and Safety (First Aid) 
Regulations 1981, relevant Codes of Practice and good working practices 
by training and appointing a suitable number of people, and providing 
suitable and sufficient facilities. 

You are required to co-operate in this by following the procedures below: 

• Heads of Department and Line Mangers must ensure that sufficient staff are trained
to maintain adequate first aid cover at all times (including during the College
holidays) in the areas under their control;

• wherever you are working or visiting, always find out the local first aid arrangements
before you need them;

• find out where you can obtain first aid if required (i.e. the name and location of the
nearest first aider or first aid appointed person);

Check portable electric equipment before use for 
signs of damage/perishing cable 
Switch off electrical equipment after use. 
Keep fire escape routes, exit doors and work areas 
clear. 
Keep fire extinguishers, call points and fire alarm 
panels clear of obstructions. 
Maintaining good housekeeping and getting rid of 
combustible materials quickly. 
Ensure you know the Fire Evacuation Procedure and 
Assembly Point for area you are working in. 

Do not smoke on campus. 

Do not overload plugs or other electrical 
equipment. 
Do not bring unnecessary potential 
ignition sources into the workplace. 
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• obtain first aid treatment for all injuries at work;

• if you are working away from College premises, find out if first aid facilities exist at
your temporary work location and if you are entitled to use them;

• ensure that all pupils’ sports activities/games, both away and at home, have suitable
first aid provision taking into consideration that a member of staff may be required
to accompany a casualty to the hospital;

• an Accident/Incident/Near Miss Record must always be completed on the day of the
accident (see 4.1).

4.11.1 First Aid Equipment 

• First aid boxes are distributed throughout the College - these are listed in Appendix
B. The list of personnel appointed and trained as First Aiders is on Hurst Online.

• The College has 2 defibrillators.  These are located outside the Medical Centre and
outside the main entrance to the Sports Hall.

• Pupils with severe allergies should have an Adrenaline Auto-Injector (‘AAI’), such as
an Epi-Pen, on their person at all times for use in case of anaphylaxis.  Spare AAIs for
emergency use are available in the Medical Centre, the College Dining areas, the
pupils’ Houses and, in the case of younger pupils, their classrooms and at Prep
Reception.

4.11.2 Emergency Action Plan 

If the emergency services are called, ensure someone is located outside the main entrance 
to meet and direct them to the casualty, as time is essential. 

4.12 Footwear 

Hurstpierpoint College aims to minimise the risk to employees, pupils and visitors of slips, 
trips and injuries by: 

• maintaining all floors, corridors and pathways to a high standard;

• providing all employees with safety footwear where appropriate;

• setting appropriate uniform standards for pupils.

The risk of injuries and accidents can be reduced if you adopt the following precautions: 

• do not wear shoes with narrow or unreasonably high heels;

• always wear footwear appropriate to the task being undertaken and to conditions
underfoot;

• always wear safety footwear where recommended.

4.13 Hazardous Substances 
The College recognises that the use and storage of hazardous substances can expose the 
user, and others in the vicinity, to a number of risks. 
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Harmful substances can enter the body as shown by the drawing below, and be prevented 
from entering the body using the Personal Protective Equipment shown alongside. 

• Use the PPE provided in accordance with the information, instruction and training
provided by the college;

• Ensure learners under your care use the PPE provided in accordance with
information, instructions and training;

• Inspect PPE before each use and report loss or obvious defects to your line manager;

• Ensure the PPE issued is correct for the hazard as assessed;

• Return PPE to the accommodation provided when not in use;

• Not alter or deface the PPE provided.

N.B.: PPE is PERSONAL Protective Equipment, so hygiene facilities must be available if
equipment is shared.

Always read the Safety Data Sheet, container labels and detailed health and safety 
information before using any product.  Make yourself familiar with the meaning of the 
following labels: 

Ear 
Defenders 

Apron

Safety Boots 

Gloves 

Face Masks 

Safety 

ROUTES OF ENTRY PERSONAL PROTECTIVE EQUIPMENT 
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If you use any hazardous substance IT MUST have a Hazardous Substance Assessment. 

The Hazardous Assessment pro-forma can be found on Hurst Online under Documents in the 
Health and Safety section. 

4.14 Home Working 

The College acknowledges that Staff working from home are more susceptible to the risks of 
working alone as there will be no direct supervision or anyone to help if a serious incident 
occurs.  In addition, it is recognised that home working can cause staff to feel disconnected, 
isolated or abandoned, which can affect stress levels and adversely affect mental health. 

Therefore, if you are working from home you are encouraged to make regular and frequent 
contact with your Head of Department or Line Manager and with other members of your 
team. 

In addition, you must be aware of the dangers of Working Alone (see 4.27) and complete a 
Display Screen Equipment risk assessment (see 4.6.1). 

4.15 Housekeeping 

The College recognises that poor housekeeping is the cause of many accidents slips and trips 
in the workplace. 

The risk of injuries and accidents can be reduced if you adopt the following precautions: 

• check that your workplace is free from hazards at the beginning of each day, for
teachers and technicians, this may mean going through your workplace quickly
before pupils arrive;

• put articles away immediately after use and ensure that pupils also do this;

• clear up any spillages immediately using suitable protective clothing if applicable;

• do not place objects in, or allow them to protrude into, any walkways;

• do not obstruct access to fire alarms, extinguishers, other emergency equipment or
fire exits and remove any obstruction you find;

• do not obstruct access to electrical switches or panels;

• ensure that waste materials, especially hazardous or biological are deposited in the
appropriate containers provided;

• Avoid contact with eyes, skin and mucous membrane.

• Wash your hands thoroughly after working with hazardous
substances, before and after using toilets and before smoking or
eating food.

• Clean any spillages instantly and dispose of waste and used
containers properly.
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• do not store articles or substances anywhere other than in designated storage areas;

• ensure the workplace is kept tidy.

4.16 Legionella 

Further information on the management of legionella is available in the ‘Health and Safety’ 
folder accessible on Staff Resources – Bursary.  Legionella training is available from the 
Health and Safety Manager on request. 

4.17 Lighting 
Hurstpierpoint College recognises that suitable and sufficient lighting is essential for a safe 
working environment.   

The College will take all reasonably practicable steps to ensure that adequate workplace 
lighting is provided and maintained.  In order to ensure that it does not adversely affect 
working conditions, you are required to co-operate by making full use of the lighting 
provided. 

The risk of injuries and accidents can be reduced if you adopt the following precautions: 

• report failures of lighting or any defects observed using the Job Request System on
Hurst Online;

• do not attempt to fix defects yourself;

• request additional lighting if existing lighting is not sufficient for the task;

• do not place portable lighting equipment (such as lamps) in such a position that it
will impede access, potentially hit people or create an ignition source;

• use window blinds to control brightness or glare from sunlight;

4.18 Manual Handling 
It is important that the correct posture and method is adopted when lifting heavy objects.  If 
you are about to undertake a manual handling task which could cause you injury, your 
Manager must undertake a Manual Handling Risk Assessment found in Staff 
Resources/Bursary/Health and Safety/Manual Handling and also on Hurst Online under 
Documents in the Health and Safety Section: 

Further information on manual handling can also found in the above folder and the Health 
and Safety Manager can provide manual handling training on 
request.   

Please use the following instructions as a guide: 

• Stop and think – no one should ever attempt
to lift anything beyond their capabilities. If in doubt,
get help. If mechanical lifting aids are provided, they
should be used;

• Extra care should be taken when lifting
awkwardly shaped objects. It may be necessary to
reduce or stabilise the load, or even get help;
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• Position the feet correctly. Feet should be placed hip-width apart, with one
foot put forward and to the side of the object providing better balance;

• Bend or ‘unlock’ the knees and crouch down to the
load to allow the leg muscles to do the work. Extend the
neck upwards by tucking in the chin – this will
automatically straighten the back as the load is taken;

• Get a firm grip – the load should be gripped by the
roots of the fingers and the palm of the hand. Keep arms
close to the body to reduce muscle fatigue in the arms and
shoulder and minimise effort required by the arm;

• Hand protection, and arm protection where
appropriate, should always be used, particularly when lifting rough loads, or
loads with sharp edges or projectios.

Additional online training is available on: 
http://www.learninglink.ac.uk/moveit/moveit.htm 

4.19 Noise Levels and Noise Reduction 

The College understands the importance of complying with the Control of Noise at Work 
Regulations 2005.  The regulations set out actions which must be complied with at certain 
action levels such as the provision of Hearing Protective Equipment). 

If the level of noise within the working environment is less than 85dB the College does not 
need to take any action. 

If the level of noise falls between 85dB to 90dB, the College will provide hearing protection 
and information about hearing damage.  However it is up to the individual if they choose to 
wear the protection. 

If the level of noise is greater than 90dB, a full audiometric survey will be arranged by the 
Health and Safety Manager.   

If the levels are above 90dB averaged 
over 8 hours, then the area becomes a 
mandatory hearing protection zone and 
alternatives looked into to reduce the 
noise exposure. 

It is important you understand that 
noise is captured by your outer ear, 
through your ear canal where it 
vibrates the 3 small bones – the 
malleus, the incus and the stapes – 
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exciting the fluid in the cochlea.  This moves very small hairs (cilia) in the cochlea which then 
rub small plates located above them, sending a signal through the auditory nerve to the 
brain. 

If we are subjected to too much noise energy then the cilia (at first) protect themselves by 
becoming smaller and therefore not reaching the plate above.  As a result no signal can be 
transmitted.   

The hairs will eventually recover from this condition known as temporary threshold shift.  
However, if they are repeatedly over-exposed to noise they will not recover and this 
condition is known as permanent threshold shift or noise induced hearing loss. 

4.20 Office Equipment 

Hurstpierpoint College recognises that the use of office equipment can expose the user and 
others in the vicinity to a number of hazards, such as trips or manual handling, when moving 
it. 

Although the risks presented by office equipment vary depending on the nature of the 
equipment, the risk of injuries and accidents can be reduced if you adopt the following 
precautions: 

• only use equipment for the purpose for which it is intended (e.g.  never stand on a
chair in order to reach a high shelf - use suitable steps);

• only use equipment if you are competent and authorised to do so;

• use equipment in the manner in which you have been instructed/trained;

• refer to manufacturers' instruction manuals for further information about specific
items of equipment;

• ask your Manager for help if you are not sure how to use an item of equipment;

• report faulty equipment on the College Job Request System and ensure that the
equipment is isolated (if possible), moved to a secure area and a suitable notice i.e.
'OUT OF ORDER - DO NOT USE' is attached to the equipment;

• do not place equipment in a position where it might fall, obstruct access routes or
present a hazard;

• only carry out repairs or adjustments if you are competent and authorised to do so;

• do not leave drawers open - people may trip over or collide with them;

• ensure electrical or telephone leads do not trail across access routes where they
might trip someone.
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What hazards do you see here? 

Further information on Office 
Safety is available from the HSE 
website on the following link: 

http://www.hse.gov.uk/office/ 

On this link will be the facility to 
carry out an online Office Risk 
Assessment.  The HSE Office Risk 
Assessment is for low risk offices 
but a worthy exercise to highlight 
any possible hazards in your area.  
Completed risk assessments must 
be sent to the Health and Safety 
Manager. 

4.21 Risk Assessments 

Risk assessments must be carried out for any potentially hazardous activity and reviewed 
every 2 years or when there has been serious incident involving the process or changes to 
process which may make original risk assessment redundant.  

Further information is available in the Risk Assessment Policy available on Staff 
Resources/Bursary/Health and Safety/Risk Assessment. 

Risk assessment training is on Hurst Online or available on request from the Health and 
Safety Manager. 

But you must complete a risk assessment for any event hazardous substance, visit or trip or 
manual handling task or activity or procedure which could potentially cause harm. 

Once you have identified the hazard (something with the potential to cause harm) and 
looked at the likelihood of it occurring (risk) you the following hierarchy of controls must be 
followed. 

The acronym ERIC PD is the hierarchy of actions you must take. 

Eliminate the hazard first 

Reduce or Substitute the hazard -  

Isolate the hazard 

Control – Organisation controls such as SSoW, Training, Supervision, 

Personal Protective Equipment 

Discipline – Make sure all controls are followed 

4.22 Safety Signs and Notices 
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The College understands the requirement to comply with the Health and Safety (Safety Signs 
and Signals) Regulations 1996.  All hazards must first be eliminated or controlled by 
engineering means, with signage only used as a last resort and only then when it is 
accompanied with training. 

The following are examples of the types of safety signs in common usage around the College 
campus and employees must make sure they know how to differentiate between each sign: 

4.23 Smoking and Vaping 

Hurstpierpoint College believes that everyone should have a right to live and work in a 
smoke-free environment. 

In order to protect all employees, pupils and visitors from exposure to second-hand smoke 
and to assist compliance with the Health Act 2006, Section 2, it is College policy that the 
College is smoke free.  As a consequence, smoking and vaping is prohibited across the entire 
campus with no exceptions, including staff accommodation and College vehicles. This policy 
applies to all employees, pupils, contractors and visitors. 

The College will provide support for those employees seeking help to give up smoking. 
Information on stopping smoking is available on the NHS Smoking Helpline number is 0800 
022 4 332 or on the website at http://smokefree.nhs.uk.  

4.24 Stress 

The College is committed to managing work-related stress as outlined in the College’s Stress 
Policy in the Employment Manual. 

The College will treat an employee suffering with a stress induced disorder in the same way 
as those with any other occupationally induced health problems i.e.: 

• provide appropriate support for distressed employees;

• ensure adequate rehabilitation of employees returning to work;

• monitor potential stresses within the organisation.

If you believe that you are suffering symptoms of stress, or that you may not be able to cope 
with the work pressures imposed upon you, you should inform your Head of Department or 
other responsible person. 

Prohibitionary 
This tells you NOT to do something. 

Warning/Caution
This warns you of a hazard. 

Mandatory 
This gives you an instruction. 

Safety Information 
This gives you safety 
information. 
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4.25 Temperature 

Hurstpierpoint College recognises that a poor thermal environment can have an adverse 
effect on your comfort, wellbeing, work performance, efficiency (including safety 
implications) and attitude to work.   

In order to ensure effective temperature control and to avoid unnecessary discomfort you 
are required to adopt the following precautions: 

• in artificially created thermal environments, where thermostats are used, you
should not open windows as this can upset the balance and render the air
conditioning ineffective;

• if you have individual control over temperature at your workstation you should not
frequently alter the temperature from one extreme to the other (it is far more
effective if it is given the chance to stabilise - the effect on work colleagues should
also be considered);

• if you have use of portable heaters, do not place them close to furniture or
flammable materials;

• Report any equipment defects to the Estates Manager.

4.26 Visitors 

The College recognises that it has a responsibility for the health and safety of visitors to our 
premises.   

The risk of accidents and injuries can be reduced if you inform the visitors the following: 

• visitors must be advised of the risks to which they may be exposed whilst on site and
the precautions they should take, including emergency arrangements, the fire alarm
signal and the location of assembly points;

• visitors are required to make full use of any personal protective equipment that is
necessary to secure their health and safety;

• visitors must be signed in, wear their badge and be supervised whilst on College
premises (see the Visitor Access Policy);

• the person accompanying a visitor will ensure that proper evacuation procedures
are followed in the event of an emergency and that the visitor is accounted for;

• no visiting children may enter the premises without prior knowledge and approval
from an authorised person and must then be accompanied at all times.

4.27 Working Alone 

Hurstpierpoint College recognises that persons who work alone could, in some 
circumstances, be placed at an increased risk of injury. 

If you work alone, your line manager must complete a Lone Working Risk Assessment  

The risk of injuries and accidents can be reduced if you adopt the following precautions: 
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• ensure that you are familiar with, and follow, any precautions that were identified
by the risk assessment;

• carry out all tasks in the manner in which you were trained;

• stop work and seek advice before carrying out any work activity for which you have
not been trained;

• communicate with others i.e. a member of the Estates team or other employees as
instructed;

• make sure that someone always know where you are.

4.28 Working at Height 

Under the Working at Height Regulations 2005 tasks which 
involve working at a height which could cause injury should only 
be undertaken after completion of the necessary risk assessment 
and with due regard to the appropriate method statement and 
actions as stated in the risk assessment.  In particular, ladders and 
step ladders should not be used for any task which takes longer 
than 30 minutes to complete and only if you have written 
evidence of competence. 

The following link to the HSE Website has further information: 
http://www.hse.gov.uk/falls/index.htm  

5. Appendices

5.1 Appendix A – List of Related Policies
• Asbestos Management Policy

• Contractor Management Policy

• Display Screen Equipment Policy

• Fire Risk Management Policy

• First Aid Management Policy

• Allergen Management Policy

• Legionella Management Policy

• Managing Manual Handling Operations Policy

• Risk Assessment Policy

• Sports & Games: Health & Safety Information Including Risk Control Measures for
Individual Sports
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5.2 Appendix B – First Aid Kit Locations 

Senior School Prep School Pre-Prep General 
Art Dept Boarding House Main Reception Builders (gardeners use) 
Biology Prep School Office All classrooms Carpenter’s shop 

(painters’ use) 
Bury Theatre Sports Kit Bags (for 

matches) 
Cleaners 

C.D.T x 3 Cleaning Staff Transport 
Chemistry Prep Electrical 
Chevron House Engineering 
D.T Finance Kitchen Area 
Dance and Drama Studio Grounds 
Eagle House Laundry 
Fleur de Lys House Mini buses 
Martlet House Woodworking 
Physics Prep 
Reception 
Red Cross House 
Shield House 
Sports Hall 
St John’s x2 
Star House 
Swimming Pool 
Woodard House 

Staff Handbook 285 18/05/2022



Hot Weather Policy 
(Reviewer: Lloyd Dannatt, August 2021) 
(Approved by SMT, August 2021) 

In order to maintain a comfortable environment in teaching spaces during periods of hot weather, 
some or all of following additional measures may need to be taken. The objective is to: 

1. Maximise airflow through the classrooms during the day
2. Allow for continuous cooling of the building overnight.

When the daytime temperature exceeds 22˚C and/or the inside temperature exceeds 22˚C the 
following measures should be taken: 

1. Doors
• Classroom doors should be left open (day and night) as wide as possible using an electronic

hold-open device (if installed)
• Door wedges must be removed if a member of staff is not present
• Science Lab doors must always be left locked-shut whenever a member of staff is not

present.

2. Windows
• All second-floor windows should be left open in such a way as to prevent rain entering the

building
• High level first floor windows should be left open (with due consideration to security) in such

a way as to prevent rain entering the building
• Window vents (if installed) should all be left open through the day and night. Windowsills

must be left clear to prevent obstruction.

3. Lights
• All manually controlled lights should be turned off when the classroom is not in use.

4. Electrical Equipment
• At the end of the working day any electrical equipment such as fans and computers must be

turned off.

5. Additional Notes
Ahead of external examination sessions, as a precautionary measure, mobile air conditioning units 
will be hired for use in the Sports Hall whilst it is used as an examination hall. 

If deemed appropriate a member of the SMT may wedge open exterior doors during the working 
day to facilitate increased air flow, staff working in the building will be notified that the door has 
been wedged open. They will ensure that the wedge is removed again at the end of the working day. 

In extreme temperatures The Headmaster will relax the uniform regulations and if they feel it 
appropriate may permit pupils to wear Sports Kit instead of School Uniform. 

Staff Handbook 286 18/05/2022



During periods of hot weather pupils and staff should keep appropriately well hydrated. 
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ICT 
(Reviewer: Dan Higgins, August 2021) 

1. Introduction 
The following information sets out the school’s aims, principles and strategies for the delivery of 
Information Technology.   It outlines the use of Information Technology throughout the school, by 
both pupils and teachers and provides full details of our software and hardware resources and 
maintenance procedures. It also covers the use of IT in various aspects of school life including the 
assessment and tracking of pupils, mobile learning environments, and the College website.  
  
The aim is to ensure all staff:  

• Understand and agree on the approach to IT.  
• Assist in planning and promoting its development.  
• Understand the various policies by which they should comply.  

The College pays due regard to the Revised Prevent Duty Guidance : for England and Wales  (April 
2021) and, as such, will monitor on a daily basis the use of the internet by both staff and students. 
The College utilises Smoothwall as a web filtering and firewall programme.  This monitors all user 
accounts for any web traffic associated with radicalisation sites, terrorism, criminal activity, as well 
as intolerance, and any form of search on personal weapons, etc.   It blocks any known material 
under these category headings, and also flags inappropriate searches, providing a daily log to the 
Headmaster, Deputy Head Pastoral, Director of Safeguarding and COO, of previous search attempts. 

2. Use of IT by Teachers  
All teachers at the College either have their own desktop computer in their teaching room, a laptop, 
Surface Pro or access to an device as appropriate to the phase in which they teach. Writing rooms 
are sited next to the common rooms in the Senior and Prep school for additional access to computer 
facilities, as well as some separate department or faculty areas. Each teacher has the same level of 
access as the pupils with the same facilities, but in addition they have access to the following 
systems and services:  

• Grades and Reporting – GRS (grs.hppc.co.uk)  All staff have password protected access to 
the grades and reporting system which allows them to issue grades and reports, set prep 
and provides an interface for sending emails directly to individual parents or groups of 
parents.   

• HurstOnline. All staff have access to this system allowing them to place lessons and material 
online.  

• Services Desk. The College employs a computer based services system. This allows for the 
reporting and monitoring of faults across the whole campus.  

• Pupils are placed into detention using the GRS system which allows full tracking of 
punishments by the Head of Senior School.  

• Pupil Timetables. All pupil timetables are available through the GRS.  
• Access to the 3SYS / PASS database. This provides teachers with access to basic information 

about pupils, including addresses, telephone numbers. Anyone requiring training on 3SYS/ 
PASS should see the Database Manager.  

All new teachers entering the school will cover all of the above during the Induction process. Any 
new features added to the system are generally introduced during Inset days at the start of term.  
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3. Challenge Grades (grs.hppc.co.uk)  
The current Grades and Reporting System is used for all students in years R-13. The system is totally 
Internet based and allows teachers to award grades and write reports from either College or from 
home. In addition all pupils and parents have access to the information (Grades and Reports) 
through the Internet using a password-protected system known as the Parent Portal. Challenge 
grade reviews are issued approximately twice per term and on each occasion an email is sent to both 
pupils and parents to indicate that new information is currently available on the system. As the 
system is archived at all times, parents are able to view grades and reports spreading over the whole 
period of time that a pupil is at the college. The GRS system is also used to set Prep for students. 
Prep can be set for a whole class or for an individual, and this appears in their prep diary on the 
portal.  In addition to the above, GRS provides a number of features to assist teachers in their day to 
day administration.  Public examination timetables can be viewed as can results obtained for GCSE, 
and Sixth form modules. It also has a built in communications system that allows a teacher to email a 
single or group of parents / pupils. Bespoke lists of pupils can also be created and then used 
throughout the year, ideal for trips and activities.   

4. Parent Portal  
The parent Portal is the parent and pupil view of the grades and reporting system. This can be used 
to view grades and reports, look at the timetable and view the preps that have been set by 
individual teachers. The Parent Portal also provides an interface for a parent to directly email a 
member or group of staff.  

5. Use of IT by Pupils  
All pupils at the college are encouraged to make full use of IT. When entering the school all pupils 
are issued with a username and password which gains them access to the College network. This 
enables them to use any of the computers across the campus. Pupils from Yr 7 onwards are also 
issued College mobile devices (Surface Pro). All devices can be connected to the system using one of 
the connection points around the school or using the wireless network. Most devices do not need to 
be configured to use the network but any problems can be sorted by a member of the IT support 
team between the hours of 8:00am and 6:00pm.  

• Once issued with a username and password pupils have access to the following:  
• The College fileserver where all their files can be stored.  
• The Internet. Access to the Internet is fully protected through the use of advanced filtering 

software.  
• Email. All students are issued with an email account which can be accessed through our  
• system both on site and from home.  
• Grades and reporting. All students can gain access to their grades and reports through the 

online system. Any additions to the system are automatically emailed to students and to 
parents at the same time.  

• Prep. Pupils and parents can access prep set via the GRS and LMS systems.  

All pupils entering the school are provided with an IT welcome pack, containing full details of the 
services offered. This contains basic information such as their username, password and email 
address together with information regarding technical support and basic instructions for accessing 
the system and accessing email. Sample documents are included in the back of this document. All 
pupils entering the school in the Shell follow an induction course which covers all the main areas of 
computer use including internet, email, Hurst Online and Grades & Reporting. This is followed by 
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basic introduction to the main computer applications as contained in the Microsoft Office and Adobe 
suites.  

6. IT Resources 
The Hurst computer network – wired and wireless – extends across most of the site. It covers all 
houses, teaching areas and administrative offices, and provides pupils and staff with a range of IT 
facilities.  
 
These facilities include:  

• Standard and cloud file storage and print services for all users  
• Email for internal and external communication  
• Filtered Internet access  
• Wireless access for staff and students’ mobile and personal devices  
• Suites of workstations (iOS and Windows), including specialist hardware and software for 

departmental educational purposes  
• Remote applications for home and BYOD-wireless use of school software  

  
Computer Rooms  
The main computing area has two dedicated computer suites for use by pupils. There are also other 
facilities located around the campus.   The facilities available in these rooms are outlined below:  
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Room  Use  Applications  
CS01  
CS02  

These rooms have 24 PC computers running the 
Windows platform. These rooms are mainly for 
the teaching of Computing and IT for GCSE and 
6th form pupils.  

Microsoft Office  
Adobe Creative Cloud  
LiveCode Community  
GameSalad  
VLC player  
MIT AppInventor  
Google Chrome  
Google Earth  
Sketchup 
Scratch 
iBooks 
Author  
Navicat 
Database 
Screenium iLife 
Suite iWork 
Suite  

QWS12  This is a smaller IT facility with 14 PCs 
predominately for 6th form classes.  

Microsoft Office  
Adobe Creative Cloud  
VLC player  
Aegis3  
Google Chrome  
Google Earth 
Sketchup 
iTunes  

PS103  This room has 24 computers running Windows 
7.  It is used predominately for the teaching of IT 
to Prep Years 1-8.  

Microsoft Office Suite 
Adobe Creative Suite 
Filemaker Pro.  
I-Life Suite.  

Library  There are a number of computers over two 
floors running Windows.  This area is used 
predominately for prep and research work  

Microsoft Office  
Adobe Creative Cloud  
VLC player  
Google Chrome  
Google Earth 
Sketchup  
iLife Suite 
iWork Suite 
iTunes  

  
Internet  
All students have access to the Internet at all times. The College currently has a 1gb Lease Line which 
provides sufficient bandwidth for our needs. All members of the College, pupils and staff have their 
own email account that can be accessed both internally and externally.  
 
Network  
The College network covers the majority of the campus. Most areas are covered by the fixed wired 
network which provides high speed access to all connected computers. In addition to the fixed 
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network there is a wireless network available that covers much of the school and boarding houses.  
All files stored on the network are ‘backed up’ for security purposes and any student or teacher 
losing a file can contact the IT technicians to have the data recovered. This is normally achieved 
within a period of 24 hours.  
 
Access from Home  
Pupils and staff are permitted limited access to the College network from home. This system works 
through the use of remote access or internet links which will provide users with the same ‘look and 
feel’ as they get when accessing the network from within the campus.  
 
Technical Support  
Technical support is available onsite from 8:00am to 6:00pm Monday to Friday and remotely after 
these hours up to 10pm. The support is provided by Class Technology Solutions Ltd  
 
IT Support can be obtained by using the online Helpdesk system accessed using the link shown 
below:   
Itservices.servicedesk@hppc.co.uk 
 
 Staff Training  
The current method of training is based around a mix of INSET day sessions and one to one training 
sessions that are organised when required. New staff receive a basic introduction course to our 
network so that they can get going, and for them to understand how to use the software that we use 
for admin and reporting.  

• E-mail  
• Grading & Reporting system  
• Detention system + Head of Year alerts  
• Housepoints  
• Pupil Timetables  

 
Cross – Curricular IT  
All Heads of Department are responsible for including IT in their subject schemes of work where 
appropriate. In addition, departments are encouraged to make full use of the cross curricular links 
and include, where appropriate as much online material as possible.  The use of IT in the classroom 
is encouraged and new technology, both hardware and software is being continually reviewed and 
where possibly provided, to assist in this area. Developments include:  

• 1 to 1 mobile device policy for all staff and pupils.  
• Internet access into the classroom with cable and wireless facilities.  
• Wireless access across the campus including external areas and into all of the Day and 

Boarding houses.  
• Smartboards and/or Projector in all classrooms.  
• Subject specific software as well as video libraries and resources.  

 
College Web Site  
The College Website is externally managed by Schools Website, and managed internally by the 
Director of Marketing.  Information is updated regularly to reflect the activities at the College. The 
site also contains a dynamic Calendar outlining all the events at the College.  
 
Services System (Help Desk)  
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All staff have access, through PARAGO, to the in-house Services Help Desk. This is used to report any 
problems around the campus, which are then forwarded to the appropriate technician and dealt 
with at the earliest opportunity. Urgent jobs submitted through this system can be sent instantly 
through the SMS system and all jobs can be tracked. Automatic emails are sent to all those involved 
on a particular task, and the Line Manager has the facility to investigate the time taken to complete 
various jobs.  
 
Multi-Media resources  
There is currently an On-demand video service available to pupils and staff via HurstOnline to 
promote individual study.  
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Incident/Accident Reporting Procedure 
(Reviewer: Mark Adams, March 2022) 
 
It is essential that the College takes all reasonable steps to protect the health, safety and well-being 
of pupils, employees, visitors, and all those who use our facilities.   
 
There are four main purposes in reporting any incidents: 
 

• Record the facts so an accurate record can be referenced. 
• To prompt remedial action. 
• To fulfil the College’s statutory obligations. 

 
An incident / accident is defined as an event which has either injured or could have significant 
implications for an individual or individuals, or an occurrence which points to some aspect of the 
management of the College where it could be legally vulnerable. 
 
A near-miss is an event that did not result in injury, illness or damage, but had the potential to do so. 
 
Both should be reported using the electronic forms located on HS Sharepoint. 
 
The person who writes up and submits the report is the member of staff in charge at the time, or the 
member of staff who takes responsibility on the occasion that something happens or is discovered to 
have happened. 
 
In the Pre-Prep, following a trivial accident or incident, a Minor Accident form is completed by staff 
and signed by the parents/careers on collection of the child that day. These Minor Accident forms do 
not need to be passed to the Health and Safety Manager.  
 
For children in the Early Years Foundation Stage, Ofsted will be informed of any serious accident, 
illness or injury to, or death of, any child, and the action taken within 14 days of the incident 
occurring. We will also notify local child protection agencies of any serious accident or injury to, or 
the death of, any child while in their care, and act on any advice given. 

1. Concussion 
Following a concussion of a pupil, it is the responsibility of the staff member in charge of the student 
to ascertain whether there has been a concussion and to report it using the electronic form.  
 
If a concussion is reported directly to the Medical Centre Team they will notify Player Welfare; this 
applies to all pupils through the College irrespective of the age and year group of the pupil, or reason 
for the concussion. 
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Induction of Pupils 
(Reviewer: Dominic Mott and Ian Pattison August 2021)  
(Amended by SMT August 2021)  
 
The SMT at Hurst takes very seriously its commitment to preparing our pupils for life and work at the 
College. It is recognised that pupils do not automatically know what to expect, what is required or 
have a natural or ‘God-given’ grasp of rules, safe practices and the like.  
 
The management teams of the Pre-Prep, including EYFS, Prep, and Senior School (Middle School and 
Sixth Form) also recognise that pupils need to be supported emotionally so that their transition to 
and experience of this school promotes and develops their sense of wellbeing as fully as possible.  
 
Pupils joining the College therefore experience thorough preparation and training at several key 
moments:    

1. The Induction Programme 
At the beginning of Michaelmas Term every year, the whole College becomes engaged in the 
Induction Programme, which we believe is highly effective in introducing pupils to the forthcoming 
academic year. For those children new to the school, this is an ideal opportunity to familiarise 
themselves with the campus, meet teachers and make new friends. All the children will have the 
chance to get to know their new form tutor and undertake challenges and team building activities. 
New children are ‘buddied up’ to help him/her to integrate into the school community as smoothly 
as possible.  

2. Sesame  
Before joining the Senior School, year 8 pupils from other prep schools and our own prep school 
attend a day and a half of induction called Sesame. On these days the pupils engage in team building 
activities, meet the pastoral teams at the Senior school, stay here for their first night as boarders, 
and engage in a range of tests designed to assess their ability and help us place them in the correct 
learning environment.  

3. Senior School  
Guardian Training: The College has a group of guardians who meet regularly to discuss pupils: how 
they are settling in, whether they have peer group difficulties and other such interhouse issues. 
These guardians are trained by housemasters and mistresses and the Chaplain of the College.  
 
Prefect Training: The training of the College Prefects rests with the Director of Pastoral Care. Senior 
School Prefects take up their appointment at the start of the Summer term and a full days training 
with the Director of Pastoral Care is provided on one day in the first week of that term. The training 
itself includes:  

• A review of the concept of management and the different styles that can be applied  
• The creation of a ‘mission statement’ for the group, describing the type of team they wish to 

be  
• A workshop on body language  
• A review of school rules and regulations and how to maintain them  
• A review of the school dress code 
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• Setting up duty rotas for manning the Lunch Queue and Chapel  
• A meeting with the Registrar to review the running of Open Days and Parental Tours  

 
During their time in office, the Prefects meet weekly with the Director of Pastoral Care to review any 
issues and plan for coming events.  

4. Prep School  
Prefect Training: the training of the Prep School Prefects rests with the Deputy Head, Prep School.  
 
Guardian Training: responsibility for the training of the Prep School Guardians rests with the Deputy 
Head, Prep School.  
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Intimate Care Policy 
(Reviewer: Debbie Stoneley, March 2022) 

1. Introduction 
This policy applies to Hurstpierpoint College which, unless otherwise stated, includes the Early Years 
Foundation Stage (EYFS). This policy (and the effectiveness of its procedures and implementation) is 
reviewed and updated annually, as a minimum. This policy is available on the Hurstpierpoint College 
website, and a hard copy is available on request. The policy should be read in conjunction with the 
College’s Safeguarding Policy. This policy has regard to the West Sussex County Council ‘Intimate 
Care Toolkit’ (Nov 21).  

2. Purpose of the policy 
We are committed to ensuring that all staff responsible for the intimate care of pupils will undertake 
their duties in a professional manner at all times. We recognise the need to treat all pupils with 
respect when intimate care is given and understand that no child should be attended to in a way 
that causes distress or pain. We recognise that the child’s welfare and dignity is of paramount 
importance. Every child’s right to privacy will be respected.  

3. Definition of intimate care 
Intimate care may be defined as any activity that involves washing, touching, or carrying out a 
procedure to intimate personal areas which most people usually carry out themselves, but some 
pupils are unable to do because of their young age, physical difficulties, or other special needs. This 
activity is required to meet the personal care standards of each individual child. Parents have a 
responsibility to work in partnership with children and parents. Intimate care can include: 

• Feeding  
• Oral care 
• Washing  
• Dressing/undressing 
• Toileting 
• Menstrual care 
• Supervision of a child involved in intimate self-care 

4. Best practice 
All members of staff, including supply staff in the Early Years Foundation Stage and, if necessary, the 
Prep School, will receive training from the Medical Centre Team on the provision of intimate care, as 
part of their safeguarding training during their induction and on an ongoing basis, as and when 
required, but at least annually.  
 

• All members of staff who provide intimate care will have undergone the required safer 
recruitment checks, including enhanced DBS checks.  

• Staff who provide intimate care will always explain to the child what they are doing in a way 
that reflects the child’s age and understanding, taking into account developmental changes, 
such as the onset of puberty and menstruation.  

• All pupils will be supported to achieve the highest level of autonomy that is possible, given 
their age and abilities. Staff will encourage each individual pupil to do as much for 
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themselves as is possible. This may mean, for example, giving the pupil responsibility for 
washing themselves, supported by appropriate communication and equipment as necessary.  

• If it is necessary to provide intimate care for a pupil, the parents will be informed of this the 
same day, and in the case of a pupil soiling themselves, a written record will also be kept and 
entered on CPOMS.  

• Each pupil’s right to privacy will be respected. Careful consideration will be given to their 
situation to determine how many staff might need to be present when a child needs 
intimate care, and who shall attend to the pupil so that they feel comfortable and cared for. 
Where possible, two members of staff should be present when intimate care is provided to a  
pupil but if this is not possible, the member of staff providing the care must inform another 
member of staff that they intend to do so.  

• Health and safety guidelines will be adhered to; staff will always use gloves, sanitisers and 
nappy sacks where required and all waste will be disposed of appropriately. The College’s 
procedures when dealing with bodily fluids can be found in the First Aid Policy, a copy of 
which is available on the school website.  

• Every child’s right to privacy and modesty will be respected. Incidents involving pupils in the 
EYFS will be dealt with in their own separate toilet area. Incidents involving pupils in the 
Prep School will be dealt with in the Medical Centre, as far as possible, in order to deal with 
the incident discreetly. An incident involving a Senior School pupil will be dealt with in 
House, or in the Medical Centre, whichever is most appropriate and discreet.  

• Where pupils require specific medical assistance, we will invite parents to a meeting with 
the appropriate College staff and any outside specialist who has been involved with the care 
of the pupil, to thoroughly discuss the regime that is most appropriate for their individual 
care. 

• When a child joins the school, parents are asked to complete a medical questionnaire and to 
declare any medical conditions that require care within the school. If the medical 
information changes, parents are required to inform the Medical Centre so that our records 
are updated.  

5. Safeguarding 
Whilst providing intimate care, if a member of staff has any concerns about physical changes in a 
child’s presentation, e.g. unexplained marks, bruises, soreness etc. they will immediately report their 
concerns to one of the DSLs. The procedures outlined in the Safeguarding Policy will then be 
followed.  
 
If a pupil becomes distressed or unhappy about being cared for by a particular member of staff the 
matter will be looked into and the outcomes recorded. Parents will be contacted, at the earliest 
opportunity, as part of this process in order to reach a resolution. Further advice will be taken from 
outside agencies if necessary.  
 
If a pupil, or any other person, makes an allegation against a member of staff working at the school, 
or has concerns about the conduct of another member of staff or about improper practice, this must 
be reported to the Headmaster immediately. The procedures outlined in the school’s Safeguarding 
Policy will then be followed.  
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IT Policies  
(Reviewer: Dan Higgins, September 2021) 

1. IT Acceptable Usage Policy (Staff/Pupils) 
 
Introduction  
The College pays due regard to the Revised Prevent Duty Guidance: for England and Wales (July 
2015) and, as such, will monitor on a daily basis, the use of internet by both staff and students.  
 
All use of the computing and network facilities in Hurstpierpoint College, is subject to certain rules. 
These rules concern what is considered to be unacceptable behaviour and misuse, as well as what 
may infringe license terms or may be otherwise illegal.   Your use of the College IT facilities and 
networks is restricted to authorized, bona fide, educational purposes only, such as those, which are 
consequent upon the teaching, study, research, administration or related activity occasioned by the 
employment or course of study with the College.     
 
Misuse of computing and network facilities and unacceptable behaviour include (but are not limited 
to) the following:  

 
• Attempting to gain unauthorized access to a resource or device.  
• Using someone else’s username and password.  
• Disregarding the privacy of other people’s files  
• Giving your password to someone else, or being otherwise careless with it  
• Generating messages, which appear to originate from someone else, or otherwise 

attempting to impersonate someone else  
• Sending messages which are abusive or a nuisance or in any way potentially offensive or 

distressing  
• Displaying offensive material  
• Posting material onto a social media site that could be considered as disrespectful to 

individuals, or is obscene, sexually explicit, inappropriate, inflammatory or defamatory 
towards the College or any part of it.  

• Trying to interfere with someone else’s use of the facilities  
• Disregard for “computer etiquette”  
• Sending chain email  
• Being wasteful of resources  
• Software piracy (including infringement of software licenses or copyright provisions)  
• Using the facilities for commercial gain without written authorization form College 

management  
• Physically damaging or otherwise interfering with facilities  
• Creating unnecessary network traffic 
• Use or attempted use of any form of network analysis tools  
• Attempting to modify or in any way alter software  

 
Network Rules  
Users of computers and mobile devices attached to the College network must not attempt to gain 
unauthorized access to or interfere with the operation of any other computer system, either within 
or outside the College. The College may bar access to any computer, mobile device or sub-network 
that appears to be used for such activities.  
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All email sent via the College network must correctly identify both the sender of the mail and the 
host or unit with which the sender is associated.  
 
Network users must take all reasonable steps to ensure that they do not cause an excessive amount 
of network traffic on the College’s internal networks or its external network links. The College may 
bar access at any time to computers or other device, which appear to cause unreasonable 
consumption of network resources. The College network or its external links may not, in general, be 
used to supply access to anything other than local services to any person who is not a member or 
employee of the College.  
 
E-mail and Internet use  
The College provides computing equipment and access to networks for the furtherance of the 
academic work of staff and students. It is a misuse of those facilities, and may in certain cases be 
illegal, for a user to receive, transmit, display or store offensive or pornographic material using  
 
College equipment. Remember that sending email from your College is similar to sending a letter on 
a Hurstpierpoint College letterhead, so don’t say anything that might discredit or bring 
embarrassment to the College.  
 
E-Mail  

• Don’t pretend you are someone else when sending mail  
• Don’t send frivolous, abusive or defamatory messages. Apart from being discourteous or 

offensive, they may also break the law.  
• Be tolerant of others mistakes. Some people may not be good typists, or they may 

accidentally delete your message and ask you to resend it.  
• Remember that the various laws of the land relating to written communication apply equally 

to email messages, including the laws relating to defamation, copyright, fraudulent 
misrepresentation, freedom of information, and wrongful discrimination.  

• Do try to avoid receiving unnecessary or questionable material. Immediately delete any 
inappropriate e-mails or attachments and reply to the sender requesting no further 
inappropriate material should be sent.  

• Be “Legal, Decent, Honest and Truthful”  
• Treat e-mail as you would a post card. This is not a secure or private method of 

communication.  
• Report any spam/phishing emails to the College Helpdesk including the email as an 

attachment.  
 
Internet  

• Never view offensive, pornographic or inappropriate material  
• Do not use any form of Internet chat that is not authorized by the College  
• Do not attempt to interfere with any Internet material or equipment  
• Do not use any form of port scanner or any tools designed to find weakness within the  
• Internet  
• Do not use terminal emulation software  
• Use File Transfer Protocol with care. Remember to avoid unnecessary network traffic  
• You are not permitted to Buy or Sell using either EBay or any other online auctions during 

the working day.   
 
Social Media  
Hurst is keen to keep abreast of change within the world of electronic and real-time media 
communication and is aware of and appreciates the power of social media sites and applications, 
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when used appropriately for educational purposes.   As a school we are committed to ensuring the 
safety of our pupils and staff at all times as well as the preservation of our reputation locally, 
nationally and internationally. As such, pupils and staff must not:   
 

• Put themselves into a position where anything posted might bring the College into 
disrepute.   

• Represent their own personal views as those of Hurst on any social media sites.   
• Post any narrative that could be considered either implicitly or explicitly as insulting, 

threatening, harassing, illegal, abusive, obscene, defamatory, slanderous, or hostile towards 
any individual or Hurst.   

• Discuss or post personal information about other pupils or members of staff at Hurst, 
including phone numbers, email addresses or any confidential information.   

• Post any material that compromises the rights of any Hurst pupil, or member of staff of 
Hurst entity, including privacy, intellectual property, or publication rights.   

• Allow any other individual or entity to use your identification for posting or viewing 
comments.   

• Post comments under multiple names or using another person’s name.   
 
Staff must not have current pupils or former pupils under the age of 18 as ‘friends’ on any personal 
social media account.   
 
Staff should not add any students, over the age of 18 years, who have left the school, until they have 
departed for a minimum of two years.   
 
Facebook should not be used by any person under the age of 13. All Prep School pupils are therefore 
unable to access Facebook on the school network; and they are also discouraged from doing so 
through private networks before they turn 13.   
 
Procurement and Installation of Hardware & Software  
No item of hardware or software may be purchased and / or installed onto a College computer 
without prior approval of the College Network Manager.  
 
Computers and mobile devices are audited on a monthly basis. Any unauthorized software found on 
College computers or mobile devices will be investigated and in most cases will be immediately 
removed. Infringement of copyright is a most serious matter, which could result in disciplinary action 
being taken.  
 
Use of private computers and BYOD on our network  
When connecting your private computers, or mobile devices to our network you are reminded that 
you must still comply with this Acceptable use Policy.  
 
Agreement  
Your use of the College IT facilities and networks is restricted to educational purposes only, such as 
those, which are consequent upon the teaching, study, research, administration or related activity 
occasioned by the employment or course of study with the College.   

2. IT Acceptable Usage Policy – Additional information (staff only)   
(Reviewer: Dan Higgins; Aug 2021)   
 
This policy forms part of your contract of employment.   
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Introduction:  This policy sets out the requirements with which you must comply when using the 
College’s IT services.  Failure to comply with this policy will constitute a disciplinary offence and will 
be dealt with under the College’s Disciplinary Procedure.   
Property:  You should treat any property belonging to the College with respect and reasonable care, 
and report any faults or breakages.  You are responsible for meeting the cost of any uninsured loss 
or damage to College property issued to you.   You should not use the College’s IT services unless 
you are competent to do so and should ask for training if you need it.   
Information: You must ensure confidentiality and responsible use of all College information and 
materials.  Confidential information includes without limitation all information (relating to the 
College, staff, pupils and their parents or guardians and governors) which is not readily ascertainable 
other than to persons employed by or holding office with the College and any information in respect 
of which the College owes an obligation of confidentiality to any third party. 
Viruses:  You should be aware of the potential damage that can be caused by computer viruses.  You 
must not introduce or operate any programmes or data (including computer games) or open 
suspicious e-mails which have not first been checked by the College for viruses.    
Passwords:  Passwords protect the College’s network and computer system.  They should be 
changed termly.    They should not be obvious, for example a family name or birthdays.  You should 
not let anyone else know your password.  If you believe that someone knows your password you 
must change it immediately.  You should not attempt to gain unauthorised access to anyone else’s 
computer or to confidential information which you are not authorised to access.    
Leaving workstations:  If you leave your workstation for any period of time you should take 
appropriate action and, in particular, you should log off and/or set your screen saver with an 
appropriate password.    All workstations will automatically lock after 15mins of no activity.  
 
Internet   
Personal use:  The College permits the incidental use of the internet so long as it is kept to a 
minimum and takes place substantially out of normal working hours.  Use must not interfere with 
your work commitments (or those of others).  Personal use is a privilege and not a right.  If the 
College discovers that excessive periods of time have been spent on the internet provided by the 
College either in or outside working hours, disciplinary action may be taken and internet access may 
be withdrawn.    
Downloading:  Downloading of any software programmes, which are not specifically related to your 
job, is prohibited.   All requests for software to run on College devices should be made through the IT 
dept.    
Unsuitable material:  Viewing, retrieving or downloading of pornographic material, or any other 
material which the College believes is unsuitable, at any time, is strictly prohibited and constitutes 
gross misconduct.   
Contracts:  You are not permitted to enter into any contract or subscription on the internet on 
behalf the College, without specific permission from the Bursar.   
 
E-mail   
Personal use:  The College permits the incidental use of its email systems to send personal emails as 
long as such use is kept to a minimum and takes place substantially out of normal working hours.  
Personal emails should be labelled 'personal' in the subject header.  Use must not interfere with 
work commitments.  Personal use is a privilege and not a right.  If the College discovers that you 
have breached these requirements, disciplinary action may be taken.   
Status:  E-mail should be treated in the same way as any other form of written communication.  
Anything that is written in an e-mail is treated in the same way as any form of writing.  You should 
not include anything in an e-mail which is not appropriate to be published generally.    
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Inappropriate use:  Any e-mail message which is abusive, discriminatory on grounds of sex, marital 
or civil partnership status, race, disability, age, sexual orientation or religious belief (or otherwise 
contrary to our Equal Opportunities Policy), or defamatory is not permitted.  Use of the e-mail 
system in this way constitutes gross misconduct. The College will take no responsibility for any 
offence caused by you as a result of downloading, viewing or forwarding inappropriate e-mails.    
Legal proceedings:  You should be aware that e-mails are disclosable as evidence in court 
proceedings and even if they are deleted, a copy may exist on a back-up system or other storage 
area.    
Jokes:  Trivial messages and jokes should not be sent or forwarded to the e-mail system.  Not only 
could these cause distress to recipients (if inappropriate) but could also cause the College’s IT system 
to suffer delays and/or damage.   
Contracts:  Contractual commitments via an e-mail correspondence are not allowed without prior 
authorisation of the Bursar.   
Disclaimer:  All correspondence by e-mail should contain the College’s disclaimer.     
Monitoring:  The College regularly monitors the use of the internet and e-mail systems to check that 
the use is in accordance with this policy.  If it is discovered that any of the systems are being abused 
or that the terms of this policy are being infringed, disciplinary action may be taken which could 
result in your dismissal.    
 
Social media    
Introduction:  The College recognises that the internet provides unique opportunities to participate 
in interactive discussions and share information on particular topics using a wide variety of social 
media, such as Facebook, LinkedIn, Twitter, and all other internet postings including blogs and wikis.  
It is also a valuable educational tool.   
Purpose: This policy applies to the use of social media for College and your own personal purposes, 
whether during normal working hours or in your personal time.  Its purpose is to help staff avoid the 
potential pitfalls of sharing information on such social media sites and should be read in conjunction 
with the Acceptable Use Policy for pupils.      
IT facilities:  The policy applies regardless of whether the social media is accessed using the College's 
IT facilities and equipment or your personal equipment.   
Personal use:  The College permits the incidental use of social media so long as it is kept to a 
minimum and takes place substantially out of normal working hours.  Use must not interfere with 
your work commitments (or those of others).  Personal use is a privilege and not a right.  If the 
College discovers that excessive periods of time have been spent on social media disciplinary action 
may be taken.    
Guiding principles:  Staff are required to behave responsibly at all times and adhere to the following 
principles:   
 

• Use of social media, other than for specific College purposes, should be minimized whether 
on a College provided device, personal laptop or mobile phone, during College hours.   

• Staff should not be "Friends" with pupils on any personal social media account.  Depending 
on the circumstances, it may also be inappropriate to add parents as Friends too.    

• In circumstances where social media platforms are used for communications with pupils, 
there must be at least two members of staff as part of any group.   Staff must also be the 
owners/admin of the group.    

• You must be mindful of how you present yourself and the College on such media.    
• Staff are entitled to a social life like anyone else. However, the extra-curricular life of  an 

employee at the College has professional consequences and this must be considered at all 
times when sharing personal information.   

• You should always represent your own views and must not allude to other people's personal 
views in your internet posts.    
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• When writing an internet post, you should consider whether the contents would be more 
appropriate in a private message. While you may have strict privacy controls in place, 
information could still be shared by others. It is always sensible to consider that any 
information posted may not remain private.   

• You should protect your privacy and that of others by omitting personal information from 
internet posts such as names, e-mail addresses, home or work addresses, phone numbers or 
other personal information.   

• You should familiarise yourself with the privacy settings of any social media you use and 
ensure that public access is restricted.  If you are not clear about how to restrict access, you 
should regard all your information as publicly available and behave accordingly.    

• You must not post anything that may offend, insult or humiliate others, particularly on the 
basis of their sex, age, race, colour, national origin, religion, or belief, sexual orientation, 
disability, marital status, pregnancy or maternity.    

• You must not post anything that could be interpreted as threatening, intimidating or 
abusive. Offensive posts or messages may be construed as cyber-bullying.    

• You must not post disparaging or derogatory remarks about the College or its Governors, 
staff volunteers, pupils or parents.    

• You must not use social media in a way which could constitute a breach of any policies 
contained in this Staff Handbook.    

 
Removing postings:  You may be required to remove internet postings which are deemed to 
constitute a breach of this policy. If you fail to remove postings, this could result in disciplinary 
action.      
Breach:  A breach of this policy may be treated as misconduct and could result in disciplinary action 
including in serious cases, dismissal.    
Monitoring:  The College regularly monitors the use of the internet, social media and e-mail systems 
to check that the use is in accordance with this policy.  If it is discovered that any of the systems are 
being abused and/or that the terms of this policy are being infringed, disciplinary action may be 
taken which could result in your dismissal.   
 
Mobile Device usage    
Introduction:  This policy sets out the requirements with which you must comply when using any 
mobile device owned by the College.   
Property:  You should treat any property belonging to the College with respect and reasonable care 
and report any faults or breakages immediately. You are responsible for meeting the cost of any 
uninsured loss or damage to College property issued to you.  You should not use the College’s 
devices unless you are competent to do so and should ask for training if you need it.   
Personal use:  The College permits the use of college-owned tablets and laptops for personal use out 
of normal working hours provided that the College’s E-mail, Internet & Social Media Policy is 
complied with at all times.  Personal use is a privilege and not a right.    
Downloading:  You should be aware of the potential damage that can be caused by computer 
viruses.  You must not introduce or operate any programmes or data (including computer games) or 
open suspicious e-mails which have not first been checked by the College for viruses.   
Loss and Damage:  The College’s insurance cover has a high policy excess and for this reason there is 
no compensation available in the event that machines, or parts thereof are lost, stolen or damaged.  
You are responsible for any loss or damage to a College laptop, of parts thereof in your charge, 
however caused, if there has been evident carelessness and particularly in circumstances where a 
device, or parts thereof are damaged or stolen having been left unattended.  If a device, or parts 
thereof are damaged, lost or stolen, the College reserves the right to deduct appropriate amounts by 
reasonable instalments from salary to cover repair or replacement costs.    
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Audit and Checking:  College devices are subject to exactly the same audit and checking routines as 
are applied to all desktop machines in the school.  You may therefore be required from time to time 
to return the device and associated equipment to the IT Department in order for these checks to be 
carried out.  Data stored on the device may be viewed on these occasions.   

3. Mobile Device Policy   
(Reviewer Dan Higgins: Aug 2021)   
 
Hurst is committed to providing the best access to the curriculum for all its pupils. The use of mobile 
devices has been identified as being beneficial for children in the Senior School, over the previously 
provided iPad in the Prep School. This policy therefore sets out the terms by which those using such 
devices should operate.       
 
The term ‘Surface Pro’ refer to school provided devices.   The term ‘other device’ refers to pupils own 
mobile devices. The term ‘mobile device’ is generic and relates to both.   
 
Eligibility for use   
This policy exists for pupils where Surface Pros are provided as part of their curriculum, as well as 
elsewhere in the school where mobile devices are recommended but are not compulsory.   For 
pupils with specific learning difficulties, particularly dyslexia the use of mobile devices in lessons and 
during exams, once practice is established, continues to be encouraged. Pupils may use a mobile 
device following a recommendation by the Head of Learning Support and approval by the Head of 
Senior, Head of Prep and Pre/Prep.   
Provision of mobile devices   
Surface Pros will be provided by the school from Year 7 -11. All other mobile devices are to be 
provided by parents. All should have a proper keyboard to enable touch-typing. The ability to touch 
type should be encouraged and taught where possible for any child using a mobile device in school.   
Charging   
Ideally all mobile devices should be charged at home or in the boarding environments in the 
evenings. When not in use they should be put on standby or switched off, in order to conserve 
power. If the device loses power during the school day, the pupil should use pen and paper. They 
may not be connected to wall sockets at school without permission from a member of staff.   
Safety and Security   
During school breaks, or when the pupil is elsewhere (eg at games), mobile devices should be stored 
securely within the pupil’s study, either in a locked drawer or left at the pupil’s risk within their study 
room. For insurance and warranty purposes MacBooks and Surface Pros must be carried around the 
campus in the cases provided.  While the school will do what it can to prevent damage or loss to any 
device, we cannot be held responsible for devices not suitably protected or left unattended, and 
recommend that parents ensure the device is covered by their own household insurance.  School 
owned mobile devices will be centrally managed to ensure appropriate use.  Parents should install 
controls on any other laptop to prevent the pupil accessing inappropriate sites, either deliberately or 
accidentally. Improper use of any mobile device, or the omission of appropriate filters, will result in 
the removal of its use in school.    We recommend that the pupil have a password for their device, in 
order to protect privacy and work.  This should be set to be active immediately that the device is 
closed down.   
School Work Completed on mobile devices   
Mobile devices will be used as prescribed by teaching staff, for longer or extended written work. 
Work completed on mobile devices should be saved and either printed out at home, or emailed, and 
returned to the subject teacher for marking. The marked work will be returned to the pupil who 
should stick it into their book. Parents should refrain from amending work brought home on the 
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device as this prevents staff from accurately assessing a pupil’s attainment (which informs future 
teaching).   
Homework   
Where appropriate, homework may be done on the mobile device. However, as noted for classroom 
use, some pieces of homework cannot be done successfully on the device.   
Pupil Use   
Mobile Devices are to be used in school as prescribed by teaching staff. Where appropriate they 
should be used for word processing, Internet searches and other applications.   
All necessary and relevant software will be installed on the devices.  Other software that helps pupils 
may be installed for use at school or home, but only with prior agreement.   
Pupils using mobile devices may type work into their device as an alternative to writing it into books 
or onto sheets. Worksheets specially designed for mobile device use are not provided.   
Some work is not appropriate for mobile device use (eg map work, maths) and the pupils must use 
exercise books, as directed by the teacher.   
The pupil may use the spellcheck and grammar functions on their device (except in discrete spelling 
and grammar exercises). During any assessment or test/exam the spellcheck and grammar function 
must be disabled. School mobile devices may be provided for formal exams.   
The pupil may keep lists of subject-specific technical words on the device and may use these as 
required during lessons. During assessments or tests/exams these lists must be inaccessible.   
In IT lessons, the pupil will use a school computer, the same as the rest of the class.   
The pupil may only connect the device to the school network via Wi-Fi or cable using their given 
login. Any contravention of this will result in the removal of the mobile device’s use in school.   
Activities other than school work are not permitted on mobile devices used in school. Parents should 
remove games software installed as part of the operating system.   
Pupils must regularly save and backup their work both locally on the device, in the cloud, and/or to 
the school fileservers.   
 
Improper Use   
We reserve the right to remove mobile device use from any pupil who does not comply with 
required use. This may be for the remainder of a lesson, for a fixed temporary period, or 
permanently, at the school’s discretion.   
   
 
MOBILE DEVICE AGREEMENT  (reference)   
 
Pupil Name:  
 (Please print)  

  
 Year Group:  

 
In this agreement, ‘we’, ‘us’ and ‘our’ means Hurst College and ‘I’, ‘you’, ‘your’, ‘user’ means the 
pupil and parent/guardian.  The ‘property’ is a Surface Pro tablet, keyboard and charging unit owned 
by Hurst College with the following serial number:   
 
Serial Number:   
 
Please read through this agreement which summarises the commitment the school is making to its 
pupils and to you as parents/guardians.  It also outlines the commitment that will be needed from 
home to make this new scheme work.   
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When you have read these sections please sign and return this agreement no later than the first day 
of term.   Pupils, when issued the mobile device, will be asked to sign an Acceptable Use Policy 
(AUP).   
 
Please note that this form must be completed and returned to the College before the device will 
be issued.   
 
Hurst College will:   

• Provide a mobile device for the use of your son/daughter for educational purposes based on 
a lease arrangement. The provision will be reviewed at the end of each 3 year period.  The 
school will be the lessee.    

• Ensure that the device is working and loaded with appropriate software when handed over 
and offer technical support as is appropriate during term time.   

• Make sure that the device is covered by insurance whilst at school, on the direct journey to 
and from school, and on school trips within the UK, providing reasonable care is taken to 
prevent loss or damage.     

• Give pupils an introduction to using and caring for the mobile device and the software.   
• Provide first line technical support and warranty services to pupils (and parents) through the 

warranty    
 
Users undertake to:-   

• Make every effort to protect the computer against virus infection and malware or other 
undesirable software.   

• Ensure that your son/daughter understands how to care for and protect the device in 
accordance with the manufacturer’s instructions and relevant College IT policies.  

• Ensure that the device is returned in good condition if the pupil leaves the school, or at any 
other time upon the request of a member of the IT staff.  

• Make sure the device is not used for any illegal, immoral and/or anti-social purpose.  
• Report any loss or damage (including any accidental loss or damage) immediately to the 

College or in person to the IT department, returning the device if requested.    
• Meet the cost of any uninsured losses and pay an excess of £150 for any claims made.  
• If the device is stolen you must immediately report it to the police and get a crime reference 

number.  Also to report this to the Network Manager during term-time and/or throughout 
any school holidays.  

• Inform the College of any change of home location for the laptop.  
• Abide by the sections of the College Acceptable Use Policy (AUP) relating to device use and 

sign to confirm this acceptance.   
 
As a user I will:   

• Look after my Surface Pro, keyboard and charger very carefully all of the time, not leaving it 
unattended or on show.   

• Bring the mobile device to school every day fully charged and ready for use.   
• Always carry it around in the proper case/bag so that it is fully protected.   
• Take care when it is transported that it is as secure as possible.   
• Make sure that the mobile device is not subject to careless or malicious damage by myself or 

others.   
• Keep my password and other authentication information a secret from others and ensure it 

is locked if I walk away.    
• Take reasonable precautions to prevent the introduction of computer viruses.   
• Not decorate or customise the mobile device and not to allow it to be subject to graffiti.   
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• Look after my own Health and Safety when using the device.   
• Report any e-safety concerns to the Mrs Stoneley, Director of Safeguarding / tutor / HoM 

when they become apparent (this includes cyber-bullying and harassment etc.)   
 
Hurst College is not responsible for and will not accept liability for:-   

• Crimes against the computer or user covered by the Computer Misuse Act and amending 
legislation.   

• Loss of personal data.   
• Home banking/financial transaction issues.   
• Use for illegal or immoral purposes.   
• The first £150 of any insurance claim    

 
The mobile device (plus software and accessories) remains the property of Hurst College, even when 
it is at your home.  It will be loaned to the named person for the duration of the period in which you 
are a pupil at Hurst College. 
 
You will be issued with:   

• Surface Pro  
• Detachable keyboard   
• Protective named case  
• A charging unit which must be returned with the device. A charge will apply for lost or 

damaged chargers  
 
There may be occasions when a mobile device needs to be returned to the school and/or for repair, 
and it may be necessary to completely remove all information on the device.  We would therefore 
recommend regular backing-up of your work and data before handing it to technical staff.    
 
The above terms and conditions may change from time to time, parents/guardians and users are 
expected to accept these changes as notified.      
 
We have read the school’s mobile device policy and agree to abide by the requirements. We 
understand that any misuse of the mobile device at school will result in the device use being 
withdrawn. This may be for a fixed period or permanently, depending on the situation and at the 
school’s discretion.   
 
Signed: (Parent) _____________________________________________________   
Signed: (Child) _______________________________________________________   
Date: ______________________________________________________________   
 
STAFF SURFACE PRO AGREEMENT (for reference)  
 
In this agreement, ‘we’, ‘us’, 'our’ and 'the College' means Hurstpierpoint College Ltd and ‘I’, ‘you’, 
‘your’, ‘user’ means the member of staff.  The ‘property’ is a Surface Pro tablet device and charging 
unit owned by the College with the following serial number:  
 
Staff name:  
 
Please read through this agreement which summarises the commitment the College is making to 
you.  It also outlines the commitment that will be needed from you to make this scheme work.  
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When you have read these sections please (digitally) sign and return this agreement no later than 
Monday 10th September.  
 
Staff when called forward for issue of the device will be asked to digitally sign an Acceptable Use 
Policy (AUP) too.  
 
Please note that this form must be completed and returned to the College and an AUP completed 
before use of the device.  
 
Agreement.  
The College will:  
• Provide a Surface Pro tablet for the use of you for educational purposes. The provision will 

be reviewed annually.   
• Ensure that the device is working and loaded with appropriate software when handed over 

and offer technical support as is appropriate during term time.  
• Ensure that the device is covered by insurance against theft or damage, providing 

reasonable care is taken and subject to certain exceptions - including loss if left unattended 
in a public place or in a vehicle.    

• Give an introduction to using and caring for the device and the relevant software.  
• Provide first line technical support and warranty services to you through the provided 

warranty.   
 
Users undertake to:-  
• Make every effort to protect the computer against virus infection and malware or other 

undesirable software.   
• Ensure that you understand how to care for and protect the device in accordance with the 

manufacturer’s instructions and relevant College IT policies.  
• Ensure that the device is returned in good condition if you leave the school, or at any other 

time upon the request of a member of the IT staff.  
• Make sure the device is not used for any illegal, immoral and/or anti-social purpose.  
• Report any loss or damage (including any accidental loss or damage) immediately to the 

Network Manager, or in person to the IT department, returning the device if requested.    
• Meet the cost of any uninsured losses and pay an excess of £150 for any claims made.  
• If the device is stolen you must immediately report it to the police and get a crime reference 

number.  Also to report this to the Network Manager during term-time and during school 
holidays.  

• Inform the College of any change of home location for the device.  
• Abide by the sections of the College Acceptable Use Policy (AUP) relating to device use and 

sign to confirm this acceptance.   
  
As a user I will:  
• Look after my device and charger very carefully all of the time, not leaving it unattended or 

on show.  
• Bring the device to school every day fully charged and ready for use.  
• Always carry it around in the proper case so that it is fully protected.  
• Take care when it is transported that it is as secure as possible.  
• Not leave it unattended in a public place or in a vehicle (except in the locked boot of a car).  
• Make sure that the device is not subject to careless or malicious damage by myself or others.  
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• Keep my password and other authentication information a secret from others and ensure it 
is locked if I walk away.   

• Take reasonable precautions to prevent the introduction of computer viruses.  
• Not decorate or customise the device and not to allow it to be subject to graffiti.  
• Look after my own Health and Safety when using the device.  
• Report any e-safety concerns to the relevant member of SMT (this includes cyber-bullying 

and harassment etc.)  
 
The College is not responsible for and will not accept liability for:-  
 
• Crimes against the computer or user covered by the Computer Misuse Act and amending 

legislation.  
• Loss of personal data.  
• Home banking/financial transaction issues.  
• Use for illegal or immoral purposes.  
• Uninsured losses and the first £150 of any insurance claim   
 
The device (plus software and accessories) remains the property of the College, even when it is at 
your home.  It will be loaned to the named person for the duration of the period in which you are a 
member of staff at the College.  It is possible that, after a period of time your device will be replaced, 
and a replacement one issued.  
 
You will be issued with:  
 
• Surface Pro   
• Detachable keyboard   
• A charging unit which must be returned with the device. A charge will apply for lost or 

damaged chargers  
• A suitable protective case for transportation  
 
There may be occasions when a device needs to be returned to the school and/or for repair, and it 
may be necessary to completely remove all information on the device.  We would therefore 
recommend regular backing-up of your work and data before handing it to technical staff.   
 
The above terms and conditions may change from time to time, and users are expected to accept 
these changes as notified. A full wording of these amended terms and conditions can be found on 
GRS.  
 
User Agreement  
 
I,                                                           , agree to abide by these terms in my use and care of the device.  
 
Signature:                                                                   Date:  

4. Hurst E-Safety Policy    
(Reviewer: Debbie Stoneley / Dan Higgins Aug 2021)   
 
This E-safety policy uses the following terms unless otherwise stated:   
 
USERS:  refers to staff, governing body, school volunteers, students and any other person working in 
or on behalf of the College, including contractors.   
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PARENTS:  any adult with a legal responsibility for the child/young person outside the College e.g. 
parent/guardian/carer   
COLLEGE:  any College business or activity conducted on or off the College site, e.g. visits, 
conferences, school trips etc.   
WIDER SCHOOL COMMUNITY: students, staff, governing body, parents.   
 
Safeguarding is a serious matter and at Hurstpierpoint College we use technology and the Internet 
extensively across all areas of the curriculum. Online safeguarding, known as Esafety, is an area that 
is constantly evolving and, as such, this policy will be reviewed on annual basis or in response to an 
e-safety incident, whichever is sooner.   
 
The primary purpose of this policy is two-fold:   
 

• To ensure the requirement to empower the whole school community with the knowledge to 
stay safe and risk free is met.   

• To ensure risks are identified, assessed and mitigated (where possible) in order to reduce 
any foreseeability of harm to the student or liability to the school.   

 
This policy is available to view on the the College website; upon review, all members of staff will sign 
as read and understood both the E-safety policy and the IT Acceptable Use Policy.  A copy of this 
policy and the Students Acceptable Use Policy will also be available on the Parent Portal for pupils 
and parents to read and acknowledge.   On acceptance of the terms and conditions, students will be 
permitted access to school technology, including the Internet.   
 
Policy Governance   
The governing body is accountable for ensuring that the College has effective policies and 
procedures in place; as such they will:  
 
Review this policy at least annually and in response to any serious e-safety incident to ensure that 
the policy is up to date, covers all aspects of technology use within the school, to ensure e-safety 
incidents were appropriately dealt with and ensure the policy was effective in managing those 
incidents.   
 
Mrs Fran Hampton is the E-safety governor at the College. She will:   

• Keep up to date with emerging risks and threats through technology use   
• Receive regular updates from the Director of Safeguarding with regard to training, identified 

risks and any incidents.   
• Chair the e-Safety Committee.   

 
The Headmaster, reporting to the governing body, has overall responsibility for E-safety within the 
College. The day to day management of this is delegated to the Director of Safeguarding, Debbie 
Stoneley.    The Headmaster will ensure that:   

• E-safety training throughout the school is planned and up to date and appropriate to the 
recipient, ie. Students, all staff, SMT/SLT, governing body and parents.   

• The designated safeguarding officer has appropriate CPD in order to undertake their day to 
day duties.   

• All e-safety incidents are dealt with promptly and appropriately.   
 
The day to day duty of the E-safety officer is devolved to Debbie Stoneley (Director of Safeguarding). 
The E-safety officer will:   
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• Keep up to date with the latest risks to children whilst using technology; familiarise herself 
with the latest research and available resources for school and home use.   

• Review this policy regularly and bring any matters to the attention of the Headmaster and 
staff.   

• Advise the Headmaster and governing body on e-safety matters.   
• Engage with parents and the school community on e-safety matters at school and/or at 

home.   
• Liaise with IT department, Chief Operating Officer and the technical support team, as 

required.    
• Retain responsibility for the e-safety incident log; ensure that staff know what to report and 

ensure the appropriate audit trail.   
• Ensure any technical e-safety measures in school (e.g. internet filtering software, behaviour 

management software) are fit for purpose through liaison with Chief Operating Officer.   
• Make herself aware of any reporting function with technical e-safety measures, i.e.   
• internet filtering reporting function.   

 
The IT technical support staff are responsible for ensuring that:   

• The IT technical infrastructure is secure; this will include at a minimum:   
• Anti- virus is fit for purpose, up to date and applied to all capable devices   
• Windows updates are regularly monitored and devices updated as appropriate   
• Any e-safety technical solutions, such as Internet filtering, are operating correctly   
• Filtering levels are applied appropriately and according to the age of the user   
• Categories of use are discussed and agreed with the E-safety officer    
• Passwords are applied correctly to all users, regardless of age. Passwords are changed every 

120 days and should contain a minimum of 10 characters, include a Capital; 1 numeric, and 1 
special character/symbol. The system will not accept anyone of your previous 5 passwords 
to be reused. 

• The I.T. System Administration password is to be changed on a regular basis.   
• The filtering system protects the children, as far as is practically possible, from the threat of 

Radicalisation, paying due regard to the Prevent Duty.   
 
All Staff are to ensure that:   

• All details within this policy are understood. Anything that is not should be brought to the 
attention of the E-safety officer.   

• Any E-safety incident is reported to the E-safety officer.   
• They fully understand the reporting process.   

 
All Students   

• The boundaries of use of IT equipment and services in this school are given in the student 
Acceptable Use Policy.  Any deviation or misuse of IT equipment or services will be dealt 
with by the school’s Behaviour and Discipline Policy.   

• E-safety is embedded into our curriculum. C:\Users\user\Documents\HURST  E safety 
Curriculum  Template.docx.   Students will be given the appropriate advice and guidance by 
staff.  Similarly, all students will be fully aware how they can report areas of concern whilst 
at school or outside of school.   

 
Parents and Carers   
Parents play the most important role in the development of their children; as such the school will 
ensure that parents have the skills and knowledge they need to ensure the safety of children outside 
the school environment. Through parents evenings, school newsletters, email and national Internet 
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Safety Days, the College will keep parents up to date with new and emerging e-safety risks and will 
involve parents in strategies to ensure that students are empowered.   
 
Parents must also understand that the College needs to have rules in place to ensure that their child 
can be properly safeguarded. As such, parents will be expected to acknowledge  the IT Acceptable 
use Policy before any access can be granted to school IT equipment or services.    
 
E-Safety Committee   
Chaired by the Governor responsible for E-safety, the E-safety committee is responsible for:   
 

• Advising changes to the E-safety policy   
• Establishing effectiveness (or not) of E-safety training and awareness at the school.   
• Recommending further initiatives for E-safety training and awareness at the school.   
• Established from volunteer students, parents, E-safety officer, responsible Governor and 

others as required, the E-safety committee will meet on a termly basis.   
 
Technology   
The College uses a range of devices including P.C.’s, laptops, Apple Macs and iPads. We also support 
BYOD via our Wi-Fi networks.    In order to safeguard our students, and in order to prevent loss of 
personal data, we employ the following assistive technology:   
Internet Filtering   
Smoothwall software prevents unauthorised access to illegal websites. It also prevents access to 
inappropriate websites.  (Appropriate and inappropriate is determined by the age of the user and 
will be reviewed in line with this policy or in response to an incident, whichever is sooner). The Chief 
Operating Officer, E-safety officer and IT Support are responsible for ensuring that the filtering is 
appropriate and that any issues are brought to the attention of the DSL.   
Email Filtering   
Microsoft Exchange software prevents any infected email being sent from the school or to be 
received by the school. Infected is defined as: an email that contains a virus or script (i.e.   
malware) that could be damaging or destructive to data; spam email such as a phishing message.   
Encryption   
All school devices that hold personal data (as defined by the Data protection Act 1998) are 
encrypted. No data is to leave the school on an unencrypted device; all devices that are kept on 
school property and which may contain personal data are encrypted. Any breach (i.e. loss/theft of 
device such as laptops or USB key drives) is to be brought to the attention of Chief Operating Officer 
and the E-safety Officer, immediately.   
Passwords   
All staff and students will be unable to access any device without a unique username and password. 
Staff and student passwords change on a regular basis or, if there has been a compromise, 
whichever is sooner. The Network Manager will be responsible for ensuring that passwords are 
changed.   
The school actively discourages devices which are not password enabled.   
Anti Virus  
All capable devices will have anti-virus software. This software will be updated at least weekly for 
new virus definitions. The Network Manager is responsible for this.     

5. Use of Images Policy   
(Reviewer: Darren Carpenter; September 2021) 
 
Policy on use of Images (Data Protection Act 1998)  
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Introduction   
The Data Protection Act 1998 not only governs the way in which we process information about 
people but also the way we handle images of people. These notes have been produced to help you 
ensure that we comply with the law when images of clearly identifiable people are being used. 
These images may appear in any or all of the following formats:   
 

• paper publications   
• photographs   
• videos   
• webcams   
• the internet   
• multimedia messaging service (MMS) mobile phones  
• Images for College publications  

 
The College does seek consent from parents for the use of images of our pupils, and it is reasonably 
assumed that the College marketing team and other College staff will take images from time to time, 
where appropriate and in a suitable manner for College publications, for example the College 
website, Hurst Johnian, etc. It should be remembered, however, that taking photographs or images 
can be a delicate matter and this should approached with due care and attention to context, 
situation, the wishes of the person of who the image is being taken. For more information, please 
refer to the Code of Conduct.  

6. Pupil use of Mobile phones policy   
(Reviewed: Dominic Mott August 2021) 
 
The College aims to encourage the responsible use of mobile phones and expects pupils to use their 
devices in a way that is appropriate not only to the school environment but also to the age of the 
pupil. As such, the rules below are adapted according to the year group, with older students 
receiving more flexibility to take responsibility for their mobile phone usage.  
 
Overview  
Mobile phones are helpful for keeping in touch, as an educational resource and for staying safe. 
They provide direct contact to key people in a pupil’s life, and at times provide a necessary 
reassurance due to their ease of access. Pupils at Hurst are encouraged to employ mobile phones in 
moderation, in order to communicate with their families and friends in a manner that promotes 
positive relationships. They are simultaneously discouraged from their inappropriate use during the 
academic day and at other times. Pupils are educated about how to stay safe online, the School’s IT 
Acceptable Use Policy and on the negative impact of excessive screen time.  
 
When connected to the school wifi, the use of mobile phones falls under the College’s IT Acceptable 
Use Policy to which all pupils must agree and with which they must comply. Mobile phones 
(incorporating cameras) that transmit images may not be used in such a way as to compromise the 
safety of others. Any unacceptable use of the internet via personal mobile phones will be dealt with 
in accordance with the School's Behaviour and Discipline Policy. If needed, pupils may request to use 
the School phone. Parents wishing to contact their children in an emergency should always 
telephone the School office and a message will be relayed promptly.  
 
Under the ‘Searching, Screening and confiscation’ guidelines published by the DfE in January 2018, 
the School reserves the right to confiscate and/or search a pupil's mobile phone for a specified 
period of time if the pupil is found to be in breach of this policy or if there is ‘good reason’ to do so. 
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In determining a ‘good reason’ to examine or erase the data or files the staff member should 
reasonably suspect that the data or file on the device in question has been, or could be, used to 
cause harm, to disrupt teaching or break the school rules. In such cases, the School may examine any 
data or files on the device. The school may also delete data or files if there is a good reason to do so, 
unless the School is going to give the device to the police. Under government guidelines there is no 
need to have parental consent to search through a young person’s mobile phone if it has been 
seized in a lawful ‘without consent’ search and is prohibited by the school rules or is reasonably 
suspected of being, or being likely to be, used to commit an offence or cause personal injury or 
damage to property.    
 
The pupil may also be prevented from bringing a mobile phone into the School temporarily or 
permanently at sole discretion of the Headmaster or the Head of the Prep and Pre-Prep or Head of 
Senior School. The School does not accept any responsibility for the theft, loss of, or damage to, 
mobile phones brought onto School premises.  
 
Prep School Mobile Phone Policy, including EYFS  
No child in the EYFS and Pre-Prep is allowed to bring a mobile phone into School.  
 
All Prep School pupils are forbidden to use or carry mobile phones within school hours for any 
purpose, including texting, phoning, taking still or moving images, checking the time, using 
Bluetooth, using as a calculator or surfing the internet. Phones must be handed into the school office 
upon arrival at school.  
 
Prep School pupils, but not Pre-Prep pupils, may take phones with them if they are going to an away 
match or similar event and will be picked up from there and not return to school. In such cases the 
teacher/coach must be informed and the phone must not be used without the permission of the 
member of staff in charge and will only be used to contact the pupils parent or guardian.   
 
Senior School Mobile Phone Policy  
Shell and Remove pupils are forbidden to use or carry mobile phones within school hours for any 
purpose, including texting, phoning, taking still or moving images, checking the time, using 
Bluetooth, using as a calculator or surfing the internet.   Day pupils who bring a mobile phone into 
school must hand in their mobile phone to their HoM upon arrival at school and may collect it at the 
end of the school day. Boarders wishing to use their phones in the evening are given a window to 
contact friends/family, but should hand their phone back in to the HoM before bed.  
 
Pupils in the Fifth Form and above may bring their mobile phone into school but these should not be 
seen or used outside of House, unless permission has been granted by the teacher. Pupils are 
encouraged to only use phones in breaks/social times and no phones should be seen or used in the 
Dining Hall, including the queue in the Cloisters. Pupils should avoid using mobile phones whilst 
walking around the campus. Any pupil found in breach of these rules may have their mobile phone 
confiscated by a member of staff, who will pass it on to the Head of Senior School. The pupil may 
collect their phone from the Head of Senior School from 6pm who will speak to them about 
appropriate usage. Repeat offenders may have their phones removed for longer periods of time.  
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Job Descriptions 
(Reviewer: Tim Manly July 2016) 
 
Just in case you are unsure whom to turn to regarding a specific query / area, here are the job 
descriptions of the various roles from the academic side of the College. 

1. Teacher 
(Reviewer: Dominic Mott; March 2019) 
 
General 
Hurst is committed to providing a genuinely excellent, all round education with a strong academic 
core for every pupil. As such, all teaching staff are expected to contribute not only in the classroom, 
but also through tutoring, helping to run the broad range of co-curricular activities on offer to the 
students, and assisting with various duties over the course of the working week. This includes certain 
‘one-off’ events such as Open Mornings, ‘Sesame’ induction for the new Shell year group, and Prize 
Giving / Sports Day, as well as Parents’ Evenings.  
 
As a day, flexi and weekly boarding school, there is an expectation that staff are likely to be called 
upon to work a number of Saturdays during term time (particularly for Senior School staff), 
depending on their role and overall workload. 
 
Overall responsibility for ensuring fairness and suitability of workload for Senior School and Prep / 
Pre-Prep School staff rests with the Head of Senior School and Head of Prep School respectively. 
They work closely with the three Deputy Heads (Academic, Pastoral and Co-curricular) to consider 
each colleague as an individual, using The Matrix to ensure a suitable, balanced workload for all 
staff. 
 
Academic teaching  
All teachers are accountable to their Heads of Department for carrying out the following duties:  
 
Principal Responsibility 
Teachers are responsible for the quality of learning of each individual pupil within their classes. 
Teachers must positively engage and encourage all pupils in their classes to realise their full 
potential. Teachers should strive to ensure that all of their lessons are excellent, and must ensure 
that they are at least good, as defined by the Teachers’ Standards. 
 
Specific Responsibilities  

• To prepare and deliver lessons in line with the schemes of work as directed by their Head of 
Department. 

• To maintain a stimulating classroom environment for their pupils, whilst maintaining a good 
standard of discipline. 

• To set a personal example.  
• To work within school and departmental guidelines and in particular, to follow the College’s 

monitoring and assessment policy. 
• To liaise with a pupil’s Tutor, Head of Year and / or Head of House as required, to ensure 

that the pupil is fully engaged and supported in their learning. 
• To assist in departmental activities such as academic visits, societies, debates, foreign 

exchanges, field trips, etc.  
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• To assist their Head of Department in routine tasks such as: the setting and marking of 
internal exams, attending departmental meetings, keeping records of assessment, advising 
on equipment requirements, running Departmental Clinics, departmental planning, etc. 

• To actively engage in their own professional development by participating in the PRS process 
and, where necessary, to attend appropriate training courses under the guidance of the 
Director of Teacher Performance and Development. 

• To be guided by the Teachers’ Standards in both their classroom practice (part 1) and their 
professional conduct (part 2). 

• To cover Supervised Study Periods and cover lesson periods as required. 
• To comply with the H&S Policy, ensuring that hazardous activities are risk assessed and that 

the fire evacuation procedures are complied with. 
 
Tutoring 
Most full-time teaching staff (and most part-time staff) are attached to a class (Prep School), or a day 
or boarding House (Senior School), where they are responsible for a particular tutor group. Tutors 
are accountable to their respective Housemaster/mistress and/or Head of Year. See the ‘Tutor Job 
Description’ for further details. 
 
Co-curricular Staffing 
All full-time members of staff are expected to support the College’s co-curricular programme by 
leading activities such as sport, music, drama, dance, or co-curricular clubs and societies. Many of 
these activities will be scheduled to take place during the school working week, but given their 
nature, many rehearsals, matches, tournaments, performances, trips and excursions will take place 
during the evenings, at weekends, and during the school vacations.  
 
The Deputy Head Co-curricular allocates staff to specific roles for the forthcoming academic year. 
Staff are encouraged to express a preference for the activities that they would like to offer by means 
of an online survey. When allocating staff to particular activities, the College will take into 
consideration: 
 

• The College’s needs 
• Staff expertise 
• Staff interests and preferences 
• Individual staff workloads 
• Whether or not a member of staff is living in school accommodation 

 
Teachers with a lighter teaching allocation may expect to be more heavily involved in co-curricular 
activities, whilst those enjoying the benefit of living on site should expect to make a significant 
contribution to the co-curricular programme at evenings and weekends (mainly Saturdays). 
 
Other Duties as required 
All teaching staff are required to assist with the smooth running of the College by helping with 
duties. These include, but are not limited to: Break, Lunch and Supper duties, House duties, Cover 
lessons, Supervised Study Periods, and Detention duties. The nature and number of duties allocated 
to each member of staff will reflect their overall workload. 
 
As a busy boarding school, staff may be asked to help with other reasonable tasks as directed by the 
Headmaster. 
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2. Tutor 
(Reviewer: Dominic Mott; September 2018) 
 
All tutors are allocated to a specific year group in a House, and are responsible for the academic 
progress and general wellbeing of their tutees. For academic matters they report to their HoY and, in 
turn, the Head of Senior School. Additionally, they are responsible to the HoM for the pastoral 
support of their tutees and for taking on responsibilities and duties in House, and act on his/her 
behalf when on duty.  
 
Important to the success of this concept is that of regular consultation and liaison between members 
of the academic and pastoral team so that there is an holistic approach involving the Tutor, HoY, 
HoM and any other staff involved in making decisions about the tutee. To facilitate this, tutors are 
expected to attend regular meetings as year group tutors (run by HoY) and House tutors (run by 
HoM), where they will contribute to the discussion of the tutees and share best practice. It is also 
vital that tutors conduct a full handover in the summer term so that they can pass on key 
information about their tutees to the pupils’ future tutor. 
 
Key Aims and Responsibilities 

• Develop knowledge of tutees via formal and informal conversations (individual and group) 
on a daily and weekly basis 

• Be the first point of contact for communication with teachers and parents 
• Regular communication with parents at key stages in the academic calendar (as co-ordinated 

by HoM and HoY) 
 
Academic Monitoring 

• Monitor academic progress, holding the pupils to account where necessary but seeking to 
celebrate their successes at every opportunity 

• Manage the Challenge Grade Review process for each tutee: 
o Discuss subject comments with tutees and encourage honest reflection so that the 

pupil takes ownership of their progress 
o Proof read and correct subject comments 
o Write a personalised tutor comment with clear targets for improvement 

• Plan and track intervention strategies where appropriate and ensure that these strategies 
are communicated to parents. These may include: 

o Challenge Cards 
o P2P (Plan to Parents) 
o Meeting with HoY/HoM 
o Meeting with parents 
o Escalation to Head of Senior School 

• Assist pupils with their organisation, study skills, revision strategies, folder organisation and 
filing, work spaces in Houses 

 
Personal Development 

• Monitor tutees’ wellbeing, supporting them when they are struggling with emotional, 
personal or family problems and flagging any pastoral concerns with the HoM 

• Monitor and encourage tutees’ co-curricular achievements and engagement 
• Support tutees in extra-curricular activities by watching them in sports fixtures, concerts, 

plays etc. 
• Follow up on Rewards (eg House Points) and Sanctions (tracking HoY alerts and detentions) 

Staff Handbook 318 18/05/2022



• Facilitate development of tutees’ skills, characteristics and behaviours as part of the Hurst 
Purpose 

• Attend House and Year Group assemblies and reinforce key themes and messages on an 
individual basis 

• Guide the pupils on subject and course choices (GCSE / A-level / University / Career) 
• Pastoral Duties 
• Assist the HoM with the smooth running of the House by undertaking duties and being a 

regular presence in the House 
• Ensure that registration is completed and all pupils are accounted for 
• Follow the procedures laid out in the House Handbook regarding matters such as: visitors, 

times in house, sanctions, kitchens, bed times, locking up, alarms and issuance of medicines 
• Help to organise and support House events (trips, balls, inter-house competitions) 
• Foster a House ethos in tutees and contribute to House Assembly 
• Guide tutees through Induction in September 
• Organise at least one tutor group social event per year and help to bond the tutor group 

together with a sense of collective identity 
• Sit with the House for Congo/Friday Chapel 
• Actively keep the house calm and quiet during prep time 
• Log any incidents or concerns in the House Log book 

 
Sixth Form Tutors 
Lower Sixth tutors are allocated to a particular House in the same way as Middle School ones, but 
tutorials increasingly take the form of one-on-one sessions rather than always being communal tutor 
group meetings. Lower Sixth tutors write a pastoral reference to be used for writing UCAS 
references. 
 
Upper Sixth students are assigned a new tutor for their final year based around what they are 
intending to read at university or what areas of study interest them most. These tutors are usually 
HoDs or other experienced staff. It is essential that they liaise most carefully with HoMs of St. John’s 
as well as the Division Head. In addition to the responsibilities above, Upper Sixth form tutors:  
 

• Advise, in collaboration with the Careers Department, on choices for life immediately after 
leaving the College (for example university and degree choice, whether to take a gap year) 

• Assist with the application process to higher education courses, etc. (e.g. with the online 
UCAS form) 

• Write UCAS references using the comments provided by teachers and HoDs 

3. Head of Senior School 
(Reviewed by SMT April 2019) 
 
Responsible to:  Headmaster 
Responsible for: Heads of Year across the Senior School, Head of Higher Education  
Committees:  SLT, SMT, HoDs, HoYs, HoMs, Education, Estates, Council 
 
Role Summary 
Responsible for the day-to-day management and leadership of Senior School pupils and staff to 
ensure that our pupils achieve their personal bests and experience an excellent Hurst education. 
 
Principal Duties & Responsibilities  

Staff Handbook 319 18/05/2022



• Day-to-day management of Senior School pupils and staff to ensure that the Senior School 
machinery operates efficiently and effectively; 

• Direct leadership and management of Heads of Year and Tutors to ensure that every pupil 
achieves their academic best and engages constructively with Hurst life; 

• All Senior School pupil and staff disciplinary issues (including the Big 12); 
• Inculcation of the Hurst ethos (The Hurst Purpose) in every aspect of our pupils’ lives 

through assemblies, meetings and day to day contact with pupils and staff; 
• Organisation of special events throughout the year including Prize Day, Special Services, 

including Ascension Day, Open Mornings (with the Registrar) and ‘one off’ special events; 
• Being a visible and tangible presence around the Senior School, setting the tone, leading 

behaviour and positively influencing the feel of the community; 
• Liaising with the Head of Prep School to ensure the smooth running of the whole College; 
• Dealing with parents over issues of concern; 
• Overseeing of staff responsibilities and duties in the Senior School (with Deputy Heads Co-

curricular, Pastoral and Academic); 
• Marketing the College (with the Headmaster) generally and to prospective parents and 

pupils and recruitment of Senior School pupils; 
• Playing a key role in the formation and delivery of the Hurst Vision and the Strategic 

Development Plan; 
• Taking the lead role in the event of a Senior School ISI Inspection; 
• Advising the Headmaster on all matters relating to the Senior School. 
• Playing a key role in the interviewing and appointment of new academic staff. 

4. Head of Prep and Pre-Prep 
(Reviewed by SMT April 2019) 
 
Responsible to:  Headmaster 
Responsible for: Deputy Head Prep School, Heads of Year in the Prep School  
Committees: SLT, SMT, Prep SMT, Prep School HoDs, Prep School HoYs, Education, 

Estates, Finance, Council 
 
Role Summary 
Responsible for the day to day management and leadership of Prep and Pre-Prep School pupils and 
staff to ensure that our pupils achieve their personal bests and experience an excellent Hurst 
education (including EYFS). 
 
Principal Duties & Responsibilities  

• Day to day management of Prep School pupils and staff to ensure that the Prep School 
machinery operates efficiently and effectively; 

• Direct leadership and management of Heads of Year and Tutors to ensure that every pupil 
achieves their academic best and engages constructively with Hurst life; 

• Oversee the academic progress of pupils within the Prep and Pre-Prep, in partnership with 
Deputy Head, Academic and Heads of Year and ensure the setting of appropriate targets for 
individual pupils and the effective management of CGRs. 

• All Prep School pupil disciplinary issues (including the Big 12); 
• Inculcation of the Hurst ethos (Hurst Purpose) in every aspect of our pupils’ lives through 

assemblies, meetings and day to day contact with pupils and staff; 
• Organisation of special events throughout the year including Prize Day, Special Services, 

including Open Mornings and ‘one off’ special events; 
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• Being a visible and tangible presence around the Prep School, setting the tone, leading 
behaviour and positively influencing the feel of the community; 

• Liaising with the Head of Senior School to ensure the smooth running of the whole College; 
• Dealing with parents over issues of concern; 
• Allocation of staff responsibilities and duties in the Prep School in conjunction with the 

Deputy Head of the Prep School and the Deputy Heads Academic, Pastoral and Co-
Curricular; 

• Marketing the College (with the Headmaster) generally and to prospective parents and 
pupils and recruitment of Prep School pupils; 

• Play a key role in the formation and delivery of the Strategic Development Plan; 
• Take the lead role in the event of a Prep School ISI Inspection; 
• Advise the Headmaster on all matters relating to the Prep School. 
• Play a key role in the interviewing and appointment of new academic staff. 

5. Deputy Head Academic 
 
Responsible to:  Headmaster 
Responsible for: Heads of Department across the whole College and Tutors 
   Directors of PRS, Digital, Learning Support and Enrichment 
   Library Staff, Academic Admin and Exams Office 
Committees:  SLT, SMT, HoDs (Chair), Education, Estates, Finance 
 
Role summary 
Lead the academic staff throughout the College and ensure that the best possible results and 
academic outcomes are achieved for every Hurst pupil. 
 
Principle duties and responsibilities 

• To ensure the best possible academic results, including Value Added, across the College; 
• To ensure that the best possible curricula and schemes of work are in place and followed 

effectively throughout the College; 
• Day to day lead the academic staff at the College, particularly the Heads of Department; 
• Play a key role in the development and implementation of the College’s strategy relating to 

academic matters; 
• Work closely with Heads of Year, other Deputy Heads and Directors of Academic 

Administration and PRS to ensure that, operationally, the College has the right and best 
structures, systems and rhythms for academic progress.  

• Advise the Headmaster on all matters related to the academic health of the College; 
• Direct and manage, as appropriate, the Enrichment team and programmes for our brightest 

pupils via the Director of Enrichment; 
• Direct and, as appropriate, manage the Learning Support department to ensure that Hurst 

provides the necessary support and intervention for those pupils who require it via the 
Director of LS; 

• Be responsible for the DRS programme and thus that the highest academic standards and 
results are pursued; 

• Direct and manage the PRS at the College to ensure that staff are the best possible teachers 
that they can be via the Director of PRS; 

• Direct and as appropriate, manage the Library team to ensure that this facility is efficiently 
and effectively utilised by pupils at the College; 
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• Through the staff capability and competence procedures, ensure that staff are teaching to 
the standard expected at Hurst and that action is taken when this is not the case; 

• Direct and oversee the Academic Administration of the College, including exams, calculation 
and dissemination of Value Added scores, the choosing of examination boards and 
programmes via the Director of Academic Administration; 

• As a key member of the senior leadership team, advise the team on aspects relating to the 
academic agenda; 

• To be an informed advisor on changes and developments in education as they affect Hurst’s 
provision; 

• Advise the Bursar on allocation of Academic budgets; 
• Advise the Headmaster on staffing requirements; 
• As and when appropriate, report to Governors on the Academic progress, plans and strategy 

of the College; 
• Attend and contribute to SLT and SMT meetings; 
• Attend and contribute to the Prep School SMT meetings; 
• Play a key role in the interviewing and appointment of new academic staff. 

6. Deputy Head Pastoral 
(Reviewed by SMT, April 2019) 
 
Responsible to:  Headmaster 
Responsible for: Housemasters and Housemistresses, Director of Safeguarding, Director of 

Pastoral Care and Boarding, Head of Prep School PSHCE, Pastoral 
Intervention Practitioner (PIP) 

Committees:  Estates, Safeguarding 
 
Role summary 

• Lead and manage the pastoral aspects of the College and ensure the safety and wellbeing of 
all pupils. 

 
Principle duties and responsibilities 

• Ensure that all pupils at the College are safe and properly looked after; 
• Direct, manage and regularly appraise the Housemasters and Housemistresses across the 

College to ensure the smooth and successful running of the Hurst house communities; 
• Ensure that the highest standards of pastoral care are adhered to at the College and best 

practice is followed; 
• Ensure that the boarders at Hurst have an excellent experience at the school; 
• Oversee the strategy for house and pastoral development at Hurst with the Director of 

Pastoral Care and Boarding; 
• Regularly communicate with and support Deputy Head of the Prep School and HoYs in the 

Prep School regarding arising pastoral issues.   
• Oversee the CPD for HoMs and matrons to ensure that they are suitably equipped to 

effectively carry out their roles and to progress in their career should they wish to.   
• Work with the Senior Mistress to regularly appraise the matrons.   
• Work with the Senior Mistress, the Head Nurse and the Bursar to ensure we meet the NMS 

and all regulatory compliance.   
• Direct and manage the PSHCE programmes at Hurst with the Head of Prep School PSHCE; 
• Have a general oversight of the Medical Centre and other medical provision (including Player 

Welfare, and counselling) at Hurst.  
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• Work with Admissions Department as needed, including touring prospective parents and 
advising on house allocations.   

• Advise the Headmaster and Senior Leadership team on all aspects relating to pastoral care at 
the College; 

• Oversee child protection and safeguarding at the College via the Director of Safeguarding; 

7. Deputy Head Co-Curricular 
 
Responsible to:  Headmaster  
Responsible for:  Directors of Sport, Music, Drama, Art, Outdoor Education, CCF and Activities 

and Community Service  
Committees:   Estates and Education  
 
Role summary:  
The Deputy Head (Co-Curricular) (DHCCO) is a member of the Leadership Team and ensures the 
smooth management and running of the co-curricular programmes at Hurst so that they are to the 
benefit of all pupils at the College in line with the Hurst Strategic Vision.  
 
Principle duties and responsibilities  

• Day to day management of the co-curricular programmes across the College;  
• Direct leadership and management of the Directors of these programmes;  
• Liaise with the Deputy Heads (Academic and Pastoral) in respect of the careful balancing of 

the co curricular within the academic and pastoral life of the College; 
• Ensure a fairness of load for each member of staff, taking into account their other 

responsibilities; 
• Advise the Headmaster, SLT and SMT on all matters relating to co-curricular programmes 

and standards across the College;  
• Ensure that every pupil at the College experiences an enriching, challenging and rewarding 

co-curricular programme;  
• Adjudicate, where necessary, on the priorities of individual pupils in their co-curricular lives; 
• Advise the Bursar on budget issues relating to the co-curricular programmes at Hurst;  
• Attend co-curricular activities, particularly plays, concerts and matches, to be a presence and 

a support to pupils and staff as well as being a visible senior presence at the College 
throughout the working week, which includes weekends; 

• Assist Admissions Department events and to interview applicants to the College at 13+ or 
16+ level as required by the Head of Admissions; 

• Involvement in staff recruitment, including Teachers, Graduate Assistants and Visiting Sports 
Coaches;  

• Line manage the teacher in charge of trips and calendar; 
• Overall responsibility for Gap Students and their utilisation at the College. 

 
Secondary Responsibilities  

• Liaison with Prep Schools via the co-curricular programmes; 
• Promotion of the College for entry at 11+, 13+ and 16+ via the co-curricular programmes.  

8. Director of Academic Development  
 
Responsible to:   Deputy Head (Academic) 
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Responsible for:  Academically gifted and talented students across the whole college 
Committees:   HoDs, Education.   
 
Role Summary:  
Lead the academic staff in ensuring that academically gifted and talented students across the college 
are being suitably stretched and challenged both inside and outside the classroom. In the Senior 
School, to focus on ensuring students are well-placed to make competitive application to Highly 
Selective Universities (HSUs).  
 
Principle Duties and Responsibilities:  

• To identify, nurture, challenge and be responsible for the most able pupils at Hurst 
• To liaise with HoDs to help ensure that stretch and challenge is built into schemes of work 
• To work with the Director of Teaching Performance and Development to monitor stretch 

and challenge in the classroom and to share best practice across the College  
• To liaise with HoDs to ensure that appropriate super-curricular programmes are offered and 

that these are suitably promoted to students  
• To work with the Director of Learner Development to ensure that gifted and talented 

students are actively engaging with and taking responsibility for super-curricular work  
• To contribute to and monitor the running of the Junior and Middle Johnians programme  
• To co-ordinate and run the Highly Selective University Programme for pupils in the Senior 

School, including providing information on applying to elite universities, facilitating 
university visits and working with the leading universities to ensure the best possible advice 
to is given to students at every step of the application process. 

• To update the gifted and talented register each year (Senior School only), using appropriate 
data, and make this easily accessible to all staff 

• To monitor to the progress of those on the gifted and talented register, and intervene where 
underperformance and understretch is apparent  

• Each year to summarise progress made against the above criteria to be presented to SMT, 
alongside plans for the upcoming year   

• To promote a wider sense of intellectual engagement in the College  

9. Senior Master 
Responsible to:   Headmaster  
Committees:   Operations Committee 
 
Role summary   
Manage and ensure the smooth running of calendars and trips at Hurst to the benefit of all pupils at 
the College. Coordinate the smooth running of Open Mornings and Prize Day in the Senior School 
and any other event that the Headmaster decides that needs to be organised. 
 
Principle duties and responsibilities  

• Management of the College calendars; 
• Management of the start of academic year Induction Programmes across the College;  
• Educational Visits Coordinator and management and oversight of all trips and matters 

relating to trips;  
• Coordination of Senior School Open Mornings; 
• Coordination of Prize Day and the end of the Michaelmas term; 
• Coordination of the logistics of other Senior school events that may occur throughout the 

year. 
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10. Senior Mistress 
Responsible to:  Deputy Head, Pastoral 
Committees:   HoMs  
 
Role summary:  
Working alongside the Deputy Head Pastoral and the Head of Senior School to ensure the smooth 
running of school routines and events, as well as helping to support the HoM group in fulfilling their 
roles effectively.   
 
Principle duties and responsibilities  
Supporting the Deputy Head, Pastoral with the HoM Group; 

• Working with the Medical team; 
• Working with the Matron team; 
• Management of the Dining Hall; 
• Teaching PSHE as part of the Shell team; 
• Assisting the Head of Senior School and Sixth Form Team to manage the Prefect team; 
• Event logistics:  

o Assisting with the co-ordination of Open Mornings, Prize Day and Leavers’ Service. 
o Helping, supporting and managing the following events: 
o Induction – Prefect team and house helpers, collecting the Shell and delivering them 

to their houses; 
o Cake at the College; 
o House Music; 
o Sixth Form Choices Morning; 
o Inspire and New Staff days; 
o House Film competition; 
o Sesame. 

• Directing the Young Enterprise programmes 
• Head of Careers 

11. Deputy Head, Prep School 
 
Reporting to:   The Head of the Prep School  
Committees:  Senior Management Team 

Education Committee 
Estates Committee 
Health and Safety Committee 
HoYs (Chair) 
HoDs  

 
Primary role: 

• To oversee the day to day running of the Prep and Pre-Prep Schools, working closely with 
the SMT. 

• Play a key role in the strategic direction of the Prep and Pre-Prep Schools. 
• To deputise for the Head of Prep and Pre Prep in his absence.  
• To oversee the running of Open Days in the Prep School. 
• Play a lead role in the establishment of a “Hurst” culture in the Prep and Pre-Prep. 
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Academic role: 
• Work closely with the College wide Deputy Head Academic and Director of PRS to ensure 

that staff are able to deliver the academic programmes effectively and efficiently across the 
Prep and Pre-Prep.  

• Run the DRS process in the Prep and Pre-Prep, reporting into the Deputy Head Academic. 
• Monitor quality assurance of the existing academic Hurst courses with Deputy Head 

Academic. 
• The Deputy Head is responsible for liaison with the College’s Deputy Head Academic and the 

Director of Academic Administration to organise the staff matrix.  
• Advise Head of Prep and Pre Prep on staffing requirements. 
• The Deputy Head is responsible for liaison with the College’s Deputy Head Academic, 

Director of Academic Administration and the teacher responsible for the timetable in the 
Senior School in order to write the Prep School timetable (Yrs 3-6).  

• The Deputy Head is responsible for writing the Pre-Prep timetable. 
• Manage the allocation of classrooms (Prep and Pre-Prep). 
• Co-ordinate production and maintenance of form lists. 
• The Deputy Head is responsible for the updating of the Staff and Parents’ Handbooks 

annually. 
• Develop clear, effective links of communication between pupils, tutors, teachers, parents 

and SMT. 
• Play a key role in the interviewing and appointment of new staff. 
• Organise internal and external examinations in conjunction with Deputy Head, Academic 

and HoYs. 
• Be responsible with the College Director of PRS for the Prep and Pre-Prep INSET and 

Induction programmes. 
 
Performance Management: 

• The Deputy Head is responsible for running the Performance Management process in the 
Prep and Pre-Prep schools, reporting into the College Director of PRS.  

• Oversee all staff training 
• Run the Prep and Pre-Prep staff induction programme to ensure that newly appointed 

members of staff receive an appropriate level of support and training. 
 
Behaviour and discipline: 

• Ensure that standards and expectations of behaviour are consistently high and that pupils 
behave in a manner which is courteous, respectful and supportive. 

• Advise the Head of Prep and Pre Prep on all major disciplinary issues. 
• Ensure the smooth running of the disciplinary structures and systems in the Prep and Pre 

Prep. 
• Co-ordinate/monitor and administer school detention system with the HoYs.  

 
Prep School Compliance officer 

• Ensure that all the appropriate policies are in place, up to date and known by staff. 
• Working with other staff, as appropriate, keep up to date with regulatory and compliance 

issues across the sector.  

12. Chief Operating Officer 
(Reviewed by SMT April 2019) 
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Reports to:          Headmaster (CEO)  
Reporting in:       All staff involved in Operations  
Committees:       SMT, IT, Estates, Finance, Health & Safety (Estates, Grounds, Domestic, 

Security, IT & Catering)  
 
Role Summary 
To direct and control all organisational operations in accordance with the strategy and priorities 
agreed by the Headmaster (CEO), CFO and Board of Governors.   To lead the individual teams across 
the campus communicating the College’s operational strategies to ensure that goals and objectives 
are met.  
 
Principal Duties and Responsibilities  
 
Operational management   

• Leadership and management of all operational functions, according to the demands of the 
College, working closely with senior managers, directors, the Bursar’s team and also with 
senior members of the academic staff.  

• Ensuring that all services, projects and systems run smoothly, efficiently and effectively in 
accordance with the aims and priorities of the College.  

• To assess and analyze internal daily operations, identify areas of potential enhancement and 
implement improved processes.    

• To act as the College’s main adviser on all issues relating to operational functions and keep 
abreast of latest developments to ensure that the College maintains its competitive position.  

• To collaborate with the Headmaster in setting and driving organisational vision, operational 
strategy, and employment needs.  

• To translate this strategy into actionable goals for performance and growth helping to 
implement College-wide goal setting, and annual operational planning.  

• Contribution to the development of the College’s masterplan and leading strategic 
development in all operations to ensure that the College achieves its short and long-term 
objectives.  

• Development, maintenance and regular review of all necessary systems, policies and 
procedures to ensure that all internal operations comply with all legal requirements and 
achieve their objectives.  

• Development and control of all operational budgets, working together with key participants, 
to ensure that the College has all the resources required to meet its objectives, within 
agreed financial parameters.  

• To ensure the operations teams adhere to College policy, enforcing compliance and taking 
action when necessary.  

• To be on call at any time for emergencies relating to any operational aspect at the College.  
 
People management   

• Personnel management, including the performance management and development of all 
the service and support teams.  

• To provide leadership and support to the in-house teams ensuring that they are 
appropriately motivated and trained to carry out their responsibilities to the best possible 
standard.  

• Regular liaison with providers of contracted-out services, ensuring compliance with 
contractual terms and budgets, and their effective operation in line with College policy.  
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• Directing and coordinating the co-existence of these teams, and assuming overall 
responsibility for ensuring:  

• Targets are planned, set and contribute to the College’s short- and medium-term plan, in 
conjunction with the Headmaster;  

• Budgets are agreed, and monitored and expenditure is controlled for all operational aspects 
of the College;  

• Coordinating with HR to recruit skilled talent and retain key employees.  Agreeing staffing 
requirements for individual teams and optimising the use of manpower by deployment of 
staff across teams as necessary to meet varying requirements;  

• Promoting communication between colleagues for the benefit of information flow and to 
curb any problems that may arise;  

• Improving the quality of operations by developing and agreeing performance standards and 
monitoring performance against those standards;  

• The successful implementation and operation of new services across the College, and the 
timely and efficient expansion and delivery of existing operations to new buildings and 
facilities;  

• Ensuring, in conjunction with the Estates manager, Campus manager and other staff as 
appropriate, that satisfactory arrangements are in place for the maintenance, testing and 
inspection of all equipment, fixtures, and that health and safety and other regulatory 
requirements are met;   

13. Director of Professional Development and Performance  
(Reviewed by SMT, April 2019) 
 
Reporting to:   Headmaster and Deputy Head Academic 
Committees:  Education 
 
Primary Role: 
To provide positive and constructive support and guidance to teachers and trainees in terms of their 
professional pedagogy and practice, in order to enhance it and enable them to achieve greater 
impact, including raising added value. 
 
Key Responsibilities 

• Oversee the Senior School PRS 
• Working with departments as a whole, or teachers as individuals, in order to assist them to 

develop and grow as teachers 
• Carrying out lesson observations and giving specific, supportive and developmental feedback 

in terms of planning, teaching strategies and approaches. 
• Developing all teaching staff by the provision of relevant and impactful CPD and INSET 

provision. 
• Keeping abreast of national trends and developments in terms of theoretical models, 

inspection regimes, government guidance and other professional circulars. 
• Oversee the Teach Hurst teacher training programme. 
• Pedagogical professional coaching: including working with ECTs, PGCEs, SDs and Graduate 

Teachers. 
• Teaching staff induction 
• Liaison with associated Teaching School’s group  
• Engage with the Hurst Education Trust 
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14. Director of Safeguarding (whole School) 
 
Reporting to:  The Headmaster 
Committees: Health & Safety Committee, HoMs, Termly update to College Council Group 

Annual Report to Council (Governors) 
Liaising with:  Staff, Parents/carers, external agencies, Governors, Bursar/ HR 
 
Key responsibilities 

• To ensure that all children at the College are safe, their welfare is promoted and that best 
practice is followed in all aspects of Child Protection and Safeguarding as appropriate for a 
school such as Hurst, as detailed in the Procedure for Managing Suspicions and Allegations 
of Abuse of a Child within the Safeguarding and Child Protection Policies and Procedures 
Document. 

• Ensure there are policies, procedures, systems, structures, resources and personnel in place 
to promote the welfare and protection of children at the College.  Actively work jointly with 
parents/ carers and other agencies through joint planning, training and monitoring of their 
arrangements for the protection of children.  Ensure that there are quality assurance 
mechanisms in place to monitor, review and evaluate the arrangements for the protection 
of children. 

• To ensure that the School is compliant in every respect with current Child Protection and 
Safeguarding regulations with regards to policies, procedures, systems, structures, resources 
and personnel; 

• To act as the main point of contact with outside agencies in terms of the local authority and 
Social Services, such as LADO; 

• To be responsible for the training of staff across the College, both academic and support, in 
Child Protection and Safeguarding; 

• To maintain accurate, confidential and up to date documentation on all cases of 
safeguarding and child protection, and ensure the safe storage of that documentation; 

• To ensure that the pupils who are victims of abuse are supported appropriately and 
sensitively, and that all actions assigned to the College from planning and intervention 
meetings are successfully carried out and monitored; 

• To manage and direct the handling of any Child Protection and Safeguarding cases at the 
College; 

• To liaise with colleagues at the College to support the strategic development, share good 
practice and plan collaborative activities; 

• To raise awareness of the Child Protection Officer role to parents/ carers, adults and 
children, and promote safeguarding through training and information sharing events for 
them; 

• Keep abreast of the developments in the field of child protection by liaising with the relevant 
bodies, attending relevant training or events in addition to reading relevant bulletins and 
publications;  

• To be responsible for the management and delivery of all Child Exploitation and Online 
Protection training; 

• To advise the Governors, Headmaster and SMT on all matters relating to Child Protection 
and Safeguarding; 

• To liaise with key staff across the College on Child Protection and Safeguarding matters, 
including the HR department with regards to Safer Recruitment; 

• To be a visible and well-known presence to all staff at the College on Child Protection and 
Safeguarding issues; 
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• To keep up to date with all the regulatory requirements and changes; 
• To compile and keep up to date all policies and paperwork relating to Child Protection and 

Safeguarding at the College in case of inspection, as well as any relevant external agency 
enquiries; 

• To ensure that the College is always presented positively within and in the wider community 
• To ensure that confidentiality is maintained at all times with regards to any Child Protection 

and Safeguarding issues in the College. 

15. Director of Staff and Pupil Wellbeing 
(SMT, April 2019) 
 
Reporting to:  Headmaster 
 
Primary Roles: 
To take responsibility for the personal development of academic staff across the college as well as 
their general wellbeing.  This will involve an element of “life coaching” as well as putting in place 
initiatives to ensure that the academic staff at the college feel valued, supported, challenged as well 
as properly developed as professionals and individuals. 
 
To be responsible for pupil wellbeing across the College working closely with pastoral staff internally 
and also representing the College externally on Wellbeing and Pastoral matters.  
 
Key Responsibilities 

• Acting as a ‘coach’ to the Common Room and individual academic members of staff. 
• Putting in place a programme of initiatives designed to maintain the high level of wellbeing 

and satisfaction as well as effectiveness amongst the academic staff. 
• Work with key pastoral staff at the College to ensure pupil wellbeing is at the forefront of 

what we do at Hurst. 
• To participate in and assist with the Guardians Scheme. 
• Be the public face of Wellbeing at Hurst. 
• Advise the Headmaster of all aspects of pupil and staff wellbeing 
• As a key member of SMT, contribute to the general management of the College as well as 

the vision for its future. 

16. Head of Years Reception to Year 2 
 
Reporting to:   Head of Prep and Pre Prep 
Committees  Prep School SMT, Pre Prep School Form Tutor Group 
 
Primary Role: 

• To ensure that both individually and collectively the pupils in Years Reception to Year 2 
achieve the very best academic progress of which they are capable. 

• To be responsible for the pastoral and academic overview of Years Reception to Year 2. 
• Actively promote good behaviour. 
• Advising the Prep School Head and Prep SMT on academic matters relating to pupils in Years 

Reception to Year 2. 
 

Tutors 
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• Liaise with the Director of Safeguarding to ensure PSHCE/pastoral care is age appropriate 
and delivered effectively. 

• Ensure communication between teachers and parents is on-going and productive. 
 
Pupils  
Academic Tracking 

• Collection and analysis of data, including the pre-testing. 
• Monitor and track pupils through regular assessments. Analyse data in line with national 

curriculum levels and prep school expectations. 
• Monitor the progress of individual students and liaise with teachers to ensure strategies are 

put in place if progress in below expectation for any pupil. 
• Ensure that internal moderation is accurate and in line with external national curriculum 

levels. 
• Be informed of the latest developments on testing of children in Year R to 2 to ensure the 

assessments we use are of the best for the purpose. 
• Assist with selection of pupils into Reception. 

 
Reporting: 

• Create an effective, regular reporting system in line with the rest of the College. 
• Proof read and check the quality of all the reports. 
• Identify any concerns and arrange meetings with parents and teachers as appropriate. 

 
Book Trawl: 
Monitor the quality of work being produced and observe pupils in class (in conjunction with Head 
and Deputy Head). 
 
Attend Open Mornings 
 
Being aware of disciplinary issues raised by Deputy Head or Director of Safeguarding: 
Develop strategies to support persistent offenders. 
 
Quality of Learning 
Ensure learning culture is relevant and is put into practice by the pupils. 
 
Quality of Teaching 

• Liaising with tutors, Deputy Head Prep School, Deputy Head Academic and Director of 
Safeguarding over any specific issues that will hinder progress (primarily absence and 
discipline). 

• Departmental Self-reviews: ensure departmental handbooks are relevant for pupils in Years 
R to 2 in conjunction with the Deputy Head. 

 
Pastoral care and discipline 
Assume overall pastoral and disciplinary responsibility for the year groups of students for which you 
are responsible. 
 
Dealing with Parents 

• Responding to and dealing with queries from parents and teachers. 
• Organise parental meetings including Parents’ Evenings and Meet the teacher Evenings. 
• Home Visits. 
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• Preparing and delivering presentations to parents on the academic programme. 
LS 

• Constant liaison with Head of LS regarding LS students, LS referrals and any other such 
issues. 

• Liaising with Head of LS to ensure the ‘message’ that goes to students is the same across 
both areas. 

• Identify possible LS needs and liaise with Head of LS. 
 
Planning 

• Assemblies: Preparing and delivering regular assemblies; organise an assembly rota. 
• Organise Induction Days at the Start of the Michaelmas Term. 
• Calendar: 

o Update Calendar prior to meeting; 
o Attend meeting to ensure all assemblies, etc are in the calendar and there are no 

 major clashes through the year. 
• Check the balance of Year R to 2: academic and extra-curricular activities. 
• Setting up master programme for the year, including: 

o Organising the assessment and reporting programme. 
o Organising the after school club programme. 
o Allocation of staff duties. 
o Liaise with HoYs and HoDs. 

17. Head of Years 3 to 6 
Reporting to:    Head of Prep and Pre Prep 
Prep  Committees:   Year 3 – 6 form tutors meeting, HoDs meeting, SMT 
Reporting to the Head of Year:  Form tutors (Years 3-6) 
 
Primary Role: 

• To ensure that both individually and collectively the pupils in Years 3-6 achieve the very best 
academic progress of which they are capable. 

• To be responsible for the pastoral and academic overview of Years 3-6.  
• Establish an academic culture which embraces the Hurst ideal of achieving one’s personal 

best. 
• Actively promote good behaviour and the Hurst ‘Cultural Challenge’. 
• Advise the Head and Prep SMT on all aspects of the Year 3-6 educational experience at 

Hurst. 
 
Academic  

• Responding to and dealing with queries from parents, students and teachers regarding 
academic progress. 

• Year 2 Pre-Testing for Year 3 Entry: To discuss acceptance recommendations with SMT 
following the organisation of testing by the Transition coordinator. 

• Involvement in departmental self-review lesson observations and book trawls with Deputy 
Head Prep School.  

• Ensuring teaching provision for Years 3 to 6 is as good as it ought to be (in conjunction with 
Head and Deputy Head): 

o Oversee the year 3 to 6 curriculum with a focus on balance, breadth and whole  
 school ethos. 

o Liaising, particularly with the core subjects, about setting and progress of individuals 
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• Fortnightly meetings with Head of Learning Support regarding LS students, LS referrals and 
any other such issues. 
 

Pastoral Care and Discipline 
• Assume overall pastoral and disciplinary responsibility for the year groups of students for 

which you are responsible. 
• Assume responsibility for the welfare of students: 

o follow up incidents;  
o maintain detailed records and student files;  
o have meetings with parents during or after school as required, sometimes with other 

senior staff members;  
o develop strategies to support persistent offenders and arrange sanctions where 

appropriate; communicate with parents. 
• Support the tutors by both counselling and disciplining students as and when appropriate 

including issues that will hinder progress e.g. use of target cards. 
 
Tracking and Communication 

• Academic Tracking: 
o Track the academic progress of the children in years 3-6; identify possible LS needs 

 and liaise with Head of Learning Support; 
o Collation of data from KS2 testing; 

 Arrange CAT 4 testing in Year 3 to 6 in consultation with Deputy Head 
Academic and Deputy Head; 

• Coordinate all aspects of Parents’ evenings, Welcome Evenings and Meet the Teacher 
evenings.  

• Challenge Grades: 
o Checking the list of CGs and liaising with HoDs and Deputy Head Academic to ensure 

that they are appropriate and regularly reviewed for each individual; 
o Monitoring and tracking the CGs of the year group; 
o Set and publish Challenge Grades. Remind teachers when appropriate and notify 

parents of publication; 
o Ensure that Challenge grades are appropriately written prior to publication. 

• End of Academic Year Tests: 
o Ensuring all students are appropriately prepared for tests; 
o Analysis of data in conjunction with HoDs and Deputy Head Academic. 

 
Tutor Group System: 

• Tutorials: To design a termly tutorial programme in conjunction with the Deputy Head Prep 
School and Deputy Head Academic. 

• Tutors: 
o Meeting with tutors, as a group, on a fortnightly basis in Tutor Meetings  
o Meeting with tutors individually when necessary to discuss a specific tutee; 

General 
• Calendar: 

o Attend calendar meetings to check the balance of academic and extra-curricular 
 activities throughout the year for Years 3-6. 

o Liaising with Director of Studies in order to set up master programme for the year. 
• Organise Induction Days in conjunction with Deputy Head at the start of the Michaelmas 

Term. 
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• To prepare and deliver assemblies when necessary. 

18.  Head of Year 7and 8 
Reporting to:     To Head of Prep and Pre-Prep 
Prep Committees:   Years 7 and 8 form tutors meeting, HoDs meeting, SMT 
Reporting to the Head of Year:  Form tutors (Years 7 and 8) Assistant HoY 7 and 8 
 
Primary Role: 

• To ensure that both individually and collectively the pupils in Years 7 and 8 achieve the very 
best academic progress of which they are capable. 

• To be responsible for the pastoral and academic overview of Years 7 and 8.  
• Establish an academic culture which embraces the Hurst ideal of achieving one’s personal 

best. 
• Actively promote and be responsible for good behaviour and manners amongst Year 7 and 8 

pupils and the Hurst Purpose. 
• Advise the Head and Prep SMT on all aspects of the Years 7 and 8 educational experience at 

Hurst. 
• Ensure pupils are properly prepared for Senior School life, including academic and 

behavioural expectations. 
• Liaise with the Senior School regarding House allocation.  

 
Academic  

• Responding to and dealing with queries from parents, students and teachers regarding 
academic progress. 

• Involvement in departmental self-review lesson observations and book trawls with Deputy 
Head Prep School.  

• Ensuring teaching provision for Years 7 and 8 is as good as it ought to be (in conjunction with 
Head, Deputy Head and Academic Deputy): 

o Oversee the Year 7 and 8 curriculum with a focus on balance, breadth and whole 
 school ethos. 

o Liaising, particularly with the core subjects, about setting and progress of individuals 
• Fortnightly meetings with Head of Learning Support regarding LS students, LS referrals and 

any other such issues. 
• Liaising closely with the Deputy Head Academic on academic matters relating to Years 7 & 8. 

 
Pastoral Care and Discipline 

• Assume overall pastoral and disciplinary responsibility for the students for which you are 
responsible. 

• Assume responsibility for the welfare of students: 
o follow up incidents;  
o maintain detailed records and student files;  
o have meetings with parents during or after school as required, sometimes with other 

senior staff members;  
o develop strategies to support persistent offenders and arrange sanctions where 

appropriate; communicate with parents. 
• Support the tutors by both counselling and disciplining students as and when appropriate 

including issues that will hinder progress e.g. use of target cards. 
• Work closely with the Deputy Head, Pastoral, DSL and PIP to provide enhanced pastoral 

support as appropriate. 
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• Oversee the running and use of AS tracking.  
 
Tracking and Communication 

• Academic Tracking: 
o Track the academic progress of the children in Years 7 and 8; identify possible LS 

 needs and liaise with Head of Learning Support; 
o Collation of data from KS3 testing; 
o Arrange academic testing in Years 7 and 8 in consultation with Deputy Head 

Academic and Deputy Head Prep School; 
o Ensure learning culture/Hurst Purpose is relevant and is put into practise by the 

pupils (in conjunction with Deputy Head). 
o Responsibility for coordinating academic intervention and action plans at the end of 

every half term. 
• Oversee organisation of Parents’ evenings, Welcome Evenings and curriculum evenings for 

Years 7 and 8.  
• Challenge Grades: 

o Checking the list of CGs and liaising with HoDs and Deputy Head Academic to ensure 
 that they are appropriate and regularly reviewed for each individual; 

o Monitoring and tracking the CGs of the year group; 
o Coordinate the publishing of Challenge Grades. Remind teachers when appropriate 

and notify parents of publication; 
o Ensure that Challenge grades are appropriately written prior to publication. 
o Produce a year group summary spreadsheet of CGR. 

• 11+ assessment: 
o To oversee the organisation and collation of 11+ assessment with Deputy Head Prep 

School and Director of Admissions. 
o Discuss acceptance recommendations with SMT. 

• End of academic year tests 
o Ensuring all students are appropriately prepared for tests; 
o Analysis of data in conjunction with HoDs and Deputy Head Academic. 

 
Tutor Group System: 

• To design a termly tutorial programme in conjunction with the Deputy Head Prep School and 
Deputy Head Academic 

• Tutors: 
o Meeting with tutors, as a group, on a fortnightly basis in Tutor Meetings  
o Meeting with tutors individually when necessary to discuss a specific tutee; 

 
General 

• Calendar: 
o Attend calendar meetings to check the balance of academic and extra-curricular 

activities throughout the year for Years 7 and 8. 
o Liaising with Deputy Head, Academic, Deputy Head, Prep and Pre-Prep and Head of 

Prep PSHCE in order to set up master programme for the year. 
• Organise Induction Days in conjunction with Deputy Head Prep School at the start of the 

Michaelmas Term. 
• To prepare and deliver assemblies when necessary. 
• Be a presence in the Foyer and for parents at the start and finish of each day. 
• Attend Prep School functions as appropriate. 
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19. Head of Year 9  
 
Reporting to: `Head of Senior School 
 
Primary Role 
To ensure that both individually and collectively the pupils in Yr 9 (Shell) achieve the very best grades 
of which they are capable. 
 
Key responsibilities: 

• Tracking the academic progress of Year 9 pupils, alongside HoMs. 
• Co-ordinating pupil ‘swaps & drops’, for subjects in Year 9. 
• Liaising with parents, tutors and staff over year 9 pupils’ academic progress, target setting 

and reporting. 
• Assemblies for year 9: presentations, visiting speakers, Chaplain’s visits. 
• Induction of year 9 pupils, including ‘learning to learn’. 
• The Next Step and Sesame events. 
• Year 9 Parents’ and Tutors’ evenings. 
• Management of Year 9 tutors, and the scheduling and implementation of the tutorial 

programme. 
• Editing and managing Challenge Grade Reviews for Year 9. 
• Coordinate and manage Shell Enrichment and Activity programme. 
• Assist in the recruitment of new Shell pupils. 
• Meet the Head of Senior School and Year 9 tutors following a Challenge Grade Review and 

implement necessary intervention. See these pupils and parents on an individual basis. 
• Liaise with tutors regularly to discuss their tutees and guide them through the Master 

Programme. 

20. Head of Year 10  
 
Reporting to Head of Senior School  
 
Primary Role:  
To ensure that both individually and collectively the pupils in Year 10 achieve the very best grades of 
which they are capable. 
 
Key responsibilities: 

• Tracking the academic progress of Year 10 pupils, alongside HoMs. 
• Assemblies for Year 10: presentations, visiting speakers, Chaplain’s visits. 
• Liaising with parents, tutors and staff over Year 10 pupils’ academic progress, target setting 

and reporting. 
• Ensuring that pupils in Year 10 are ‘learning to learn’. 
• Year 10 Parents and Tutors’ evenings. 
• Management of Year 10 tutors and the scheduling and implementation of the tutorial 

programme. 
• Editing and managing the production of Challenge Grade Reviews for Year 10. 
• Supporting pupils and parents with the process of GCSE coursework, modules, ISAs etc: 

liaising with the Deputy Head (Academic)/Exam secretary over retakes, resits, remarks and 
the like. 
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• Meet the Head of Senior School and Year 10 tutors following a Challenge Grade Review and 
implement necessary intervention. See these pupils and parents on an individual basis. 

• Liaise with tutors regularly to discuss their tutees and guide them through the Master 
Programme. 

21. Head of Year 11         
 
Reporting to  Head of Senior School 
 
Primary Role 
To ensure that both individually and collectively the pupils in Year 11 
To achieve the very best grades of which they are capable. 
 
Key responsibilities: 

• Tracking the academic progress of Year 11 pupils, alongside HoMs. 
• Investigating serious disciplinary misdemeanors in Year 11. 
• Co-ordinating pupil ‘swaps & drops’, for subjects in Year 11. 
• Assemblies for Year 11: presentations, visiting speakers, Chaplain’s visits. 
• Liaising with parents, tutors and staff over Year 11 pupils’ academic progress, target setting 

and reporting. 
• Ensuring that pupils in year and 11 are ‘learning to learn’. 
• Year 11 Parents’ and Tutors’ evenings. 
• Management of year 11 tutors, and the scheduling and implementation of the tutorial 

programme. 
• Editing and managing the production of Challenge Grade Reviews for Year 11. 
• Supporting pupils and parents with the process of GCSE coursework, modules, ISAs etc: 

liaising with the Deputy Head (Academic)/Exam secretary over retakes, resits, remarks and 
the like. 

• Meet the Head of Senior School and Year 11 tutors following a Challenge Grade Review and 
implement necessary intervention. See these pupils and parents on an individual basis. 

• Liaise with tutors regularly to discuss their tutees and guide them through the Master 
Programme. 

22. Head of Sixth Form  
 
Reporting to:  Head of Senior School 
Responsible for: Assistant Heads of Sixth Form, Sixth Form Tutors 
Committees:  Senior Management Team and Education Committee 
 
Primary Role:  
To ensure that Hurst Sixth Formers achieve the very best grades academically and that they have an 
enriching, challenging, and vibrant experience at Hurst in the Sixth Form, which will leave them 
intellectually well developed, mature and well-grounded individuals with a sense of themselves and 
the world around them. 
 
Key responsibilities: 

• To lead and manage the Assistant Heads of Sixth Form and Sixth Form Tutors in such a way 
that the pupils in the Sixth Form develop and achieve their best academically and elsewhere. 
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• Advise the Headmaster and Senior Management Team on all matters relating to the Sixth 
Form. 

• Develop and be the custodian of the Sixth Form culture at Hurst. 
• Be the public face of the Hurst Sixth Form and all that it stands for. 
• Present to Sixth Formers and their parents, as well as prospective members of the Sixth 

Form and their parents. 
• Ensure that the academic and other programmes in place for the Sixth Form are appropriate 

to the aims and ambitions of the College. 
• Oversee the management of the Hurst Diploma. 
• Work closely with the Head of the Senior School on disciplinary and other issues relating to 

the Sixth Form. 
• Promote the Hurst Sixth Form internally and externally and recruit pupils into the Sixth Form 

at Hurst. 
• Work with the Marketing and Admissions department to ensure that the profile of the Sixth 

Form at Hurst is attractive and seen as amongst the very best in the region. 
• Work closely with the Deputy Head Academic to ensure that the best results are achieved by 

the overall cohorts of the Sixth Form. 
• Work with the staff responsible for Oxbridge, HSU and Gifted/Talented to ensure that the 

right pupils are identified, selected and supported to make applications to the most selective 
universities. 

• Bring in outside speakers and similar to enrich the academic and intellectual programmes for 
the Sixth Form at Hurst. 

• Work closely with the Deputy Head Pastoral and Housemasters/Housemistresses to ensure 
that the Sixth Form pupils at Hurst are well cared for and supported. 

• Work with the Headmaster on a strategic plan for the development of the Sixth Form at 
Hurst. 

23. Assistant Head of Sixth Form  
 
Reporting to:  Head of Sixth Form  
 
Primary Role:  
To ensure that both individually and collectively the pupils in the Lower and Upper Sixth (for whom 
this person is responsible) achieve the very best grades of which they are capable. 
 
Key responsibilities: 

• Work with individual students and small groups of students to raise their game such that 
they attain their Challenge grade. 

• Work with individual tutors and small groups of tutors such that their tutees make their 
Challenge Grades. 

• Work with individual parents such that their parenting is framed round maximising their 
children’s chances of gaining their Challenge Grades. 

• Manage Sixth Form tutors and the scheduling and implementation of the tutorial 
programme. 

• Devise and implement strategies for all the parties above regarding how to maximise 
academic achievement in the Year Group. 

• Track and analyse Challenge Grade Reviews alongside HoMs and follow them up with all 
parties. 

• Ensure that pupils in Sixth Form are ‘learning to learn’. 
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• Attend Lower and Upper Sixth Parents and Tutors’ evenings. 
• Edit and manage the production of Challenge Grade Reviews for the Sixth Form. 
• Support pupils and parents with the process of AS coursework, modules, ISAs etc: liaising 

with the Deputy Head (Academic)/Exam Secretary over retakes, resits, remarks and the like.  
• Anticipate and follow up major exam seasons: December, February and June. 
• Fit students into best courses for them regarding academic outcomes. 
• Assemblies: presentations, visiting speakers, Chaplain’s visits. 
• Investigate where necessary disciplinary infringements and liaise with Head of Senior School. 
• Oversee the Category system and get students into and out of it. 
• Regularly meet (weekly) with the Head of Sixth Form. 

 
Other duties 

• Check and correct the spelling, punctuation grammar for the CR and tutor comments each 
challenge review. 

• Put forward recommendations for Monday Congo Assembly CGR prizes and those that 
should be placed in category 1, 2 or 3 with Head of Sixth Form. 

• Meet following a challenge review and discuss with Head of Sixth Form and the tutors, those 
students recommended to be in a category. 

• Liaise with tutors regularly to make sure that they are having a tutorial with each of their 
tutees at least once a week. 

• Chase up students if they missed their tutorial without good reason. 
• Be aware of the UCAS application procedure and liaise with both tutors and the students 

with regard to how their UCAS application is proceeding. 
• Be aware of the extended project procedure and liaise with both tutors and the students 

with regard to how their extended project is proceeding. 
• Have an understanding of the A level and BTEC courses and what is involved in each. 
• Be aware of any pastoral issue concerning any 6th former, by regularly communicating with 

the HoM. 

24. Chief Financial Officer 
(SMT, ---) 
 
Appointed by:    The Council of Governors of Hurstpierpoint College  
Reporting:  The CFO shall be responsible to the Governors in the capacity as Clerk to the 

Governors and to the Head in the role of Finance Director and Compliance.   
The CFO is a member of the Headmaster’s immediate management team, 
together with the Heads of the Senior School and Preparatory School and 
three Deputy Heads (Pastoral, Academic and Co-curricular).    

Responsible for:  Finance Bursar and team   
 
Principal responsibilities and duties  
The CFO is expected to cover the following general responsibilities, either personally, or by 
delegation to others:  
 

A. Financial Management  
• Working in partnership with the Headmaster to shape and implement the agreed short, 

medium and long-term strategy.  
• Strategic financial management and planning including preparation of medium term, annual 

and termly budgets, and advising on fee increases.  
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• The management, operation and development of the College’s bursary scheme.    
• Ensuring compliance with tax legislation, including Corporation tax and VAT.  
• Budget setting with key budget holders across the College 
• Leading and supporting a finance team to deliver strong and robust operational financial 

management including:  
• Preparation of termly and annual accounts.  
• Preparation of cash flow forecasts and financial appraisals as necessary.  
• Management of the College’s cash and reserves; the supervision of its investments.  
• The payment of all salaries and wages including the administration of PAYE, NI and Pensions.  
• Preparation of College bills and the collection of fees; credit control management.  
• Supervision of the College’s fees in advance scheme.  
• Payment following scrutiny and authorisation of all invoices and expenses claims.  
• Managing relations with external service providers and professionals, including the College’s 

bankers, investment managers and auditors. 
 

B. Company Secretary for the College and its trading subsidiaries  
• Ensuring compliance with the College Articles.   
• Maintaining the registers and company records with Companies House and the Charity 

Commission.  
• Making statutory returns as required including annual returns to Companies House, the 

Charity Commission, and on Gender Pay Gap Reporting.  
 

C. Compliance  
• Compliance with all regulation and legislation in all its guises  
• Management of health and safety arrangements including compliance with health and 

safety legislation.  
• Ensuring registration and compliance with other statutory and licence bodies including:  

a. The Department for Education  
b. The Information Commissioner’s Office (in respect of data protection legislation)  

• The provision of financial and other management information to the Woodard Corporation.  
• The administration of procedures concerned with complaints; breaches of discipline and 

poor performance; secretary to panels convened for teaching staff and pupil disciplinary 
hearings and for teaching staff competency hearings.  

 
D. Multi Academy Trust  
• Oversight of the Finances for the Hurst Multi Academy Trust, known as the Hurst Education 

Trust. 
• Ensuring that all financial matters relating to HET are in line with the Academies Financial 

Handbook 
 

E. Insurance  
• Supervision of the College’s insurance in all its forms.    

 
F. Legal Matters  
• The provision of advice to the Governors and Headmaster on legal, compliance and 

employment matters.  
• The provision of employment contracts.  
• The review and approval of major supply contracts.  
• The provision of the parent contract.  
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• Management of the School’s trading companies (Transport, Facilities, etc.) 
 

G. Human Resources  
• Provide leadership and guidance to the HR team to ensure a consistent delivery of an 

excellent service across the College and to act as a sounding board for more complex HR 
issues. 

• Ensure that the College complies with all regulatory requirements and has appropriate 
policies and practices in respect of all staffing matters, including recruitment, performance 
management training, pay and conditions and employee relations. 

 
H. Administration  
• Leadership of College Administration including back office functions such as Reception, 

Reprographics, general support Administration 
• Use of facilities by external bodies 
• Ensuring that all Admin areas are GDPR compliant 

 
I. Database  
• Oversight of the College Database and its various uses 
• Ensuring that Staff, Pupil and Parental details are up to date and correct 

 
J. Clerk to the Governors   
• Advising and reporting to the Council on all financial and legal matters.  
• Timetabling and arranging meetings of the Council and the principal Committee meetings.  
• The preparation of agendas, management reports and minutes for meetings of the Council 

and its principal sub-committees (Education, Estate and Finance) and other committees as 
necessary (e.g.  Safeguarding, Compliance & Risk IT Committee, Governance & 
Nominations).  

• Ensuring the smooth appointment, induction and resignation of Governors. 
 

K. Miscellaneous  
• Any other duties as determined by the Council or Headmaster.  

25. Registrar 
 
Primary Role 
To ensure the successful recruitment of pupils suitable for Hurst to the school. 
 
Reporting 
To the Headmaster 
 
Primary Responsibilities 
Organise and attend the following: 

• Visits to ISIS exhibitions 
• Next Step evenings at feeders 
• Visits to 16+ evenings 
• Sixth Form scholarships 
• Senior School Open Mornings / Next Step 
• New L6th evening 
• Sixth Form subject choices morning 
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• House allocation 
• Registrar’s report to Council 
• Tour 13+ pupils as appropriate. 
• Co-ordinate the Prefect tour guides, matching them with pupils of similar interests. 
• Perform the PR role as currently set out. 
• Liaise with the Bursar where appropriate. 

26. Head of Department 
 
The Role: 
The primary role of the Head of Department (HoD) is to develop effective teaching and learning in 
their subject, so that all students and members of their team can achieve their personal best. 
Secondly, they are responsible for managing the administration of their subject, in terms of 
curriculum, assessment, examinations, and department documentation.  
 
Reporting: 
The HoD reports to the Deputy Head Academic.  
Committees 
HoDs 
 
Primary responsibilities 
The HoDs meet fortnightly to discuss and implement school and department-wide strategies for 
improving teaching and learning throughout the school. Departmental meetings should be 
scheduled at least once per fortnight. The bulk of that department time should be spent on 
developing the teaching and learning, in terms of sharing best practice, moderating written work, 
sharing feedback from assessments, and tracking the progress of the students. A minimum time 
possible should be taken up with discussing administration. It is the HoD's responsibility to 
personally fulfil, as well as delegate, jobs as appropriate to be done outside of meetings. Agendas 
must be properly prepared and minutes made available to all department members and promptly 
emailed to the Deputy Head Academic. 
 
Lead the teaching and learning in the department  

• Hold regular departmental meetings to facilitate discussions within the team where teaching 
and learning best practice is discussed. Ideas and resources should be regularly shared. An 
up-to-date pooled set of resources must be stored in the Departmental area on HurstOnline. 
The HoD should ensure that this resource is appropriate, organised and up to date.   

• Review and revise the curriculum for their subject to cater for the needs and abilities of 
students and teachers in their department. Liaise and advise colleagues in the feeder prep 
schools to ensure that there is a continuity of curriculum through the Key stage 3 age range. 
Any decisions should be made in consultation with the staff to create a unified sense of 
purpose within the department. SOWs should be created collaboratively, be constantly 
evolving, and approved by the HoD. 

• Line manage the HoDs of Y7 and Y8 to ensure that the course content in Years 7 and 8 is 
appropriate linear providing smooth continuity and progression through all Key stages.  

• Lead and monitor a departmental marking policy that is consistent amongst the team, and 
understood by the students. This can take the form of book/folder pulls. Work should be 
marked in accordance with the College policy. 

• Monitor the quality of teaching and learning in the department via discussion of teaching 
strategies, reviewing of lesson planning, lesson observations, 
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• Set and monitor Challenge Grades and academic progress for all pupils taught in the 
department. Students for concern should be tracked through the year, and strategies 
implemented to support those who are not satisfactorily accessing the curriculum. 
Communication should be made with HoYs to register concern early; 

• Enrich the learning to foster the academic ethos throughout the School. This may include 
organising events such as extracurricular visits, creating a societies, foreign exchanges, field 
trips, etc. This also includes helping to prepare Senior Johnians for interviews and 
examinations beyond A level, by meeting with individuals outside of class. The HoD does not 
have to run these sessions, but must be in charge of ensuring that regular meetings between 
subject specialists and students take place. Enrichment might also involve liaising with the 
Director of Academic Enrichment regarding the extension and enrichment of ‘Gifted and 
Talented’ Middle School Pupils. HoDs should discuss with their department how the 
brightest and best students' learning can be stretched so that there is no ceiling on 
achievement. 

• Identify the professional development needs of staff in the department and liaise with the 
Director of Professional Development to ensure that necessary staff training is identified and 
implemented. This might also include delegating individual responsibilities to them, as well 
as helping with appraisal arrangements. 

• Subject mentor and oversee the training of PGCE/ ECT and Graduate trainees in the 
department; 

• Communicate with the Learning Support and Examinations office to ensure that all extra 
learning needs are being addressed in and outside of the classroom. This information should 
be communicated with the rest of the department to discuss how to improve differentiation 
strategies. 

 
Represent the department in a leadership capacity 

• Represent the department in all matters within the School including attendance at HoDs’ 
meetings; 

• Be present in the college on the day before and day of GCSE and A level results, unless HM’s 
permission is granted; 

• Give presentations at Next Step and Sixth Form Choices Morning to promote the subject to 
parents and students. 

• Be in communication with parents when necessary to monitor the learning of individual 
students. 

 
Manage the effective administration of the department  

• Fulfil any examination and assessment administration including external exam and 
coursework entry forms. 

• Organise the setting and marking of internal exams. 
• Organise the setting and marking of CE and Scholarship papers as appropriate. 
• Contribute subject specific information to the GCSE and Sixth Form options booklets. 
• Produce a Departmental Handbook which includes an up-to-date Programme of Study and 

Schemes of Work. This will take account of, where appropriate, the requirements of the 
National Curriculum at Key Stage 

• They are responsible for the SOW although departmental colleagues may contribute to them 
as directed by the head of Department. The HoD should make sure that it is collated 
appropriately. 

• Produce an annual report and a development plan with specific reference to examination 
results as part of the annual departmental review process. 
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• Liaise with other departments, pupils and the Director of Academic Administration on all 
matters concerned with the timetable, curriculum and setting arrangements. 

• Liaise with department staff, parents, tutors, Library staff and the relevant Deputy Head as 
required. 

• Supervise the work of Support Staff and monitor items relating to the safety of pupils and 
staff. 

• Ensure that the departmental stock and equipment is well cared for and economically used. 
Keep the department within its budget, advising the Director of Studies of equipment 
requirements and producing annual accounts to the Bursar where necessary. 

 
Note: from 2015 all HoD appointments will be initially for five years and renewable thereafter. 

27. Prep School Form Tutor 
The specific responsibilities of a Form Tutor are to: 

• Work with the HoYs to monitor pupil’s academic progress and implement strategies to 
enable all students achieve their academic personal bests. 

• Take a leading role in the pastoral care of the children and support the pastoral ethos of the 
school when necessary. 

• Foster a culture within the Form whereby every child is encouraged to engage in the full 
range of opportunities available and fulfil that potential. 

• Register the pupils in the Form and ensure that registers comply with legal requirements. 
• Use CPOMs to record academic and pastoral issues. 
• Communicate effectively with parents, pupils, staff and SMT on matters regarding pupils in 

that Form. 
• Ensure that the Form Room is maintained in a tidy and attractive state with pertinent 

displays. 

28. Housemaster / mistress (HoM) 
(Reviewer: Caty Jacques; August 2021) 
 
The Role 
To supervise, nurture and guide pupils in their house in such a way as to enable them to reach their 
true potential in every aspect of school life. To develop and maintain a civilized and civilizing 
environment in the house for both pupils and staff. 
 
Reporting 
To the Deputy Head Pastoral and Senior Mistress 
Reporting to Housemaster 
House Tutor and House Matron 
 
Primary responsibilities 

• take overall responsibility for his/her charges’ general welfare in loco parentis 
• liaise as appropriate with the Director of Safeguarding 
• use CPOMS to record any concerns about pupils 
• encourage academic development and progress 
• ensure the smooth running of house routines 
• develop qualities of character and personality 
• ensure safety and security 
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• oversee the provision of comfortable and pleasant surroundings 
• counsel on personal matters 
• offer guidance for further education and the future 
• deal with matters concerning physical health 
• communicate with parents about their children 
• communicate with staff about his/her charges 
• support the House members in House & School competitions 
• direct House Staff and House Prefects in the management of the House 
• supervise the House Guardian scheme. 
• administer the House system of rewards and sanctions 
• Work with the Head of the Senior School to maintain the school’s disciplinary code 
• consult with the Headmaster and keep him informed about the House and its members 
• set an exemplary personal example 
• to organize appropriate events for both pupils and parents 
• operate the House bank accounts and manage the House finances in line with school 

protocols 
 
Note: All HoM appointments will be initially for five years and renewable thereafter. 

29. House Matron 
(Reviewer:  Caty Jacques August 2021) 
 
House Matrons report directly to the Senior Mistress, on day-to-day matters, work to the 
requirements of their HoM. 
 
Role summary  
The primary role of the Matron is to support the Housemaster/mistress (HoM) with the welfare, 
happiness and well-being of the pupils in their care. Working in conjunction with the HoM the 
Matron supervises and provides care for the pupils, with particular emphasis on the physical, social 
and emotional wellbeing and presentation of the pupils in the House.   
 
In addition, the Matron (alongside the HoM) is responsible for the day to day running of the House, 
ensuring its cleanliness, tidiness, comfort, health and safety. The role is supported by cleaning staff.  
  
Principal Duties and Responsibilities  
Pastoral:  

1. To work with the HoM to provide a high level of pastoral care for individual pupils through 
direct interest and personal support. Interaction and excellent communication with the 
HoM, Tutors, Medical Centre and Safeguarding Officer is an essential aspect of this 
responsibility.   

2. Establish firm relationships with pupils in your care in order to pro-actively monitor their 
wellbeing. 

3. Ensure a high-profile presence in-house during morning break, lunchtime and at key 
changeover times in the afternoon to ensure an appropriate level of supervision.   

4. Have an awareness of adolescent mental health issues and be vigilant to early warning signs. 
5. To record any concerns or incidents on our in-house pastoral recording system (CPOMS) – 

and to check CPOMS for any comments added by other staff. 
6. Work with the HoM to be aware of the difficulties and problems of all members of the 

House and to help develop a culture of mutual respect within the House.  

Staff Handbook 345 18/05/2022



7. Alongside the HoM, to be a key point of contact for parents and other colleagues. 
8. Regularly meet with the HoM to discuss the welfare of the students.  
9. Work with the HoM and tutor team to monitor general behaviour at all times, including 

attendance at lessons, visitors in-house, etc. Also required to track pupils who do not 
register at lunchtime, and help to remind them of medical appointments, meetings, etc. 

10. Monitor day to day welfare of boarders and work with them to ensure high standards of 
personal hygiene, bedroom tidiness and uniform presentation. Make sure that pupils change 
their bedding regularly. 

11. Be involved in handing out rewards where appropriate, as well as issuing sanctions when 
necessary. 

12. Assist with managing ‘Clearing’ sanctions during the week.  
13. Support students by attending house events, school plays, matches, etc.  
14. Support HoM at key events such as Induction, Sesame, House BBQ, Shell Parents’ drinks, 

Sports Day, etc.  
15. Be prepared to manage the House in the absence of the HoM including managing a fire 

evacuation.  
16. Be familiar with the school's code of practice for health and safety, and its policies and 

procedures for countering bullying, substance misuse and child protection.  
17. Be present for Sesame and staff INSET training.  
18. To hold and regularly update a First Aid qualification as prescribed by the School.  
19. Check and respond to emails and WhatsApp messages as required throughout the day and 

respond/follow up where necessary. 
20. Undergo an annual staff review. 

 
Medical and Domestic:  

1. Alongside the HoM, to be responsible for the general health and well-being of those 
students in the House.  

2. Be the first port of call for pupils who become unwell or require treatment for illness or 
injury during the school day. Liaise with parents and other staff as required. 

3. Attend appointments and escort pupils to hospital as required. 
4. To store, administer and record any medication in accordance with the school's published 

Medical Care Policy. Ensure that the House medical cabinet and first aid kits are kept 
stocked as appropriate.  

5. Alongside the HoM, liaise with the Catering Department about students who have specialist 
eating requirements such as nut allergies, lactose intolerance, gluten free etc.   

6. Supervise the laundry, ensuring that the pupils’ clothing and house linen is laundered 
satisfactorily and re-distributed in a timely manner. 

7. General sewing duties such as basic repairs or nametapes, etc.   
8. Ensure post, newspapers and deliveries have been collected for the House. 
9. Liaise with the College’s uniform supplier, Stevensons, over pupils’ orders and House 

requirements ie. Prefect scarves. Collaborate with other Matrons on collecting and 
distributing lost property.    

10. Ensure that pupil duties (eg. kitchen clearing and collecting break snacks) are completed and 
House supplies collected. Liaise with the Catering Department if there are any concerns with 
supplies or if quantities need to be adjusted. 

11. Work with the HoM to maintain high standards of tidiness in the House.   
12. Monitor the boarding environment and report defects to the maintenance department via 

GRS. Work with HoM to complete House H&S inspection, twice a year. Ensure that any 
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electrical equipment which students bring into the College comply with regulations – and 
arrange PAT testing if necessary. 

13. Oversee issuance and collection of student desk and wardrobe keys at the beginning and 
end of the year. Manage keys for rooms and cupboards - organising replacements if 
necessary. 

14. If necessary, take the lunchtime register and ensure students are encouraged out of the 
House in time for lessons/games. 

15. Be present prior to the start of term to ensure that the House is set up and ready for the 
return of the pupils.   

16. Conduct end of term procedure – ensure that the whole House is closed down, fridges are 
empty and undertake a detailed check of all rooms to ensure all cupboards, drawers and 
storage spaces have been emptied.   

17. To complete Safeguarding Training as required. 
18. To attend twice-termly Matrons meetings with the Senior Mistress.   
19. Liaise with Transport Department when arrangements/bookings may change. 
20. Be confident using online systems such as Word, Outlook, etc.  

30. Senior Nurse 
(Reviewer: Caty Jacques: August 2021) 
 
The Senior Nurse reports to the Deputy Head, Pastoral. His/her primary role is to be responsible for 
the operation of the Medical Centre at the College and for ensuring that the pupils, staff and visitors 
to the College are provided with efficient and compassionate medical care and first aid. 
 
Principal Responsibilities 
These include but are not limited to; 
 
School Nurse Responsibilities 

• Working as part of a team to ensure there is cover as necessary in the Medical Centre 
• Undertaking the triage, diagnosis, treatment and/or referral of injuries and illnesses in 

accordance with agreed protocols 
• Providing emergency care of pupils and, where necessary staff 
• Providing nursing advice to the House staff as requested 
• Ensuring the safe storage and administration of medicines according to NMC guidelines, and 

maintaining appropriate records as necessary 
• Undertaking routine vaccination programmes as directed by the College GP, and maintaining 

appropriate records as necessary 
• Ensuring adherence to Child Protection Protocols within the College, discussing any concerns 

with the DSL 
• Acting as one of the College’s designated First Aiders under H & S legislation 
• Supervising the surgeries held by the College GP and the College counsellors 
• Arranging outpatient visits for pupils, as and when required 
• Attending training courses, as and when required, especially with regards to professional 

training 
• Ensuring medical supplies are maintained in date and in specified quantities 
• Providing other health care related services, as required, to ensure an outstanding level of 

care is maintained at all times, as well as responsibilities as requested by management such 
as for pupils with complex needs. 
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Health Records and Education 
• Documenting accurately all consultations and communications regarding patients 
• Maintaining accurate records of drug administration within the Medical Centre 
• Promoting Health Education throughout the College and on an individual basis. 

 
Confidentiality & Communication 

• Ensuring the maintenance of confidentiality at all times 
• Attending any meetings, as required 
• Liaising regularly with the College GP 
• Liaising with the parents and house parents when necessary 
• Providing high levels of communications with the House Masters/ Mistresses and Matrons 

 
Management responsibilities 

• Management of the nurses and other staff working in the Medical Centre, including assisting 
in the recruitment process and undertaking performance reviews 

• Being present in the Medical Centre prior to the start of the academic year to organise the 
patient records, ensure supplies are up to date, etc. and attend all INSET days 

• Organisation and management of the roster so as to ensure that the necessary staff cover is 
available at all times 

• Procurement of equipment and supplies within a budget agreed with the Bursar 
• Acting as primary point of contact with the College GP and arranging the regular surgeries 

for registered boarding pupils 
• Liaison with house and other staff on pastoral matters 
• Attend regular, scheduled meetings with the Designated Safeguarding Lead (DSL) to review 

pastoral cases 
• Attend Housemaster/ Housemistress (HoM) meetings at least once a term to review medical 

issues 
• Production and implementation of the necessary policies and procedures to ensure full 

compliance with legislation, particularly the National Minimum Standards for Boarding 
Schools 

• Monitoring usage of the Medical Centre and ensuring that the necessary reports are 
provided to the Bursar in accordance with the College’s Health and Safety Policy and 
statutory legislation 

• The proactive management of health matters across the College, keeping students, staff and 
parents informed of current medical issues and concerns 

• Manage staff medical issues on-site.  
 
In addition, the Senior Nurse will be expected to fulfil all the usual duties and responsibilities of a 
School Nurse in the Medical Centre, and any other duties requested by the management of the 
College consummate with the post. 
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Lesson Observation Policy and Procedures 
(Reviewer: Michelle Zeidler, September 2021) 

1. Purpose of Lesson Observations
The overall purpose of conducting lesson observations is to review the quality of teaching and 
learning at the College against the common inspection framework criteria and national teaching 
standards. The Principles of Excellent Teaching and The Principles of Excellent Digital Teaching detail 
the College's collective understanding of best practice against the teaching standards and should be 
used by all teaching staff as a reference point to excellent classroom practice.   

 We aim to ensure that teaching and learning across the College is excellent and no less than 
consistently good. In doing this, the College will help to ensure that the needs of learners continue 
to be placed at the centre of our work.  

Lesson observations provide the opportunity to: 
• Recognise and share good practice that has a positive impact on learners.
• Provide feedback to teaching staff.
• Inform senior managers of the quality of teaching and learning in the College.
• Provide information which can contribute towards PRS.
• Inform the course review process.
• Prepare the College for external inspections.

2. Principles and Procedure
• Lesson observations will be conducted in an open, supportive and transparent way.
• Lesson observations will facilitate the transfer of good practice through the use of targeted

support and the sharing of exemplar materials where appropriate.
• Lesson observations will facilitate the College aim of ensuring that teaching and learning is at

least consistently good and aiming to be outstanding across the College.
• In the Senior School there will be a minimum of two curriculum lesson observations per

member of teaching staff per year, one an ungraded peer observation and the other graded
against the individual national teaching standards, but given no overall grading.

• In the Prep School there will be a minimum of three lesson observations per member of
teaching staff per year, one an ungraded peer observation and the other two graded against
the individual national teaching standards, but given no overall grading.

• There will usually be no more than three observation per cycle. However, where there are
elements of the lesson that are judged to require improvement or to be inadequate and
Senior Management deem appropriate, support will be provided and further observations
will be undertaken.

• In addition to curriculum observations, tutorial observations will also take place in group
tutorial sessions.

• All staff that undertake graded lesson observations will receive training and updating, in
order to ensure the consistency of the judgements that are made and the feedback which is
provided.

• All teaching staff will be clear about the process and the documentation which will be used.
• The timing of the lesson observation cycle will link with the staff and departmental

performance reviews. Appropriate reference will be made to lesson observations as
evidence for the departmental and individual performance review process.
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• The College induction process for new staff supports and recognises the aims of this 
observation policy. However, for the purposes of induction, the number of lesson 
observations may vary from those outlined above.  

• Informal drop-in observations and learning walks, for either whole or part lessons, will occur 
without prior warning as part of the College’s commitment to all staff to deliver high quality 
lessons. This is to develop and share best practice, or at the SMT’s discretion if it is judged 
that there is a need to do so.  

• Teaching staff who are part of the Graduate Teaching Scheme or who are undertaking their 
PGCE or NQT training can expect a more frequent pattern of observations.   

• There is the right of appeal against the findings and/or grading decisions made in a lesson 
observation. The appeal will be handled by the deputy head responsible for quality 
assurance. If the original decisions were taken by a deputy, the findings may be reviewed by 
another deputy.  

3. The Process of Lesson Observation 
• The annual cycle of PRS lesson observations will be October – June.  
• For graded lesson observations, the observer will be trained in order to undertake the task. 

They will understand the context of the lesson and, where possible, have appropriate 
subject knowledge. The outcome will be used to inform PRS.  

• There will be no overall lesson grading, but individual aspects of the teaching will be graded 
according to the seven national teaching standards. Student progress will be a key factor in 
determining the grading. The quality of written work in books/ folders will be taken as an 
important indicator of progress over time.  

• A second ungraded lesson observation will be carried out by a colleague, who will identify 
three areas of strength and one area of development.  

• Pairings for the second observation will be decided and published at the beginning of the 
academic year by the Director of Teacher Performance and Development.   

• Feedback will take place within a reasonable time period, although normally not sooner than 
the following working day after the observation in order to allow time to reflect for both 
observer and the teacher concerned.  

• Where appropriate, lesson observations can also be conducted by HoDs, departmental 2i/cs, 
Team Leaders, Subject Co-ordinators and Department Heads who run courses where staff 
are line managed by other Heads. In these cases the observer must also be appropriately 
trained.  

• Completed lesson observation forms and tutorial observations should be recorded and 
stored on SchooliP. The Director of Teacher Performance and Development and Headmaster 
will also have access to completed lesson observations.  

• Findings will be used to inform future training needs and if necessary dual observations in 
the following annual observation cycle. Where a lesson has been identified for a dual 
observation, the teacher and observer will be notified in advance.  

• A brief departmental summary of course grading decisions, along with the strengths and 
weaknesses in relation to teaching and learning, will be provided to Heads of Departments. 
This information will be used to summarise College performance in accordance with PRS and 
Staff Development.  

4. Appeals Procedure for Lesson Observations 
You may request another observation if: 

• You believe that the observed session does not reflect your usual standard of lesson.  
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• You are not able to agree with the professional judgement of your observer. 

5. Procedure 
• A written request needs to be made to DTPD, within five working days of receipt of the 

original feedback documentation.  
• The above will acknowledge receipt of the request within three working days and arrange a 

second lesson observation.  
• The second observation, or if appropriate a dual observation, will be undertaken by the 

same or another appointed and trained observer and along with the first lesson observation 
outcome be placed on file and carry equal weight.  
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The Library 
(Reviewer: Dominique Collins / Lloyd Dannatt, September 2021) 
 
The Library is open during term time, Monday to Friday: 
 
 Monday to Thursday:  8.30am – 9.00pm 
 Friday:  8.30am – 5.00pm 
 
Contact us: library@hppc.co.uk / Tel: 875 
 
The Library supports all pupils and staff, teaching and non-teaching. It plays an important role in 
encouraging pupils to become independent learners. 

1. Library Resources 
The Library has books, magazines, DVDs. We provide an ebook loan service for your mobile device 
(contact the library for access). We have online resources, including JSTOR. We have both reference 
and borrowing cards for the University of Sussex Library. We can source both journal articles and 
books from the British library for you. The Library also has a photocopier and laptops. There are 
several small bookable rooms that seat 4 people and one seminar room that seats 16 people. 
 
There is an online catalogue: https://uk.accessit.online/hrs02/ (on the Mega Menu). There is a self-
check stand for people to borrow books (4 weeks for loans). 
 
The Library runs a library club and an SSBA reading group. 
 
We aim to support your subject: we can source material relevant to your syllabus for the library; you 
can bring your class to the library; we can run information skills sessions on your subject; we can 
instruct your students on referencing and bibliography. 
 
Teaching staff can support the Library by: 

• Encouraging students to borrow books from the library to expand their subject knowledge 
• Providing lists of suggested reading given to pupils to library staff 
• Supporting reading for pleasure to help students manage wellbeing and screen time. 
• Letting us know which items they would like to see added/removed from stock 
• Using the library themselves thereby encouraging students to do the same 
• Informing us of any changes to set texts and curriculum 
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Maternity Policy 
This policy is intended to provide guidance on your statutory entitlements and the College's 
practice in respect of maternity leave and pay.  It does not form part of your contract of 
employment. 

1. Notification requirements 
Notification:  Please inform the College as soon as possible that you are pregnant.  This is important 
as there may be health and safety considerations.  
Before the end of the fifteenth week before the Expected Week of Childbirth (EWC), or as soon as 
reasonably practicable afterwards, you must give the College evidence of when your baby’s due.  
This is normally on maternity certificate MATB1 that your doctor or midwife will issue 20 weeks 
before your baby is due.  You must also notify the College of the date on which you wish to start 
your maternity leave. 
 
Information from the College:  Following receipt of your notification, the College will write to you 
within 28 days indicating the date on which your entitlement to maternity leave will end. 

2. Health and Safety 
The College’s duty:  The College has a general duty to take care of the health and safety of all 
employees.  The College is also required to carry out a risk assessment of the workplace risks to 
pregnant women, those who have given birth within the last six months and those who are still 
breastfeeding. 
 
Information:  The College will provide you with information regarding any risks identified in the risk 
assessment and any preventative and protective measures required. If it is considered that you 
would be exposed to health hazards in carrying out your normal work, the College will take such 
steps as are necessary to avoid those risks. 

3. Maternity leave 
Informal discussion:  Before your maternity leave starts we will discuss with you the arrangements 
for covering your work and the opportunities for you to remain in contact, should you wish to do so, 
during your leave. 
 
Types of leave:  Your maternity leave is split into two separate periods: 

• Ordinary Maternity Leave (OML). You may take up to 26 weeks OML.  
• Additional Maternity Leave (AML). You may take up to 26 weeks AML immediately following 

OML.  
 
Commencement:  You are entitled to commence your OML at any time after the start of the 11th 
week before the EWC.  Your maternity leave will usually start automatically if you are absent for a 
pregnancy related reason during the four weeks before the EWC. 

4. Maternity Pay 
General:  If you are entitled to Statutory Maternity Pay (SMP), this shall be paid for the first 39 
weeks of your maternity leave. The remainder of your AML will be unpaid. 
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Entitlement:  You will be entitled to SMP provided you have complied with the notification 
requirements above, you have been continuously employed by the College for 26 weeks at the start 
of the 15th week before the EWC and provided you make National Insurance contributions. 
 
Duration:  You will receive SMP for the first 39 weeks of your maternity leave period even if you do 
not intend to return to work. 
 
Occupational Maternity Pay:  If you meet the above criteria the College will provide full pay for the 
first four weeks and 90% of average weekly earnings for a further 2 weeks. The College will also pay 
a further 12 weeks at half pay. This is payable on condition that you return to work following your 
maternity leave. Should you choose to receive this additional payment and then to not return to the 
College, it would be repayable.  
 
Commencement of SMP:  Your entitlement to SMP will begin when you commence your OML unless 
you are absent for a pregnancy related illness at any time after the start of the 4th week before the 
EWC, in which case your maternity leave and SMP will begin immediately. If you fulfil the 
entitlement criteria set out above, and you are employed by the College as at the 15th week before 
your EWC, you will be entitled to SMP even if your employment is subsequently terminated for 
whatever reason. 
 
Maternity Allowance:  If you do not qualify for SMP, you may be eligible for Maternity Allowance for 
the first 26 weeks of maternity leave.  Further details are available at Maternity Allowance: How to 
claim - GOV.UK (www.gov.uk) 
 
Rates:  Average weekly earnings are calculated over the Relevant Period.  This is your average 
weekly earnings during the eight weeks ending with the 15th week before your EWC.   
 
Pay rises:  If you become eligible for a pay rise before the end of your maternity leave, you will be 
treated for SMP purposes as if the pay rises had applied during the Relevant Period.  This is your 
average weekly earnings during the eight weeks ending with the 15th week before your EWC.  This 
means that your SMP will be recalculated and increased retrospectively.  The College shall pay you a 
lump sum to make up the difference between any maternity pay already paid and the amount 
payable as a result of the pay rise. 
 
Benefits during maternity leave:  Whilst you are absent on maternity leave, you will continue to be 
entitled to receive the non-cash benefits provided under your contract of employment.  For the 
avoidance of doubt, non-cash benefits do not include wages or salary. 

5. Keeping in touch 
Keeping in touch days:  You may work (including attending training) for up to 10 days during your 
maternity leave without bringing your maternity leave or SMP to an end.  The arrangements, 
including pay, can be set by agreement between you and the College.   
 
Payment for Keeping in Touch:  The College will pay for hours worked during keeping in touch days 
at the standard hourly rate based upon your usual contracted hours. 
 
Before you return:  Shortly before you are due to return to work, the College will discuss with you 
the arrangements for your return.  This may include updating you on any changes that may have 
occurred, discussing any necessary training and any changes to working arrangements. 
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6. Return to work 
Notification:  The College will notify you of the date on which your maternity leave will end within 
28 days of you notifying the College of your intention to take maternity leave in accordance with 
paragraph 1. 
 
Returning early:  If you wish to return to work earlier than the end of the full period of leave to 
which you are entitled you must notify the College in writing of your intention to do so not less than 
8 weeks before you expect to return to work.   You will not be allowed to return to work during the 
2 weeks immediately following childbirth and you may only return whilst the College is in session 
and on the first day of your usual working week.  Failure to notify the College of your intention to 
return early may mean that your return to work is postponed. 
 
Returning late:  If you are unable to return to work due to sickness or injury, this will be treated as 
sickness absence.  In any other case, late return will be treated as unauthorised absence. 
 
Return from OML:  You will be employed in the same position upon your return to work from OML 
that you occupied before your leave period began.  You will be entitled to return on the same terms 
and conditions as if you had not been absent. 
 
Return from AML:  You will normally be able to return to the same position upon your return to 
work from AML that you occupied before your leave period began.  If this is not reasonably 
practicable, you will be redeployed to a job which is suitable and appropriate for you in the 
circumstances.  You will be entitled to return on terms and conditions no less favourable than you 
would have been entitled had you not been absent and with your seniority, pension rights and 
similar rights as they would have been if the period of employment prior to your AML period was 
continuous with the period of employment following it.   

7. Deciding not to return 
Notification:  If you do not intend to return to work, or are unsure, it is helpful if you raise this as 
early as possible.  If you decide not to return you should give notice of resignation in accordance 
with your employment contract.  The amount of maternity leave left to run must be at least equal to 
your contractual notice period, otherwise you may be required to work for the remainder of the 
notice period.  Once you have given notice, you cannot change your mind without our agreement. 
This does not affect your right to receive SMP. 
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Mental Health Policy - Students 
(Reviewer: Caty Jacques, Debbie Stoneley, Simon Hilliard, July 2021) 
Approved by SMT July 2021 

1. Introduction 
The purpose of the College’s Mental Health Policy is to help ensure that we provide a coherent 
whole school approach when responding to students with mental health problems. 
 
The College has specific legal responsibilities towards students whose mental condition falls within 
the definition of disability under the law. This requires us to ensure that students with a recognised 
mental illness are not discriminated against and that reasonable adjustments are made to support 
their learning. 
 
The College aims to provide a supportive environment that will help students with mental health 
difficulties to realise their full academic potential and to successfully complete their course. It also 
aims to facilitate and promote positive mental health and well-being by: 

• Empowering students to take responsibility for their own emotional wellbeing. 
• Encouraging a collective responsibility within the College community for individuals to be 

empathetic towards another’s need for help and support. 
• Providing a range of support services, including a counselling service, a learning support 

service, medical assistance based in the Medical Centre and support provided by pastoral 
staff and Guardians, if, and where, appropriate 

• Encouraging students with mental health difficulties to seek support or assistance,  including 
Child and Adolescent Mental Health Service (CAMHS), when and where appropriate; 

• Ensuring that there is a robust anti-bullying policy in place. 
• Having in place effective procedures for the disclosure of information in respect of students 

with mental health difficulties 
• De-stigmatisation of mental health issues by educating students, staff and parents. 
• Ensuring that the sources of support are clearly communicated to both prospective and 

current students via notice boards and visiting speakers. 
• Promoting understanding and recognition of mental health difficulties through the PSHCE 

curriculum, with specific sessions devoted to coping with stress and anxiety. 
• Providing guidance and training to staff involved in the support and care of those with 

mental health difficulties, working closely within frameworks provided by professionals in 
relevant fields e.g. psychotherapists, psychiatrists, psychiatric workers or GPs; 

• Providing clear guidance on the confidentiality of personal information provided by 
students. 

• Holding evenings for parents to help foster and establish greater understanding and co-
operation between home and school in promoting good emotional/mental wellbeing. 

• Ensuring a good level of staff understanding of mental health issues via the 1 day/2 day 
Mental Health First Aid (MHFA) courses. 

 
Within the Hurst community, the following are easily accessible and ideally placed to provide 
pastoral support help and advice to all students: 

• Housemasters, Housemistresses and Matrons 
• All members of the teaching staff and tutors 
• Chaplain 
• Medical Centre staff 
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• School Counsellors 
• Pastoral Intervention Practitioner 
• Director of Safeguarding 
• Deputy Head Pastoral 
• Prefects, Guardians 

 
However, whilst the College is committed to providing a supportive environment, it is important to 
recognise that it is not a mental health facility nor is it a therapeutic community. There are, of 
necessity, limits to the extent of the support which can be provided and it is not the responsibility of 
the College to replicate services that already exist in the community and the NHS. Subject to any 
reasonable adjustment, and if well enough, the student should be included in the school community. 
There should be open communication, where appropriate, between outside agencies, home, College 
and Medical Centre (with particular regard to medicines in school). 
 
Finally, the College will also expect parents to inform the school at the point of joining, or as soon as 
it is known by them, if there has been or is any need for mental health care, admission to A&E post 
an attempted suicide, or any other such provision relating to mental health, prior to entry to the 
school or at any time during their time at Hurst. 

2. Signs to look for? 
Staff may encounter the following situations and contexts: 

• Erratic, unaccountable behaviour in pupils e.g. having to leave lessons suddenly; 
• Sleep disturbance 
• Unusual disengagement from or anxiety about work or extra-curricular activities; 
• Unexpected or disproportionate reactions to ordinary situations e.g. volatility or aggression, 

or obsessive, compulsive behaviour; 
• Unexpected and very significant dips in academic understanding, development or 

performance; 
• Unusual social behaviour or social development; 
• Unusual responses in their peer group to their behaviour; 
• Dysfunctionality in pupils’ family lives or trauma. 
• Self harming 
• Self-isolation 
• Changes in appetite 

 
The College will take the advice of psychiatrists and psychologists and work with the student and 
parents, unless the DSL, or ultimately the Headmaster, decides that the College can no longer 
provide the care and support that is needed for the student, or the student is a risk to themselves or 
others. 
 
Flow chart on next page blury 
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3. Suicide and attempted suicide 
• any threat of suicide should be taken very seriously and raised with a DSL.  
• students found in a poor/injured state should be treated in line with normal first aid 

procedures, calling 999 if necessary. 
• the HoM and Headmaster should be informed after the parents and emergency services; 
• in the event of an incident the student should be supervised directly until placed under medical 

care or parental supervision and can only stay in College accommodation, post event, if agreed 
by parents, DSL and the Headmaster; 

• if a student has attempted suicide, the College will require a ‘fit to return to school ‘ letter from 
their GP, or principal health professional working with them e.g. psychiatrist; 

• the College will also reasonably expect parents to inform the College if there has been an 
incident involving any attempted suicide at home, or during a weekend period, of which the 
College might otherwise be unaware; 

• support will be provided to the student, staff and other students directly affected by any 
incident. 

4. Services for Students 
Counselling Service 
The College has two qualified counsellors who can provide intervention and support using cognitive 
behavioural and psychodynamic approaches on an individual and group basis and who can also work 
in partnership with pupils’ GPs, or other external agencies (CAHMS, or the Sussex Partnership NHS 
foundation trust). This can be arranged by appointment by a Housemaster or Housemistress or by 
one of the College Safeguarding Team. Our team is not able to offer crisis intervention or open 
ended therapy, however, and has no facilities for in-patient admission. We can provide a degree of 
medication monitoring, but no prescription service or psychiatric support.  There is also a School 
Listening Service available with Jerome Joseph, one of our counselling team. Posters with phone 
numbers are displayed in all of our boarding and day houses. 
 
The Medical Centre 
The Centre provides general medical services to our pupils (vaccinations, low-level medications) and 
this includes services and care for pupils with mental health challenges e.g. the storage and 
administration of certain agreed drugs and a place of care and support extra to the classroom and 
the house. 
 
(Information is never disclosed to a third party, including a University, without a patient's 
permission. The only exception to this would be if it were believed that someone may come to 
serious harm if the information was not disclosed and the patient would be informed that 
confidentiality was to be broken.) 
 
Learning Support 
For students who require additional support with their studies, Learning Suppport (LS) offers a range 
of provision.  All have a range of experience of pastoral care. The team also offers advice, screening 
and formal assessment for students who may have specific learning difficulties and we arrange 
individual learning support with specialist tutors where there is agreed funding between the College 
and parents. Advice and assistance with applying for additional support is also available. 
 
The Chaplaincy 
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Students are able use Chaplaincy for a wide range of welfare issues, some of which are not related at 
all to religion, but have to do instead with the complexities of the human condition. Often they do so 
because they know they will be given both sympathetic as well as professional attention.   

5. Supporting pupils with mental health problems 
The College ensures that all reasonable measures are taken to minimise the risks of harm to pupils’ 
mental health and wellbeing. These include:  

• encouraging a positive, supportive and secure environment for its pupils to learn and 
develop; 

• Raising awareness of mental health issues amongst the pupil cohort via a number of 
different methods, including via PSHCE lessons, as well as through more informal discussion 
groups within the Houses; 

• Equipping pupils with the skills to enable them to protect their own welfare and that of 
others; 

• Providing medical and pastoral support that is accessible and available to all pupils; 
• Identifying pupils thought to be at risk of harm; 
• Supporting and monitoring those pupils. 

 
Where a pupil has been identified as having a mental health issue or a suspected mental health 
issue, the College will seek to establish a structured response designed to safeguard that pupil’s 
health, safety and welfare. 

6. The Roles and Responsibilities of Staff 
All College staff are responsible for fostering a culture at Hurst which encourages pupils to openly 
discuss their problems, including any mental health concerns. The Director of Safeguarding and 
Director of Pastoral Care have overall responsibility for pupil mental health and wellbeing and for co-
ordinating and monitoring mental health issues at the College. Where a concern about a pupil’s 
mental health is identified, the Director of Safeguarding and Director of Pastoral Care will assess the 
risks to that pupil’s welfare and will consult with the pupil, his or her parents (where appropriate) 
and other members of staff and the Medical Centre (as necessary) to determine appropriate action 
to be taken to safeguard, support and monitor that pupil. Those with day to day contact with pupils 
are likely to be best placed to spot any changes in behaviour which may indicate that a pupil is at risk 
of a mental health problem. They should report any concerns to the Director of Safeguarding or 
Director of Pastoral Care in accordance with the terms of this policy. 

7. The Roles and Responsibilities of Pupils 
Students need, as they get older, to take some responsibility for communicating their needs and 
seeking support as without this information there can be no offer of support. They are encouraged 
to take care of their own mental health, for example ensuring that they get adequate rest, take 
prescribed medication and access appropriate support. Students should be aware that any 
behaviour which impacts negatively on fellow students or staff, or is in any way disruptive or 
offensive, is not acceptable within the College community and will be subject to the College’s 
policies and procedures for the maintenance of good order. Students concerned about a fellow 
student's mental well-being should be aware of their personal limitations; they should encourage 
their fellow student to seek specialist support at the earliest opportunity and, if this is difficult they 
themselves should seek advice in confidence from their Housemaster/Housemistress or one of the 
College’s Safeguarders. 
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If someone appears to be in immediate danger of seriously harming themselves or other people, 
students should contact the nearest member of staff. If the situation arises off-campus, the police 
should be contacted directly. 

8. Staff Training 
All staff should be made aware of the terms of this policy and how to deal with suspected mental 
health problems in students. Appropriate training is provided to staff and this is refreshed at regular 
intervals to ensure that knowledge is kept up to date. 

9. Confidentiality 
The College respects students’ rights to confidentiality and to data protection and, where possible, 
the College will seek a student’s consent to share confidential information arising from a mental 
health problem with others before doing so. However, staff should never provide students with an 
absolute assurance of confidentiality and should explain to them at the outset the importance of 
sharing information about any mental health difficulties with others, on a need to know basis. The 
College will balance a student’s right of confidentiality against the College’s overarching duties to 
safeguard students’ health, safety and welfare and to protect students from suffering significant 
harm.  
 
Where a student withholds consent and/or in any other circumstances where the College considers 
it necessary and proportionate to the need and level of risk, confidential information may be shared 
with staff, parents, medical professionals and external agencies (such as the LSCB) on a need to 
know basis. 

10. College Procedures and Regulations Relevant to Students with Mental 
Health Problems 

The College codes of conduct and disciplinary rules continue to apply at all times and in all contexts. 
This applies to all students and a diagnosis of mental illness will not automatically mitigate the 
imposition of penalties for breaches of discipline. However, it is recognised that certain behaviours 
may result from undiagnosed mental health difficulties in which case, whilst due penalty for any 
offence will be imposed, the student will also be referred to the relevant support services for 
assessment. This will enable on-going support to be put in place if appropriate. 
 
In those cases where there is concern that the student is unfit to continue with their studies, or is 
exhibiting behaviour that is disruptive to the academic, social or business life of the College 
community, s/he may be required to temporarily withdraw from the College.  
 
The Director of Safeguarding along with the HoM and ultimately the Headmaster will also decide the 
conditions for the pupil/student’s return, which will entail a meeting between the student and their 
HoM. The arrangements for return may include specifying a series of periodic re-assessments and 
other contractual agreements as appropriate. The pupil may, in certain circumstances, be asked to 
leave the College. 

11. Right to appeal 
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The student, or their parents, (as age appropriate) will have the right to appeal against a decision to 
require temporary or even permanent withdrawal. Such an appeal will follow the normal College 
appeals procedure but the available grounds of appeal will be re-interpreted as: 

• That there has been procedural irregularity or other inadequacy in the process by which the 
temporary withdrawal had been required; 

• That there are materially relevant circumstances or evidence that those involved in making 
the decision to require temporary withdrawal were not aware of; 

• That the decision to require temporary withdrawal was, overall, against the weight of 
evidence. 

12. Monitoring and review 
Where there are concerns relating to specific individuals, these will be discussed with appropriate 
staff on a need to know basis and a plan to support and monitor that student implemented, as set 
out in this policy. Monitoring of individual assessments and students’ progress will be coordinated by 
the Director of Safeguarding. 
 
In addition, the Directors of Safeguarding & Pastoral Care, in conjunction with the Headmaster, will 
regularly monitor and review mental health and wellbeing issues at the College in order to support 
affected individuals and to identify trends, issues of concern and the operation of this policy so that 
these can be addressed at a whole school level. 
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Missing Pupil Policy 
(Amended by SMT, September 2021) 

1. Policy Statement 
Hurst seeks to ensure reasonably that the whereabouts of all pupils are known at all times in 
accordance with the requirements of each age group. On occasions as far as it is reasonably possible 
to do so, when a member of staff identifies pupils are missing from their expected location, 
immediate action is required. For pupils missing on educational visits, see Critical Incident Guidance 
for visit leaders, which can be found in travel documents on Trips and Visits in GRS. 

2. Procedure in the Pre-Prep, including EYFS 
(Reviewer: Nick Oakden, August 2021) 
 
A pupil may be identified as missing: 

• After an absence at morning registration is not accounted for by Reception’s call home.  
• By observation in class, by a classroom teacher, after comparison with the day’s absence  
• sheet/medical list and after checking other extra-curricular activities such as LAMDA and  
• music lessons.  
• On reconciliation with the afternoon registration.  

 
Any member of staff who discovers a discrepancy must immediately notify Reception/Office Staff  
which will: 

• Contact the teacher of the class where the pupil should now be or check with the register for 
that lesson. 

• Contact Medical Centre. 
• Check activity lists including music, LAMDA or LS lessons. 
• Check all lists of trips out of school. 
• Instigate a brief search of general areas e.g. toilets, changing rooms, playground, library, 

including CCTV. 
• Contact the tutor. 
• Contact staff who might previously have taught or tutored the pupil that day.  
• Inform the Deputy Head (Pastoral) or another member of SMT. 

 
If the pupil is still found to be missing and has been so, Reception or member of SMT i/c will  
immediately: 

• Contact the parents/guardians and ask for information. (Parents are then to be regularly  
• updated on progress every ten to fifteen minutes.) 
• Open a written record of the incident which will log all specific actions taken. 
• If the pupil is still found to be missing, Reception or member of SMT i/c will:  
• Instigate a thorough search of the whole site including use of CCTV and an audit of the door  
• access system. 
• Post a ‘Missing’ notice via e-mail with the name of the pupil, date and time of first noted  
• Absence. 
• Advise all teachers due to teach the pupil later that day that they must immediately inform  
• Reception, or member of SMT i/c if the pupil appears.  
• If considered appropriate, a school fire alarm practice would be a useful tool in locating  
• missing pupils and the whole school may be evacuated. 
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• As soon as it becomes obvious the child is missing, on the Head’s command inform the 
police on 0845 6070999 (Burgess Hill Police station) or 999. Police will require details such as 
age, address, height, distinguishing features and clothing. A photograph should also be 
provided. If the site search fails, and any other process above, parents will be informed and 
a search of local roads will be made on foot, or by car, by available staff and parents, as 
appropriate. 

3. Procedure in the Prep School  
(Reviewer: Nick Oakden, September 2018) 
 
A pupil may be identified as missing: 

• After an absence at morning registration is not accounted for by Reception’s call home.  
• By observation in class, by a classroom teacher, after comparison with the day’s absence 

sheet/medical list and after checking other extra-curricular activities such as LAMDA and 
music lessons.  

• On reconciliation with the afternoon registration. 
 
Any member of staff who discovers a discrepancy must immediately notify Reception/Office Staff 
which will: 

• Contact the teacher of the class where the pupil should now be or check with the register for 
that lesson. 

• Contact Medical Centre. 
• Check activity lists including music, LAMDA or LS lessons. 
• Check all lists of trips out of school. 
• Instigate a brief search of general areas e.g. toilets, changing rooms, playground, library, 

including CCTV. 
• Contact the tutor. 
• Contact staff who might previously have taught or tutored the pupil that day.  
• Inform the Deputy Head (Pastoral) or another member of SMT. 

 
If the pupil is still found to be missing and has been so, Reception or member of SMT i/c will 
immediately: 

• Contact the parents/guardians and ask for information. (Parents are then to be regularly 
updated on progress every ten to fifteen minutes.) 

• Open a written record of the incident which will log all specific actions taken. 
 
If the pupil is still found to be missing, Reception or a member of SMT i/c will: 

• Instigate a thorough search of the whole site including use of CCTV and an audit of the door 
access system.  

• Post a ‘Missing’ notice via e-mail with the name of the pupil, date and time of first noted 
Absence. 

• Advise all teachers due to teach the pupil later that day that they must immediately inform 
Reception, or member of SMT i/c if the pupil appears.  

• If considered appropriate, a school fire alarm practice would be a useful tool in locating 
missing pupils and the whole school may be evacuated. 

• As soon as it becomes obvious the child is missing, on the Head’s command inform the 
police on 0845 6070999 (Burgess Hill Police station) or 999.  Police will require details such 
as age, address, height, distinguishing features and clothing. A photograph should also be 
provided. 
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If the site search fails, and any other process above, parents will be informed and a search of local 
roads will be made on foot, or by car, by available staff and parents, as appropriate 

4. Procedure in the Senior School 
(Reviewer: Caty Jacques, August 2021) 
 
A pupil may be identified as missing: 

• After an absence at morning registration is not accounted for by Reception’s call home.  
• By observation in class, by a classroom teacher, after comparison with the day’s absence 

sheet/medical list.  
• Following absence from evening activities whether prep, rehearsal or any other commitment 

where their attendance is expected. 
 
On reconciliation of the registers: 

• Any member of staff who discovers a discrepancy must log it on CPOMS. 
• The absence is chased by the HoM or matron as soon as they are able to do so. 

 
If the pupil is still found to be missing the HoM should inform a member of SMT. The HoM or 
member of SMT i/c will immediately: 

• Contact the parents/guardians and ask for information. (Parents are then to be regularly 
updated on progress every ten to fifteen minutes.) 

• Open a written record of the incident which will log all specific actions taken.  
• Instigate a thorough search of the whole site including use of CCTV and an audit of the door 

access system. 
• Post a ‘Missing’ via e-mail with the name of the pupil, date and time of first noted absence.  
• Advise all teachers due to teach the pupil later that day that they must immediately inform 

Reception, or member of SMT i/c if the pupil appears.  
 
If considered appropriate, a school fire alarm practice would be a useful tool in locating missing 
pupils and the whole school may be evacuated. 
 
As soon as it becomes obvious the child is missing, on the Head’s command inform the police on 
0845 6070999 (Burgess Hill Police station) or 999.  Police will require details such as age, address, 
height, distinguishing features and clothing. A photograph should also be provided. 
 
If the site search fails, and any other process above, parents will be informed and a search of local 
road will be made on foot, or by car, by available staff and parents, as appropriate. 
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Monitoring and Assessment 
(Reviewer: Lloyd Dannatt, August 2021) 

1. Guidelines for EYFS  
• Formative assessment guides day-to-day interactions between staff and children throughout 

their learning in Reception, in both child and adult-initiated activities. 
• Continuous provision activities and resources are adapted and enhanced daily as a result of 

formative assessment observations. 
• Children’s progress is monitored through observations (both recorded and unrecorded), and 

discussions between EYFS colleagues and with Parents and Carers. 
• A ‘Learning Journal’ is kept for each child as well as observations recorded through ‘Evidence 

Me’ to document key moments in each child’s development. 
• Children are assessed on their entry to Reception through the CEM Baseline assessment, which 

is followed up in June. 
• Summative assessment is laid out in the ‘Challenge Grade Review and Internal Exam Guide’ and 

is based upon professional judgements, made without prolonged breaks from interaction with 
children. 

• Parents and Carers are well informed about their child’s progress through regular daily contact 
with staff, Challenge Grade Reviews, Parents’ Evening and the Early Years Foundation Stage 
Profile. 

• The Early Years Foundation Stage Profile is also shared with Year 1 Teachers and the local 
authority. 

2. Guidelines for Key Stage 1 
Why do we mark children’s work? 
We mark children’s writing to show them that we care about their efforts and the progress they 
make.  
Marking helps children understand how and why their writing is successful and how it can be 
improved.  
Marking is vital in assessing the effectiveness of our teaching – what children have understood and 
what we need to teach them next.  
Marking prompts a dialogue between the teacher and the child and, therefore, further opportunities 
for assessment.  
We encourage self and peer marking whenever it is appropriate.  
Marking must be a positive tool for encouragement and any suggestions made by the teacher should 
be followed up with the child as soon as possible after the work has been marked.  
We encourage immediate verbal feedback and response whenever possible.  
 
How do we mark children’s work? 
We use two colours when marking children’s work …  
“green for good” and “purple for practise” 
Whenever appropriate, children are encouraged to mark their work themselves using coloured 
pencils.  
 
Self-Assessment 
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Whenever appropriate, children are encouraged to colour or draw a face to reflect their 
understanding and achievement within a session. They have a choice of three: smiling, straight or 
sad mouthed.  
 
Teachers use stamps: 

• to label “Teacher/TA assisted work” from “independent work” 
• to date work 
• to identify achievements and next steps 
• to identify that verbal feedback has been given 
• to stamp self-assessment faces into work books 

 
Cross Curricular Activities 
Children’s early mark making is praised and valued.  Teachers write the child’s voice underneath in 
speech marks. Children are made aware of the learning intention and teachers tick and comment 
positively in relation to the task and individual children’s ability.  Allowances are made when marking 
work produced by dyslexic children or children with specific learning difficulties. Spelling mistakes of 
key words or high frequency words are underlined in purple and the correct spelling written above 
or in the margin. Discretion is used by the teacher but usually three mistakes are chosen and written 
correctly. Corrections are left to the professional judgement of the teacher who can best reflect the 
ability level of the child. 
 
Mathematics 
Children carrying out practical activities and games with an adult are given verbal feedback during 
the session.  Adults often record comments regarding individual children’s understanding of the 
concept being taught on a separate assessment sheet.  Children demonstrating an exceptional 
understanding who need to be challenged are also noted or indeed children requiring extra support 
in order to carry out a mathematical task. 
Worsheets or exercise books are used for some formal recording of mathematical tasks.. Written 
comments are kept short and will usually relate to the learning intention for that child, group or 
lesson.  Next steps will be included when appropriate. 

• Correct answers are ticked with a green pen. 
• Mistakes are circled or marked with a dot using a purple pen.  
• When appropriate a new answer box will be drawn next to the mistake with a purple pen. 
• Number reversals are corrected. 
• Stickers may be given as rewards and for motivation 

 
Literacy 
Specific guidance for marking Read Write Inc. activities 
Activity 4: Spelling test 
Purpose: To spell words correctly 
Marking: Children mark with guidance from their teacher or teaching assistant.  The teacher writes 
the word on the board.  Children tick each sound spelt correctly and correct errors with a green 
coloured pencil/pen.  
Activity 5: Hold a sentence 
Purpose: To use correct spelling, punctuation and word order.  
Marking: Children mark with guidance from their teacher or teaching assistant.  The teacher writes 
the sentence on the board.  With a green coloured pencil children: 

• Tick correct and insert missing punctuation 
• Tick words spelt correctly 

Staff Handbook 367 18/05/2022



• Correct words with sounds spelt incorrectly  
Activity 6: Build a sentence 
Purpose: To use new vocabulary in a sentence. 
Marking: Respond verbally to children’s word choices during the lesson.  

• Tick adventurous vocabulary, including the Build a sentence word 
• Draw a bold purple line under misspelt Red Words that you expect children to spell correctly 
• Use a purple ^ to indicate that a word or letter needs inserting 
• Avoid correcting spellings of adventurous words containing graphemes not yet taught 
• Write a positive comment about the use of vocabulary/sentence structure 

Activity 7: Editing for spelling and punctuation 
Purpose: To develop editing skills relating to spelling, punctuation and word order. 
Refer to the ‘Get Writing!’ handbook. Mark according to the features of each fiction and non-fiction 
task. 
Marking: Children mark with guidance from their teacher or teaching assistant.  The teacher writes 
the sentence on the board. 
With a green coloured pencil, children tick each corrected error and insert any missed words or 
letters. 
Activities 8 and 9: Writing composition 
Purpose: To write a composition using the writing frames and picture promps. 
Mark according to the features of each fiction and non-fiction task. 
Marking: Respond verbally to children’s writing during the lesson. 

• Tick adventurous vocabulary. 
• Draw a bold purple line under misspelt Red Words that you expect children to spell 

correctly. 
• Use purple ^ to indicate that a word or letter needs inserting. 
• Write a positive comment about the use of vocabulary, sentence structures/ideas. 
• Draw a bold purple line under spellings of adventurous words containing graphemes not yet 

taught and write correct spelling above the word. 
• Provide children with steps for improvement. 
• Note common errors/steps to inform future teaching. 
• Write a prompt for children to respond to in the next lesson using  ‘next steps’ stickers when 

appropriate. 
Specific guidance to marking in Big Writing (Year1 and 2 Children) 
Occasional peer marking is encouraged. The children are then encouraged to respond to the marking 
and to work on the suggestions given. 
Children are encouraged to explain why they found a task difficult or feel that they have not 
achieved the level that they had hoped for when assessing using smiling faces. 
Teachers write a target that has been achieved and the next steps for children to respond to whilst 
working on their next piece of writing. 
Verbal feedback is given and responded to.   
Children are encouraged to set themselves targets when appropriate. 

3. Prep School Assessment Policy 
(Reviewer: Lloyd Dannatt, August 2021) 
 
Aim: 
We believe that the key purpose of assessment is to help children to move on in their learning. 
Where verbal and written feedback is effective, pupils understand it as part of an on-going dialogue 
which helps them to improve their work. 
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Practice: 
Formative assessment will vary according to departments. This could be a combination of light touch 
marking: ticks, traffic light system, star and a wish, stickers etc. and more detailed formative 
assessment which informs teacher and pupil of learning progress and identifies targets to inform 
further progress. 
 
Throughout the Prep school pupils are strongly encouraged to respond to teachers' marking with 
written comments to demonstrate they have understood the points that have been made about 
their work. Teachers should mark in red ink, if pupils are peer marking or self-assessing they should 
use green ink.  
 
In Years 7 and 8 work will be marked according to the child’s Challenge Grade. A score of CG-2, CG-1, 
CGü or CG+1 must be written on students’ work, in addition to the usual mark or grade, to show 
where they are in relation to their Challenge Grade. Year 7 Challenge Grades will not be set until 3 to 
5 weeks into the Michaelmas term, so a score against the Challenge Grade can’t be given on marked 
work until after this point.    
 
In Years 3-5 work is marked and written feedback provided to pupils without reference to their 
challenge grade. In Y6 English prep may be marked with reference to the pupil’s challenge grade, 
using the system above. All other subjects in Y6 will mark and provide written feedback without 
reference to challenge grades. 
 
Written feedback 
Marking and written feedback needs to be focused and reflect the learning objectives for that 
particular piece of work. Written feedback has two purposes. 

• To indicate to the child that the work is valued. 
• To indicate to the child the successes they have made and how their work might be 

improved next time, through comments of praise, improvements and prompts. This should 
clearly identify the child’s next steps in learning. 

•  
When written feedback is made it is important that children are given time to read the comments 
and respond to them, so that their work clearly demonstrates the impact the marking has had on 
their learning. 
 
It is expected that teachers will mark pupils’ prep regularly, weekly in the case of Maths and English, 
but at least every 10 days in other subjects. Other written work completed in lessons should also be 
reviewed regularly. Once work has been collected the pupil should not have to wait longer than 2 
lessons for their feedback. 
 
Self-assessment and peer marking against set guidance and criteria are also acceptable, provide this 
is alongside an appropriate amount of teacher marking. 
 

SPG errors are marked using the following standard marginalia: 
S = Spelling 
P = Punctuation 
G = Grammatical error 
NP = New paragraph 
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Verbal feedback 
Verbal feedback is also an effective form of feedback. This includes on-going feedback from the 
teacher that occurs for pupils and groups of pupils to help them improve understanding, develop 
effective strategies and correct misconceptions or mistakes. 
 
This feedback happens within the lesson and leads to direct action on the part of the pupil or group 
of pupils. Its impact can be measured by the extent to which children’s learning is progressed during 
the lesson. Verbal feedback is also about reassurance and confirmation of success and is part of the 
positive ethos of our school and an important motivating factor. 

4. Senior School Assessment Policy 
The school requires each teacher to provide regular constructive feedback to pupils on their work. 
All departments are expected to follow this policy, although individual Heads of Department may 
request permission from the Deputy Head (Academic) to follow a variation on this policy, if agreed, 
details of any departments following variations to the policy will be centrally stored.  
 
The style of marking and feedback should be tailored appropriately by each department. Some 
departments will prefer to use marking that is ‘little and often’ (such as vocabulary tests), other 
departments will be working on longer projects and in this case marking will be ‘longer but less 
frequent’. It is expected that teachers will mark pupils’ work, ideally weekly, but at least every 10 
days. Once work has been collected the pupil should not have to wait longer than 2 lessons for their 
feedback. 
 
Teachers should mark in red ink, if pupils are peer marking or self-assessing they should use green 
ink. 
 
A score of CG-2, CG-1, CGü or CG+1 must be written on students’ work, in addition to the usual mark 
or grade, to show where they are in relation to their Challenge Grade. Shell and LVI Challenge 
Grades will not be set until 3 to 5 weeks into the Michaelmas term, so a score against the Challenge 
Grade can’t be given on marked work until after this point. Scores given at Challenge Grade reviews 
should reflect the work scores given since the previous Challenge Grade review. Clearly scores 
cannot be given unless work is being marked on a regular basis. Pupil self-marking or peer marking is 
occasionally an acceptable form of assessment but only if used on an irregular basis. 
 
Long projects can only reach a successful conclusion if constructive feedback has been given along 
the way. Coursework or projects must be regularly inspected to ensure that pupils are on track, 
therefore interim deadlines are usually necessary. Departments that set major pieces of coursework 
or essays must issue pupils with written guidance beforehand. This should list the criteria against 
which the work will be judged and it would be useful to include a space for pupils to write their own 
self-assessment. 
 

SPG errors are marked using the following standard marginalia: 
S = Spelling 
P = Punctuation 
E = Error of expression 
G = Grammatical error 
NP = New paragraph 
S/S = Sentence structure  
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We should aim to add a formative constructive comment. Clearly weak students should not be 
demoralised by a sea of red ink; we should correct and advise on the worst features first. 
 
We should avoid regularly setting preps that do not require pupils to produce a concrete output. 
Reading should form an important part of a prep but written work confirms that this reading has 
been completed. Teachers should be aware of their prep time allocation and should set an amount 
of work that realistically reflects this. Heads of departments should inspect the quality and quantity 
of work being set by their departments. It is their responsibility to ensure that these marking policies 
are being followed. 

5. Grades & Reports 
(Reviewer: Lloyd Dannatt, August 2021) 
 
Reporting takes these forms: 

• Challenge grade reviews 
• Performance summary sheets showing the year’s Challenge Grade Review scores 
• Results statements (exams) 

 

LVI - UVI At the beginning of the Sixth Form a Challenge Grade is set for each pupil in each of their 
subjects. These grades will challenge pupils, they will be ambitious and, with hard work, 
achievable A level grades at the end of the UVI.  

Challenge grade reviews are addressed to pupils, they evaluate performance since the last 
review and provide important advice on key points to focus on. A score is given to indicate 
whether the pupil remains on the correct trajectory to achieve the CG. 

Shell, Remove  
and Vth 

At the beginning of the Shell a Challenge Grade is set for each pupil in each of their 
subjects. These grades will challenge pupils, they will be ambitious and, with hard work, 
achievable GCSE grades at the end of the Vth Form.  

Challenge grade reviews are addressed to pupils, they evaluate performance since the last 
review and provide important advice on key points to focus on. A score is given to indicate 
whether the pupil remains on the correct trajectory to achieve the CG. 

Y7 - Y8 At the beginning of Y7 a Challenge Grade is set for each pupil in each of their subjects. 
These grades are aspirational, set on an individual basis for pupils to be working towards. 
With focus, determination and a good work ethos they are grades that we think a pupil 
should be capable of achieving in their end of Y8 exams. Challenge grade reviews are 
addressed to pupils, they evaluate performance since the last review and provide 
important advice on key points to focus on. 

The highest challenge grade that can be set is an A grade. Pupils with an A challenge grade 
may be awarded a score of +1 in their challenge grade review to indicate that recent work 
has been at scholarship level.  
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Y3 – Y6 At the beginning of Y3, Y4, Y5 and Y6 a Challenge Grade is set for each pupil in the core 
subjects of Maths and English. A Science Challenge Grade is also set in Y4, Y5 and Y6. These 
grades are aspirational, set on an individual basis for pupils to be working towards. With 
focus, determination and a good work ethos they are grades that we think a pupil should 
be capable of achieving in their end of year internal assessments. 

Challenge grade reviews are written for all subjects, discussing progress since the last 
review and provide important advice on key points to focus on. These comments are 
addressed to parents. For Maths, English and Science (Y4-6) a score is given indicating the 
level of recent performance in these subjects relative to their challenge grade. 

YR – Y2 There are no grades set in the Pre-Prep. Periodically throughout the year, a review is 
written for all subjects, discussing progress since the last review and to provide important 
advice on key next steps. When teachers write challenge grade reviews they will indicate 
the child’s level of progress as emerging, expected or exceeding. 

Challenge grades are set based on the detailed academic information we have about your child gleaned from 
tools such as MidYIS, verbal reasoning scores, non-verbal reasoning, common entrance scores and other tests 

 Represents achievement beyond expectation 

 Indicates that they are on track to achieve their projected challenge grade 

-1 Indicates that more work is required to achieve the projected grade 

-2 Indicates that significantly more work is required to achieve the projected grade and is a 
cause for concern. 

Challenge Grade Reviews 
 
Comments are addressed to the parents in YR to Y6 and to the pupil in Y7 to UVI. 
 
Further guidance regarding the writing of Challenge Grades can be found in the ‘Exams and 
reporting instructions’ document in Prep Admin/Academic Documents or in Senior Academic 
Documents. 
 
Dates that Challenge Grade reviews are due are set out in the Academic Year Calendar in the 
electronic folder, Academic Documents/ Academic Year Calendar. 
 
Throughout the College the following timings apply during the week that a Challenge Grade Review 
is due: 
 

• Wednesday 2pm: Deadline to enter comments. 
• Friday 2pm: Deadline to enter Tutor reports. 
• The review is then due to be released to parents the following Monday or Tuesday. 

 
In all sections of the College it is the responsibility of the teacher writing the challenge grade review 
to proof read and, if appropriate, correct the written comment. 
 
It is the tutor’s responsibility to check that all comments have been written and to chase those 
which are not done to ensure that the deadlines can be met. All comments should be error free by 
the time the tutor reads them. However, if the tutor does come across errors when reading them 
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they should, where necessary, make corrections and inform the teacher. Tutors are able to view all 
comments and to examine those for previous terms. 

6. A guide to writing challenge grade review comments 
(Reviewer: Lloyd Dannatt, August 2021) 
 
Details of the expected focus of each challenge grade review for each year group can be found in the 
Challenge Grade Review and Internal Exam Guide, updated and re-issued annually by the Deputy 
Head (Academic). The guide also contains the information about the timings of reviews and general 
guidance on writing teacher comments.  

7. Good Work and Poor Work 
(Reviewer: Lloyd Dannatt, August 2021) 
 
Good Work 
High achievement brings its own rewards of prizes, scholarships, examination success and high 
marks. Good effort, because it does not always receive the same rewards, will be encouraged and 
rewarded in other ways such as Challenge Grade awards in the assemblies, departmental awards 
which may include stickers etc. and in Houses by Housemasters/mistresses. 
Poor Work 
Poor or late work may be punished by extra work to be done in detention (an academic detention or 
a Friday detention) or in a pupil’s own time. Poor or late work should be recorded using a HoY Alert. 
The HoY may place the pupil on a Report Card. 
 

8. Examinations  
(Reviewer: Lloyd Dannatt, August 2021) 
 
External Public Examinations      
Invigilation of External Examinations 
These normally take place in the Sports Hall and external invigilators are employed by the College. A 
subject representative must also be present at the start of all papers to check that everything is 
running smoothly. The subject representative is not allowed to look at a copy of the paper. 
 
Internal School Examinations   
These examination periods each last for about a week. The annual academic calendar indicates the 
timings of exams for every year group. This is usually finalized before Easter for the year ahead. Staff 
will be required to set, mark and invigilate School exams. The results of these examinations help 
with course selection, grade predictions, and set moves. 
 
Prep School Standardised Testing arrangements 
Early in the Michaelmas term the following assessments will take place: 
 

Primary Years 
 Year group Test no. CAT 4 CAT Young 

 
Baseline NVR Reasoning MidYIS 

R    ✔    
1      ✔   
2 X  ✔      

Staff Handbook 373 18/05/2022



3 Y  ✔      
4 A ✔       
5 B ✔       
6 C ✔       

  
Secondary Years 
Year group Test no. CAT 4 CAT Young 

 
Baseline NVR Reasoning MidYIS 

7       ✔ 
8     ✔   

 
 

Staff Handbook 374 18/05/2022



Parental Complaints Procedure 
(Reviewer: Dominic Mott, August 2021) 
Applicable to College (including EYFS setting) 

1. Background 
Hurst has long prided itself on the quality of the teaching and pastoral care provided to its pupils.  
However, if parents do have a complaint, they can expect it to be treated by the College with care 
and in accordance with this procedure.    
 
Hurst makes its complaints procedure available to all parents of pupils and of prospective pupils on 
the College's website and will ensure that parents of pupils and of prospective pupils who request it 
are made aware that this document is published or available and the form in which it is published or 
available.  
 
In accordance with part 6 of The Education (Independent School Standards) Regulations 2014, Hurst 
will make available to parents of pupils and of prospective pupils and provide, on request, to the 
Chief Inspector, the Secretary of State or an independent inspectorate, details of the complaints 
procedure and the number of complaints registered under the formal procedure during the 
preceding school year. 

2. What Constitutes a Complaint? 
A complaint is any matter about which a parent of a pupil is unhappy and seeks action by the 
College.  It may be made about the College as a whole, about a specific department or about an 
individual member of staff.  We recognise that it is right and appropriate for a parent to make a 
complaint if they believe that the College has done something wrong, or failed to do something that 
it should have done, or acted unreasonably or unfairly.  

3. Policy Statement 
The aim of this policy and procedure is to ensure that a complaint is managed sympathetically, 
efficiently, at the appropriate level, and that it is resolved as quickly as possible.  
 
Parents can be assured that all concerns and complaints will be treated seriously and confidentially, 
and that any complaints which they make will not rebound adversely on their children.  Likewise, 
pupils who raise a complaint in good faith via their parents will not be penalised.  
 
The College will seek to resolve every complaint in a positive manner.  We recognise that a 
complaint which is not resolved quickly and fairly can soon become a cause of resentment which is 
damaging to relationships and to the culture of the College.   

4. Timeframe for Dealing with Complaints 
All complaints will be handled seriously and sensitively.  They will be acknowledged within five 
working days if received during term time and as soon as practicable during holiday periods.  It is in 
everyone's interest to resolve a complaint as speedily as possible: the College's target is to complete 
the first two stages of the procedure within 28 days if the complaint is lodged during term-time and 
as soon as practicable during holiday periods.    
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Stage 3, the Appeal Panel Hearing, will be completed within a further 28 days if the appeal is lodged 
during term-time and as soon as practicable during holiday periods. 

5. The Complaints Procedure 
Stage 1 – Informal Resolution 

• It is hoped that most complaints and concerns will be resolved quickly and informally.    
 

• If parents have a complaint they should initially contact the person most closely concerned 
with the issue.  This could be either the Form teacher (in the Prep school and Pre-prep), the 
Head of Year or Head of Department (for academic matters), the Housemaster/mistress (for 
pastoral matters), or the Finance Bursar (for fee-related matters).  

 
• In the majority of cases, the matter will be resolved straightaway by this means to the 

parents' satisfaction, but if the person contacted cannot resolve the matter alone it may be 
necessary for them to consult the Head or Deputy Head of the Senior school, or the Head of 
the Prep school, or the Chief Financial Officer.    

 
• Complaints made directly to the Head or a Deputy Head of the Senior school, or the Head of 

the Prep school, or the Bursar will usually be referred to the relevant Form teacher/Head of 
Year/Head of Department/ Housemaster/Housemistress unless the Head/Deputy 
Head/Bursar deems it appropriate for him/her to deal with the matter personally.    

 
• The person receiving the complaint will make a written record of all concerns and 

complaints and the date on which they were received.  Should the matter not be resolved 
within 10 working days or in the event that the person receiving the complaint and the 
parent fail to reach a satisfactory resolution then parents will be advised to proceed with 
their complaint in accordance with stage 2 of this procedure.    

 
• Where the complaint is against Head or Deputy Head of the Senior or the Head of the Prep 

School or the Bursar, parents should make their complaint to the College Headmaster.  
 

• If however, the complaint is against the College Headmaster, parents should make their 
complaint directly in writing to the Chair of Governors, who may be contacted via the 
Bursar.    

 
Stage 2 – Formal Resolution 

• If the issue cannot be resolved on an informal basis then the parents should put their 
complaint in writing to the college headmaster.  The headmaster will decide, after 
considering the complaint, the appropriate course of action to take.  This may involve 
delegating the matter to the head of the senior school or head of the prep school if they 
have not been involved at that point.   

 
• In most cases, the headmaster will meet with the parents concerned, normally within 5 

working days of receiving the written complaint, to discuss the matter.  If possible, a 
resolution will be reached at this stage.  

 
• If further investigations are necessary the headmaster (or another senior member of staff 

appointed by him) will undertake these.   
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• The person undertaking the investigations will keep written records of all meetings and 
interviews held in relation to the complaint.  

 
• Once the headmaster is satisfied that, so far as is practicable, all of the relevant facts have 

been established, a decision will be made and parents will be informed of this decision in 
writing.  The headmaster will also give reasons for his/her decision.  

 
• If the complaint is against the college headmaster, the chair of governors will call for a full 

report from the headmaster and for all the relevant documents.  The chair may also call for a 
briefing from members of staff, and will in most cases, speak to or meet with the parents to 
discuss the matter further.  Once the chair is satisfied that, so far as is practicable, all of the 
relevant facts have been established, the parents will be informed of the decision in writing.  
The chair will give reasons for his/her decision.  

 
• If parents are still not satisfied with the decision, they should proceed to stage 3 of this 

procedure.    
 

Stage 3 – Panel Hearing 
• If parents seek to invoke stage 3 (following a failure to reach an earlier resolution) they will 

be referred to chair of governors who will call a hearing of the complaints panel.           
 

• The matter will then be referred to the complaints panel for consideration.  The panel will 
consist of three persons not directly involved in the matters detailed in the complaint and 
one of whom shall be independent of the management and running of the college.  The 
chair of governors, on behalf of the panel, will then acknowledge the complaint and 
schedule a hearing to take place as soon as practicable and normally within 14 days.  

 
• If the panel deems it necessary, it may require that further particulars of the complaint or 

any related matter be supplied in advance of the hearing.  Copies of such particulars shall be 
supplied to all parties normally not later than 3 working days prior to the hearing.  

 
• The parents may attend the hearing and be accompanied to the hearing by one other person 

if they wish.  This may be a relative, teacher or friend.  Legal representation will not normally 
be appropriate.  

 
• If possible, the panel will resolve the parents' complaint without the need for further 

investigation.  Where further investigation is required, the panel will decide how it should be 
carried out.    

 
• After due consideration of all facts they consider relevant, the panel will make findings and 

may make recommendations.  
 

• The Panel will write to the parents informing them of its decision and the reasons for it, 
normally within 5 working days of the hearing.  The decision of the Panel will be final.  A 
copy of the Panel's findings and recommendations (if any) will be sent by electronic mail or 
otherwise given to the parents, and, where relevant, the person complained about as well as 
the Chair of Governors and the Head. 
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6. Recording Complaints 
The College will keep a written record of all formal complaints (i.e. those not resolved at stage 1) and 
whether they are resolved at stage 2 or proceed to a panel hearing.  These written records will 
usually contain the following information:   

• Date when the issue was raised  

• Name of parent  

• Name of pupil  

• Description of the issue – and particularly if the complaint relates to the boarding provision 
at the College  

• Records of all the investigations (if appropriate)  

• Witness statements (if appropriate)  

• Name of member (s) of staff handling the issue at each stage  

• Copies of all correspondence on the issue (including emails and records of phone 
conversations)  

• At the College’s discretion, additional records may be kept of other complaints.  

  
The College will keep a written record of action taken as a result of all formal complaints (regardless 
of whether they were upheld).  
 
Correspondence, statements and records relating to individual complaints will be kept confidential 
except where the Secretary of State or a body conducting an inspection under section 109 of the 
Education and Skills Act 2008 requests access to them.    

7. Complaints relating to Early Years 
Written complaints about the fulfilment of the EYFS requirements will be investigated and the 
complainant notified of the outcome of the investigation within 28 days.  
 
Hurst will provide the ISI or Ofsted, on request, with a written record of all complaints made during 
any specified period, and the action which was taken as a result of each complaint.    
 
A record of any complaint will be held by the College for three years.  
 
Parents may complain directly to the ISI or to Ofsted if they believe the College is not meeting the 
EYFS requirements.   
 

• Ofsted may be contacted on 0300 123 1231 or by email: enquiries@ofsted.gov.uk.  
 

• The ISI may be contacted on 020 7600 0100 or by email: concerns@isi.net. 
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8. Complaints Procedure – Responsibilities 
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Parental Leave Policy 
This policy is intended to provide guidance on your statutory entitlement to parental leave. It does 
not form part of your contract of employment. 

1. Introduction 
 
Purpose:  This policy is intended to provide guidance on your statutory entitlements and the 
School’s position in respect of shared parental leave and pay.  
 
Shared parental leave:  Shared parental leave (SPL) is available to working parents following the 
birth or adoption of a child.  It applies in respect of children who are expected to be born, or where 
an adoption agency is expected to place a child with parents, on or after 5 April 2015. 
 
Aims:  The SPL regime is aimed at enabling eligible parents to choose how to care for their child 
during the first year of birth or adoption.  Its purpose is to give parents more flexibility in considering 
how best to care for their child. 
 
Definitions:  This policy will use the following terms, which for the purpose of this policy shall have 
the following meanings: 

• parent:  one of two people who will share the main responsibility for the child's upbringing 
(and who may be either the mother, the father, or the mother's partner if not the father); 

• partner:  spouse, civil partner or someone living with another person in an enduring family 
relationship, but not a sibling, child, parent, grandparent, grandchild, aunt, uncle, niece or 
nephew; 

• expected week of childbirth (EWC):  the week, beginning on a Sunday, in which the doctor 
or midwife expects your child to be born. 

2. Eligibility for SPL 
 
Eligibility general:  Not everyone will meet the criteria to qualify for SPL but even those who are 
eligible may find that other arrangements are more appropriate to their family plans and 
circumstances.  Parents should give serious consideration to the options available and which will be 
most beneficial to their situation.  If you opt in to the SPL scheme, you will forgo any remaining 
rights under the School's Maternity or Adoption Policy. 
 
Eligibility (birth):  You are entitled to SPL in relation to the birth of a child if: 

• you are the child's mother, and share the main responsibility for the care of the child with 
the child's father (or your partner, if the father is not your partner); 

• you are the child's father and share the main responsibility for the care of the child with the 
child's mother; or 

• you are the mother's partner and share the main responsibility for the care of the child with 
the mother (where the child's father does not share the main responsibility with the 
mother). 

 
Eligibility (adoption):  You are entitled to SPL if: 
an adoption agency has placed a child with you and / or your partner for adoption; and  
you intend to share the main responsibility for the care of the child with your partner. 
 
Conditions:  The following conditions must also be fulfilled: 
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• you have been continuously employed by the School for 26 weeks at the end of the 15th 
week before the expected week of childbirth (EWC) or the week the adoption agency 
notifies you that you have been matched with a child for adoption and still be employed by 
the School in the week before the leave is to be taken; and 

• the other parent must have worked (in an employed or self-employed capacity) in at least 26 
of the 66 weeks before the EWC or the week the adoption agency notifies you that you have 
been matched with a child for adoption and had average weekly earnings of at least £30 
during 13 of those weeks; and 

• you and the other parent must give the necessary statutory notices and declarations as 
summarised below, including notice to end any maternity leave, statutory maternity pay 
(SMP), periods of maternity allowance (MA) or adoption allowance (AA), statutory adoption 
leave (SAL) or statutory adoption pay (SAP). 

 
Entitlement:  The total amount of SPL available is 52 weeks, less the weeks spent by the child's 
mother or the primary adopter on maternity or adoption leave (or the weeks in which the mother or 
primary adopter has been in receipt of SMP, MA, AA or SAP if the mother or your partner is not 
entitled to maternity or adoption leave). 
 
Compulsory maternity or adoption leave:  If you are the mother or primary adopter you cannot 
start SPL until after the compulsory maternity or adoption leave period, which lasts until two weeks 
after birth or placement. 
 
Paternity leave:  If you are the child's father or the mother's partner, or if your partner is claiming 
SAP, you may be entitled to paternity leave and pay.  For further details please refer to the School's 
paternity leave policy.  You should consider using your two weeks' paternity leave before taking SPL.  
Once you start SPL you will lose any untaken paternity leave entitlement.  SPL entitlement is in 
addition to your paternity leave entitlement. 

3. Choosing the SPL and pay regime 
 
Choosing SPL:  Parents who wish to choose the SPL regime will need to comply with the notification 
requirements which are set out within this policy.  We may also require you to provide further 
evidence of eligibility.  The details are provided below but in overview the steps required are: 

• step 1 - Provision of a curtailment notice - bringing maternity or adoption leave (and pay) to 
an end.  See Form 1; 

• step 2 - Provision of an opt-in notice - entitlement and intention to take SPL.  See Forms 2a 
or 2b; 

• step 3 - Provision of the period of leave notice - requesting SPL dates.   See Form 3.  
 
Consequences of choosing SPL:  Parents should familiarise themselves with the consequences of 
opting in to SPL before making any decisions.  Mothers and primary adopters will reduce their own 
maternity or adoption leave by choosing SPL. 

4. Ending maternity or adoption leave 
 
Curtailment notice:  If you are the child's mother or the primary adopter and are still on maternity 
or adoption leave, you must give us at least eight weeks' written notice to end your maternity or 
adoption leave before you can take SPL.  The curtailment notice must state the date your maternity 
or adoption leave will end.  You can give the notice before or after you give birth or adoption leave 
starts, but you must take your two weeks' compulsory maternity or adoption leave. 
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Opt-in to SPL:  As explained further below, you must also give us, at the same time as the 
curtailment notice, a notice to opt-in to the SPL scheme or a written declaration that the child's 
father or your partner has given his or her employer an opt-in notice and that you have given the 
necessary declarations in that notice. 
 
Other employer:  The other parent or your partner may be eligible to take SPL from their employer 
before your maternity or adoption leave ends, provided you have given the curtailment notice. 
Revocation:  The curtailment notice is usually binding and cannot be revoked.  Please do consider 
your options very carefully before completing a revocation notice (see Form 5) to end your 
maternity or adoption leave period and notice to opt-in to SPL.  You can only revoke a curtailment 
notice if maternity or adoption leave has not yet ended and one of the following applies: 

• if you realise that neither you nor the other parent are in fact eligible for SPL or statutory 
shared parental pay (ShPP), you can revoke the curtailment notice in writing up to eight 
weeks after it was given; 

• if you gave the curtailment notice before giving birth, you can revoke it in writing up to eight 
weeks after it was given, or up to six weeks after birth, whichever is later; or 

• if the other parent dies. 

5. Opting-in to SPL and pay 
Opting-in:  If you decide to choose the SPL regime, at the same time as providing the curtailment 
notice you must give the School a written opt-in notice, not less than eight weeks before the date 
you intend your SPL to start, confirming: 

• your name and the name of the other parent or your partner's name; 
• if you are the child's mother, the start and end dates of your maternity leave or if you are 

taking adoption leave, the start and end dates of your adoption leave; 
• if you are the child's father or the mother's partner, the start and end dates of the mother's 

maternity leave, or if she is not entitled to maternity leave, the start and end dates of any 
SMP or period of MA; 

• if your partner is taking adoption leave, the start and end dates of your partner's adoption 
leave, or if your partner is not entitled to adoption leave, the start and end dates of any SAP 
or period of AA;  

• the total SPL available, which is 52 weeks minus the number of weeks' maternity leave, SMP, 
MA, SAL, SAP or AA period taken or to be taken by you or your partner; 

• how much of the available SPL will be allocated to you and how much to the other parent or 
your partner.  (You can change the allocation by giving us a further written notice, and you 
do not have to use your full allocation); 

• if you are claiming ShPP, the total ShPP available, which is 39 weeks minus the number of 
weeks of the SMP, MA, SAP or AA period taken (or to be taken); 

• how much of that will be allocated to you and how much to the other parent or your 
partner.  (You can change the allocation by giving us a further written notice, and you do not 
have to use your full allocation); 

• declarations by you and the other parent or your partner that you meet the statutory 
conditions for entitlement to SPL and ShPP; and 

• an indication of the pattern of leave you are thinking of taking, including suggested start and 
end dates for each period of leave.  This indication will not be binding at this stage, but 
please give as much information as you can about your future intentions.  You can talk to us 
at any time about your proposed plans for SPL prior to issuing us with a formal period of 
leave notice. 

6. Evidence of entitlement 

Staff Handbook 382 18/05/2022



The School has the right to ask you to provide evidence of entitlement within 14 days of receiving 
your notice opting-in to SPL.  You must also provide within 14 days of a request: 

• a copy of the birth certificate (or if you have not yet obtained a birth certificate, a signed 
declaration of the child's date and place of birth); or 

• one or more documents from the adoption agency showing the agency's name and address, 
and the expected placement date; and  

• the name and address of the other parent's, or your partner's, employer (or a declaration 
that they have no employer); and 

• we may also ask the other parent or your partner to provide their consent for us to contact 
their employer in order to co-ordinate arrangements. 

7. Notification of periods of SPL and providing intended dates 
 
Dates:  Having opted into the SPL system you will need to give a period of leave notice informing the 
School of the start and end dates of your leave.  This can be given at the same time as your opt-in 
notice, or it can be given later, as long as it is given at least eight weeks before the start of your 
leave.  You must also state in your period of leave notice the dates on which you intend to claim 
shared parental pay, if applicable. 
 
Timing of SPL:  If you are the child's father or the mother's partner, or if your partner is taking 
adoption leave, you will only be able to take SPL once the mother or primary adopter has either: 

• returned to work; 
• given her employer a curtailment notice to end maternity or adoption leave; 
• given her employer a curtailment notice to end her SMP or SAP (if they are entitled to SMP 

or SAP but not maternity or adoption leave); or 
• given a curtailment notice to the Benefits Office to end her MA or AA (if she is not entitled to 

maternity or adoption leave, SMP or SAP). 
 
Periods of leave:  You may either request a single continuous block of SPL or alternatively, 
discontinuous periods of leave. 
 
Single leave period:  If your period of leave notice gives dates for a single continuous block of SPL 
you will be entitled to take the leave set out in the notice. 
 
Multiple periods of leave:  You are able to give up to three period of leave notices. 

8. Requesting discontinuous periods of SPL 
 
Discontinuous leave:  In general, a period of leave notice should set out a single continuous block of 
leave.  The School may, in some cases, be willing to consider a period of leave notice where the SPL 
is split into shorter periods (of at least one week) with periods of work in between.  It is best to 
discuss this with the Bursar in advance of submitting any formal period of leave notices.  This will 
give the School more time to consider the viability of your proposed pattern of leave. 
 
Discussion:  If we are unable to agree to your request straight away, there will be a two-week 
discussion period which will likely include a meeting with you, where we can consider how and 
whether the request, or a modified version of it, can be agreed.  At the end of that period, we will 
confirm any agreed arrangements in writing.  
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Refusal:  If we have not reached an agreement, you will be entitled to take the full amount of 
requested SPL as one continuous block, starting on the start date given in your notice (for example, 
if you requested three separate periods of four weeks each, you will be entitled to one 12-week 
period of leave).  Alternatively, you may: 

• choose a new start date (which must be at least eight weeks after your original period of 
leave notice was given), and tell us within five days of the end of the two-week discussion 
period; or 

• withdraw your period of leave notice within two days of the end of the two-week discussion 
period (in which case it will not be counted). 

 
Grounds for refusal of discontinuous leave:  The School will consider all requests for discontinuous 
periods of leave but the School is not obliged to agree to these.  The School will weigh up the 
potential benefits to the employee and to the School and with any adverse impact for the School.  
Each request will be considered on its own facts taking into account factors including the budgetary 
implications, impact on the continuity of the education of the School's pupils, whether the dates 
coincide with challenging or busy periods in the School's calendar or with preparation for exams, or 
may cause staffing or cover concerns.  This list is not exhaustive. 

9. Changing the dates or cancelling your SPL 
 
Cancellation:  You can cancel a period of leave by notifying us in writing at least eight weeks before 
the start date communicated in the period of leave notice (see Form 4).  
 
Change:  You can change the dates for a period of leave by giving us at least eight weeks' notice in 
writing (see Form 4) before the original start date and by communicating the new start date. 
 
Born early:  You do not need to give eight weeks' notice if you are changing the dates of your SPL 
because your child has been born earlier than the EWC, where you wanted to start your SPL a 
certain length of time (but not more than eight weeks) after birth.  In such cases please notify us in 
writing of the change as soon as you can.  
 
Notice:  A notice to cancel or change a period of leave will count as one of your three period of leave 
notices, unless: 

• the variation is a result of your child being born earlier or later than the EWC or as a result of 
the child being placed with you earlier or later than the expected placement date; 

• the variation is at our request; or 
• we agree otherwise. 

10. Shared parental pay (ShPP) 
 
General:  Eligible employees may be entitled to up to 37 weeks of ShPP, whilst talking SPL.  This is 
reduced by any weeks of SMP, SAP, MA or AA claimed by you, the other parent or your partner.  The 
remainder of your SPL will be unpaid.  ShPP is paid at the prescribed rate set by the government for 
the relevant tax year. 
 
Eligibility for ShPP:  You will be entitled to ShPP provided you have complied with the notification 
requirements above, you have been continuously employed by the School for 26 weeks at the end of 
the 15th week before the EWC, and your average earnings are not less than the lower earnings limit 
set by the government each tax year.  ShPP is only payable during a week where you intend to care 
for the child. 
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Allocation of ShPP:  The opt-in notice should set out how you and your partner or the other parent 
intend to allocate any entitlement to ShPP between you. 
 
Benefits during SPL:  Whilst you are absent on SPL, you will continue to be entitled to receive the 
non-cash benefits provided under your contract of employment.  For the avoidance of doubt, non-
cash benefits do not include wages or salary. 

11. Keeping in touch 
 
Informal discussion:  Before your SPL starts we will discuss with you the arrangements for covering 
your work and the opportunities for you to remain in contact, should you wish to do so, during your 
leave.  Unless you request otherwise, you will remain on circulation lists for internal news, job 
vacancies, training and work-related social events. 
 
Shared Parental Leave In Touch days (SPLIT days):  You may work (including attending training) for 
up to 20 SPLIT days during your SPL without bringing your SPL or ShPP to an end.  This is in addition 
to any keeping in touch days that you may have taken during maternity or adoption leave.  The 
arrangements, including pay, can be set by agreement between you and the School. 
 
Before you return:  Shortly before you are due to return to work, the School may invite you to have 
a discussion (whether in person or by telephone) about the arrangements for your return.  This may 
include updating you on any changes that may have occurred, discussing any necessary training and 
any changes to working arrangements. 

12. Returning to work 
Returning early: If you wish to return to work earlier than the end of the period of leave requested 
you must notify the School in writing of your intention to do so not less than eight weeks before 
your expected return to work.  You will not under any circumstances be allowed to return to work 
during the two weeks immediately following childbirth or the placement of a child with you.  Failure 
to notify the School of your intention to return early may mean that your return to work is 
postponed. 
 
Returning late:  If you wish to return later than the end of your full period of leave, you should 
either submit a new period of leave notice at least eight weeks before the date you were due to 
return to work, request unpaid parental leave in accordance with the parental leave policy (giving 
the School as much notice as possible), or request paid annual leave (if you are entitled to take leave 
at such a date).  If you are unable to return to work due to sickness or injury, this will be treated as 
sickness absence.  In any other case, late return will be treated as unauthorised absence. 
 
Return from SPL:  You will be employed in the same position upon your return to work from SPL that 
you occupied before your leave period began.  You will be entitled to return on the same terms and 
conditions as if you had not been absent if your leave period has been 26 weeks or less. 
 
Returning after 26 weeks' leave:  if your SPL and any maternity, adoption or paternity leave you 
have taken is more than 26 weeks in total (whether or not taken consecutively) or if you took SPL 
consecutively with more than four weeks' ordinary parental leave (under the School's parental leave 
policy), and it is not reasonably practicable for you to return to the same position upon your return 
to work, you will be redeployed to a job which is suitable and appropriate for you in the 
circumstances.  You will be entitled to return on terms and conditions no less favourable than you 
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would have been entitled to had you not been absent, and with the seniority, pension rights and 
similar rights as you would have had if the period of employment prior to your SPL period was 
continuous with the period of employment following it. 

13. Deciding not to return 
 
Notification:  If you do not intend to return to work, or are unsure whether to return, it is helpful if 
you raise this with the School as early as possible.  If you decide not to return you should give notice 
of resignation in accordance with your employment contract.  The amount of SPL left to run must be 
at least equal to your contractual notice period, otherwise you may be required to work for the 
remainder of the notice period.  Once you have given notice, you cannot change your mind without 
our agreement. 

14. Returning to work part-time 
 
Requests:  The School will deal with any requests by employees to change their working patterns 
(such as working part-time) after SPL on a case by case basis.  There is no absolute right to insist on 
working part-time, but we will try to accommodate your wishes unless there is a justifiable reason 
for refusal, bearing in mind the needs of the School.  It is helpful if requests are made as early as 
possible.  The procedure for dealing with such requests is set out in our flexible working policy. 
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15. Shared parental leave forms 
 
Form 1: curtailment notice: bringing maternity / adoption leave (and pay) to an end 

Name Department 

I wish to bring my [• ordinary / additional] maternity / adoption leave and maternity / adoption 
pay (if applicable) to an end to be able to take shared parental leave.  I have also: 
• completed a form providing an opt-in notice to take shared parental leave; or 
• provided a declaration that my partner has provided an opt-in notice to take shared parental 

leave to his / her employer and consent to the amount of leave that he/she intends to take. 

I confirm that the date on which I wish to end my maternity / adoption leave is at least: 
• eight weeks after the date of this curtailment notice; and 
• two weeks after I have given birth (where appropriate) or two weeks after the child has been 

placed with me for adoption; and 
• one week before what would have been the end of my additional maternity/adoption leave. 

I wish to end my [• ordinary / additional] 
maternity /adoption leave on: 

……………………………………. 

I wish my maternity / adoption pay period (if applicable) to 
end on: 

……………………………………. 

Signed ………………………………………… Dated …………………………………………. 

Notes 
This form should be used by members of staff wishing to curtail their maternity / adoption leave in 
accordance with the Shared Parental Leave policy set out in the staff handbook. 
Full details of the Shared Parental Leave policy are contained in the staff handbook. 
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Form 2A: opt-in notice: mother / primary adopter's entitlement and intention to take SPL 

Name Department 

I wish to provide the School with an initial indication of my proposed shared parental leave, as 
well as the required declarations from myself and my partner. 

Section A: information which must be provided by employee 

My partner's name is …………………………………………. 

My maternity / adoption leave [• started / is expected to start] 
on 

…………………………………………. 

My maternity / adoption leave [• ended / is expected to end] 
on 

…………………………………………. 

My [• child's expected week of birth is / child was born on / 
child is expected to be placed with me / child was placed with 
me] 

…………………………………………. 

The total amount of shared parental leave my partner and I 
have available is 

…………………………………………. 

I intend to take the following number of weeks' shared 
parental leave 

…………………………………………. 

My partner intends to take the following number of weeks' 
shared parental leave 

…………………………………………. 

The total amount of shared parental pay (if applicable) my 
partner and I have available is 

…………………………………………. 

I intend to take the following number of weeks' shared 
parental pay (if applicable) 

…………………………………………. 

My partner intends to take the following number of weeks' 
shared parental pay (if applicable) 

…………………………………………. 

Indication of SPL dates (if known) 

I intend to take shared parental leave on the following dates 
(please include the start and end dates for each period of leave 
that you intend to take) 

…………………………………………. 
…………………………………………. 
…………………………………………. 
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Section B: declaration which must be completed by employee 

I [• satisfy / will satisfy] the following eligibility requirements to take shared parental leave (tick 
and sign as appropriate) 

I [• have / will have] 26 weeks' continuous 
employment ending with the 15th week before the 
expected week of childbirth or the week the adoption 
agency notifies me that I have been matched with a 
child for adoption and, by the week before any period 
of shared parental leave that I take, I will have 
remained in continuous employment with the School. 

 …………………………………………. 
 

At the date of the child's birth or placement for 
adoption, I [• have / will have] the main responsibility, 
apart from my partner, for the care of the child. 

 …………………………………………. 
 

I am entitled to statutory maternity / adoption leave in 
respect of the child. 

 …………………………………………. 
 

I have [• complied with the School's 
maternity / adoption leave curtailment requirements / 
returned to work before the end of my statutory 
maternity / adoption leave period], and will comply 
with the School's shared parental leave notice and 
evidence requirements. 

 …………………………………………. 
 

The information that I have provided is true and 
accurate. 

 …………………………………………. 
 

I will immediately inform the School if I cease to care 
for the child. 

 …………………………………………. 
 

Section C: declaration which must be completed by employee's partner 

Name …………………………………………. 

Address …………………………………………. 
…………………………………………. 
…………………………………………. 

National insurance number  
(Please confirm if no national insurance number) 

…………………………………………. 

I [• satisfy / will satisfy] the following eligibility requirements to enable the mother/primary 
adopter to take shared parental leave (all boxes must be ticked) 
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I have been employed or been a self-employed earner in at least 26 of the 66 weeks 
immediately preceding the expected week of childbirth or the week the adoption agency 
notifies me that I have been matched with a child for adoption. 

 

I have average weekly earnings of at least £30 for any 13 of those 66 weeks.  

At the date of the child's birth or placement for adoption, I [• have / will have] the main 
responsibility, apart from the mother, for the care of the child. 

 

I am the father of the child, or am married to / the civil partner of / the partner of, the 
mother / primary adopter. 

 

I consent to the amount of shared parental leave that the mother / primary adopter 
intends to take. 

 

I consent to the School processing the information provided in this form and contacting my 
employer for the purposes of verifying this information. 

 

Signed ………………………………………… 
(Mother / primary adopter) 

Dated …………………………………………. 

Signed ………………………………………… 
(Partner) 

Dated …………………………………………. 

 

Notes 
Full details of SPL entitlement are contained in the Staff handbook. 
You should inform your [• Head of Department] of this notice.  The form should then be passed to 
the [• Bursar / HR manager] who maintains a central record.  Should you cease your employment 
with the School at any time your record will be sent, upon request, to your new employer. 
If you submit a SPL request form and then subsequently wish to change or cancel the dates, Form 4 
should be sent to [• the School Office].  This is your responsibility. 
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Form 2B: opt-in notice: partner's entitlement and intention to take SPL 

Name Department 

I wish to provide the School with an initial indication of my proposed shared parental leave, as 
well as the required declarations from myself and the mother. 

Section A: information which must be provided by employee 

The mother / primary adopter's name is …………………………………………. 

The mother's / primary adopter's maternity / adoption leave 
[• started / is expected to start] on 

…………………………………………. 

The mother's / primary adopter's maternity / adoption leave 
[• ended / is expected to end] on 

…………………………………………. 

The mother / primary adopter [• received / is expected to 
receive] the following periods of [• statutory maternity / 
adoption pay / maternity / adoption allowance] 

…………………………………………. 

My [• child's expected week of birth is / child was born on] …………………………………………. 

The total amount of shared parental leave the mother and I 
have available is 

…………………………………………. 

I intend to take the following number of weeks' shared 
parental leave 

…………………………………………. 

The mother / primary adopter intends to take the following 
number of weeks' shared parental leave 

…………………………………………. 

The total amount of shared parental pay (if applicable) the 
mother / primary adopter and I have available is 

…………………………………………. 

I intend to take the following number of weeks' shared 
parental pay (if applicable) 

…………………………………………. 

The mother / primary adopter intends to take the following 
number of weeks' shared parental pay (if applicable) 

…………………………………………. 

 
 
 

Indication of SPL dates (if known) 

I intend to take shared parental leave on the following dates 
(please include the start and end dates for each period of leave that 
you intend to take) 

…………………………………………. 
…………………………………………. 
…………………………………………. 
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Section B: declaration which must be completed by employee 

I declare that I [• satisfy / will satisfy] the following eligibility requirements to take shared parental 
leave (tick and sign as appropriate) 

I [• have / will have] 26 weeks' continuous employment ending with 
the 15th week before the expected week of childbirth or the week 
the adoption agency notifies me that I have been matched with a 
child for adoption and, by the week before any period of shared 
parental leave that I take, I will have remained in continuous 
employment with the School. 

 …………………………………………. 
 

At the date of the child's birth or placement for adoption, I [• have / 
will have] the main responsibility, apart from the mother / primary 
adopter, for the care of the child. 

 …………………………………………. 
 

I will comply with the School's shared parental leave notice and 
evidence requirements. 

 …………………………………………. 
 

The information that I have provided is true and accurate.  …………………………………………. 
 

I am the father of the child, or am married to, the civil partner of, or 
the partner of, the mother / primary adopter. 

 …………………………………………. 
 

I will immediately inform the School if I cease to care for the child 
or if the child's mother / primary adopter informs me that she has 
revoked the curtailment of her maternity / adoption leave or pay 
period. 

 …………………………………………. 
 

Section C: declaration which must be completed by the mother / primary adopter 

Name …………………………………………. 

Address …………………………………………. 
…………………………………………. 
…………………………………………. 
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National insurance number  
(Please confirm if no national insurance number) 

…………………………………………. 

I [• satisfy / will satisfy] the following eligibility requirements to enable my partner to take shared 
parental leave: 

I have been employed or been a self-employed earner during at least 26 of the 66 weeks 
immediately preceding the expected week of childbirth or the week the adoption agency 
notifies you that you have been matched with a child for adoption. 

 

I have average weekly earnings of at least £30 for any 13 of those 66 weeks.  

At the date of the child's birth or placement for adoption, I [• have / will have] the main 
responsibility, apart from my partner, for the care of the child. 

 

I am entitled to statutory maternity / adoption leave, statutory maternity / adoption pay 
or maternity / adoption allowance in respect of the child. 

 

I have [• curtailed my maternity / adoption leave / returned to work before the end of my 
statutory maternity / adoption leave period]. 

 

I consent to the amount of shared parental leave that my partner intends to take.  

I will immediately inform my partner if I no longer meet the requirements to curtail my 
maternity / adoption leave (and pay, if applicable). 

 

I consent to the School processing the information provided in this form and contacting my 
employer for the purposes of verifying this information. 

 

Signed ………………………………………… 
(Partner) 

Dated 
…………………………………………. 

Signed ………………………………………… 
(Mother / primary adopter) 

Dated 
…………………………………………. 
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Form 3: period of leave notice: requesting SPL dates 

Name Department 

I confirm that: 
• I have already submitted an opt-in notice of entitlement and intention; and 
• the start date of my first period of shared parental leave that I wish to take in this request is at 

least eight weeks after I have provided this notice. 
Please complete either section A or section B. 

Section A: please complete if your child has already been born or placed with you for adoption or 
if you know the exact dates on which you would like to take shared parental leave. 

I intend to take shared parental leave on the following dates 
(please include the start and end dates for each period of leave 
that you intend to take). 

…………………………………………. 
…………………………………………. 
…………………………………………. 

Section B: please complete if your child has not been born or placed with you for adoption yet 
and you wish your shared parental leave to start either on the day on which your child is born or 
placed with you for adoption, or a specified number of days after the day on which your child is 

born or placed with you for adoption. 

I wish my shared parental leave to start [• on the day on which 
my child is born / the following number of days after the date on 
which my child is born / placed with me for adoption] 

…………………………………………. 

I wish my shared parental leave to end the following number of 
days after the date on which my child is born / placed with me 
for adoption 

…………………………………………. 

Signed ………………………………………… Dated     ……………………………. 
 

Notes 
You can request to take shared parental leave in one continuous block, or as a number of 
discontinuous blocks of leave (with the School's agreement).  A maximum of three requests for 
leave can normally be made by each parent. 
Apart from in exceptional circumstances, you can submit a period of leave notice or a notice that 
you have changed your mind about shared parental leave dates on a combined total of three 
occasions.  The School therefore recommends that you and your partner think carefully about your 
shared parental leave before submitting this form. 
Full details of the Shared Parental Leave policy are contained in the staff handbook. 
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Form 4: variation / cancellation of a notice of a period of leave request 

Name Department 

I previously provided the School with notice of my proposed shared parental leave in a period of 
leave notice dated [• 00 month year].  I now wish to amend my shared parental leave request. 

I had already notified the School in my period of leave notice or 
a variation of period of leave notice (if applicable) that I would 
be taking the following periods of shared parental leave 

…………………………………………. 
…………………………………………. 
…………………………………………. 

I wish to cancel my period of leave notice. 

Variation of leave request 

I now intend to take shared parental leave on the following 
dates instead (please include the start and end dates for each 
period of leave that you now intend to take) 

…………………………………………. 

I have already notified the School of the following periods of 
statutory shared parental pay (if applicable): 

…………………………………………. 

Signed ………………………………………… Dated ………………………………. 
 

Notes 
This notice cancels or amends a period of shared parental leave that you provided in a previous 
period of leave notice. 
You are able to give three request notices for SPL.  A variation notice counts towards your three 
requests for SPL.   
Full details of the Shared Parental Leave policy are contained in the staff handbook. 
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Form 5: revocation notice: revoking a maternity / adoption leave curtailment notice 

Name Department 

Date of maternity / adoption leave curtailment notice …………………………………………. 

I previously notified you that I wished to end my maternity / 
adoption leave on 

…………………………………………. 

I no longer wish to end my maternity / adoption leave and would like to revoke my 
maternity / adoption leave curtailment notice.  I would also like to revoke my maternity / adoption 
pay period curtailment notice (if applicable). 
I wish to withdraw my maternity / adoption leave curtailment notice because: 
(please tick one) 

I have realised that neither the other parent or I are entitled to shared parental leave or 
statutory shared parental pay and this revocation is within eight weeks of providing my 
maternity / adoption leave curtailment notice; or 

 

I gave the maternity leave curtailment notice before the birth of my child and I withdraw 
my maternity leave curtailment notice within six weeks of my child's birth; or 

 

The other parent has died  

Signed ………………………………………… Dated …………………………………………. 
 

Notes 
Full details of the Shared Parental Leave Policy are contained in the staff handbook. 
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Parents’ Meetings, Public & Social Occasions  
(Reviewer: SMT, August 2021) 
 
There are a number of occasions in the school year that all academic staff are expected to attend.  

1. Pre Prep and Prep School 
Pre Prep School  
In the first half of the Michaelmas term parents are invited to a Read, Write Inc Information meeting 
to explain how the reading and literacy teaching works through the Pre-Prep and a Maths 
Information Meeting detailing the teaching of numeracy skills through the Pre-Prep. In addition 
there is a parents’ evening held once every term for each Pre-Prep pupil, this gives the opportunity 
for parents and teachers to discuss progress and next steps, and also the opportunity for parents to 
view pupils’ work, the dates of these are shown in the calendar and the meetings are held in the 
child’s classroom.   
 
Prep School  
There are two Parents’ evenings for each year group in Years 3 - 8. Parents’ evenings for Year 7 and 8 
and Prep are run over two evenings, generally a Monday and Tuesday, whilst those for Years 3 to 6 
are calendared as appropriate.  An appointment system (5 minutes per appointment) is used. 
Appointments are booked via the Portal up to 2 weeks prior to the meeting. If a longer consultation 
is required than the slot available, it is suggested that the parent makes an appointment to meet 
that member of staff at another time.  
 
Parents’ Welcome Evening  
At the beginning of the Michaelmas term parents are invited in to meet with their child’s tutor to be 
given information about the coming year.  
 
Open Mornings  
Four Open Mornings per year for prospective parents. They are organised by the Registrar in the 
Prep and Pre Prep. The morning consists of introductory addresses and tours of the School. Teachers 
will be asked to help by organising various activities as part of the Saturday morning programme. 
 
Leavers’ Service, Speech Day and Inter-House Athletics  
These take place at the end of the Summer term. Prep School speech day and inter-house athletics 
takes place at the end of the Summer term. In addition to the presentation of prizes there are 
speeches by the Head and an invited guest speaker who also presents the prizes. This is followed by  
inter-house athletics in the afternoon. Parents bring their own picnic lunches to be enjoyed with 
their children during a break in the athletics. All staff are expected to attend and contribute to the 
smooth running of the event.  
 
The Pre-Prep prize day takes place on the Friday before the Senior School prize day and follows a 
similar programme to the Prep School with prizes and speeches in the morning, followed by sports 
day after lunch. Food and drinks are provided for the parents. All staff are expected to attend and 
contribute to the smooth running of the event. 

2. Senior School 
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There are two (three for the Lower Sixth) Parents’ Evenings for each year group which take place in 
the Classroom Block. Most take place on a Friday evening.   Staff are requested to be professionally 
attired and attendance is mandatory unless the Headmaster has sanctioned your absence on each 
occasion. You will be provided with a name badge which you are requested to wear. Drinks are 
available in the Conference Room during the Meeting. An appointment system (5 minutes per 
appointment) is used to avoid long queues building up. Appointments are booked via the Portal in 
the 3 weeks prior to the meeting. If a longer consultation is required than the slot available you 
should suggest that the parent makes an appointment to see you at another time.  
 
A-level Choices morning is on a Saturday in early January and is an opportunity for Vth form students 
to gain a better understanding of their subject options.  All departments are represented on this 
occasion.    
 
Parents’ and Tutors’ meetings  
Organised by the Heads of Year, parents of all pupils are invited to a meeting at the start of the 
Michaelmas Term where they learn about the academic and social emphasis of the new school year 
their child is in and meet up with their child’s Tutor.  
 
Open Mornings  
Five Open Mornings per year are arranged to show off the School to prospective parents. They are 
organised by the Admissions team. Generally running between 10.30 am and lunch, the morning 
consists of introductory addresses and tours of the School. HoDs may be asked to help by organising 
various activities as part of the Saturday morning programme and staff will be asked to lead tour 
groups.  
 
Leavers’ Service and Prize Day  
These take place on the last Saturday of the Summer Term. A Leavers’ Service takes place in the 
Chapel, followed by Prize Giving in the Sports Hall and sport in the afternoon. Members of the 
teaching staff, wearing gowns and hoods, should be in their places in the Sports Hall before the Prize 
Giving starts.  
 
Sesame (13+)  
At the end of the summer term, the prospective Year 9s are invited in for a day and a half. This is 
called Sesame. They engage in team building activities, meet the House teams and are tested. This 
ordinarily involves all of the common room.  
 
In October, an 11+ event takes place. Our Year 6s in the Prep School, plus external applicants, are 
invited to a series of presentations and a tour of facilities with which they may not be familiar. Some 
Heads of Departments, selected house teams and guides are required and all will be notified in 
advance of the event. 
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Paternity Leave and Pay Policy  
This policy is intended to provide guidance on your statutory entitlement to paternity leave and 
pay.  It does not form part of your contract of employment.  

1. Paternity Leave 
Entitlement:  You will be entitled to paternity leave in accordance with this policy provided 
that you:  

• meet the notification requirements in paragraph 2 below;    
• have been continuously employed by the College for 26 weeks at the beginning of the 15th 

week before the expected week of childbirth;    
• are either the father of the child or you are married to or the partner* of the child’s mother; 

and 
• have responsibility for the upbringing of the child.  

 
Notification requirements:  You must notify the College of your intention to take paternity leave no 
later than 15 weeks before the expected week of childbirth by completing the Paternity Leave 
Notification Form and handing it to the Bursar.    
 
Commencement:  Subject to paragraph 4, you may begin your paternity leave period on:  

• a date following a chosen number of days after the actual date of childbirth;  
• a pre-determined date which is later than the first day of the expected week of childbirth;  
• the actual date of childbirth.  Where you choose to take your paternity leave on this date 

and you are at work on that date your paternity leave will begin on the following day.    
 

Timing and duration:  You are entitled to up to two weeks’ leave which may be taken as a one 
week period or as two consecutive weeks.  Leave can only be taken as whole weeks and must be 
taken within either 56 days of the actual date of childbirth or the first day of the expected week of 
childbirth whichever is the latest.    
 
Variation:  You may vary the date on which your period of leave will begin provided you notify the 
College in accordance with this paragraph.  Where the new date will be the actual date of childbirth, 
you must notify the College at least 28 days before the first day of the expected week of 
childbirth.  Where the variation for your leave period will begin on a date following a chosen number 
of days after the actual date of childbirth, you must notify the College at least 28 days before the 
date following the chosen number of days after the first day of the expected week of 
childbirth.  Where the new date will be a pre-determined date you must notify the College at least 
28 days before that day.    

2. Paternity Adoption Leave (“PAL”) 
Entitlement:  You will be entitled to PAL in accordance with this policy provided that you:  

• meet the notification requirements in paragraph 7 below;    
• have been continuously employed by the College for 26 weeks at the end of the week in 

which the child's adopter is notified of having been matched with a child;    
• are married to or the partner of the child's adopter; and  
• will have the main responsibility (apart from the responsibility of the adopter) for the 

upbringing of the child to be adopted.   
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Notification requirements:  You must notify the College of your intention to take PAL within 7 days 
of the adopter receiving notice of being matched with a child by completing the Paternity Leave 
(Adoption) Notification Form and handing it to the Bursar.    
 
Commencement:  Subject to paragraph 9, you may begin your PAL on:  

• a date following a chosen number of days after the date the child is placed with 
the adopter;  

• a pre-determined date which is later than the date on which the child is expected to be 
placed with the adopter;  

• the actual date on which the child is placed with the adopter.  Where you choose to take 
your leave on this date and you are at work on that date your PAL will begin on the following 
day.  
 

Timing and duration:  You are entitled to up to two weeks’ leave which may be taken as a one 
week period or as two consecutive weeks.  Leave can only be taken as whole weeks and must be 
taken within 56 days of the date on which the child is placed with the adopter. 
 
Variation:  You may vary the date on which your period of leave will begin provided you notify the 
College in accordance with this paragraph. Where the new date will be the actual date on which the 
child is placed with the adopter, you must notify the College at least 28 days before the child is due 
to be placed.  Where the variation for your leave period will begin on a date following a chosen 
number of days after the date on which the child is placed with the adopter, you must notify the 
College at least 28 days before the date following the chosen number of days after the first day of 
the expected week of childbirth. Where the new date will be a pre-determined date you must notify 
the College at least 28 days before that day.    

3. Return to Work from Paternity Leave and PAL 
Return to work:  Subject to paragraph 12, you will be employed in the same position upon your 
return to work from paternity leave or PAL that you occupied before your leave period began.  You 
will be entitled to return with your seniority, pension rights and similar rights as if you had not been 
absent and on terms and conditions no less favourable than those which would have applied if you 
had not been absent.     
 
Consecutive leave periods:  Your entitlement under paragraph 11 may be different where you take 
paternity leave or PAL either immediately before or after another statutory leave period.  You should 
contact the Bursar for further information. 

4. Statutory Paternity Pay (“SPP) 
Entitlement:  Subject to paragraph 16, you will be entitled to SPP provided you have been 
continuously employed by the College for 26 weeks at the start of the 15th week before the 
expected week of childbirth (or, if applicable, for 26 weeks ending with the week in which the 
adopter is notified of being matched with the child) and you are still in employment at the date the 
child is born/adopted and you make National Insurance contributions.    
 
Commencement:  Your entitlement to SPP will begin when you commence your paternity leave or 
PAL.     
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Duration:  You will receive SPP for the length of your leave period i.e. for either one week or two 
weeks depending on the period of leave you have chosen.    
 
Losing your entitlement:  You will lose your entitlement to SPP if you commence working for 
another employer during your leave period whether on a part-time or full-time basis.  You will not 
be entitled to SPP if you are in receipt of Statutory Sick Pay or if you have elected to receive 
Statutory Adoption Pay.    

5. Birth of more than one child/ adopting more than one child 
Entitlement:  Your entitlement to leave and SPP under this policy shall remain unchanged where 
more than one child is born or is expected to be born as a result of the same pregnancy or where 
more than one child is adopted as part of the same arrangement.  
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Prefect Responsibilities 
(Reviewer: Dominic Mott, August 2021) 
 
Prefects have a minor Safeguarding role within the College. They are there to maintain calm order 
and to work closely with and on behalf of the pupil body such that all pupils can have an equally 
pleasant experience at the College. Prefects are approachable and it is possible that a child would 
disclose to a Prefect a personal matter of a Safeguarding sort. 
 
Prefects are not permitted to give punishments but report incidents of poor behaviour to staff who 
will take appropriate action.   

1. Prep School 
In the Prep School prefects are elected by their own peer group as well as the staff. They are 
therefore appointed by the pupil body to be in a position of authority and responsibility. 
 
Prefects receive Safeguarding advice and training with the DSL on how to carry out their role. They 
meet regularly with the Head. At these meetings they raise concerns they might have about a pupil 
or a pastoral aspect of College life. 

2. Senior School 
In the Senior School prefects are elected democratically through a two-step process.  The first stage 
is in house where they are selected by all pupils who are part of that house.  In the second stage, the 
nominees from each house are put forward for votes from their peers as well as the staff and 
outgoing Prefects.  The Head Boy and Head Girl are elected by the prefects themselves at the end of 
their training.   
 
Prefects meet weekly with the Senior Mistress and Sixth Form Team. At these meetings they raise 
concerns they might have about a pupil or a pastoral aspect of College life. If their concern was with 
regard to the possibility of child abuse, they would raise the concern privately. As well as these 
meetings, the Prefect team work hard to get to know the student body and raise issues of concern 
with the HoMs direct.  
 
In addition to this, the Head Boy and the Head Girl also attend a weekly meeting with the 
Headmaster to discuss issues arising. 
 
Prefects receive Safeguarding advice and basic instruction at their initial training course, and then in 
more detail from the DSL. 
 
Senior School Prefect – Job Description: 
The role is very different to that of a House Prefect – you are not operating in your own ‘home’ 
environment where you know every student, but are having to manage, guide, discipline and care 
for students across the entire school. Consistency is vital – you cannot choose when or when not to 
be a Prefect – and of course, you have to adhere to all of the school rules yourself, including those 
on uniform. 
 
Specific responsibilities include:- 
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• Touring individual families around the school during the working week 
• Touring large groups at every Open Morning during the year 
• Guiding at special events such as the Sixth Form Choices Morning; Next Step Morning; 

and Sesame 
• Managing the lunch queue 
• Overseeing student behaviour in the Chapel 
• Monitoring uniform and student behaviour across the campus 
• Attending weekly Prefect meetings 

 
Students who take on this role should be keen to contribute and make a positive difference to the 
College. You are an ambassador of Hurst – and will be looked on by staff and students alike, to be a 
role model at all times. Key personal skills are required: - enthusiasm; loyalty; commitment – and the 
ability to manage your time well, and keep up with all of your responsibilities and academic work. 
As a Prefect, you are expected to ‘crowd control’ students at locations such as the lunch queue and 
school events. Staff will also be present, and you should report to them if a pupil is rude or poorly 
behaved. Equally, if you observe students behaving badly around campus, you should talk to a senior 
member of staff so that they can deal with the situation appropriately. 
 
With more serious matters, Prefects must refer to a relevant member of staff as soon as possible – 
and keep notes of any incidents. 
 
Training will be provided to all newly appointed Prefects before they take up the role. 
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Private Tuition 
(Reviewer: Darren Carpenter, March 2022) 
 
No teacher should enter into an agreement to privately teach a current pupil for payment without 
first seeking the permission of the Headmaster and discussing the issue with him. 
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Professional Development Policy 
(Reviewers: Michelle Zeidler, Director of Professional Development and Performance and Sue 
Atkinson, Director of Human Resources, March 2022) 

1. Purpose 
At Hurst our purpose is to provide an educational experience which enables every pupil to become 
an independent, successful, well-grounded individual with excellent self-knowledge and strong 
values capable of leading worthwhile, happy, healthy and rewarding lives and enabling others to do 
the same. 
 
To achieve this as a learning community, we value our staff, their expertise and we aim to enrich and 
develop all members during their time at Hurst, so that they can become the best possible 
professional versions of themselves. We aim to foster a learning culture, challenging ourselves to 
both learn and share that learning with others. This is also core to the team ethos at Hurst: we aim 
to be better individual practitioners, professionals and team players. Training is core to achieving our 
Aims. We want our staff to flourish and take on to new challenges either here, or beyond the 
College.  
 
Training and development may follow from: 
 

• the Hurst Strategic Development Plan – to enable leaders and staff to meet the 
expectations of Hurst Strategy. 

• Departmental plans – to enable staff to meet the requirements of the department in line 
with the Hurst Vision. 

• Induction reviews, Probationary reviews, PRS, individual discussions and requests to enable 
staff to develop their effectiveness and maximise their potential. 

 
The Director of Professional Development and Performance and the Director of Human Resources 
co-ordinate the annual plan for leadership, teaching and learning and support staff training, as 
agreed by the Senior Leadership Team. 

2. Commitment 
The College will:  

• Ensure staff are trained to levels appropriate to their job roles in order to meet our 
statutory obligations. Therefore, participation in certain staff development activities will be 
mandatory for all staff to undertake at various intervals depending on their role. 

• Ensure staff work collaboratively across College by sharing best practise, utilising staff’s 
strengths and supporting the establishment of internal networks to provide staff support in 
improving practise. 

• The Director of Professional Development and Performance and the Director of Human 
Resources will hold the responsibility centrally for the organisation, administration and 
delivery of all CPD which will be aligned to the College’s strategic plan.  

• Ensure all staff are supported and encouraged to acquire and develop the relevant 
knowledge, skills and competencies to enhance their performance in their current role and 
where appropriate skills will be developed for their next role within College, via leadership 
development programmes, to respond effectively to career aspirations and internal and 
external demands. 
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• Provide managers with the skills, knowledge and competencies they need to work in 
partnership with their staff to support their CPD and promote continuous learning. 

• Ensure that each HoD and Support Staff Manager have development plans for their areas. 
• Gain post-course feedback to check on identified outcomes achieved and in house 

dissemination of knowledge concluded. 
 
Staff will: 
 
Proactively engage with and take responsibility for their own professional development as well as 
undertaking mandatory and relevant training required for particular roles. Staff are expected to avail 
themselves of the development opportunities provided to enable them to keep their skills updated 
and respond flexibly to change. 

3. Induction 
 
Academic Staff 
Academic Staff starting at Hurst in the Michaelmas term will be invited to a New Staff Induction Day 
in June to provide the information and resources required to allow adequate time to prepare for a 
smooth and effective start to the academic year. The day will cover:  
 

• The Aims and Ethos of the College 
• Safeguarding and Keeping children safe in Education course delivered by the DSL (4-

hours) 
• Staff code of conduct 
• Whistleblowing procedures 
• Acceptable use of technology 
• Boarding Induction – supervision of boarders 
• Fire safety 
• Health and Safety 
• A tour of the College  
• An outline of the expectations of the classroom, the culture of learning and the reward 

and sanctions policies  
• GRS and the Challenge Grade system; and  
• A meeting with the HoD and members of the department.  

 
The HoD provides: 

• The provisional teaching timetable. 
• Details of the teaching load. 
• Resources, SoW and PoS.  
• IT logins and identity card.  
• School Calendar, a map of the College and a list of staff.  
• Details of a Buddy (and Mentor of Teach Hurst colleagues). 
• Details of any additional induction arrangements eg. Teach Hurst colleagues are 

encouraged to visit Hurst for a minimum of three days at the end of the summer term. 
 
Staff and leaders who join the College at other times in the year, together with new staff who are 
unable to attend the June Induction session, will be invited into the College to meet with the 
Director of Professional Development and Performance and HoDs, ideally prior to starting work. In 
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these cases, an individualised induction package is provided to cover all aspects of the above 
induction.  Resources, including videos of the key induction talks, are available via Teams.  
  
Each member of new staff will follow a four-week induction programme and should expect:  
 

• One classroom observation by line manager (Senior)/or mentor (Prep) – agreed in 
advance. 

• One classroom observation by the Headmaster – 10 minute drop-in unannounced. 
• One classroom observation by the Director of Professional Development and 

Performance (Senior) or Deputy Head (Prep) – unannounced. 
• One observation of a tutor period by the HoY – unannounced.  

 
In addition, new starters should arrange to carry out one classroom observation of a lesson in their 
subject area. At the end of the 4-week period a review meeting is scheduled with the Director of 
Professional Development and Performance (Senior) or Deputy Head (Prep) to discuss progress over 
the induction period; and if successful the new starter joins the Hurst PRS cycle. If there are any 
causes for concern, development points will be identified, an individualised support programme 
agreed and further observations and review meetings will be scheduled, as required. ECTs, PGCEs, 
and Graduate Teachers will follow individual support programmes. Over the course of the 
Michaelmas term, a series of INSET sessions take place to address important areas of College life not 
covered on the New Staff Induction Day. 
 
Support Staff 
Support Staff joining the College are provided with an induction by their line manager including: 
 

• Departmental procedures 
• School Calendar, a map of the College and a list of staff. 
• HR policies and procedures 
• Health and safety procedures 
• Review of key policies in the Staff Handbook 
• Meetings with key members of staff 
• Initial performance objectives 
• Identification of initial training needs 
• Allocation of a Buddy. 

 
All staff are also made to feel welcome via the Common Room, calendar of social events and support 
provided by line managers, colleagues, the Staff Wellbeing Programme and Chaplain.  

4. Professional development budget and allocation 
The staff development budget is provided for leaders and staff to undertake external development 
in line with identified needs: 
 

• Line Managers and HoDs are responsible for identifying the needs of their department and 
for selecting appropriate training opportunities to meet these needs.   

• The Deputy Head Pastoral and the Director of Safeguarding are responsible for identifying 
appropriate safeguarding and pastoral training.   

• The Director of Professional Development and Performance disseminates external 
development opportunities.   
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• The Head and Senior Leadership Team are responsible for identifying leadership 
development needs and ensuring that appropriate plans and programmes are in place. 

• Individuals may also request consideration for funding by submitting requests to their line 
manager and the Director of Professional Development and Performance (academic staff) 
and the Director of Human Resources (support staff). 

 
Staff attending external training may be required to cascade their training at INSET sessions as 
appropriate. Staff are also required to sign an agreement to repay funding should they leave the 
College within 12 months. 

5. INSET 
A programme of INSET sessions takes place across the College at lunchtimes, after school and on 
dedicated INSET days.  These sessions are often delivered by our own staff and frequently involve 
sharing best practice and ideas that have worked well with pupils at Hurst.  
 
INSET days take place across the year focused on departmental development and Teaching and 
Learning.  Where there is a common requirement, INSET may be arranged to cover the subject or 
Support Staff generic need.  
 
Suggestions for INSET are welcomed by the Director of Professional Development and Performance 
whose responsibility it is to co-ordinate and organise INSET days.   

6. Further Education development 
In time, significant projects may arise and staff may like to take up Masters’ programmes. We have 
supported these for staff at Sussex, Oxford and Cambridge Universities and are proud of our 
increasing record of further training. Staff may approach the Head or the Director of Professional 
Development and Performance to discuss ideas of this kind. 

7. Monitoring and reviewing  
The Director of Professional Development and Performance and the Director of Human Resources 
will evaluate this policy, taking stakeholder feedback on the value and effectiveness of the 
professional development provision and make recommendations for the future improvements to 
ensure that we meet the development needs of all. 
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PSCHE Policy (including EYFS) – this should be read in conjunction 
with the Child Protection Policy 
(Reviewers: Caty Jacques, Zoe Taylor-West, Esther McNeill, June 2021) 
Approved by SMT, June 2021 

1. What is PSHCE? 
PSHCE education is a planned programme of learning though which pupils acquire the knowledge, 
understanding and skills they need to manage their lives now and in the future. As part of a whole 
school approach, it develops the qualities and attributes pupils need to thrive as individuals, family 
members and members of society. PSHCE education should address both pupils’ direct experience 
and preparation for their future. A structured programme ensures learning is revisited, reinforced 
and extended in age- and stage-appropriate contexts. Developing a PSHCE programme which meets 
pupils’ needs and which is tailored to local circumstances is critical. 
 
PSHCE education equips pupils with the knowledge, understanding, skills and strategies required to 
live healthy, safe, productive, capable, responsible and balanced lives. It encourages them to be 
enterprising and supports them in making effective transitions, positive learning and career choices 
and in achieving economic wellbeing. A critical component of PSHCE education is providing 
opportunities for young people to reflect on and clarify their own values and attitudes and explore 
the complex and sometimes conflicting range of values and attitudes they encounter now and in the 
future.  
 
Through PSHCE, as well as a wider whole school (pastoral) approach, Hurst will engage with the 
fundamental British values of democracy, the rule of law, individual liberty, and mutual respect and 
tolerance of those with different faiths and beliefs. 
 
PSHCE education contributes to personal development by helping pupils to build their personal 
identities, confidence and self-esteem, resilience, identify and manage risk, make informed choices 
and understand what influences their decisions. It enables them to recognise, accept and shape their 
identities, to understand and accommodate difference and change, to manage emotions and to 
communicate constructively in a variety of settings. Developing an understanding of themselves, 
empathy and the ability to work with others will help pupils to form and maintain good 
relationships, develop the essential skills for future employability and better enjoy and manage their 
lives. 

2. Why do we teach PSHCE? 
All schools must provide a curriculum that is broadly based, balanced and meets the needs of all 
pupils. Under section 78 of the Education Act 2002 and the Academies Act 2010 such a curriculum:  
‘Promotes the spiritual, moral, cultural, mental and physical development of pupils at the school and 
of society, and prepares pupils at the school for the opportunities, responsibilities and experiences 
of later life’. 

3. How does Hurst deliver PSHCE? 
PSHCE education prepares pupils for both their futures and their present day-to-day lives. It is 
essential that pupils have the opportunity to recognise and reflect on how learning is relevant to 

Staff Handbook 409 18/05/2022



them and can be applied in their own lives. PSHCE education has a rich body of knowledge taught 
through topics. Learners need to ‘know about.’, ‘know how to..’ and also ‘be able to..’. 
  
PSHCE is delivered as part of a wider pastoral and personal enrichment programme. Delivery is 
varied and can include specific PSHCE teacher led sessions, outside/guest speakers, tutorials, 
assemblies, house based activities and within Chapel. The overarching aim for PSHCE education is to 
provide pupils with: 

• accurate and relevant knowledge opportunities to turn that knowledge into personal 
understanding  

• opportunities to explore, clarify and if necessary challenge, their own and others’ values, 
attitudes, beliefs, rights and responsibilities  

• the skills and strategies they need in order to live healthy, safe, fulfilling, responsible and 
balanced lives. 

4. Hurst’s Programme of Study – A Whole School Approach 
The programme of study for PSHCE identifies the key concepts and skills that underpin PSHCE 
education and fulfils the statutory responsibility to support pupils’ spiritual, moral, cultural, mental 
and physical development and prepare them for the opportunities, responsibilities and experiences 
of life. The programme of study is based on three core themes: 

• Health and Wellbeing 
• Relationships 
• Living in the Wider World, within which there will be broad overlap and flexibility 

5. The Early Years Foundation Stage (EYFS) 
In the EYFS, PSHCE is covered by the prime area of learning and development, Personal, Social and 
Emotional Development. PSED involves helping children to develop a positive sense of themselves, 
and others; to form positive relationships and develop respect for others; to develop social skills and 
learn how to manage their feelings and behaviour; to understand appropriate behaviour in groups; 
and to have confidence in their own abilities. 

6. Relationships and Sex Education Policy (including EYFS) 
(Reviewers: Caty Jacques, Zoe Taylor-West, Esther McNeill, June 2021) 
Approved by SMT, June 2021 
 
Hurst takes its responsibility to provide relevant, effective and responsible relationship and 
education (RSE) to all of its pupils as part of the school’s PSHCE curriculum very seriously. The school 
wants parents and pupils to feel assured that RSE will be delivered at a level appropriate to both the 
age and development of pupils, and safe to voice opinions and concerns relating to the RSE 
provision. 
 
This policy is drafted by the Head of PSHCE in the Senior School, the Head of PSHCE in the Prep School 
and the Director of Safeguarding.  The policy is reviewed and approved by the governing body 
annually and is available in the Staff Handbook which is available online to all staff and parents.   

7. Policy aims 
RSE is lifelong learning about physical, moral and emotional development. It is about teaching sex, 
sexuality and sexual health in a way that is fully understood and effectively retained by pupils in our 
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care. It is also about teaching what it is to be in a caring, stable and mutually supportive relationship 
with another person, and how to control and understand feelings that come with being in a 
relationship. RSE will outline the importance of family life and the raising of children, as well as 
highlighting the role of marriage and other stable relationships as building blocks for community and 
society. 
 
The school would like to emphasise that by providing comprehensive RSE we are not encouraging 
pupils to become sexually active at a young age. The aim of this policy is to ensure that the right 
provision is in place so that pupils may have all the background knowledge they need to make 
informed decisions and responsible choices as they grow up.  
 
Through the provision outlined in this policy we also aim to raise pupils’ self esteem and confidence, 
trying to develop communication and assertiveness skills that can help them stay true to their values 
if challenged by others, their peers or what they see in the media. We hope to teach pupils to be 
accepting of the different beliefs, cultures, religions, sexual orientations, physical and mental 
abilities, backgrounds and values of those around them. We want our pupils to lead a healthy and 
safe lifestyle, teach them to care for and respect their bodies and provide them with all the right 
tools that will enable them to seek information or support, should they need it, both during their 
school years and after. 

8. Roles and Responsibilities 
Governors and senior leaders will: 

• Develop this school policy with reference to West Sussex RSE recommendations review it on 
a yearly basis.  

• Ensure that all relevant staff are given regular and ongoing training on issues relating to RSE 
and how to deliver lessons on such issues. 

• Ensure that all relevant staff are up to date with policy changes, and familiar with school 
policy and guidance relating to RSE. 

• Provide support to staff members who feel uncomfortable or ill-equipped to deal with the 
delivery of RSE to pupils. This may be because they do not feel that their training has been 
adequate or that aspects of the curriculum are in conflict with their religious beliefs. 

• Ensure that RSE is age-relevant and appropriate across all year groups; this means ensuring 
that the curriculum develops as our pupils do and meets their needs. 

• Ensure that the knowledge and information regarding RSE to which all pupils are entitled is 
provided in a comprehensive way. 

• Communicate with staff, parents and the governing body to ensure that everyone is in 
understanding of the school policy and curriculum for RSE, and that any concerns or 
opinions regarding the provision at the school are listened to, taken into account and acted 
on as appropriate.  

 
Relevant staff will: 

• Take it upon themselves to ensure that they are up to date with school policy and curriculum 
requirements regarding RSE. Any areas that they feel are not covered or inadequately 
provided for should be reported back to their Head of Department. 

• Attend and engage in professional development training around RSE provision. 
• Encourage pupils to communicate concerns regarding their social, personal and emotional 

development in confidence, listen to their needs and support them seriously. If a pupil 
comes to a member of staff with an issue that that member of staff feels they are not able to 
deal with alone, they should take this concern to the DSL. No one else should be informed at 
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this stage, and a breach of confidentiality may fall under staff misconduct and disciplinary 
procedures.   

• Provide regular feedback to their Head of Department on their experience of teaching RSE 
and pupil response. 

• Ensure that their personal beliefs and attitudes will not prevent them from providing 
balanced RSE in school. 

• Tailor their lessons to suit all pupils in their class, across the whole range of abilities, 
including those pupils with special educational needs.  

 
Pupils 
Pupils are expected to attend RSE classes that are in their school timetable and take them seriously. 
Although they are not assessed through examination, these classes are still a very important part of 
the curriculum and a tool to aid personal development and the school expects pupils to recognise 
this. 
 
Pupils should support one another with issues that arise through RSE. Listening in class, being 
considerate of other people’s feelings and beliefs, and complying with confidentiality rules that are 
set in class are key to effective provision. 
 
We also hope that pupils will feel comfortable to talk to a member of staff, in confidence, regarding 
any concerns they have in school related to RSE or otherwise. Conversations of this nature between 
staff and pupils will be held in confidence; however, staff may take concerns to the DSL if there is a 
child protection concern or they feel ill-equipped to deal with the issue at hand. 
 
We ask pupils for feedback on the school’s RSE provision and expect them to take this responsibility 
seriously. Opinions on provision and comments will be reviewed by Heads of Department and taken 
into consideration when the curriculum is prepared for the following year’s pupils. In this way, the 
school hopes to provide pupils with the education they need on topics they want to learn about. 
 
Parents 
The school hopes parents will share the responsibility of RSE and support their children’s personal, 
social and emotional development. The curriculum booklet outlines topics and themes for individual 
year groups and parents are notified when visiting speakers and staff deliver key talks to pupils. 
Where appropriate, parents will also be invited to listen to visiting speakers and presentations, with 
opportunities to share questions and resources. 

9. Implementation and curriculum 
It is important that we implement our RSE policy consistently throughout the school, and provide 
effective provision throughout classrooms. We encourage teachers to provide classes that are 
specific to the needs of the pupils in that class, and responsive to their behaviour and development. 
 
Through this aspect of our curriculum we aim to explore different attitudes, values and social labels, 
and develop skills that will enable our pupils to make informed decisions regarding relationships and 
sex. It is important that pupils know the difference between fact, opinion and belief. 
 

School Year/s RSE Content – This is designed as a ‘spiral approach’ where the same 
topics are revisited with age-appropriate terminology and resources.   

Reception to Year 2 
 

• Correct names for male and female parts of the body 
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• To identify physical similarities and differences between boys and 
girls 

• Healthy and Unhealthy friendships and Boundaries 
• NSPCC ‘TalkPANTS’ 

Years 3 and 4 • Healthy and unhealthy relationships 
• Personal space and appropriate touch 
• Consent within friendships and families 
• Different families 
• Changing Bodies (end of Year 4) 

Year 5 • An introduction to puberty in conjunction with the science 
curriculum 

• Changing Adolescent body 
• Healthy and Unhealthy relationships 
• Consent within friendships and families 
• Relationship with self, and health and prevention 

Year 6 • Puberty, growth and change through the Barnardo’s Real Love 
Rocks primary programme. 

• Healthy and Unhealthy relationships 
• Consent within friendships and families (including visiting 

speaker) 
• Relationship with self, and health and prevention 
• Social Media and Digital Wellbeing 

Year 7 • Visiting speaker to talk about body image, relationships and 
sexual intercourse. 

• Visiting speaker also addresses parents to share the content of 
her pupil talk.   

• Follow up PSHCE lessons to discuss content and arising issues. 
• Science curriculum covers sexual intercourse and reproduction 
• Workshops on Respect and Relationships (including visiting 

speaker) 
Year 8 • 4 week Barnardo’s Real Love Rocks programme which covers; 

- Healthy and Unhealthy relationships 
- Consent 
- Relationship with self, and health and prevention 
- Social Media, Digital Wellbeing and Grooming 

• Workshops on Respect and Relationships (including visiting 
speaker) 

Shell • Visiting speaker to talk in more detail about relationships and 
sexual intercourse. 

• Visiting speaker also addresses parents to share the content of 
her pupil talk 

• Sexting 
• 6 PSHCE lessons covering; 

- Respectful relationships 
- Intimate relationships 
- Understanding equality/diversity  

• Workshops on Respect and Relationships  
Remove • Visiting speaker to talk about consent 

• Follow up tutorial sessions to discuss content and arising issues. 
• Respectful online relationships 
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• Biology curriculum covers sexual intercourse and reproduction 
• Workshops on Respect and Relationships 

Fifth Form • Visiting speaker to talk about relationships, sexual intercourse, 
consent and contraception.  

• Visiting speaker to talk about staying safe at parties and festivals 
• Visiting speaker on peer to peer support 
• TedX Style teacher talks on topical issues 
• Tutorials on media portrayal of sexual relationships 
• Tutorials on contraception and STIs 

Sixth Form • Variety of visiting speakers on topics including; 
- Diversity and Inclusion 
- Relationships with Self and Mental Health 
- Life Lessons 
- Consent and Healthy Relationships 

• Sexual Health clinics offered by Medical Centre twice a year 
 

10. Guest speakers 
As shown in the table above we do invite guest speakers into school to talk on issues related to 
relationships and sex. It may be the case that the subject under discussion is better coming from an 
expert or experienced health professional who can challenge pupil’s perceptions. Tutors will be 
present throughout these talks so they are able to deal with any arising issues. 

11. Terminology 
Pupils will be taught the anatomically correct names for body parts, but slang or everyday terms 
used in certain social circles will be discussed; this will surround discussion about what is and isn’t 
acceptable language to use. 

12. Dealing with difficult questions 
There may be times when staff are faced with a difficult question in class that they feel 
uncomfortable or ill equipped to answer. In this case, they may wish to put the question to one side 
and seek advice from their Head of Department.   
 
Ground rules in class are essential when discussing sensitive subject matter. Some strategies staff 
may use to support this might be: 

• an anonymous question box; this will enable pupils to feel more comfortable to ask 
questions without being identified 

• making the classroom a zone of silence; this means that whatever is discussed in the 
classroom stays in the classroom and should not be brought up at any other time. We hope 
this will give pupils the sense that they are in a safe zone to speak freely about sex and 
relationships. 

13. Pupils with special educational needs 
The school works hard to ensure that all aspects of the school curriculum are inclusive and support 
the needs of pupils of all ranges of abilities. Staff should differentiate lessons to ensure that all 
members of the class can access the information fully, and this is no different when it comes to RSE. 
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The school will use a variety of different strategies to ensure that all pupils have access to the same 
information. 

• interactive teaching methods  
• use of expert guest speakers 
• practical activities 
• using video clips  
• group and paired activities. 

14. Withdrawal from RSE 
The school aims to keep parents informed about all aspects of the RSE curriculum.  Parents can 
request access to resources and information being used in class, and the school will do everything it 
can to ensure that parents are comfortable with the education provided to their children in school.  
Revised Department for Education statutory guidance states that, from September 2020, all schools 
must deliver relationships education (in primary schools) and relationships and sex education (in 
secondary schools). The parental right to withdraw pupils from RSE remains in primary and 
secondary education, for aspects of sex education which are not part of the Science curriculum. This 
excludes withdrawal from the elements on human growth and reproduction which fall under the 
National Curriculum Science.  
 
Any parent wishing to withdraw their child from RSE should contact the Deputy Head Pastoral who 
will arrange a meeting to discuss their concerns. RSE is a vital part of the school curriculum and 
supports child development and we strongly urge parents to carefully consider their decision before 
withdrawing their child from this aspect of school life. However, it is acknowledged that the final 
decision on the issue is for the parent to take. 

15. Complaints 
Parents or carers who have complaints or concerns regarding the RSE curriculum should contact the 
school and follow the school’s complaints policy. 

16. Equal opportunities 
RSE lessons provide a good background for talking openly and freely about the diversity of personal, 
social and sexual preferences. Prejudiced views will be challenged and equality promoted. Any 
bullying that relates to sexual behaviour or perceived sexual orientation will be dealt with swiftly 
and seriously. This is the case for bullying of any kind and the procedures regarding this are outlined 
in the school’s behaviour policy which can also be found in the staff handbook.   

17. Safeguarding and confidentiality  
We hope to provide a safe and supportive school community where pupils feel comfortable seeking 
help and guidance on anything that may be concerning them about life either at school or at home. 
Training around confidentiality will be provided to all teachers.  
 
It may be the case that discussion around what is acceptable and not acceptable in relationships may 
lead to the disclosure of a child protection issue. If this is the case, the school’s child protection and 
safeguarding procedure should be followed. This can be found in the staff handbook.   
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Personal information about pupils who have approached a teacher for discussion should not be 
shared with any other person. If there is a child protection concern, the information must only be 
shared with the DSL as is outlined in the school child protection and safeguarding procedure. Staff 
members that breach the right to a child’s privacy by disclosing or sharing confidential information 
with no reason to do so will be dealt with under the school’s staff discipline, conduct and grievance 
procedures.  These can also be found in the staff handbook.  
 
If a staff member is approached by a pupil under 16 who is having, or is contemplating having sexual 
intercourse, the teacher should report this to the DSL.   

18. Advice and treatment 
Staff who are approached by pupils with a concern about having contracted or possibly contracted a 
sexually transmitted disease should refer them immediately to the medical centre and the DSL. 
Providing advice on contraception and practising safe sex is a key part of the school’s RSE provision.  
 
There is no reason for staff to expect to be made aware of a pupil or colleague’s HIV or hepatitis 
status, and no person will be discriminated against because of this if there is a disclosure of this type 
of information. 
 
The school’s first aid policy covers protection for all school members against infection from blood-
borne viruses. 

19. Monitoring, review and evaluation 
The educational and personal needs of our pupils develop in line with varying societal pressures and 
economic change. Our aim is to provide RSE that is relevant and tailored to meet the needs of our 
pupils, depending on their age and stage of personal development. For this reason we review the 
RSE curriculum annually. 
 
We aim to monitor the effectiveness of our RSE provision through: 

• feedback from pupils  
• feedback from parents 
• feedback from staff 
• observations within the classroom 

20. Support 
We hope that pupils will feel safe in the school environment to talk to any member of staff in 
confidence about any areas of concern regarding their personal, social and emotional development, 
including matters raised by or relating to RSE. We promote the school ethos as one of inclusion and 
acceptance throughout all areas of school activity and hope that pupils respond to this by feeling 
comfortable to ask questions and continue their learning both in and outside of the classroom. 

Staff Handbook 416 18/05/2022



Pupil Supervision 
(Reviewer: SMT, August 2021) 

1. Pre-Prep including EYFS 
(Reviewer: Nick Oakden, August 2021) 
 
(see ‘Routines’ for procedure on late collection of a pupil) 
 
We are fortunate that Hurst Pre-Prep is located in a safe area away from the road.  However, in the 
interest of child safety the following procedures will be adhered to: 

• All the ground floor classrooms have exterior doors, which are unlocked whilst the 
classrooms are occupied.  They provide each classroom's main fire exit. 

• Access to the Pre-Prep is via the main Prep School entrance. The inner door providing access 
into the Pre-Prep has a swipe card lock which prevents access during normal school hours.  

• Visitors should register in the main Reception area by signing the Visitor’s Book before 
entering the school. A visitor badge is given and worn around the school.  

 
No class should be left unsupervised for any reason. In case of emergency teachers might: 

• Summon a teacher from an adjacent classroom to supervise both classes whilst the incident 
is dealt with; 

• Call the School Office, or the Head of Prep and Pre-Prep. 
 

Time Activity Staff Responsible 
08:00 – 08:30 Early Room Daily rota 
08:30 Bell is rung for start of day and 

children line up outside. 
Member of staff from each class collects 
children from playground 

08:30 – 08:45 Registration Teachers are responsible for the supervision of 
their class. Registers are taken in the morning 
and in the afternoon. 

08:45 – 10:35 Lessons Teachers are responsible for the supervision of 
their class. 

10:35 – 10:55 Playtime Staff have a rota for weekly playtime duty. Two 
members of staff are on duty at a time. Other 
staff are available at all times. 

10:55 – 11:30 Lesson Teacher/Teaching Assistant are responsible for 
the supervision of their class. 

11:30-12:05 Lunch The children are supervised at all times during 
lunch with one member of staff sitting per 
table & two members of staff on duty. 

12:05 – 12:30 Assembly/classrooms Assembly rota. 
12:30 – 13:00 Lunch time play Two members of staff are on duty. 
Afternoon 
13:00 – 15:15 

Lessons Teacher/Teaching Assistant are responsible for 
the supervision of their class. 

15:15 – 15:30 Preparation for After School 
Activities 

Teacher/Teaching Assistant are responsible for 
the supervision of their class. 

15:30 – 17:15 After School Care and 
Optional Activities 

Pre-Prep Staff and visiting professionals. 
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Staffing 

• The members of staff on duty are responsible for the maintenance of resources. The HoY is 
responsible for the daily management of the provision. 

• Should a member of staff be absent or unavailable to fulfil their ASC duty, it is their 
responsibility to arrange suitable cover, substituting other Pre-Prep staff. 

• Staff should inform the HoY of any changes or adjustments to the usual duty schedule that 
they would like to arrange. 

• Staffing ratios match the requirements of the Early Years Foundation Stage Framework.  The 
ratio is 1adult: 8 children. 

• There are 2 members of staff on duty during the first session. 
• There is one teaching assistant on duty during the second session and a second member of 

the Pre Prep teaching staff is on site to assist with After School Care should help be needed 
until 5:15pm. 

• Staff looking after children in the EYFS have the required qualifications. 
 
After School Care 
This is available for pupils of Hurstpierpoint College Pre-Prep between the ages of 4-7 years. The first 
session of After School Care runs from 15.30 to 16.15. The second session runs from 16.15 to 17.15. 

• After School Care children are escorted upstairs to Seahorses classroom where they are 
encouraged to engage in child initiated activities. A member of staff is present at all times. 

• If a child is not collected by 17.15, the TA on duty informs the Pre-Prep teacher on late duty. 
The teacher escorts the child/ren to Reception to check for messages, prior to making 
contact with the parent. The child/ren will remain in the care of the teacher on duty or a 
member of SMT until he/she is collected. 

 
Safeguarding – keeping of records 

• Telephone numbers for contacting parents can be obtained from the main reception office. 
• All children are listed in the After School Care and Activities folder. This information is 

provided by the receptionist.  The child’s name and class is written in as well as the 
session(s) which he/she will attend. 

• Parents sign the book next to their child’s name upon collection of the child.   
• The College staff are aware of relevant legislation and aim to be fully compliant in all areas. 
• After School Care children are escorted upstairs to Seahorses classroom where they are 

encouraged to engage in child initiated activities. A member of staff is present at all times. 
• If a parent is late, the TA on duty informs the Pre-Prep teacher on late duty. The teacher 

escorts the child/ren to Reception to check for messages, prior to making contact with the 
parent. The child/ren will remain in the care of the teacher on duty or may need to wait at 
reception with administrative staff until he/she is collected. 

2. Prep School 
(Reviewer: SMT, August 2021) 
 
Duties and MoD (Member of Staff on Duty) 
We ensure that a full and an appropriate level of supervision of all pupils occurs throughout the 
school day.  
 
General supervision before school: 
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Parents remain responsible for their children before 7.40am. Children may enter the school building 
from 7.40am but they must remain in the school foyer until the bell for registration is rung at 
8.00am. The SMT is responsible for any children entering the school from 7.40am. 
 
Lesson Time - Teachers are responsible for the supervision of their class. No class should be left 
unsupervised for any reason. In case of emergency teachers might summon a teacher from an 
adjacent classroom to supervise both classes whilst the incident is dealt with or send the pupil with 
another accompanying pupil to the office.  
 
The Duty Rota 
A daily duty rota is implemented to ensure that adequate numbers of staff are deployed to ensure 
the proper supervision of pupils. A copy of which can be seen below: 
 

DUTY Staff on duty 
07:40 – 08.25 SMT 
10.35-11.00 1st Break Two staff 
12:00 -12.20 Lunch queue One staff 
12:00 -12.20 Dining Room (1) One staff 
12.20 -12.40 Dining Room (2) One staff 
12.00-12.25 At least one lunch supervisor 
12.25-12.50 At least one lunch supervisor and three staff 
15.05 – 15.25 Two staff 
Prep 1 16.25-17.15 
Prep 2 17.15-18.00 

Prep duty rota 

Activities 16.25-18.00 Activity register 

16.25 – until all pupils have been collected 
MoD (Member of Staff on Duty) duty rota (or 
member of staff responsible for activities or 
events that extend beyond 18:00) 

 
A member of the SMT is on duty throughout the day to monitor the duty team.  
 
Signing out: 
 
At 4:20pm all form tutors in Years 3 – 6 are responsible for signing out pupils in their form who are 
leaving school at this time. 
Form tutors collect a register from the school office and sign out the pupils by the main entrance.  
At 4:30pm those pupil not collected are sent to the prep supervision room and the registers are 
returned to the school office. 
At 5:00pm a member of staff is responsible for signing out any pupils who leave following the end of 
prep session 1 or activity session 1. The member of staff will remain in the foyer to sign pupils out 
until 6pm. 
 
MoD Duty:  
 
The MoD takes place from 5:50pm until they are satisfied that all pupils in Years 3 -6 have been 
collected safely from school.  
If a pupil has not been signed out on the registers then the MoD is responsible for contacting the 
parents or guardians of the child by telephone and/or email to check that they are safely home. 
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Once staff have made a reasonable effort to contact parents and satisfied themselves that the 
school is empty, they may leave.  
If a child has not been collected then the MoD will contact the child’s parents or guardian and will 
remain with the child until they are safely collected. 
Every day the school office will display the name of the member of staff on duty in the foyer so 
children and parents know who to turn to if they have a concern.  
All staff need to ensure that they close windows and turn off the lights in their classroom. 
 
Activities and Prep supervision 
 
Children who are arriving early or staying for an activity or prep are registered by the member of 
staff in charge of the session. The names of any children missing from prep or activities are emailed 
to the school office so that all of the children can be accounted for. 
 
Wet weather 
Should the weather be deemed to be too wet for the children to play outside during break or lunch 
times the following should take place: 

• The bell will be rung three times in the Prep School building to signify to the children that 
there is a wet weather break.  

• Children are to return to their form rooms. Form tutors should be based in their rooms to 
help supervise the children 

• Prefects and Guardians are assigned to all of the Year 3 – 6 Forms. However, prefects are 
aware that there is always a member of staff on duty and in overall charge in the building 
and a member of staff readily available in the school office should the need arise. 

• Members of staff on lunch duty and the lunchtime supervisors are responsible for patrolling 
the Prep School building. 

3. Senior School 
(Reviewer: SMT, August 2021) 
 

Session Boarders Day Pupils 6th Formers 

Minibuses coming into school 

Pupils are collected from parents at their designated stop and 
are then supervised by the driver until delivered to the 
dropping-off point in the College grounds.  Pupils below year 5 
are only allowed to travel on the College buses if supervised 
by an older sibling. 

07:00 – 08:30 
Supervision during the College 
Day, before the timetable starts 

The Houseparent or 
designated resident 
tutor is responsible 
for the supervision 
of boarders in the 
house/at breakfast 

The Houseparent or 
designated house 
tutor takes 
responsibility for the 
pupil once he/she 
has arrived at the 
house. Houses will 
be open from 07:45. 

As 
Boarders/Day 

07:30 – 08:10  
Breakfast  

All pupils are supervised by a member of one of the duty 
teams, who undertake breakfast duties on a rota basis. 
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Session Boarders Day Pupils 6th Formers 
08:45 – 09:30  
Congo/Chapel/Headmaster’s 
Assemblies 

On certain days, pupils will have Chapel/Congo. This is 
supervised and all are expected to attend. 

10:35 – 11:00  
Break Time  

All pupils go back to their own Houses for morning break. The 
Houses are supervised by house tutors/matron who 
undertake break duties on a rota basis. 

 
Lesson Time  

  For 6th-formers 
undertaking 
private study 
sessions the 
responsible staff 
are:  
Library – 
Supervision rota 
and Librarian  
Boarding – 
matrons 
Day – no formal 
cover 
 

Teachers are responsible for the supervision of their class and 
registers should be taken. 

No class should be left unsupervised for any reason. In case of 
emergency teachers might: 

• Summon a teacher from an adjacent classroom to 
supervise both classes whilst the incident is dealt with; 

• Call the Lodge, or one of the deputy heads; 
• Send the pupil with another accompanying pupil to the 

Medical Centre, having informed them first if necessary.   

 
12:30 – 14:00  
Lunch Time  

Dining Hall lunchtime duty runs from 12:30 until 13:40. From 
the end of lunch duty at 13:40, pupils are in the direct care 
of house parents or matrons or appointed tutors until 
lesson time, when the class teacher takes over. All pupils 
on lunchtime activities will be supervised by the member 
of staff running that activity, who will ensure that 
adequate supervision and care is in place. If activities are 
run by 6th-formers, a designated member of staff must be 
easily accessible.  

 At least two duty members of staff will be on duty during 
lunch. 

A member of the duty/house teams, will be on duty in the 
House and the surrounding area between 13:00 – 14:00  

Afternoon/evening/weekend 
activities 
(sporting/outdoor/creative 
education) 

All directors of activities will ensure that the correct risk 
assessments for their activity will be in place.  As well as 
considering this assessment, teachers/instructors/student 
directors should consider: 
- barring access to equipment without direct teacher 
supervision  
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Session Boarders Day Pupils 6th Formers 
- the safety of any apparatus/equipment being used  
- the suitability of the pupils’ clothing for the activity (this 
includes removing jewellery and watches, and wearing 
appropriate protective equipment e.g. mouth  guards 
- teaching methods being used 
 
On Service afternoon Yr 10-13 are supervised by CCF/activity 
staff from 2 – 4pm.   
 
Pupils taking part in the activity programmes will be 
supervised by staff running their activity.  
 
All teachers involved in such activities must be aware of the 
H&S policies and procedures in place in the relevant 
department. 
 
All teachers or directors of activities should exercise adequate 
care and ensure that appropriate supervision takes place e.g.: 
- direct supervision of potentially hazardous activities e.g. 
games, dance, drama etc. for all students under Yr 11. 
- Yrs 11-13 students: at the very least remote supervision 
e.g. teacher next door, who has been told they are in charge 
and pupils aware. This should be limited to 30 minute spans of 
time and pupils should be dropped in on regularly. 
- if pupils are supervised by Sixth Formers,  staff must be 
readily available and easy to access (within ten minutes). 
 
There may be short stretches of time during the afternoon 
when a student is ‘between activities’.  Day Houses do not 
always have a member of staff present, so if a pupil in years 9 
- 11 is due to be in house for any significant length of time, 
they should go to the library.   
 

 
Pupils who are off games, or not 
engaged in activities 

Pupils who are off games will be either:  
• at the pitch side, supervised by the teacher running the 
activity  
• in the Library  
• Sixth form may remain in house 

 
After Activities  

Once activities have finished the responsibility for supervising 
pupils returns to the houseparent or the designated member 
of the boarding staff. The duty member of staff’s name is 
displayed in the boarding house. Matrons are also present in 
each boarding house. This responsibility continues either:  

• until the end of the school day at 18.00 or earlier if the 
pupil has signed out to go home. 

• until pupils go to supper, resuming immediately after 
they have left the Dining Hall to return to house or to 
meet with friends.  

Staff Handbook 422 18/05/2022



Session Boarders Day Pupils 6th Formers 

18:00 – 19:00  
Supper, Prep & 
End of day school 

Supper Time 
Houseparents and 
the duty member of 
staff are 
responsible for the 
supervision of 
pupils in house.  

 
Day Houses are 
covered by a 
member of staff 
until 7pm.  At this 
point they check 
that all students 
have left the house 
before locking it.   
 

As 
Boarders/Day 

At least two duty members of staff will be on duty during 
supper. 
Pupils remaining on site for prep or activities should be 
directly supervised by the member of staff i/c of that activity 
e.g. drama, late night sport practice. They only cease to be in 
that member of staff’s care once they have returned to their 
boarding house or been collected by their parent/guardian or 
another parent by prior written arrangement with the 
relevant HoM 

Signing out 

All pupils must sign 
out at the Lodge 
should they leave 
the campus during 
the school day. 
 
In the evening they 
should sign out 
with their 
houseparent or 
member of staff on 
duty.   

All pupils must sign 
out at the Lodge 
should they leave the 
campus during the 
school day. 
 
 

As 
Boarders/Day 

Minibuses home 

Pupils are instructed by HoMs to meet their mini-bus drivers 
at the agreed collection points for the journey home (currently 
Prep School car park at 6.15pm). Drivers have a list of pupils 
booked to travel which is updated daily and will check pupils 
against this. Where pupils fail to arrive the driver will delay 
their departure and inform the Deputy Transport 
Manager.   Where possible he will contact the relevant 
teacher, HoM or parent.   If the student misses their transport, 
alternative arrangements will be made where possible.  
Should a vehicle not be available the Transport Manager will 
check the whereabouts and status of the vehicle, contact 
parents and make alternative arrangements as necessary.   

19:00-21:00 
Prep and immediately post-prep 

Supper runs from 
18:00-18:45 – 
following that the 
pupils return to the 
care of the house 

Day Houses are 
locked up at 19:00 
and any pupils 
staying for prep are 
expected to go to 

As 
Boarders/Day 
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Session Boarders Day Pupils 6th Formers 
parenting 
teams/duty tutors 
A signing out/in 
protocol exists in 
each boarding 
house post 
prep. When leaving 
the House a pupil 
must sign out and 
indicate where they 
are going. The 
signing out/in 
sheets are closely 
monitored by the 
appropriate House 
staff. 

the library, which 
will be supervised. 
No pupil is allowed 
to remain on the 
school campus after 
prep unless they are 
involved in a 
supervised activity 
 

Evening supervision 

18:45-23:00 – a 
member of the 
house team will be 
on duty supervising 
the house – 
registering pupils, 
keeping the house 
log book, keeping 
bed times et al 
A member of the 
SMT will be on site 
until approx 21:30, 
Monday – Thursday 

 As Boarders 

23:00 -  07:00 
Overnight 
 

Boarders will be in 
the care, in loco 
parentis, of the 
house staff on site, 
near to hand in the 
case of HoMs and 
resident tutors. 

 In houses, if 
boarders. 

Weekend duties 
Access to boarding houses 

House parents 
and/or a member 
of the house team 
will be responsible 
for any pupils 
residential, or on 
site for activities, 
detentions and the 
like – unless they 
are being directly 
supervised by a 
member of staff i/c 
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Session Boarders Day Pupils 6th Formers 
of that activity/ 
detention etc. 
An appointed 
member of staff 
will also be on duty 
on Saturday 
between 09:00- 
18:15. They will 
have detention 
duties and be 
patrolling the site. 
A members of 
boarding staff will 
be on duty and all 
residential pupils 
will be in their care 
throughout the 
weekend.   A 
member of senior 
staff will also be on 
duty Saturday and 
Sunday, according 
to a rota. They will 
be available by 
mobile phone on 24 
hour standby 

The Library 

Pupils must at all times sign in and out of the Library, where 
they will be supervised by the appropriate staff. 
During the Lent Half Term (Every day 09.00 to 17.00) Easter 
holidays (Every day except bank holidays 09.00 to 18.00) and 
Summer term half term (Every day except bank holiday 09.00 
to 18.00), the library will be open and supervised.  The library 
may be used by Yrs 11-13 at this time.  
On Saturdays during the Summer term the library will be 
supervised between 09:00-17:00. Any student may use the 
library.  

Trips out/ travel to sporting 
fixtures; use of public transport 

Any pupil on a college trip is under the direct care/supervision 
of the staff. They must be registered before leaving the 
College campus; they must be registered and accounted for 
before the return journey begins and they must be handed 
over, in the case of Middle School pupils particularly, to 
parents. Pupils should not be dropped off, left anywhere alone 
during return journeys, or at the end of the activity without 
the agreement of their parent. Due care and attention to their 
security and safety must be paid at all times. 
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Pupil Transition 
(Reviewer: SMT, August 2021) 
 
At Hurst we recognise the importance of an effective and smooth transition between each stage for 
pupils already attending Hurst and those joining the school, to aid learning in accordance with its 
Teaching and Learning Policy and to effectively support our pupils. This policy should be read in 
conjunction with the school’s Equal Opportunities, Admissions and Assessment policies.    

1. Into Reception Class (into Year R)  
In the January before joining children are invited into school for an Assessment Session in the 
Reception classroom in small groups.  After places are offered and accepted, home visits are offered 
to all parents in the Summer Term. Children are invited in for a play session in the Summer Term and 
an induction day takes place at the beginning of the Academic Year. Staggered starts to the day take 
place for the first week of Reception to allow for a smooth transition.  

2.  From EYFS to Key Stage 1 (Reception to Year 1)  
Time is spent during the INSET days to handover information verbally between the Class Teachers. 
This includes the EYFS Profile information. All pupils in Reception and Year 1 visit their new 
classrooms and class teachers during the ‘Move Up’ morning in the Summer Term.  

3. From Pre-Prep into Prep School (Year 2 into Year 3)  
 Pupils spend the day with Year 3 teachers and have the opportunity to familiarise themselves with 
the classrooms and the Prep School environment. There is a ‘Taster Day’ in the Lent Term for Year 2s 
who will move into Year 3. In the Summer Term there is a ‘Move Up’ morning when Year 2 
pupils also spend time in the Prep School with the Year 3 teachers. This includes external pupils who 
will also be joining the school.   
 
In addition, throughout the year the Year 3 teachers liaise closely with the Pre-Prep staff in 
consultation with the respective Heads of Year to discuss the academic and personal development of 
the pupils. If there are any areas of concern about the pupil’s suitability for the Prep School this will 
be communicated to parents as part of an on-going dialogue.  

4. Within Key Stage 2 (Years 3-6)  
Year 3 pupils have a ‘Move Up’ morning in the Summer Term when they have the opportunity 
to meet the Year 4 teachers and spend time in their future classrooms. During the Summer term 
INSET form teachers within Key Stage 2 liaise closely with each other under the guidance of the Head 
of Year to discuss individual pupils’ academic and personal development.  
 
At the start of each new academic year the first two days are dedicated to inducting the pupils into 
their new year groups. This includes a variety of team building activities and opportunities to fully 
immerse themselves into their new form.  

5. From Key Stage 2 to Key Stage 3 (Year 6 to Year 7)  
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There a large number of new joiners at the start of KS3 from a wide variety of different settings. 
There are a number of events to help familiarise them with the school as well as integrate them with 
pupils moving up into Year 7.  
 
Before deciding to join the College pupils are encouraged to have ‘Taster Days’ at the Prep school 
where they experience life as a Hurst pupil. At the Year 7 assessment day they have the opportunity 
to spend time with members of current Year 6. In the summer term there is a bonding afternoon 
which involves all current Year 6 pupils and all those who will be joining in Year 7. The 
Induction Programme at the start of Year 7 includes a team 
building programme and familiarisation exercises. There is a ‘Meet the Tutor’ evening at the end of 
the second week of term for the benefit of parents.  
 
At the end of Year 7 the tutors and HoY for Year 7 and 8 meet to discuss individual pupils in each 
form group to ensure that the new tutor is made aware of all necessary information.  

6. Into Hurst Senior School (Year 8 to Year 9 (Shell))  
For pupils in Hurst Prep School the process begins in September of Year 6 with the 11+ event. The 
pupils and families are invited to tour the Senior School and are shown around a typical day and 
boarding house. Throughout Year 8, pupils meet various Senior School members of staff through 
teaching, assemblies and sport / activity sessions. Various aspects of Year 8, such as Rewards and 
Sanctions, follow the same format as the Senior School to help aid transition.  
  
All potential new pupils from other schools are invited to visit Hurst, have a personal tour and the 
opportunity to meet with the Head. In Year 6 all candidates will be asked to take the online ISEB 
Common Pre-Tests. Pupils will then be provisionally offered a place and at this stage discussions will 
begin between the feeder school and Hurst Senior School regarding any pastoral issues or extra 
support needed. Pupils who have been offered a place and currently receive Learning Support will 
be contacted by Hurst’s Learning Support department so that plans can be made to have support in 
place before a pupil joins.   
  
Subject option forms are sent out at the end of Year 8 Michaelmas Term to be returned to the Senior 
School by the beginning of January. Where appropriate, the Deputy Head Academic will liaise with 
the Head of Year 8 in Hurst Prep School or the relevant school to help in this matter.  
  
The process of House allocation is finalised during the Easter term. The DSL, Deputy Head (Pastoral), 
Head of Year 9 (Shell), Head of Admissions and other key staff discuss all pupils joining Year 9 (Shell) 
and are aided by the Head of Year 8 and the Head of Hurst Prep for internal candidates. 
In addition the Head of Learning Support in Hurst Prep School, and equivalents in other schools, are 
involved to share relevant information about pupils who require Learning Support.   
  
At the end of the Lent Term Year 8s attend the Sesame Induction Day in the Senior School where 
they spend two days familiarising themselves with the Senior School, meeting key staff members, 
other pupils in their house and their year group. All Housemasters/mistresses and the Head of Year 9 
read information from the Journal and other relevant documents regarding the pupils.    
  
All prospective Year 9 (Shell) pupils are sent an Induction Pack with details regarding the term ahead 
and other key information. All pupils spend the first two and half days taking part in a specially 
designed Induction Programme that prepares them for life at Hurst Senior School and helps them to 
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settle in effectively. Various house events, whole year assemblies and the Year 9 (Shell) Activity Day 
are designed to promote settling in during the first term.  

7. Into Year 10 (Remove) or 11 (Fifth)  
All potential new pupils from other schools are invited to visit Hurst, have a personal tour and the 
opportunity to meet with the Headmaster. New pupils into Year 10 (Remove) will take part in half a 
day of Induction specifically for new joiners, allowing them to meet key staff, pupils 
and familiarise themselves with the school. All pupils in Year 10 (Remove) or 11 (Fifth) take part in 
the two day Induction Programme developed to introduce them to the year at Hurst.   

8. From Year 11 (Fifth) to Hurst Sixth Form (Year 11 to Year 12)  
All potential new pupils from other schools are invited to visit Hurst, have a personal tour and the 
opportunity to meet with the Head. All pupils are invited to the Sixth Form Choices Morning in 
January of Year 11 (Fifth) where they have the opportunity to hear presentations from a variety of 
Sixth Form subjects and also speak to other key staff, and to pupils, regarding all elements of Sixth 
Form life. A social evening in June provides an opportunity for all pupils new to the school, and their 
parents, to meet HOMs, other key staff and existing pupils. New pupils from external schools will 
also take part in half a day of Induction specifically for new joiners. They will then join the rest of 
their year group taking part in the Year 12 (LVI) Induction Programme. All Housemasters/mistresses 
and tutors will handover relevant information to new tutors and will read all relevant information 
from other schools regarding new joiners.  

9. Aims:   
• To promote the continuity of education   
• To enable parents/families to be informed partners in the transition process   
• To prepare all pupils for their transition into the next phase of their education.   
• To provide, promote and support cross-phase co-operation   
• To ensure proper availability and use of pupil transfer documents   
• To identify and provide for pupils who require extra support.  

10.  Objectives:   
• To make clear the school procedures for transition at all stages of transfer within and into 

the College.   
• To provide relevant information in transition meetings and use it to make informed 

decisions.   
• To give children the opportunity to be involved in as positive a transition procedure as 

possible.   
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Pupils’ Future Prospects – Careers and Higher Education 
(Reviewer: Dominic Mott, August 2021) 
 
Our objective at Hurst is to provide all of our students with the highest level of information about 
post-school opportunities, to enable them to make the best choices for their own futures. We start 
this process through the PSHE programme in the Prep School and also through targeted Careers 
lessons in the Shell. Students in all year groups are able to attend the series of careers talks which 
are offered in the Michaelmas term, on a range of different professions. In the Vth Form, all students 
undertake the Futurewise assessments, the results generated from these assessments are then 
reviewed with each student in a one-to-one guidance meeting with our Head of Careers, in advance 
of the Sixth Form Choices morning which takes place in January. 
 
In the Sixth Form, pupils have access to general careers guidance, in addition so the following 
programmes:   
 
Hurst Work Experience Programme.  This includes being available to support any pupil with 
interview and CV preparation guidance; running our programme of talks during the Michaelmas 
term, with guest speakers coming in to discuss a comprehensive range of careers; managing our 
sophisticated programme of work placements and internships – available to LVI and some Vth Form 
pupils; offering guidance for pupils on apprenticeships and alternative further education 
opportunities.  
 
The Vets, Medics and Dentistry programme, supports our Veterinary, Medical and Dentistry 
applicants, delivering specialist interview preparation; guidance on obtaining work experience; 
support for completing BMAT and UKCAT exams; etc.     
 
The Higher Education Programme. This includes:  working directly with the LVI and UVI on the 
process of applying for university level courses in the UK; providing a Higher Education evening for 
LVI students and parents in the Lent term (to introduce how the application process works and the 
decisions to be made) with further meetings in the UVI to explain the fine detail of applying and then 
the strategy of replying to offers and managing outcomes when exam results come in. In addition 
opportunities are arranged for students to visit universities and a University Fair held at the College. 
General advice is also provided on completing UCAS forms; applying after leaving school; completing 
additional tests such as BMAT and LNAT; etc.    
 
The Overseas programme – works specifically with those students considering applying to overseas   
 
In addition, the Head of Careers runs the Young Enterprise Programme for those students in the 
Lower Sixth who want the opportunity to set up and manage their own commercial business on a 
competitive level, as well as organising a half day practical course for the Lower Sixth in the Summer 
term, on Safe Travel (be it short holidays or a Gap Year). Any student in the College is able to book a 
one-to-one guidance meeting with our Head of Careers.  
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Reception 
(Reviewer: Dan Higgins, August 2021) 
 
Prep School 
During term time the Reception office is open Monday to Friday between 8.00am and 6.00pm. 
 
Senior School 
During term time the Reception office is open Monday to Friday between 8.00am and 6.00pm, 
including lunchtime, and on Saturdays between 10.00am and 2.00pm. During holidays, including half 
term holidays, the Reception office is generally open Monday to Friday between 9.00am and 
3.00pm. The Reception office is closed on Saturdays during holidays.  
 
Visitors 

• Visitors must arrive via the Reception area, where they are given a badge, and must be 
escorted by a member of staff when on site (unless they have Hurst DBS clearance). Refer to 
the Visitor Access Policy below.  

• Visiting parents and other VIPs may be met in the reception area adjacent to Reception if 
appropriate.  

 
Transport 

• Minibus keys are collected from Reception during working hours.  
• Mobile phones for School Trips (for emergency use only) are available at the Lodge.  

1. Visitor Access Policy 
 
Background 
The College recognises that its buildings form part of a very large open site (140 acres), crossed by 
public footpaths and two public roads, and that there is no effective means by which individuals can 
be prevented from gaining access to its grounds and to the spaces between buildings. With this said, 
every reasonable precaution is taken to make College buildings as safe as possible from intruders. 
The College’s Campus Manager is responsible for security and is provided with accommodation 
located in the centre of the school. 
 
Visitor access arrangements  
Notification: The Lodge/Reception should be notified in advance of Visitors expected in the College. 
Supervision of visitors: For reasons of security and health and safety, Visitors must be supervised and 
accompanied at all times whilst on College premises.  For the purposes of this policy a Visitor is 
anyone not recorded on the College’s PASS database as an employee, worker, volunteer or verified 
contractor (and who has thus not been subject to safeguarding checks).  
 
Signing in: All Visitors to the College are required to report to the Lodge (in the Senior School), Prep 
School Reception or the Estates Building. There is a visitors’ book in these locations for use by 
Visitors who both sign in and sign out. The information contained in the visitors’ book includes the 
times of arrival and departure, the visitor’s name, the reason for the visit, and the visitor’s vehicle 
registration number if appropriate. 
Badges: In addition to the signing in and signing out arrangements, Visitors in the College are issued 
with a badge on their arrival. This applies in particular to contractors attending the school to work on 
building projects or undertake maintenance tasks. 
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Other Issues 
Security: If a stranger is observed on the premises who is unaccompanied and not wearing a badge, 
they should be approached, asked to confirm their name and give the purpose of their visit and 
directed to the Lodge/Reception. If there is any reason for staff to be concerned about their own 
safety then the individual should not be approached but they should contact the Lodge/Reception 
(or the Campus Manager when the Lodge/Reception is closed) immediately. On no account should 
an individual or group of individuals be approached if there is a perceived risk of an unsafe 
encounter. Pupils should not approach un-badged individuals but should report their presence to a 
member of staff as quickly as possible. 
 
Parents:  Parents and members of the public attending events at the College are all theoretically 
Visitors.  However it must be recognised that many of these ‘casual visitors’ will be unexpected or 
unknown to the College and, particularly outside usual school hours, will not be signed-in/badged or 
accompanied.  Discretion should be exercised when challenging these casual visitors in normal public 
areas of the campus.  However such visitors should not have access to teaching areas during the day 
time or houses (especially boarding houses) at any time and should always be challenged if found 
unaccompanied in these locations. 
 
Catering: If catering is required for Visitors then the Catering Department must be notified in 
advance by the person arranging the visit. Without this notification no Visitor to the College is 
entitled to make use of the catering service. 

2. Visitor Policy for Residents 
(Reviewer: Stephen Holliday, April 2021) 
 
Preamble 
This policy sets out the arrangements for over-night and longer-term visitors to staff resident on the 
campus. 
 
The arrangements for day visitors are covered in other policies as detailed below. 
 
Legal Background 

• The College will comply with the safeguarding requirements set out in the Independent 
Schools Standards Regulations as may be updated from time to time, the National Minimum 
Standards for Boarding Schools and any other guidance issues by the Department for 
Education. 

• Under the above regulations everyone working (or volunteering) at the College must have a 
valid, enhanced disclosure from the Disclosure and Barring Service (‘DBS’).   

• In addition, as a boarding school, the College must comply with the more stringent criteria of 
the National Minimum Standards for Boarding Schools which, amongst other things, 
stipulate that adult access to boarders and accommodation must be managed so that 
boarders are protected from unsupervised contact at school with adults who have not been 
subject to the school’s complete recruitment checking procedures and there is supervision 
of all unchecked visitors to the boarding premises. 

• All staff must recognise that the College’s primary objective is to safeguard those children in 
its care.  Consequently the College reserves the right to prohibit individuals from visiting the 
campus in exceptional circumstances.   
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Day Visitors 
• The arrangements for day visitors are set out in the Visitor Access Policy. 
• Staff must also comply with the arrangements for visitors as set out in the College Health 

and Safety Policy.  
• In summary, visitors to the College must be supervised and accompanied at all times whilst 

on College premises. 
 
Guidelines for Resident Staff 
In addition to the above, staff resident anywhere on the College campus will be expected to comply 
with the following: 
 
Short Term Visitors 

• A short-term visitor is defined as anyone whose visit does not exceed 72 hours during term 
time or 14 days during the College holidays. 

• Short-term visitors to staff accommodation are allowed provided that they are properly 
supervised at all times and not allowed unsupervised access to pupils or to boarding areas.    

• All visitors staying in accommodation which is on the main part of the campus or part of a 
boarding house (including Martlet House, Pelican House and St. Johns’ House) must be 
signed in at the lodge, in case of an emergency. 

 
Other Visitors   
Visitors other than the above – i.e. longer-term visitors or those who will not be subject to constant 
supervision – are subject to more stringent rules as follows: 

• Prior consent to any visit (valid for up to six months) must be obtained from either the 
Headmaster, the Bursar or the Operations Director; 

• Such visitors will be expected to possess a valid DBS check from the College issued within the 
previous six months or to be registered with the DBS update service. 

 
Resident Visitors 

• Under the terms of their Licence to Occupy, staff living in College accommodation are not 
permitted to allow any other person to occupy their accommodation other than their 
spouses, partners and dependent children under the age of 18. 

• All permanent adult residents who are not employed by the College must have a valid DBS 
check undertaken by the College. 

• In order to comply with the National Minimum Standards for Boarding Schools all 
permanent residents who occupy accommodation which is in the same building as a 
boarding house must also sign a written agreement which governs their conduct and terms 
of occupation.   

• Please bear in mind that the above rules will apply to the children of staff if they are over 18, 
even if they are pupils at the College.    

 
Owner: SAH Date for Review: Nov 2022 
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Recruitment, Selection and Disclosures Policy 
(Last updated January 2021. Owner: SAH; Date for Review: August 2022) 

1. General  
• Hurstpierpoint College ("the College") is committed to ensuring the best possible 

environment for the children and young people in its care. Safeguarding and promoting the 
welfare of children and young people is our highest priority.  

• The College aims to recruit staff that share and understand our commitment and to ensure 
that no job applicant is treated unfairly by reason of a protected characteristic as defined 
within the Equality Act 2010.  

• All queries on the College's Application Form and recruitment process must be directed to 
the Bursar.  

• An entry will be made on the Single Central Register for all current members of staff at the 
College, the proprietorial body and all individuals who work in regular contact with children 
including volunteers, supply staff and those employed as third parties.  

• All checks will be made in advance of appointment or as soon as practicable after 
appointment.  

2. Scope of this Policy  
• The Recruitment, Selection and Disclosures Policy and Procedure herewith refers and applies 

to staff directly recruited and employed by the College.   
• In the Education (Independent Schools Standards) (England) Regulations 2014, staff are 

defined as ‘Any person working at the College whether under a contract of employment, 
under a contract for services or otherwise than under a contract, but does not include 
supply staff or a volunteer’.  

• In the case of agency or contract workers, the College shall obtain written confirmation from 
the agency or company that it has carried out the appropriate checks. The College conducts 
identity checks on agency and contract workers on arrival in College and, in the case of 
agency workers which includes supply staff, the College must be provided with a copy of the 
DBS check for such staff.  

• The College will check with the relevant supply agency that the required checks have been 
carried out (identity, enhanced disclosure – renewed every 3 years, right to work in the UK, 
barred list, prohibition, qualifications, overseas checks plus in line with KCSIE two 
references, declaration of medical fitness, check of previous employment history). The Single 
Central Register shows these checks have been made and the College carries out its own 
identity check and has seen a copy of the disclosure (whether or not it discloses any 
information).   

• Certain individuals are automatically disqualified from acting in senior management 
positions within a charity. Whether an individual falls into the category of a senior 
management position is judged using the following criteria:  

o A person who is accountable only to the governors, and who carries overall 
responsibility for the day-to-day management and control of the charity.  At 
Hurstpierpoint College this would be the Headmaster.  

o A person who is accountable only to the Head or the governors, and who is 
responsible for the overall management and control of the charity’s finances. At 
Hurstpierpoint College this would be the Bursar/Chief Financial Officer.  
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• Being disqualified means that a person cannot take on, or stay in, a senior manager position 
– even on an interim basis, unless the Charity Commission has removed (or ‘waived’) the 
disqualification.  

• In respect of contractors, unchecked contractors will under no circumstances be allowed to 
work unsupervised in the College.  The College will determine the appropriate level of 
supervision depending on the circumstances.  

• Any staff who TUPE transfer into the College's staff will be required to undertake the 
statutory requirements with regard to safer recruitment checks.  

• If staff are transferred under TUPE (gap of three months or less and information complete) 
information will be passed to the new employer and a note made on the Single Central 
Register that details have been accepted under TUPE.   

3. Application Form  
• The College will only accept applications from candidates completing the relevant 

Application Form in full.  CVs will not be accepted in substitution for completed Application 
Forms.  

• The College will make candidates aware that all posts in the College involve some degree of 
responsibility for safeguarding children, although the extent of that responsibility will vary 
according to the nature of the post.  Candidates for employed posts will receive a Job 
Description and Person Specification for the role applied for.   

• Checks will be made of previous employment history to ascertain satisfactory reasons for 
any gaps in employment. These checks will then be checked against references and any 
discrepancies discussed with the candidate.   

• The successful applicant will be required to complete a Disclosure Form from the Disclosure 
and Barring Service (“DBS”) for the position and, where appropriate, a check of the Barred 
List will be undertaken. Any offer of employment will be conditional on obtaining such 
satisfactory checks. Additionally, successful applicants should be aware that they are 
required to notify the College immediately if they are any reasons why they should not be 
working with children.  This includes any staff who are disqualified from childcare or 
registration.   

• The statutory guidance “Disqualification under the Childcare Act 2006 (July 2018)” applies to 
those providing early years childcare or later years childcare, including before school and 
after school clubs, to children who have not attained the age of 8 AND to those who are 
directly concerned in the management of that childcare.  

• The College takes its responsibility to safeguard children very seriously and any staff 
member and/or successful candidate who is aware of anything that may affect his/her 
suitability to work with children must notify the College immediately.  This will include 
notification of any convictions, cautions, court orders, reprimands, or warnings he/she may 
receive.  

• Staff and/or successful candidates who are disqualified from childcare or registration may 
apply to Ofsted for a waiver of disqualification.  Such individuals may not be employed in the 
areas from which they are disqualified, or involved in the management of those settings, 
unless and until such waiver is confirmed. Please speak to the Bursar for more details.  

• The College has a legal duty under section 26 of the Counter-Terrorism and Security Act 
2015 to have ‘due regard to the need to prevent people from being drawn into terrorism’.  
This is known at the Prevent duty. Schools are required to assess the risk of children being 
drawn into terrorism, including support for extremist ideas that are part of terrorist 
ideology.  Accordingly, as part of the recruitment process, when an offer is made the offer 
will be subject to a Prevent duty risk assessment.   
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• If the candidate is currently working with children, on either a paid or voluntary basis, the 
College will ask their current employer about disciplinary offences, including disciplinary 
offences relating to children or young persons (whether the disciplinary sanction is current 
or time expired), and whether the candidate has been the subject of any child protection 
allegations or concerns and if so the outcome of any enquiry or disciplinary procedure.    

• If the candidate is not currently working with children but has done so in the past, the 
College will ask the previous employer about those issues.  Where neither the current nor 
previous employment has involved working with children, the College will still ask the 
current employer about the candidate’s suitability to work with children. Where the 
candidate has no previous employment history, the College may request character 
references which may include references from the candidate's school or university.  

• All candidates should be aware that provision of false information is an offence and could 
result in the application being rejected or summary dismissal by the College if they have 
been appointed, and a possible referral to the police and/or DBS.  

4. Invitation to Interview  
• The College will short list applicants according to the relevance and applicability of their 

professional attributes and personal qualities to the role. Short-listed applicants will then be 
invited to attend a formal interview at which his/her relevant skills and experience will be 
discussed in more detail.  

• All formal interviews will have a panel of at least two people chaired by the Head, Bursar or 
another designated senior member of staff.  On occasions a candidate may be interviewed 
by more than one panel or by more than one individual separately, but in accordance with 
best practice at least one of the interviewers will have undertaken safer recruitment 
training.  The Chair of Governors should chair the panel for the Bursar's/Head's 
appointment.  The interviewers involved will be required to state any prior personal 
relationship or knowledge of any of the candidates and a judgement will be made by the 
Chair as to whether or not an interviewer should withdraw from the panel.  Should the Chair 
have a conflict of interest, the Vice Chair shall decide whether the Chair should withdraw 
from the panel.  

• The interview will be conducted in person and the areas which it will explore will include 
suitability to work with children.   

• All candidates invited to interview must bring documents confirming any educational and 
professional qualifications that are necessary or relevant for the post (e.g. the original or 
certified copy of certificates, diplomas etc).  Where originals or certified copies are not 
available for the successful candidate, written confirmation of the relevant qualifications 
must be obtained by the candidate from the awarding body.  

• The College requests that all candidates invited to interview also bring with them:   
o A passport or a full birth certificate;  
o A current driving licence including a photograph;  
o A utility bill or financial statement issued within the last three months showing the 

candidate's current name and address;  
o Where appropriate, any documentation evidencing a change of name;  
o Where applicable, proof of entitlement to work and reside in the UK.   

Please note that originals of the above are necessary.  Photocopies or certified copies are 
not sufficient.  

• Candidates with a disability who are invited to interview should inform the College of any 
necessary reasonable adjustments or arrangements to assist them in attending the 
interview.  
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5. Conditional Offer of Appointment: Pre-Appointment Checks  
Any offer to a successful candidate will be conditional upon:  

• Receipt of at least two satisfactory references from different employers (if these have not 
already been received);  

• Verification of identity and qualifications including, where appropriate, evidence of the right 
to work in the UK;  

• A satisfactory enhanced DBS check and if appropriate, a check of the Barred List maintained 
by the DBS;  

• For any candidate that has worked or been resident overseas for 6 months or more 
(whether continuously or in total) in the last 10 years, while aged 18 or over, (an) 
appropriate overseas criminal record certificate(s);   

• For a candidate to be employed as a teacher (which includes planning and preparing lessons 
and courses for pupils; delivering and preparing lessons to pupils assessing the development, 
progress and attainment of pupils; and reporting on the development, progress and 
attainment of pupils) a check that that the candidate is not subject to a prohibition order 
issued by the Secretary of State or any sanction or restriction imposed (that remains current) 
by the historic General Teaching Council for England before its abolition in March 2012;  

• For a candidate that has lived or worked outside the UK to be employed as a teacher, such 
checks and confirmations as the College may consider appropriate so that any relevant 
events that occurred outside the UK can be considered;  

• Verification of successful completion of statutory induction period (for teachers who 
obtained QTS after 7 May 1999);  

• For a candidate to be employed into a senior management position as set out above under 
“Scope of this Policy”, receipt of a signed “senior charity manager positions: automatic 
disqualification declaration” confirming that the candidate is not disqualified from acting in a 
senior management position for a charity in accordance with the automatic disqualification 
rules for charities;  

• Where the successful candidate will be taking part in the management of the College 
(including all Governors, Senior Management Team and teaching heads of department) a 
check that the candidate is not subject to a direction made by the Secretary of State under 
s.128 of the Independent Educational Provision in England (Prohibition on Participation in 
Management) Regulations 2014;  

• Where the candidate will be working in the Pre-prep School or with children from the Pre-
prep, confirmation that they are not disqualified from providing childcare as set out in the 
statutory guidance “Disqualification under the Childcare Act 2006 (July 2018)” or Receipt of 
a signed Staff Suitability Declaration form showing that the candidate is not disqualified 
from providing childcare as set out in the statutory guidance “Disqualification under the 
Childcare Act 2006 (July 2018)”; and  

• Evidence of satisfactory medical fitness. 
 
It is the College's practice that a successful candidate must complete a pre-employment health 
questionnaire.  The information contained in the questionnaire will then be held by the College in 
strictest confidence.  This information will be reviewed against the Job Description and the Person 
Specification for the particular role, together with details of any other physical or mental 
requirements of the role (i.e. proposed workload, extra-curricular activities, layout of the College).  
 
The College is aware of its duties under the Equality Act 2010.  No job offer will be withdrawn 
without first consulting with the applicant, considering medical evidence and considering reasonable 
adjustments.  
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6. References  
• The College will seek the references referred to in section 5 above for shortlisted candidates 

and may approach previous employers for information to verify particular experience or 
qualifications, before interview.  One of the references must be from the applicant’s current 
or most recent employer.  References must be received by a senior person with appropriate 
authority.  If the candidate does not wish the College to take up references in advance of the 
interview, they should notify the College at the time of applying.  

• The College will ask all referees if the candidate is suitable to work with children.   
• The College will only accept references obtained directly from the referee and it will not rely 

on references or testimonials provided by the applicant or on open references or 
testimonials.  The College will verify all references.  Where references are received 
electronically, the College will ensure they originate from a legitimate source.  

• The College will compare any information provided by the referee with that provided by the 
candidate on the Application Form.   Any inconsistencies will be discussed with the 
candidate.  

7. Criminal Records Policy  
• The College will refer to the Department for Education (‘DfE') document, 'Keeping Children 

Safe in Education' and any amended version in carrying out the necessary required DBS 
checks.  

• The College complies with the provisions of the DBS Code of Practice, a copy of which may 
be obtained on request or accessed at:   

• https://www.gov.uk/government/publications/dbs-code-of-practice.  
• Where an applicant is working at any school of the Woodard Corporation, the College may 

accept a current, valid DBS check undertaken by the Woodard Corporation.  In such 
circumstances, or where the College relies on an existing check undertaken by another 
educational establishment under the three-month rule, a barred list check will still be 
required.  

• Where an applicant subscribes to the DBS Update Service the applicant must give consent to 
the College to check there have not been changes since the issue of a disclosure certificate.  
A barred list check will still be required.  

• If an enhanced disclosure is delayed the Head may allow the member of staff to commence 
work without confirming the appointment:   

o Without confirming the appointment;  
o After a satisfactory check of the barred list if the person will be working in regulated 

activity and all other relevant checks (including any appropriate prohibition checks) 
having been completed satisfactorily;  

o Provided that the DBS application has been made in advance;  
o With appropriate safeguards taken (for example, loose supervision);  
o Safeguards reviewed at least every two weeks by the Head and member of staff;  
o The person in question is informed what these safeguards are; and  
o A note is added to the single central register and evidence kept of the measures put 

in place.  

8. Retention and Security of Records  
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• The College will comply with its obligations regarding the retention and security of records in 
accordance with the DBS Code of Practice and its obligations under its Data Protection 
Policy.  Copies of DBS certificates will not be retained for longer than 6 months.  

• The College will comply with its data protection obligations in respect of the processing of 
criminal records information. More information on this is included in the Recruitment 
Privacy Notice and the Data Protection Policy.  
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Reference Policy 
(Reviewer: Darren Carpenter, September 2021) 
 
This policy forms part of your contract of employment.  

1. Professional references 
This policy only relates to professional references which bear the College’s name and represent an 
official statement of the College’s assessment of an existing or a former employee.  These are 
written on the College’s headed notepaper. 

2. Authorised referees 
The only employees authorised to give a professional reference will be the Headmaster, the 
respective Heads of the two schools and the CFO. 

3. Personal references 
Employees will not be required to follow this procedure when writing personal references.  Personal 
references will not be written on the College’s notepaper nor refer to a person’s professional 
performance or their relationship with the College.  Personal references simply record one person’s 
experience of another.  Any individual giving such a personal reference is personally responsible for 
anything said in that reference.  Such references must state that they are personal references and do 
not represent the views of the College.  

4. Telephone 
References will not be given over the telephone. 

5. Confidentiality 
References provided by the College are not intended to be seen by the employee and will normally 
be marked Confidential for the purposes of employment (or prospective employment) of the data 
subject.  The same will apply to references received by the School. 
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Registration & Absence Policy 
(Reviewer: SMT, August 2021) 
 
Registration has two functions: 

• So that an admissions register is kept in accordance with the Education (Pupil Registration) 
Regulations 2006. 

• It has a Health and Safety function, tracking pupils in order to provide accurate information 
in the event of a major incident. 

 
Registration of all pupils other than the full and weekly boarders is required by law at the beginning 
of each morning session and during the afternoon. However, for Health and Safety purposes all 
pupils should be registered at these times.  

1. Senior School 
Registration is done on-line by pupils in Houses in the morning before lessons and during lunchtimes 
using a key card that has been issued to every pupil.  

2. Prep and Pre-Prep School 
• Morning registration is at 8.20am (8.30am Pre-Prep) in classrooms.   
• Afternoon registration is at 12.55pm (1.00pm Pre-Prep) in classrooms.   
• Registers must be taken to the school office before lessons begin in the morning    
• The Prep Office Secretary will compile a daily list of absentees and late pupils.    
• Pupils arriving late to school (after 8.20am) should report to the school office to sign in.  
• Pupils in the Pre-Prep are collected by their parents or guardian.   
• All pupils in Yrs 3-6 must be signed out by their parent or guardian (or the driver if using the 

Bus service) when leaving school.  
• Parents should contact the school if their child is ill or has a medical or dental appointment.  
• All other absences must be authorised by the Head of the Prep School. 

 
There are five registration categories: 

1. Present - denoted by a forward oblique for am and a reverse oblique for pm (/or\)   
2. Approved educational activity   
3. Authorised absence (see below)   
4. Unauthorised absence (see below)   
5. Unable to attend due to exceptional circumstances  

3. Authorised absence – ‘O’ with appropriate letter inserted: 
• Special circumstances not covered by another code, C   
• Exclusion – (no alternative provision made), E   
• Family holiday (agreed), H   
• Medical/Dental appointments, M   
• Illness (NOT medical or dental etc. appointments) I   
• Interview, J   
• Day of Religious Observance, R   
• Study, S   
• Approved sporting activity, P   
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• Educational visit or trip, V   
• Late (before registers closed, therefore present) L   

4. Unauthorised absence – ‘O’ with appropriate letter inserted: 
• No satisfactory explanation received O  
• Family holiday (NOT agreed or day in excess of agreement) G   
• No reason yet provided for absence N   
• Late after registers closed U   

5. General Notes concerning Senior School registration 
• The HoM or adult on duty will check that the registration is complete before leaving the 

House and get those students who are present to sign in if they have forgotten.    
• Information concerning future absence or explaining absence should be noted by the HoM 

and the appropriate symbol inserted in the register.    
• If pupils are present during registration but are going out of school anytime afterwards, the 

HoMs should mark it with the appropriate code ie: ‘V’ or ‘P’. Lists of pupils on trips or 
matches should always be left with the staff at the Lodge as you depart.    

• If a pupil is marked as unknown reason for absence then a member of the team at the Lodge 
phones home. The outcome is recorded by the Lodge on the electronic register PASS. (For 
pupils in St Johns, it is the HoMs who follow up on the absence).  

• The absence list is compiled by the Lodge and emailed to teaching and support staff.     
• Late pupils (those arriving after morning registration) sign in at the Lodge and the reason for 

absence is updated on PASS.   
• Emergency - all Houses to assemble on the astro.  Registers will be done by the HoMs.  

Houses can then be registered and any missing children reported to the Head.   
 
At lunchtime the pupils are registered in Houses. If any additional pupils have unaccountably failed 
to register, then the person on duty should follow it up with an email or a phone call.  If a student 
then fails to arrive at their afternoon lesson, a HoM alert is sent by the classroom teacher.    
  
In addition to being registered in house twice each day, all teachers are expected to keep a record of 
who is present in their lessons, and to notify the HoM (via a HoM alert) if a pupil is not present and 
not on the absentee list.    
   
Pupils leaving and returning to the school are required to sign in and out at the Lodge. Pupils in the 
Upper sixth may leave at the discretion of the person on duty. If a pupil goes over to the medical 
centre and then subsequently goes home ill then the nurses will email the HoM and record the 
details in the Medical system.    
   
In the evening pupils who are boarding are registered by the adult on duty and the registration list 
which has been generated is passed onto resident staff in case of emergency during the night. Any 
changes to the ‘normal’ arrangements are recorded in the duty diary which provides a record and 
communicates these events – for example, a pupil who would normally be in but who is going home 
as it is their birthday. Parents email or ring if a Flexi boarder wishes to change their routine.   
   
If a pupil who is meant to be boarding fails to register in the evening, the HoM or adult on duty will 
contact the pupil and if, need be the parents, to find out where the pupil is. If after this, the pupil’s 
whereabouts is still unknown, then the Missing Pupil policy should be followed.    
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The House register is a working document and the information obtained will be backed up onto the 
school database.   
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Reprographics 
(Reviewer: DMH, August 2021) 

1. Stationery  
• A wide range of items including headed paper, envelopes, OHP pens, dry markers, drawing 

pins, inkjet cartridges etc are available from the Reprographics Dept for College use.   
• Initial “start of term” supplies for pupils’ use such as files, file paper and exercise books can 

be ordered from Reprographics.   
• HoDs and other staff with large stationery requirements can email stationery@hppc.co.uk 

make use of the web based requisitioning system.  
• A supply of stationery including materials for displays is kept in the Prep school.  
• HoDs who have specialist requirements may budget for, and order separately ready for the 

start of the year.  

2. Mail   
• All incoming, outgoing and internal mail is dealt with by Reprographics.   
• Mail is delivered to/collected from the Common Room pigeon holes and Prep School, at 10.00 

am, 12.00 noon and 15.30 on weekdays.   
• Staff may purchase stamps for personal use and post by setting up an account with 

Reprographics.    

3. Photocopying   
• There are 2 high speed reprographics machines that are only to be used by trained staff. 

These are located in the Reprographics Dept. The machines will produce high quality/high 
volume printing and bound books/stapled booklets.  

• Staff and pupils have access to a number of full colour A3 photocopiers located around the 
campus.   These are operated via the network print facility and swipe card system.    Further 
details on their use can be obtained from IT Support.  

  
  
 

Staff Handbook 443 18/05/2022



Retention of Records Policy 
(Reviewer: Darren Carpenter, August 2021) 

1. Background 
• The College needs to create and maintain accurate records in order for it to function.  This 

policy for managing records has been drawn up in conformity with legislation and 
regulations affecting schools in general and with the EU General Data Protection Regulation 
(GDPR). 

• In retaining records the College will pay due regard to legal considerations in respect of the 
retention of records and documents, including: 
o statutory duties and government guidance relating to schools, including for 

safeguarding; 
o disclosure requirements for potential future litigation;  
o contractual obligations;  
o the law of confidentiality and privacy; and (last but by no means least relevant) 
o GDPR.   

• In this policy, ‘record’ means any document or item of data which contains evidence or 
information relating to the school, its staff or pupils.   

• Some of this material, but not all, will contain information about individuals – e.g. staff, 
pupils, consultants, parents, contractors or other individuals, whether they are a part of the 
school or some other third party (for example, another school).  Such information is likely to 
amount to ‘personal data’ for the purposes of the GDPR and may be subject to data 
protection laws which may, in places, conflict with aspects of these 'document retention' 
guidelines.  In such cases, statutory legal duties such as those outlined above – or the duty to 
report to safeguard vital interests – will 'trump' data protection concerns in the event of any 
contradiction.  In addition, certain personal data may legitimately need to be retained or 
disclosed subject to a private contractual duty (eg under a parent contract). 

• Many, if not most, new and recent records will be created, received and stored 
electronically.  Others (such as Certificates, Registers, or older records) will be original paper 
documents.  The format of the record is less important than its contents and the purpose for 
keeping it.   

2. Archiving and the destruction or erasure of Records 
• All staff will receive basic training in data management – issues such as security, recognising 

and handling sensitive personal data, safeguarding etc.   
• Staff given specific responsibility for the management of records will have specific training 

and ensure, as a minimum, the following:  
o That records – whether electronic or hard copy – are stored securely, including if 

possible with encryption, so that access is available only to authorised persons and 
the records themselves are available when required and (where necessary) 
searchable;  

o That important records, and large or sensitive personal databases, are not taken 
home or – in respect of digital data – carried or kept on portable devices (whether 
CDs or data sticks, or mobiles and handheld electronic tablets) unless absolutely 
necessary, in which case it should be subject to a risk assessment and in line with an 
up-to-date IT use policy;  
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o That questions of back-up or migration are likewise approached in line with general 
school policy (such as professional storage solutions or IT systems) and not 
individual ad hoc action;  

o That arrangements with external storage providers – whether physical or electronic 
(in any form, but most particularly ‘cloud-based’ storage) – are supported by robust 
contractual arrangements providing for security and access;  

o That reviews are conducted on a regular basis to ensure that all information being 
kept is still relevant and – in the case of personal data – necessary for the purposes 
for which it is held (and if so, that it is accurate and up-to-date); and  

o That all destruction or permanent erasure of records, if undertaken by a third party, 
is carried out securely – with no risk of the re-use or disclosure, or re-construction, 
of any records or information contained in them.  

3. Retention periods 
• Records will be retained as follows.  
• Records will generally be securely erased as soon as practicable after the end of the 

minimum retention period.    
 

Type of Record/Document  Retention Period  

SCHOOL-SPECIFIC RECORDS  
 Registration documents of School  
 Attendance Register  
 Minutes of Governors' meetings  
 Annual curriculum   

 
Permanent (or until closure of the school)  
6 years from last date of entry, then 
archive.   
6 years from date of meeting  
From end of year: 3 years (or 1 year for 
other class records: eg marks / timetables / 
assignments) 

INDIVIDUAL PUPIL RECORDS  
 Admissions: application forms, 

assessments, records of decisions 
 Examination results (external or internal)  
 Pupil file including:   
  o Pupil reports  
  o Pupil performance records  
  o Pupil medical records  
 Special educational needs records (to be 

risk assessed individually)  

 NB – this will generally be personal data  
 25 years from date of birth (or, if pupil not 
admitted, up to 7 years from that decision).  
 7 years from pupil leaving school  
 
ALL: 25 years from date of birth (subject to 
where relevant to safeguarding 
considerations: any material which may be 
relevant to potential claims should be kept 
for the lifetime of the pupil).  
Date of birth plus up to 35 years (allowing 
for special extensions to statutory limitation 
period)  
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Type of Record/Document  Retention Period  

SAFEGUARDING  
 
 Policies and procedures   
 DBS disclosure certificates (if held)  

 
 
 

 Accident / Incident reporting 
 
 
 
 

 Child Protection files   
  

NB – All records to be kept permanently 
pending outcome of IICSA. 
Keep a permanent record of historic 
policies   
No longer than 6 months from decision on 
recruitment, unless DBS specifically 
consulted – but a record of the checks 
being made must be kept, if not the 
certificate itself.   
Keep on record for as long as any living 
victim may bring a claim (NB civil claim 
limitation periods can be set aside in cases 
of abuse). Ideally, files to be reviewed from 
time to time if resources allow and a 
suitably qualified person is available.  
If a referral has been made / social care 
have been involved or child has been 
subject of a multi-agency plan – 
indefinitely. 
If low level concerns, with no multi-agency 
act – apply applicable school low-level 
concerns policy rationale (this may be 25 
years from date of birth OR indefinitely). 

EMPLOYEE / PERSONNEL RECORDS  
 Single Central Record of employees  

 
 

 Contracts of employment   
 Employee appraisals or reviews 
 Staff personnel file 

 
 Payroll, salary, maternity pay records 
 Pension or other benefit schedule records 
 Job application and interview/rejection 

records (unsuccessful applicants) 
 Immigration records 
 Health records relating to employees 

NB this will contain personal data  
Keep a permanent record of all mandatory 
checks that have been undertaken  (but not 
DBS certificate itself: 6 months as above)  
7 years from effective date of end of 
contract 
Duration of employment plus minimum of 7 
years   
As above, but do not delete any information 
which may be relevant to historic 
safeguarding claims  
Minimum – 6 years 
7 years from effective date of end of 
contract 
Minimum 3 months but no more than 1 year 
unless request received to keep records on 
file 
Minimum – 4 years 
7 years from end of contract of employment 
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Type of Record/Document  Retention Period  

CORPORATE RECORDS  
 Certificates of Incorporation 
 Minutes, Notes and Resolutions of Boards or 

Management Meetings 
 Shareholder resolutions 
 Register of Members/Shareholders 

 
 Annual reports 

 
Permanent (or until dissolution of the 
company)  
Minimum – 10 years 
 
Minimum – 10 years 
Permanent (minimum 10 years for  ex- 
members/shareholders)  
Minimum – 6 years 

ACCOUNTING RECORDS  
 Accounting records  

 
 

 
 Tax returns  
 VAT returns 
 Budget and internal financial reports 

  
Minimum – 6 years from the end of the 
financial year in which the transaction took 
place  
Internationally: can be up to 20 years 
depending on local legal/accountancy 
requirements  
Minimum – 6 years 
Minimum – 6 years  
Minimum – 3 years 

INSURANCE RECORDS  
 Employers Liability Certificates 
 Insurance policies (will vary – private, public, 

professional indemnity)  
 
 

 Correspondence related to claims/renewals/ 
notification re: insurance 

  
Minimum – 40 years 
Duration of policy (or as required by policy) 
plus a period for any run-off arrangement 
and coverage of insured risks: ideally, until it 
is possible to calculate that no living person 
could make a claim.  
Minimum –  7 years 

CONTRACTS AND AGREEMENTS  
 Signed or final/concluded agreements (plus 

any signed or final/concluded variations or 
amendments)  

 Deeds (or contracts under seal) 

  
Minimum – 7 years from completion of 
contractual obligations or term of 
agreement, whichever is the later  
Minimum – 13 years from completion of 
contractual obligation or term of agreement 

INTELLECTUAL PROPERTY RECORDS  
 Formal documents of title (trade mark or 

registered design certificates; patent or 
utility model certificates)  

 Assignments of intellectual property to or 
from the school 

 IP / IT agreements (including software 
licences and ancillary agreements eg 
maintenance; storage; development; 
coexistence agreements; consents) 

  
Permanent (in the case of any right which 
can be permanently extended, eg trade 
marks); otherwise expiry of right plus 
minimum of 7 years.  
As above in relation to contracts (7 years) or, 
where applicable, deeds (13 years). 
Minimum – 7 years from completion of 
contractual obligation concerned or term of 
agreement 
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Type of Record/Document  Retention Period  

ENVIRONMENTAL, HEALTH & DATA  
 Maintenance logs   
 Accidents to children   
 Accident at work records (staff) 

 
 Staff use of hazardous substances 
 Risk assessments (carried out in respect of 

above) 
 Data protection records documenting 

processing activity, data breaches 

  
10 years from date of last entry   
25 years from birth (longer for safeguarding) 
Minimum – 4 years from date of accident, 
but review case-by-case where possible  
Minimum – 7 years from end of date of use 
7 years from completion of relevant project, 
incident, event or activity 
No limit: as long as up-to-date and relevant 
(as long as no personal data held) 

 
Owner: DRC Date for review: September 2024 
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Retirement Policy 
(Reviewer: SMT, Darren Carpenter, September 2021) 

1. Introduction  
Application:  This policy is aimed at all of the College's staff whether permanent, temporary, casual, 
part-time or on a fixed-term contract and to individuals who are consultants or volunteers at the 
College. 
 
Purpose:  This policy is intended to provide guidance on the College's approach to retirement.  The 
College is committed to treating all staff fairly regardless of age and will adhere to the principles set 
out in the College's Equal Opportunities Policy.  This policy does not form part of your contract of 
employment and may be amended from time to time.   

2. Retirement 
Retirement age:  The College does not currently operate a compulsory retirement age for its staff, 
however, this will be reviewed by the College from time to time.  The College acknowledges that 
retirement is a matter of choice for each member of staff.  The College will not make generalised 
assumptions that performance will decline with age, whether due to competence or health issues.  If 
the College considers there are problems with your performance due to capability or ill-health, these 
will be dealt with under the Capability Procedure. 
 
Phased retirement:  The College, may in certain circumstances, be able to accommodate a phased 
retirement which would involve a gradual reduction in working hours.  This will depend on the 
individual's role and the business needs of the College.  If you are interested in gradually reducing 
your hours before retirement, then please make a request in writing to the College’s Director of HR. 
If you are considering a phased retirement then you should consider the impact this will have on 
your pension contributions and seek financial advice before making such a request. 
 
Early retirement:  If you would like to take early retirement you should seek financial advice on your 
pension provision and whether your pension scheme rules permit this before making such a request. 
 
Retirement procedure:  If you have decided to retire the College will require your written 
resignation giving the contractual notice period, as set out in your contract of employment.  The 
College appreciates receiving as much notice as possible and you will not suffer any prejudice for 
giving earlier notice.  The College will meet with you to discuss any intended retirement dates, hand 
over plans, pension details and phased retirement, if applicable.   

3. Workplace discussions 
Discussions:  The College encourages all staff to have workplace discussions with their line manager 
about their performance, training needs and future aspirations.  Your employment prospects will not 
be prejudiced because you express an interest in retiring.  If you indicate that you are thinking of 
retiring, you are free to change your mind at any time until you have actually given notice to 
terminate your employment.  Your employment or promotion prospects will not be prejudiced 
because you have expressed an interest in retiring or phased retirement. 
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Planning:  The College values the experience and knowledge of its staff and may require the 
assistance and co-operation of any member of staff who is considering retiring.  Prior to retirement 
you may be asked to; provide full written details of the status of work projects and future steps, 
assist in developing a job description, ensuring a smooth handover of work and assisting in training 
any successor. 

4. Pension 
Pension:  You are responsible for taking financial advice and considering your pension provision 
before making any decision to retire. The College is unable to provide pensions advice. 
 
Further information:  If you would like further information regarding retirement, please contact the 
College’s HR department. 
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Risk Assessment Policy 
(Reviewer: Health and Safety Manager March 2022, SMT March 2022) 

1. Introduction 
The Risk Assessment Policy outlines the risk assessment process. It does not refer to or include the 
Corporate Risk Register but does make reference to the Risk Assessment Register.  
 
The college has a responsibility under Sections 2 and 3 of the Health and Safety at Work 1974 to ensure, 
so far as is reasonably practicable, the health and safety of its employees, students, 
visitors, contractors and others who may be affected by work activities and to effectively implement any 
actions identified to promote the welfare of those affected at the school.  
 
The college will undertake risk assessments for all non-trivial work activities and identify the measure to 
be implemented in order to comply with our duties under all applicable health and safety legislation and 
to ensure and promote a safe working environment.  
 
In addition, it has more specific responsibilities under the following pieces of legislation:  

• Regulation 3 of the Management of Health and Safety at Work Regulations 1999 (MHSWR) 
imposes a further, more specific duty to undertake suitable and sufficient assessment of all risks 
to the health and safety of employees, students, visitors, contractors and others, arising from 
work activities.  

• Article 9 of the Regulatory Reform (Fire Safety) Order 2005 (RRFSO) requires the Responsible 
Person to carry out a suitable and sufficient risk assessment identifying general fire precautions 
and to record the findings of the assessment along with any persons noted as being at particular 
risk. The Fire Risk Management Policy contains further information.  

• Regulation 6 of the Control of Substances Hazardous to Health Regulations 2002 (COSHH) 
requires the college to ensure that employees are not exposed to hazardous substances unless 
an assessment of the risks to health and the steps that needs to be taken to meet the 
requirements have been actioned. The COSHH Policy contains further information.  

• Regulation 4 of the Manual Handling Operations Regulations 1992 (MHO) require the college to 
avoid the need for manual handling operations which may result in the staff being injured by 
taking steps to reduce the likelihood of injury to the lowest level as far as is reasonably 
practicable. The Manual Handling Policy contains further information.  

• Regulation 2 of the Health and Safety (Display Screen Equipment) Regulations 1992 (DSE) states 
that every employer shall perform a suitable and sufficient analysis of workstations for the 
purpose of assessing the health and safety risks to which the staff who use the workstations, are 
exposed to. The Display Screen Equipment Policy contains further information.  

 
Policy Statement  
It is College Policy to ensure that in addition to complying with all legal requirements, non-trivial hazards 
are risk assessed and appropriate control measures are implemented.  
 
Risk assessments are reviewed at the minimum every 2 years or when there is a significant change or 
event which requires a review of the risk assessment.  

2. Risk Assessment  
A risk assessment is a recorded method of:  

• looking for and listing the hazards (things that can cause harm or go wrong) of a 
task/process/trip;  
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• identifying who might be harmed (staff, pupils, contractors or visitors);  
• looking how likely it is that they could suffer harm (risk);  
• evaluating whether existing controls are adequate and suggesting alternatives if they are not.  

 
It should be completed by someone who is familiar with the process/task (competent person).  
The best way to carry out a risk assessment is to start at the beginning of the task/process or visit/trip 
being undertaken then break it down in a chronological sequence of events identifying the significant 
hazards which exist in each sequence, who will be affected by them, what control measures exist and 
whether they are effective, put forth recommendations if needed and a date in which they must be 
carried out by.  
 
The risk assessment needs to be signed and dated with the full date, i.e. date/month/year with the 
exception of science experiment specifics which will be reviewed as and when experiments are updated 
or equipment is changed.  
 
It must be suitable and sufficient. 
 
Above all, it must be remembered that a risk assessment is a means to an end, not an end in itself; it is a 
way of identifying hazards and who will be affected by them so preventative action can be planned such 
as eliminating the hazards and creating a Safe System of Work.  
 
This is a crucial and difficult part of the process.   
 
The usefulness of risk assessment findings can be severely limited if the information is not able to be 
linked to our staff, students, contractors or other visitors. 
 
At the end of the process, everyone involved should be able to find out:  

• what significant hazards he/she is exposed to whilst at work  
• what measures the college has implemented to mitigate these hazards 

 
Risk Assessments which exist within the college include:  

• Visits and trips electronic risk assessment  
• Display screen equipment (DSE) risk assessment  
• Fire risk assessment  
• Control of Substance Hazardous to Health (COSHH) Risk Assessment  
• Manual handling risk assessment  
• Lone working  

 
Competent Person  
A competent person is defined by the MHSWR in regulation 7 as a person who has sufficient training, 
experience and knowledge and other relevant qualities to do the assessment. Therefore, a knowledge of 
both the subject of assessment and risk assessment would be required.  
When defining competence, the acronym S. K. A. T. E. can be used:  

• Skills  
• Knowledge  
• Attitude  
• Training  
• Experience  

Combined, satisfaction of the above criteria is a reasonable method of gauging competence which is why 
it is important to ensure evidence of competency is held by Human Resources.   
 
Suitable and Sufficient  
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For the risk assessment to be suitable and sufficient, it should:  
• Correctly and accurately identify the significant hazards arising out of the work activity;  
• Disregard inconsequential risks;  
• Identify the number and type of people who may be affected by the work activity;  
• Take into account the suitability of the current control measures;  
• Determine the probability of harm occurring;  
• Identify and prioritise the measures that need to be taken to comply with the relevant 

statutory provisions;  
• Be appropriate to the nature of the work;  
• Be such that it remains valid for a reasonable period of time.   

 
The time and effort spent on a risk assessment should therefore be in approximate proportion to the 
nature and seriousness of the risk.   
 
It is not necessary to produce extensive paperwork to confirm the limited extent of an unlikely and 
inconsequential event.  
 
Duties and Responsibilities  
The duties and responsibilities of all staff regarding risk assessments are included in section 3 of the 
Health and Safety Policy but ultimately it is the responsibility Head of Department to ensure that all 
hazardous activities or processes within their department are risk assessed after proper risk assessment 
training from HS Manager, and appropriate action is undertaken to reduce the risks which are identified. 
 
Training  
The HS Manager will undertake Risk Assessment training for any member of staff who requests it. The 
person requesting training must ensure that a room has a multi-media projector and screen. The theory 
training takes approximately an hour.  
 
There is a “Hurst Risk Assessment Training” PowerPoint presentation located on the Hurst Health and 
Safety Online.  
 
Appendix 1 are guidance notes.  
 
Monitoring and Review  
This policy will be reviewed annually by the Health and Safety Manager or when there is a requirement, 
if sooner. Any changes will be discussed with the Health and Safety Committee and will be recorded in 
the minutes of the meeting. Amendments to the policy will be reviewed by the SMT prior to the updated 
version being published online in the Staff Handbook. 

3. Appendix 1  
Guidance Notes on completing a Risk Assessment  
The following points must be considered when carrying out a risk assessment.   
 
Step 1 – Identify the Hazards  

• Identify how people could be harmed   
• Walk around the workplace & look at what could cause harm.  
• Consult staff.  
• Check manufacturer’s instructions & Material Safety Data Sheets (MSDS).  
• Review accident and incident records and data.  
• Seek advice and guidance from the Health and Safety Manager  

  
Step 2 – Decide who might be harmed and how  

Staff Handbook 453 18/05/2022



• For each hazard identified, be clear about who might be harmed  
• Some workers may have particular requirements 

including New and  young  workers,  new  or  expectant  (including  breast  feeding) mothers, 
people with physical and mental impairments may be at particular risk.  

• Students, cleaners, visitors, contractors or parents and other members of the public.  
  
Step 3 – Evaluate the risks and decide on control measures  

• Having identified the hazards, consider what controls are in place and what additional controls 
are needed.   

• Evaluate the findings and consider the control measures necessary to manage the risk  
• Avoiding the risk.  
• Evaluate the risk which cannot be avoided.  
• Manage the risk at source.  
• Adapt the work activity or process to the individual taking into account workplace design and 

selection of work equipment.  
• Substitute the dangerous for less dangerous.  
• Prioritise collective protective measures.  
• Provide appropriate instruction, information, training and supervision.  

  
The above should be considered as part of a Safe System of Work (SSoW).  PPE should normally be 
regarded as an interim, last resort measure, pending a reduction of risk by more reliable and permanent 
means.  
  
Step 4 – Record the findings and implement control  

• The assessment must be suitable and sufficient and should demonstrate the following:  
• An appropriate check has been undertaken.  
• Individuals and people at risk have been identified.  
• Significant hazards have been identified and the appropriate controls implemented.  
• An evaluation of risk has been undertaken.  

  
Step 5 – Communicate the assessment to those at risk  

• Agree the assessment and communicate the findings to those involved in the work activity or 
process including those who might be exposed or at risk.  

  
Step 6 – Monitor control measures and review   
The assessment must be kept up to date to remain valid.  If during the period following the introduction 
of the assessment there is a significant change then the assessment must be reviewed and updated 
accordingly. 
 
Significant changes include:  

• A change in legislation.  
• A change in control measures.  
• Changes in the way the work activity is undertaken.  
• The introduction of new people, equipment or technology.  
• Following an accident or incident.  
• Any other reason that may affect the validity of the assessment.  

 
Risk assessment is a dynamic process and therefore needs to be regularly reviewed.    
 
Sample questions that should be asked when there are new pupils, new pieces of equipment, the layout 
to an area or even when reviewing the risk assessments as part of a planned process include:  

• Have we implemented the control measures?  
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• Have manageable risk levels been achieved?  
• Have new hazards arisen or been created?  
• Are the control measures still relevant or valid?  
• Have any changes been communicated?  
• Have the implemented control measures been used in practice?  
• Have new employees been informed of the process, its findings and the control measures?  
• Is the risk assessment still valid?  

Staff Handbook 455 18/05/2022



Search Procedure Policy (including EYFS) 
(Reviewer: SMT, August 2021) 
 
Body searches, lockers, bags and room searches can be carried out by an authorised member of staff 
on grounds of ‘reasonable suspicion’ that a person has anything that has been or is likely to be used 
to commit an offence or breach the school rules as publicised, or cause injury or damage to the 
property of another person, or to the person being searched (Education Act 1996, secs. 550ZA and 
550 ZC) e.g., knives, offensive weapons, generally, alcohol, any controlled drug, tobacco or tobacco 
products (including electronic cigarettes or similar), a firework, pornographic images (Schools – 
Specification and Disposal of Articles, Regulations 2012). 
 
Searches should be carried out by a member of the same sex and in the presence of a witness of the 
same sex, though these guidelines may be set aside if the member of staff believes there is a risk of 
serious harm, imminently and the search is urgent and finding a same sex witness is not practicable. 
 
Reasonable force may be used to search, but only for items listed above, not merely for things 
banned by the school e.g. chewing gum. Outer clothing (scarves, boots, coats) may be removed for a 
search. Electronic devices may be seized and searched, in the contexts of reasonable suspicion of 
risk or harm and files/data may be erased if the staff thinks there ‘is a good reason to do so’ (R.Bird, 
Legal Consultant, ASCL) but guidance published by the Secretary of State(DfE) should be consulted. 
Anything related to an offence may be seized; alcohol may be disposed of; extreme or child 
pornography should be handed over to the police. 

1. Power to Search  
The government strongly advises schools not to search pupils when resistance is expected, but 
rather to call the police  
(See http://www.atl.org.uk/help-and-advice/classroom-behaviour/restraint.asp)  
 
When carrying out a search: 

• Prior to any search of a pupil's room or person, the pupil should be asked if they have in 
their possession anything which is not theirs or which they did not bring onto school 
premises. If so what is it, and where is it? 

• The pupil should be present throughout when the room is searched, as should any person 
who shares that room with the pupil. 

• During the search as little as possible should be said by those carrying out the search. There 
should be no attempt to make light-hearted remarks, threats or any references to the 
possible consequences of the search. 

• If anything suspicious is found a detailed record of what is found and where in the room it is 
found should be made. 

• A detailed note of the search should be kept from the start of the search. This should include 
times, persons present, anything said and by whom, and if for any reason the search has to 
be interrupted, the reason for interruption and the times of interruption and resumption. 
The scene should be preserved in the meantime. 

• If anything is found that leads to suspicion of an illegal substance, or a sniffer dog registers a 
‘find’ for drugs, then the pupil should be asked two questions only: 

o Is this yours? 
o What is it or do you know why the sniffer dog has reacted? 
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• The answers should be carefully noted and the pupil invited to initial the answers as being 
correct. 

• No attempt to question the pupil further should be made until a parent, guardian, or other 
appropriate adult (not associated with the school) is present. 

• On completion of the search, if anything further is to be done the pupil should be given the 
opportunity to telephone parents or guardian in private. 

• The pupil’s room should then be sealed and no one should enter it without the permission of 
the Head of Senior School or Deputy Head Pastoral. 

• Both members of the staff who have carried out the search should afterwards read the 
notes one or both of them have made and if they agree that the notes are a correct record 
of the search they should sign them as such. Any alterations or additions to the notes should 
be noted and signified as such. 

2. Other Matters 
At any stage in any investigation those who receive information should note it together with dates 
and times. 
 
Statements should be made as soon as possible thereafter so as to give the fullest information to the 
Head before he acts. 
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Security 
(Reviewer: SMT & DMH, September 2021) 

1. Security 
Security should be a background, but active, part of the concerns of all staff.  The College is a very 
open Campus with a large number of external doors, some attended, some not; some used 
frequently, some occasionally, some busy at times and quiet at others. In consequence, the 
opportunities for unauthorised entry are manifold. 
 
Despite this, incidents are rare, and a request to a stranger for identity will weed out most of them.  
A suitable answer to that and to the question ‘have you reported to Reception?’ will usually bring a 
response on which action can be taken. If Reception is closed, please contact the Campus Manager. 
 
If you are dissatisfied that the person is a bona fide visitor please check with Reception, and escort 
them there if necessary.  Don’t be fobbed off by an antagonist attitude.  The answer to parents who 
take exception to being asked is that we are conscious of security needs and always check the 
identity of anybody we cannot personally identify.  If you are in doubt, seek assistance from a 
colleague immediately. 
 
It goes without saying that external doors which are customarily locked must remain locked and 
external doors to the boarding houses must be kept locked at all times. 
 
Never give the College’s combination lock codes or your key card to anyone outside the College, not 
even to parents.  Remember that calling out the numbers to bona fide College members can be 
overheard!  Broadcasting these numbers is the equivalent of handing somebody the School’s front 
door key. If you lose your key card report it to the Campus Manager by emailing 
lostcard@hppc.co.uk who will cancel your old card and issue you with a new one. 
 
At night, the Security team performs a campus wide lock-up and mobile patrol and surveillance 
round.  Doors are checked and locked where necessary, and any open downstairs windows are 
secured.  After 10.30 pm all locked doors and gates must remain locked otherwise you may be 
responsible for allowing entry to someone intent on damage to people or property. 
 
To protect the equipment in your classroom during the evening please will you ask a pupil to secure 
the windows and switch off the light after the last lesson.  Once you are happy this has been done, 
please lock the door. 
 
Awareness and common sense together will avoid problems. 
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Self Harm 
(Reviewer: Caty Jacques, Simon Hilliard, July 2021) 
 
Purpose  
This policy aims to address the issue of self-harm in a way congruent with the College’s overall 
approach to Safeguarding. It is the College’s aim to provide, within this document:  

• clear guidance to staff  
• information about how to deal with students who self-injure and how to offer support in the 

short and long term  
• Support mechanisms for staff who come into contact with students who have self-harmed  

1. General guidance - what is self-harm?  
Self harm can be defined as the attempt to injure oneself physically without causing death and 
includes a range of actions that people do to themselves to injure, self-mutilate or self-poison. The 
actions are deliberate and usually hidden/concealed.   
 
Self harm is a broad term and may involve any of the following:  

• cutting  
• taking overdoses of  pharmaceuticals  
• punching oneself  
• swallowing toxic substances or foreign objects (e.g magnets)  
• scratching, picking or tearing at one’s skin causing sores, scarring or burning  
• inhaling or sniffing harmful substances  

  
It may also involve taking unnecessary risks, being addicted to alcohol or drugs, or simply not looking 
after one’s own emotional or physical needs.   

2. Why do people deliberately self- harm?  
Self-harm has been interpreted as self-management of emotional pain. People self-harm to release 
tension (from anger, grief or anxiety) to gain control over something in their lives, to make 
emotional pain ‘real’. It can also be used to distract from other pain or to self-punish. It might be 
used as a coping mechanism if subjected to bullying (see anti-bullying policy) People who self-harm 
often conceal their actions and find them embarrassing.  

3. What can be done?  
Early identification is essential to the management of self-harm in schools.  Whenever self-harming 
is suspected or identified the Director of Safeguarding, Deputy Head Pastoral and HoM must be 
informed.   
 
Self-harm can have a negative impact on the friends of the self-harmer, since they often feel a 
degree of responsibility for their friends behavior, once it becomes apparent. At Hurst we wish to 
encourage a culture of openness and ‘reporting on’ such behaviour. Students are encouraged to 
speak their HoM or the Director of Safeguarding or Deputy Head Pastoral, or PIP once 
such behaviour comes to light. Underpinning this openness is an educational programme, through 
PSHCE lessons and house/year group/whole school assemblies which encourages open discussions 
about a range of mental health issues.  
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Here is a list of terms and ideas that are often linked to self-harm:  

• depression  
• school failure, perfectionism and overachievement  
• drug and alcohol abuse in the home  
• relationship conflicts  
• psychiatric illness  
• recent bereavement  
• chronic physical illness  
• early loss experiences  

4. Guidance and procedure  
• Any member of staff who becomes aware of a pupil self-harming should contact one of the 

College DSLs immediately.   
• The Mental Health First Aid (MHFA) 1 day and 2 day courses are run for staff, and these 

include information on self-harm.    
• In a serious case, the member of staff should immediately ensure the safety of the pupil and 

this may require calling the emergency services if:  
o the injury is serious  
o an overdose has been taken  
o the child is suicidal or a risk to others  

• Staff should keep written records of the injury, incidents and concerns and pass these onto 
one of the DSLs as soon as possible.  

• The DSL, DHP or other trusted staff member will meet with the pupil/student, conduct an 
initial assessment and determine an appropriate course of action. (This may involve seeking 
advice from mental health professionals, medical experts or the school counsellors.  

• Any witnesses will be spoken to as necessary.  
• If a pupil is under 16yrs, the DSL/HoM/tutor should notify parents, post discussion with the 

child, and recommend that medical/professional help is sought early in the process.  This will 
normally be a GP visit requesting a referral to CAMHS. In the current Covid post-lockdown 
environment, support services are stretched and thresholds for referral are very high.  As a 
result the school often has to lead in the care of the pupil.  The DSLs take on much of this 
work in line with this policy and guidance.    

• Friends of the student will be supported by the HoM/Form Tutor, who will reinforce that 
they (students) are not responsible for the care of fellow students who self-harm. They 
should also be given clear guidance about what to do if the friend continues to self-harm: 
this will be to notify the Director of Safeguarding, the Director of Pastoral Care or 
the HoM/Form Tutor.  The pupils should then be monitored carefully and supported by 
staff.  

5. Guidance 
• Never promise confidentiality, just as in child protection work  
• Make time to talk to the student  
• Listen  
• Don’t judge  
• Persevere with the offer of help, even if your offers are met with indifference  
• Be honest with the student  
• Acknowledge how hard it has been for the student to show you their injuries  

Staff Handbook 460 18/05/2022



• Don’t ask them what happened  
• Don’t expect them to understand why they did it  
• Don’t comment on the seriousness of their injuries  
• Don’t over-react or trivialize it  
• Don’t tell them to stop  
• Don’t make superficial comments  
• First Aid- do they need it and are they looking after their wounds appropriately?  

  
A structured response, designed to safeguard the student and reduce the incidence of self-harm 
might include;  

• A prevention plan.  
• Professional counselling  
• Psychiatric referral  
• Ongoing assessment of risk  
• Medical support (infection control)  
• Regular meetings with the pupils  
• Keeping a diary  
• Use of relevant apps such as ‘Calm Halm’  

  
Strategies need to be frequently reviewed, initially every two weeks (or sooner). Response to the 
strategies will be closely monitored to assess the progress. Regular communication with parents to 
monitor the progress of the child will also be necessary. These will be coordinated by the DSL 
and/or HoM.  
 
There may have to be a break from school whilst further professional intervention is sought.  
Return to school may be dependent on medical/psychiatric advice.  

6. Support for Staff 
Dealing with an incident where a child has self-harmed can be very upsetting. All staff should be 
aware that they can access the services of the school counsellors if they wish.   

7. Extra Resources   
ChildLine 0800 1111  
http://www.b-eat.co.uk/ Helpline 0345 634 1414 Youthline 0345 634 7650 
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SEN and Learning Support    
(Reviewer: Lloyd Dannatt; August 2021, SMT August 2021) 

1. Statement of Intention 
The Learning Support Department offers support for all pupils who have an identified additional 
educational need, learning difficulty and/or disability, or anyone else who needs support with their 
learning, usually through 1-1 lessons. 

2. Definition 
As defined by the DfE, pupils are deemed to have additional learning needs if they: 
 

• Have a significantly greater difficulty in learning than children of the same age: or 
• Have a disability which prevents or hinders them from making use of educational facilities of 

a kind generally provided for children of the same age.  
 
Additional Educational Provision means educational provision that is added to or different from that 
received by most of their peers.  

3. Identification of pupils who may need learning support 
• Provision for pupils with Additional Educational Needs is the responsibility of the whole 

College. 
• Teacher nomination, by use of the referral form on GRS.  
• The use of a variety of standardised tests to highlight any significant discrepancy between 

underlying ability and performance. 
• Further tracking through school tests and examinations. 
• Information from pupils, tutors, class teachers, parents, outside agencies, previous schools. 
• Educational Psychologists/Speech and Language reports or other professional reports. 
• Lower than expected progress in relation to underlying ability, as identified through teacher 

tracking, the grades and reporting system and specific tests. 
• Please note; it is the responsibility of ALL teachers to identify and meet a pupil’s additional 

needs, whether intellectual, personal or social, using a staged approach relating to their 
individual needs. This approach is graduated and consistent with the current (2015) SEN 
Code of Practice. 

 
Pupils are registered as having additional educational needs if they fit in one or more of the 
following categories: 
 
Dyslexia 
Dyspraxia 
General Learning Difficulties 
English as a Second Language 
Behavioural Difficulties (including Attention Deficit Hyperactivity Disorder) 
Mathematical Difficulties (Dyscalculia) 
Medical 
Social/Emotional 
Hearing or Sight Impairment 
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4. Aims and Objectives 
In consultation with any relevant staff: 

• To identify pupils who need extra support and to ensure that their needs are provided for, 
within the context of the school. 

• To assess pupils in order to ascertain the nature of the additional learning needs, if any, and 
the level of support required. If considered necessary referral to an outside agency, usually 
an Educational Psychologist, for further investigation/diagnosis.  

• To enable pupils to reach their full potential by appropriate, differentiated and specific 
planned teaching programmes. 

• To assist in the monitoring of pupil progress.  
• To take into consideration the needs and wellbeing of the whole child, offering emotional, 

social and intellectual support within the academic and pastoral framework of the school in 
order to maintain and, if necessary, improve self-confidence and self-esteem. 

• To ensure that parents and teaching colleagues are kept fully informed as partners for 
individual pupil’s learning, within the LS context. 

• To advise colleagues, where appropriate, as to strategies which are beneficial to the pupils’ 
learning styles and needs. 

• To ensure that pupils have a voice in this process to encourage them to become both 
owners and managers of their learning.  

5. Role and Responsibilities of the Department 
• To initially assess pupils who are causing concern in order to ascertain the nature and level 

of additional learning needs, if any. 
• To coordinate the provision for pupils’ individual LS needs, within the LS Department. 
• To write and update Pupil Profiles for each LS pupil, in collaboration with that pupil, up to 

the Fifth Form. 
• To advise colleagues, where appropriate, on how best to support and teach pupils with 

specific additional learning needs. 
• To maintain the LS records of all pupils receiving Learning Support. 
• To monitor those who are on the Learning Support List, but who do not receive LS. 
• To provide an environment where studies may be supported and supervised. 
• To liaise with parents.   
• To contribute to the continuing professional development of staff. 
• To liaise with outside agencies where appropriate. 

6. School Specific Roles 
 
Pre Prep: 

• To liaise with school LS staff and the nominated teacher to ensure that the best prep school 
provision is made for each individual. 

• LS staff to observe and advise pre-prep teachers as appropriate. 
 
Prep School:  

• To liaise with Senior School with regard to pupils who require Additional Arrangements for 
entrance examinations.  

• To pass on to Senior School all relevant information appertaining to pupils who receive LS in 
the Prep School. 

Staff Handbook 463 18/05/2022



 
Senior School:  

• To instigate, monitor and update Educational Psychologist Reports where necessary. 
• To liaise with the Examinations Officer with regard to pupils who require examination 

concessions. 
• To liaise with Sixth Form and Tertiary colleges where appropriate. 

 
Provision for Special Needs at Hurst College in accordance with the SEN Code of Practice (2015) 

• Class Teachers are expected to monitor the progress of all pupils, including those NOT on the 
Learning Support List and to differentiate accordingly. 

7. School Action 
• Interventions are required which are different from or additional to, the school’s 

differentiated curriculum. 
• Parents/carers are advised by class teachers and/or the SENCo that SEN provision is being 

considered for their child. Then, in consultation with parents/carers, the nature of 
intervention is discussed. 

• Detailed assessments of pupils’ strengths and weaknesses are undertaken and Pupil Profile 
is drafted. The Pupil Profile details any standardised and diagnostic test scores, alongside 
strengths and weaknesses. In the Senior School the Pupil Profile is reviewed termly. In the 
Prep School, long term objectives are written on the Pupil Profile and targets are recorded in 
the pupil’s prep diary and reviewed termly. In both schools targets are written in 
consultation with the pupils. In the Sixth Form no specific Pupil Profile is written, but staff 
have access to outline information of strengths, weaknesses and strategies on GRS.  

• Code of Practice Levels 1-4. 1= Monitor, 2= Small group support, 3= 1-2 lessons per fortnight, 
4= more than 2 lessons per fortnight. These levels determine the need for extra LS lessons 
and/or the involvement of external agencies such as Educational Psychologists, Occupational 
Therapists, Speech and Language Teachers or Medical Specialists.  

• In the Senior School, Educational Psychologists’ advice is often sought at an earlier stage 
because of the need for access arrangements in examinations. 

8. Request for Education and Health Care Plan (EHCP) 
In exceptional circumstances it may be necessary for the school, in consultation with the 
parents/carers and outside agencies involved to consider whether to ask the LEA to initiate a 
statutory assessment. Where a request for an EHCP is made to the LEA, the pupil will have 
demonstrated significant cause for concern and the school will provide written evidence to the LEA 
as required. 

9. Annual Reviews of an EHCP 
All EHCPs will be reviewed annually with the parents/carers, the pupil, the LEA and the school, to 
consider whether any amendments need to be made to the EHCP and to review progress made 
towards targets on the EHCP. 

10. Referrals to the Learning Support Department 
• On entry, if pupils are known to have additional learning needs, they are assigned, with 

parental consent, one or two LS lessons per week. 
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• Via the school’s internal assessment and monitoring procedures, if and when areas of 
weakness or discrepancies between potential and performance are apparent. (e.g.: CATs, 
MidYIS, internal tests etc.) 

• Pupils are referred by teachers/tutors who are concerned about a particular student’s 
progress. 

• Parents may contact the LS department directly if they are concerned about their son or 
daughter. 

• It is school policy NOT to discuss the nature of any concerns with the student or parent until 
the LS Department has carried out initial enquiries. 

 
In addition, a number of students are assessed prior to entry to the College, so that the LS staff may 
best support their learning when they join us.  

11. Monitoring and Evaluation within the Department 
• Progress is measured and monitored using standardised tests of literacy and numeracy in 

addition to the school’s internal monitoring system. 
• LS targets are evaluated termly or yearly, depending on Key Stage, and inform future 

planning for each individual. 
• Weekly departmental meetings are held to raise any pupils/issues of concern and to discuss 

any aspects of the department. 

12. Funding 
• LS lessons are additional to the main College curriculum and are recharged to the parents on 

a termly basis.   

13. General Role of the LS Department 
At Hurst, every child is given the opportunity to reach their full potential and it is recognized that 
some students need extra support to enable them to do this. The LS Department provides a range of 
support from literacy and numeracy support, to coursework and study skills as well as subject 
specific support. 
 
Students who need LS all have one to one lessons, which are planned according to individual need. 
 
Most students have one half (Prep School) or one hour lesson (Senior School) each week. A small 
number of students need a higher level of support and are seen more frequently. All students who 
have LS have weekly learning support lesson plans which can be accessed by teachers and parents, 
as required. The plans are reviewed termly in the Prep School and yearly in the Senior School. 
Students are fully involved in setting their own targets. 
 
The Learning Support List provides the teaching team with detailed information on all pupils who 
require learning support.   

14. Children with an EHCP 
Every child is viewed as an individual and, as such, children with an EHCP are not automatically 
precluded from entry into the School.  However, it should be noted that children with an EHCP may 
find the curriculum too difficult to manage and the Headmaster or Head of Prep School will take all 
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factors into account before making a decision, including advice as appropriate from the LS 
Department. Where a pupil has an EHCP every effort is made to ensure that the needs of that pupil 
are properly provided for. The Learning Support team work closely with teachers to ensure that they 
are fully informed about the needs of the pupils and advise on the best teaching strategies for them. 
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Sickness Policy 
(Reviewed by Sue Atkinson, Director of Human Resources, March 2022) 

1. Sick pay 
Your entitlement to sick pay is set out in your contract of employment.  You may be entitled to 
statutory sick pay if you exhaust your contractual entitlement. 

2. Conditions 
Sickness absence is calculated as follows: 

• Please note that for the purpose of determining eligibility for sick pay your absence runs 
from the day after the last complete day worked until the day of your return, including 
weekends and holidays. 

• Should you be absent on account of illness immediately preceding the end of a term or half 
term and your entitlement to sick pay runs out during the school holidays but you recover 
and are fit to return to work before the school reopens we will treat you as having returned 
to work on the date you are authorised medically fit to do so if you produce a doctor’s 
statement obtained specifically for that purpose and provided you do actually return to work 
on the first day after the school reopens.  

• If you have a record of persistent or excessive absence you may be refused sick pay for any 
period of absence.  

3. Notification 
Should you be absent on account of illness, injury or other disability you must advise the College as 
soon as possible and by no later than 8.30 am on the first day of absence giving the reason for your 
absence and its likely duration.  Thereafter you are required to keep the College regularly updated.  
Full details of the notification arrangements are as published in the Staff Handbook.    

4. Self-certification 
On your return to work, you must complete a Notification of Absence form (which incorporates the 
self-certification form needed if you have been absent for less than 8 calendar days) stating the 
reasons for your absence. 

5. Medical certificate 
You shall, if absent for more than 7 calendar days, provide the College with a medical certificate 
from your general practitioner on the 8th day of absence stating the reasons for absence and 
provide certificates to cover any subsequent periods of absence. 

6. Return to work interview 
When you return to work you will be required to attend a return to work interview.  This is because 
the college has a statutory obligation under the Health and Safety at Work Act to ensure that work-
related illnesses are identified and that, wherever possible, action is taken to prevent them 
recurring. 

7. Review of sickness record 
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The College shall be entitled to review your sickness record at any stage of absence and may dismiss 
you with notice on the grounds of such absence notwithstanding that any entitlement to sick pay 
has not been exhausted. 

8. Referrals 
The College may at any stage be entitled to require you to undergo examinations by a medical 
adviser to be appointed or approved by the College. 

9. Occupational Health 
If you are referred for an Occupational Health assessment, the College will meet with you to discuss 
the contents of any Occupational Health report or return to work plan provided following your 
assessment. 

10. Conduct whilst away from work 
If you are absent from work you will be expected to behave in a manner appropriate to the illness or 
disability from which you are suffering. You will not be entitled to undertake any other form of paid 
employment or participate in any activity (of a sporting nature or otherwise) that could have an 
adverse effect on the speed and success of your recovery. The College reserves the right to make 
contact with you during any period of absence and, where the reason for absence is an injury that 
affects mobility rather than an illness, to expect you to carry out work-related tasks at home as a 
condition for the continued payment of contractual sick pay. 

11. Planned absence 
Wherever possible, planned periods of absence (e.g. for operations or other hospital treatment) 
should be arranged to coincide with the school holidays. 

12. Infectious diseases 
If you reside in a house in which another person is suffering from an infectious disease, you shall 
notify the College at once and take such precautions as may be prescribed. You may be asked not to 
attend work where there is a risk that this could spread the infection. 

13. Suspension of sick pay 
If the College believes after an appropriate investigation that the reason for your absence is due to 
your misconduct or you have not observed the provisions of this policy or you have slowed your 
recovery by your behaviour, you may no longer be entitled to sick pay. 

14. Injury caused by others 
If you are unable to work because of an accident or other action caused by another person, any 
compensation you receive from that person or their insurers relating to earnings for which the 
College has already paid you as sick pay shall be repaid by you to the College. 
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Smoking (Pupils) including Early Years Foundation Stage (EYFS) 
(Reviewer: Dominic Mott, August 2021) 
 
It is a College rule that no pupil may smoke, or be in possession of ‘smoking materials’, including 
electronic cigarettes. The College is a ‘no smoking’ campus.  
  
The College is concerned for the health of pupils who smoke and those in their company, the safety 
of others who might be put at risk from fire that can be associated with smoking, and the poor 
example smoking gives to others via the breaking of rules.   
  
In order to protect pupils and College buildings from fire risk, anyone caught smoking inside College 
buildings must expect to be dealt with very seriously and risk exclusion at first offence.  
  
Anyone caught smoking or being in the company of smokers in these environs or anywhere on 
College property or beyond it in school time can expect the following:  

1. Senior School 
Caught ONCE:  

• HoM informed; they ring parents  
• full internal suspension  

 
Caught TWICE:  

• HoM informed  
• letter Home to parents, alerting them to the seriousness of being caught again  
• full internal suspension 

 
Caught MORE THAN TWICE:  

• meeting with HoM, parents, pupil, Head of Senior School  
• likely suspension 

2. Prep School 
Caught ONCE:  

• Meeting with Parents, Pupil, Deputy Head and Head. 
• Internal Suspension 

 
Caught TWICE: 

• Likely suspension  
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Smoking, Alcohol and Drugs Policy – Staff  
(Reviewed by Darren Carpenter, September 2021) 
 
This policy forms part of your contract of employment and any breach of this policy may 
constitute gross misconduct. 
 
Purpose:  The purpose of this policy is to promote the safety, welfare and good physical and mental 
health of members of staff and pupils.  The College educates pupils to understand the effect and 
risks associated with alcohol and tobacco in relation to their health, well-being and the law and that 
the use of illegal drugs is or may be a criminal offence and will be harmful to their health, integrity, 
independence, opportunities and careers as well as damaging the society in which they live.  Staff 
are expected to promote this view and act as responsible role models. 

1. Smoking 
No smoking:  The College has obligations to ensure the well-being of all members of staff and pupils 
and to comply with legislation which prohibits smoking in public places. To facilitate this and in the 
interests of providing a pleasant working environment for all, the College prohibits smoking and use 
of any other smoking related product such as nicotine substitutes or e-cigarettes on all College 
premises and in all College vehicles at any time. 

2. Alcohol 
Alcohol:  Alcohol means intoxicating liquor of all descriptions (including beer, cider, wine and spirits). 
 
Storage:  The College does not permit alcohol to be stored on College premises unless properly 
secured and with the agreement of the Headmaster or Bursar. 
 
Under the influence:  It is strictly forbidden to work or to remain at work under the influence of 
alcohol.  If the College considers that you are under the influence of alcohol you may be sent home 
immediately and disciplinary action will be taken. 
 
Entertaining:  Any entertaining on or off College premises must be conducted sensibly.  There may 
be alcoholic drinks at College social functions and the College expects a high standard of behaviour 
from all members of staff.  Whilst you are responsible for your own travel arrangements to and from 
such functions, the College advises that you do not drive a vehicle after consuming any amount of 
alcohol. 
 
Screening:  The College will, where it considers it appropriate, screen individuals who are suspected 
of being under the influence of alcohol whilst at work in contravention of this policy. You will be 
expected to comply with all reasonable requests to undergo any appropriate tests deemed 
necessary by the College. An unreasonable refusal to consent will constitute a disciplinary offence. 
 
Confidentiality:  Confidentiality is assured during the screening process and only you, Occupational 
Health, the Headmaster and Director of HR will have access to the results.  Your written consent to 
disclose the results will be obtained but failure to give such consent could in itself constitute a 
disciplinary offence. 

3. Drugs 

Staff Handbook 470 18/05/2022



Drugs and substances:  For the purposes of this policy "drugs" covers controlled drugs and the 
paraphernalia of drugs, psychoactive substances or substances intended to resemble drugs, or 
"legal" drugs which can be obtained from a chemist shop, performance enhancing drugs, anabolic 
steroids, glue and other substances held or supplied in each case for purposes of misuse. 
 
Controlled substances:  It is a criminal offence to use, possess or deal in any controlled substances 
and anyone found through the Disciplinary Procedure to be involved in any of these activities, 
whether during or outside working hours, will normally be dismissed for gross misconduct.  The 
College will notify the Police where appropriate. 
 
At work:  The College does not permit drugs (other than prescribed drugs) to be used or stored on 
College premises.  Under no circumstances is the sale of drugs (prescribed or not) permitted. 
 
Under the influence:  It is strictly forbidden to come to work or to remain at work under the 
influence of any drug.  If you have been prescribed drugs whose side effects could have an impact on 
your work or behaviour, you should report this immediately to the Headmaster or Director of HR.  If 
the College considers that you are under the influence of any drug (including prescribed drugs which 
have or could have affected your work or behaviour and of which you have failed to notify your 
superior), disciplinary action will be taken. 
 
Screening:  The College will where it considers it appropriate search or screen individuals for drug 
use.  This may be as a result of suspicion against the individual.  Your consent will be sought prior to 
the searching and you should comply with all reasonable requests to search you or to undergo any 
tests as deemed necessary by the College.  An unreasonable refusal constitute a disciplinary offence.  
A search may include personal property as well as your person. 
 
Confidentiality:  Confidentiality is assured during the screening process and only you, Occupational 
Health, the Headmaster and Director of HR will have access to the results.  Your written consent to 
disclose the results will be obtained but failure to give such consent could in itself constitute a 
disciplinary offence. 
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Social Media Policy 
(Reviewer: Darren Carpenter, September 2021) 

1. Introduction 
The College recognises that the internet provides unique opportunities to participate in interactive 
discussions and share information on particular topics using a wide variety of social media, such as 
Facebook, LinkedIn, Twitter, Instagram, Snapchat, WhatsApp and all other internet postings 
including blogs, wikis and other interactive websites. It is also a valuable educational tool.  

2. Purpose 
This policy applies to the use of social media for College and your own personal purposes, whether 
during normal working hours or in your personal time. Its purpose is to help staff avoid the potential 
pitfalls of sharing information on social media sites and should be read in conjunction with the 
Acceptable Use Policy for pupils. This policy is designed for your protection.  

3. IT facilities 
The policy applies regardless of whether the social media is accessed using the College’s IT facilities 
and equipment or your personal devices. 

4. Personal use 
While the College permits the incidental use of the internet using the College’s IT facilities out of 
normal working hours in accordance with the IT acceptable use policy contained in this Staff 
Handbook, the College does not however permit the use of social media using the College’s IT 
facilities.  

5. Guiding principles 
Staff are required to always behave responsibly and adhere to the following principles: 
 

• You are prohibited from accessing social media from College computers or devices at any 
time or from a personal laptop or mobile phone device during College hours. 

• Except with prior permission from the College and only where it is deemed necessary and in 
accordance with the Colleges IT Policies and Acceptable Use agreement, you should not be 
"Friends" with, "Followers" of, or connect with present or past pupils on any social media or 
other interactive network.  It would be considered inappropriate to connect with pupils on a 
personal account.  Depending on the circumstances, it may also be inappropriate to connect 
with parents, guardians or carers. 

• You must not publish anything which could identify colleagues, pupils, parents or guardians 
on any personal social media account, personal web page or similar platform. This includes 
photos, videos, or other materials such as pupil work. 

• You must be mindful of how you present yourself and the College on such media.  Staff are 
entitled to a social life like anyone else.  However, the extra-curricular life of an employee at 
the College has professional consequences and this must be always considered when sharing 
personal information. 

• You should always represent your own views and must not allude to other people's personal 
views in your internet posts. 
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• When writing an internet post, you should consider whether the contents would be more 
appropriate in a private message.  While you may have strict privacy controls in place, 
information could still be shared by others.  It is always sensible to consider that any 
information posted may not remain private. 

• You should protect your privacy and that of others by omitting personal information from 
internet posts such as names, e-mail addresses, home or work addresses, phone numbers or 
other personal information. 

• You should familiarise yourself with the privacy settings of any social media you use and 
ensure that public access is restricted.  If you are not clear about how to restrict access, you 
should regard all your information as publicly available and behave accordingly. 

• You must not post anything that may offend, insult or humiliate others, particularly on the 
basis of their sex, age, race, colour, national origin, religion, or belief, sexual orientation, 
disability, marital status, pregnancy or maternity. 

• You must not post anything that could be interpreted as threatening, intimidating or 
abusive.  Offensive posts or messages may be construed as cyber-bullying. 

• You must not post disparaging or derogatory remarks about the College or its Governors, 
staff, volunteers, pupils or parents, guardians or carers. This includes in any online group 
formed for alumni of the College. 

• You must not post anything that could be interpreted as glorifying or supporting terrorism, 
extremism or organisations promoting terrorist or extremist views, or encouraging others to 
do so. 

• You must not use social media in a way which could constitute a breach of any policies 
contained in this Staff Handbook.   

6. Removing postings 
You may be required to remove internet postings which are deemed to constitute a breach of this 
policy.  If you fail to remove postings, this could result in disciplinary action. 

7. Breach 
A breach of this policy may be treated as misconduct and could result in disciplinary action including 
in serious cases, dismissal. 

8. Reporting concerns 
If you become aware of any online activity or content relating to the College or its wider community 
that causes you concern, or if you become aware of any online activity or content that could 
constitute bullying or harassment, and in either case on a College, personal or public social media 
platform or other online forum, you should report this internally to the Headmaster.   

9. Monitoring 
The College regularly monitors the use of the internet, social media and e-mail systems to check that 
the use is in accordance with this policy.  Please see the College’s IT Acceptable Use Policy for further 
information on monitoring.  If it is discovered that any of the systems are being abused and/or that 
the terms of this policy are being infringed, disciplinary action may be taken which could result in 
your dismissal. 
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Staff Absence and Cover  
(Reviewer: Lloyd Dannatt, August 2021) 

1. Cover Periods  
Within the normal teaching timetable members of staff in Prep and Senior Schools will have an 
allocation of COVER PERIODS when they may be called upon to supervise the lesson of an absent 
colleague. These cover periods are marked with a dot on staff timetables.  
 
When a lesson needs to be covered those with a coloured dot (black, red or green) on their 
timetable will be called upon to provide cover first of all. When there are not enough ‘Colour Dot’ 
staff to cover absences, the cover supervisors may need to use those staff with ‘White Dots’.  
 
All lessons marked with a dot must be kept free of other commitments and staff should check their 
email inbox prior to every Cover Period to see whether they have been called upon for cover. This is 
particularly important for a cover lesson period 1.  Staff need to be in school and available during the 
time of all of their Cover Periods. 

2. Requesting Absence / Cover  
If you know that you will be absent and/or require cover, you will be required to confirm your 
absence in ‘Staff Absence’ on GRS, which will be automatically forwarded to the Headmaster for 
permission. Staff in Prep and Senior schools will request absence/cover by lesson, Staff in Pre Prep 
will request absence/cover by half or full day.  
 
Try to give as much advance notice as possible if cover is required. If less than eight days’ notice is 
given you may be obliged to organise your own cover.  
 

• Before you submit your cover request try to arrange for your lessons to be covered by other 
members of your department and tell your HoD of your absence. 

• If internal cover is available absence should be recorded via ‘Request Absence/Cover’ on 
GRS as this still needs approval, and the covering member of staff should be selected.  

• If cover from within your department cannot be arranged (and this should always take 
precedence over non-teaching commitments), the applicable ‘Request Absence/Cover’ form 
on GRS must be completed with ‘Non-departmental cover needed’ selected. Once 
authorized, all absences requiring external cover will be circulated to the bank of cover 
teachers employed by the school. 

• In your request you must include details of the work to be done (an upload facility is 
available for your lesson plan). Please ensure that sufficient and suitable work is prescribed.  

• Once cover has been arranged through GRS you will be able to see the status of your request 
under ‘View my Absence/Cover Requests’ in the ‘Staff Absence’ menu. Here you will also see 
the details of the teacher covering your absence.  

• Should you need to change your absence, please contact the cover supervisors who will be 
able to liaise directly with the cover teachers. 

 
Staff with dots on their timetables will only be called upon to provide cover if there are no external 
staff available. Cover for these lessons will be allocated on the day along with emergency absence 
cover. 
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3. Staff Absence Through Illness  
The College will supplement any sickness benefit payable up to normal remuneration for the period 
stipulated in your contract. This is provided that you follow the procedure outlined in the Sickness 
Policy and that you, or your representative, notifies the College using the ‘Emergency 
Absence/Cover’ via GRS (or if GRS is not accessible, by phone to the Academic Administration 
Officer) before 8:00am on the first day of your sickness absence. 
 
Should your absence be the result of an injury received at work, you must report the full 
circumstances to the Bursar as soon as possible. 
 
The College reserves the right to withdraw any sickness benefit paid over and above SSP on any 
occasion that the above procedures have not been followed. 
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Staff Duties (Senior School teaching staff only) 
(Reviewer: Dominic Mott, August 2021) 

1. Hall Duty 
All members of staff supervise the Dining Hall in turn in pairs. A duty rota is posted on HurstOnline 
and emailed to all staff. 
 
The duty occurs about one day in three weeks and consists of supporting the Prefects at lunch, tea 
and supper. Breakfast duty is organised separately.  It is important that you should be present 
throughout the meals concerned. Changes are possible by mutual consent but must be kept to a 
minimum. 

• Be punctual for Breakfast (if you do that duty) - 7.15 a.m.  
• Keep an eye on Lunch, particularly at the end of the meal. Two should be on duty at all 

times.  
• Supper: a high profile would be welcomed.  
• Between lessons, and at breaks, be a disciplinary presence round the school.  
• Patrol the college grounds: be vigilant for smokers.  

Each year group should leave the Hall tidy - particularly the Sixth Form. 
 
In addition to the staff above, there will also be a member of the Senior Team supervising the queue 
at lunchtime.  They will take responsibility for the Clearings at 1.30pm and support the staff to 
ensure the room is left in a suitable state.  A member of the SMT will also be present at tea to 
provide support as required. 

2. Detention Duty 
Friday Detention (6.15-7.15/8.15 pm) is also taken by members of staff. These duties are allocated in 
line with the Matrix and individual staff workloads. 

3. Saturday Duty 
Saturday Duty is a whole day duty which is taken by those members of staff who do not participate 
in the weekend sports programme and in line with the Matrix and individual staff workloads. 
 
The day starts at 9:00 am where you: 

• The Duty Member of Staff will have their name displayed outside the Common Room for all 
pupils to see. 

• Meet the students attending Saturday Detention (9.00 – 11.00 am) or Internal Suspension (9 
- 5pm) in QS04 and take them to where you want to be based for the day – you will be 
provided with a list of students on the Friday. 

• Sit in on lunch from 12.15pm onwards to check all is ok. 
• Be around the campus in the afternoon in case of any emergencies. 
• Duty Staff should have a visible presence during the course of the day - inclusive of walking 

through the Boarding House social areas in the afternoon. Day Houses will be locked. 
• In case of a School emergency the duty member of staff should phone Head of Senior School 

or Deputy Head, Pastoral or to seek advice/reassurance. 
• The Saturday Duty finishes at 5pm at which point the senior member of staff on Fire Phone 

Duty will assume responsibility for the campus and is contactable in an emergency. 
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4. Sunday Arrangements  
A senior member of staff on Fire Phone Duty will assume responsibility for the campus and is 
contactable in an emergency. 

5. Fire / Duty Phone  
There is a member of the management team on call in the event of emergencies out of hours at 
weekends, and throughout the school holidays. They can be contacted on the above number and 
will take the lead on any issues on campus; act as the liaison for fire crews; as well as an initial 
nominated point of contact for any incident on an external school trip.  
 
A rota is produced and managed by the Headmasters PA for resident SMT and/or HoMs. 
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Stress Policy 
(Reviewer: Darren Carpenter, October 2021) 
 
This policy is for guidance and is non-contractual. 

1. Introduction 
• This policy set out the College’s principles for the management of health in relation to stress 

at work.  
• The College is committed to promoting a healthy and supporting working environment and 

aims to further the physical and psychological health and well being of all staff. The College 
recognises that its staff are its most important asset and their wellbeing is essential to 
effective work performance.  

• Whilst the scope of this policy is to cover workplace-induced stress, the College recognises 
that sources outside work may be a significant factor in causing stress. Although the College 
has no control over external or personal factors it is committed where possible to manage 
risks which are within its control.  

2. Definition of stress 
The Health and Safety Executive defines stress as ‘the adverse reaction people have to excessive 
pressure or other types of demand placed on them’. This makes an important distinction between 
pressure and stress.  Pressure can be motivating and improve performance. Stress is a negative 
reaction that people have to excessive pressures which may make them feel unable to cope. 

3. Symptoms of stress 
• Stress is not an illness but, if experienced for a prolonged period, can result in psychological 

illness such as anxiety, depression or physical symptoms such as headaches.  If particularly 
severe, it is thought to be able to contribute to physical illnesses such as high blood pressure 
or heart disease and susceptibility to frequent minor illness. 

• Developing coping strategies such as taking exercise and finding ways of relaxing can help 
combat the effects of stress.  Unfortunately, people experiencing stress often adopt 
negative coping strategies such as drinking too much alcohol and caffeine, skipping meals 
and smoking, all of which can compound the problem. 

4. Impact of stress 
At an organisational level, stress can result in deterioration of morale, performance and staff 
turnover.  Sickness absence due to stress can cause a domino effect where increased workload due 
to sickness absence of a colleague can in turn lead to increased workload pressures and stress in 
other members of the team. 

5. Principles 
• All cases will be dealt with in accordance with the College's Health and Safety Policy.  The 

College aims to secure equality of opportunity in all its activities. 
• Cases will be treated with the utmost confidentiality. 
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• The College will not disadvantage unfairly an employee who admits to suffering from work-
related stress. An employee will be considered for any position for which she or he has the 
necessary skills and experience and is fit to undertake. 

• All employees will have the opportunity to attend appropriate staff development events and 
activities and counselling sessions organised by the College. 

• Staff in managerial roles will adhere to the principles above and will be offered appropriate 
development opportunities to help them deal with cases of stress. 

6. Managerial Responsibilities 
Managers and Heads of Department are responsible for helping to implement compliance with this 
policy.  Their responsibilities are to: 

• ensure good communication between management and staff, particularly where there are 
organisational or procedural changes 

• conduct and implement recommendations of risk assessments where appropriate 
• ensure staff are fully trained to discharge their duties 
• ensure staff are provided with meaningful opportunities to develop 
• monitor workloads to ensure that people are not overloaded 
• attend training as required in good management practice and health and safety 
• be vigilant and offer additional support to a member of staff who is experiencing stress 

outside work e.g. bereavement or separation. 
 
The Bursar, as the member of staff responsible for Human Resources, and the Director of Staff 
Wellbeing are together responsible for: 

• developing and implementing strategies to reduce stress where possible and mitigate its 
impact on employees 

• giving guidance to managers on the stress policy 
• assisting in monitoring the effectiveness of measure to address stress by collating sickness 

absence statistics 
• advising managers and individuals on training requirements 
• providing continuing support to managers and individuals in a changing environment and 

encourage referral to occupational workplace counsellors where appropriate. 
 
The Governors, as part of their responsibility for promoting workplace health and safety, will 
oversee monitoring the efficacy of the policy and other measures to reduce stress. 

7. Employees 
• Whilst the College will make every effort to help employees, often the first step must come 

from the individual.  It is the responsibility of each employee to seek assistance as early as 
possible if he or she is manifesting symptoms of stress. 

• If you believe you are suffering from stress or are struggling with your work-based duties 
then try to contact your line manager to discuss the issues with him/her.  Where this is not 
appropriate, concerns should be raised with the Head or the Bursar.  The College will 
endeavour to provide further support and will consider if external counselling is appropriate. 

8. Review of policy 
This policy is subject to revision from time to time and is reviewed every three years.  
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Subject changes – dropping or changing a subject procedure 
(Reviewed by SMT, August 2021) 
 
Once a year is underway pupils may not drop or change a subject unless the following procedure has 
been followed: 
 

• Requests from pupils to change or drop a subject must be accompanied by an email from 
parents. 

• The procedure will be co-ordinated by the relevant Head of Year. 
• There needs to be wide consultation before permission can be given.  
• A blank form is available in the Academic Documents folder and final approval will be given 

by the Director of Academic Administration once a completed request form has been saved 
in the main folder.  

• Most requests should be permissible but note that it is unusual for a Fifth Former to be 
allowed to drop a GCSE subject before the mock exams in the Lent Term and that there may 
be setting difficulties that are not at first apparent.  

 
It is very important to note that students do not stop going to classes until all the paperwork has 
been finished and they have been given approval by their Head of Year.  

Staff Handbook 480 18/05/2022



Teaching and Learning Policies and Guidelines including EYFS             
(Reviewed by SMT, August 2021) 
  
All teachers in every department have a responsibility to deliver lessons where the teaching and 
learning is of the highest quality and where the learning needs of all students are met. 

1. The Aims of the Policy 
• To promote an understanding of how learning takes place. 
• To promote reflection on, and sharing of, good practice within each and every department. 
• To ensure high quality teaching and learning experiences for students of all abilities and 

aptitudes. 
• To provide a framework for teaching and learning within which there is flexibility and scope 

for creativity and innovation. 
• To create a benchmark for monitoring and evaluating the teaching and learning that takes 

place within the department. 
• To provide practical guidance and a focus for development.  

2. Effective Learning 
Effective learning takes place when: 

• every student achieves their academic potential by increasing their levels of motivation, 
participation and independence; 

• the learning environment is secure, ordered, yet challenging and stimulating; 
• students understand the purpose of the learning; 
• the learning builds on prior knowledge and understanding; 
• criteria for success are made explicit, as appropriate; 
• student questioning, reflection and discussion are encouraged; 
• students know what they need to do to improve and are set appropriate targets; 
• the learning is active and collaborative; 
• independent working, learning and thinking are facilitated and encouraged; 
• there are opportunities for creativity and utilising different learning styles.  

 
The key ingredients of highly effective lessons. 
 
Teaching staff at Hurst have worked collaboratively to distil the key ingredients that we believe are 
found in highly effective lessons across all phases of the College. These elements have been used to 
formulate both the  Principles of Excellent Teaching and The Principles of Excellent Digital Teaching 
and should be used by all teaching staff as a reference point for excellent classroom practice.  

3. The Learning Experience 
This section of the policy sets out expectations regarding planning and preparation, lesson structure 
and assessment. 
 
Planning and preparation 

• Lessons are planned with clear aims and objectives, structure and challenge for all students; 
• Objectives are clearly identified; 
• Planning provides opportunities for developing a variety of skills; 
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• Teachers make use of all available information to set clear, realistic, yet challenging targets 
and to plan differentiated learning opportunities; 

• Lessons are planned to build on prior learning and ensure continuity and progression; 
• Opportunities for developing literacy, numeracy, ICT skills are integrated into lesson plans 

wherever possible, alongside opportunities to explore cross curricular, social and moral 
links; 

• Appropriate and stimulating resources are organised prior to the lesson. 
• It would be very unusual to show a long section of a video during a lesson, a short clip would 

be more appropriate where the relevant few minutes should be selected and shown;  
 
Lesson Structure 
Start of the Lesson 

• The start of the lesson has a clear focus, using activities which immediately engage the 
learner with the lesson objectives; 

• The expected learning outcomes are shared with students, in the context of prior learning, 
to ensure they understand what they are doing and why; 

• The success criteria by which the learning will be evaluated are made explicit; 
• The teacher establishes and communicates clear expectations for behaviour. 

 
Lesson Development 
The teacher should: 

• Make use of research-based teaching strategies and resources to reduce cognitive   load and 
create an optimum learning environment. 

• present lessons with clarity, enthusiasm and pace, ensuring timings are clear and that they 
are adhered to; 

• make learning active by providing tasks which enable students to develop understanding 
and skills; 

• provide exemplar work so that students are aware of the sophistication of response 
expected; 

• use a variety of questioning techniques to probe and develop students understanding; 
• promote active listening, inviting a range of different responses and building in time for 

reflection; 
• give constructive, positive feedback on work in progress; 
• provide opportunities for success for every student and seek frequent opportunities for 

praise; 
• provide increasingly challenging opportunities for progression which increase students’ 

depth of understanding and their application of skills; 
• vary groupings and seating arrangements according to the task; 
• demonstrate flexibility in their approach and be prepared to deviate from the lesson plan 

where appropriate; 
• set a variety of homework tasks to deepen or extend learning; 
• provide pupils with the opportunity to lead the learning in the lesson. 

 
Students should: 

• work effectively and purposefully in a range of contexts; 
• come fully equipped and prepared to maximise the learning opportunity by taking initiative 

and being resourceful; 
• be prepared to share their learning and ideas and help to create an atmosphere of trust in 

which passion for learning can flourish; 
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• ask questions where appropriate – of each other and the teacher; 
• support one another, working collaboratively and innovatively, recognising that the 

contributions of all are valid; 
• be prepared to lead the learning process, rather than drift passively; 
• know where to go for help and recognise that further progress can always be made; 
• be able to select appropriate learning resources to help develop their own learning; 
• work with increasing independence, take a more long term view, developing the skills to 

become life-long learners; 
• make increasing use of ICT to develop their learning, accessing a wide variety of sources and 

using appropriate methods to present their work; 
• demonstrate resilience in their approach to learning. 

 
End of the Lesson   

• The teacher creates the time to review lesson objectives, learning outcomes and to set 
further work effectively;  

• Students have the opportunity to identify their own progress and set themselves 
appropriate targets; 

• Students receive supportive feedback from the teacher or their peers where appropriate; 
• Opportunities are provided to celebrate success; 
• The end of the lesson is prompt and orderly, allowing for efficient transition between 

lessons, students must not be released until the specified end time for the lesson. 

4. Assessment of Learning 
• Teachers should apply the school’s marking policy at all times and produce high quality 

formative comments that enable pupils to work towards their challenge grades.  
• Students receive regular developmental and motivational feedback in a variety of ways to 

enable them to progress; 
• Feedback will include quality written comments that link with the learning objectives and 

the Challenge Grade System and which recognise the strengths of a piece of work and 
identify targets for improvement in a constructive, personalised way; 

• Students are able to act upon the advice they are given to improve their performance; 
• Frequent opportunities are taken within lessons to provide immediate verbal feedback; 
• Students are encouraged to assess and evaluate the success of their own work and set 

themselves targets for their own improvement; 
• The language of subject progress is shared with students; 
• Students are made aware of the criteria for progression between levels or grades and are 

enabled to interpret these criteria in a meaningful way; 
• Students are encouraged to judge the performance of others within their group, critically, 

but supportively; 
• Levels of work are modelled through display and explanation; 
• There will be opportunities for marking to be standardised across a year group. 

5. The Learning Environment 
This should be organised to ensure that children have the opportunity to: 

• work individually and as a class; 
• make decisions; 
• work co-operatively; 
• solve problems; 
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• be creative; 
• discuss their ideas; 
• develop independence; 
• use initiative; 
• receive support; 
• achieve academically. 

 
Learning takes place in an environment which: 

• is challenging and stimulating; 
• takes account of cognitive load; 
• is peaceful and calm; 
• is happy and caring; 
• is organised; 
• is well resourced; 
• makes learning accessible; 
• is encouraging and appreciative; 
• is welcoming; 
• provides equal opportunities; 
• provides a working atmosphere. 

 
Children should be encouraged to develop organisational skills and independence through: 

• appropriate tasks; 
• example; 
• co-operation; 
• provision of suitable opportunities; 
• responsibilities. 

6. Achievement 
Social, physical and academic achievements are celebrated in many ways as an on-going process in 
all aspects of school life by; 

• verbal or written praise; 
• displays of work; 
• opportunities to perform or share; 
• encouraging self-esteem; 
• recognition in assemblies 
• the awarding of stickers, certificates PSHCE awards (displayed in the library); 

7. Teaching  
Teachers need to have an understanding of … 
 

• how pupils grow and develop and learn; 
• pupils as independent, active learners; 
• the skills, knowledge, attitudes and concepts which are the goals of the learning process; 
• the importance of effective communication through listening, questioning and discussion; 
• the value of appropriate, well-timed interventions in the work of pupils; 
• the value of the partnership between home and school; 
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8. Learning  
In order for pupils to achieve we believe that learning experiences should … 
 

• be matched to the learner's needs and abilities; 
• start from where the learner is now; 
• be relevant and worthwhile; 
• be planned, purposeful and organised; 
• enable concepts, knowledge, skills and attitudes to be acquired; 
• be practical and first hand; 
• provide opportunities for pupils to be involved in planning and evaluating their work where 

appropriate; 
• provide opportunities for pupils to reflect and review 

                 
Teachers influence learning by … 
 

• the quality of the classroom environment they create; 
• the nature and quality of their forward planning of activities in relation to time, space and 

resources; 
• providing differentiated programmes to meet the individual needs of pupils; 
• the nature and quality of their classroom management; 
• monitoring the effectiveness of the planned activities; 
• devising assessment strategies and establishing criteria for measuring success; 
• keeping, using and sharing records of pupils' progress; 
• valuing and celebrating pupils' work. 

9. Children 
Children should be encouraged to learn from their experiences and mistakes, to think about their 
own behaviour and to consider the needs and feelings of others. 
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The Values and Ethics of Hurstpierpoint College 

1. Chapel 
(Chaplain: The Rev Janneke Blokland) 
(Reviewer: Headmaster; September 2021) 
 
By virtue of its Foundation as a Woodard School, Hurst is steeped in the idea of spiritual nurture and 
growth and the Chapel is a focus of our school life. Traditionally Christian in outlook, the College 
welcomes and encourages pupils and staff of all faiths, as well as those who feel that affiliation to a 
particular faith or denomination is not for them. The expectation at Hurst is that everyone will give 
themselves, and those around them, the opportunity to explore new ideas and horizons to provide 
an environment in which pupils and staff can flourish. To this end, Chapel attendance is compulsory 
for all pupils and teaching staff. Support staff are very welcome to join any Chapel services too. 
 
In accordance with the Strategic Vision it is hoped that pupils will develop an awareness of life 
beyond the purely material and a willingness to embrace a spiritual journey. This includes an 
awareness of the needs of others, both close to home and further afield, and a recognition of the 
importance of environmental sustainability. Both pupils and staff are encouraged to find ways to 
give something of themselves for the greater good. The Chaplaincy also seeks to encourage a 
growing understanding and a respectful conversation between those with different views on faith 
and human identity.   
 
For the Senior School there is Headmaster’s Assembly on Monday at 8.50am, which usually takes the 
form of notices or an address from the Headmaster, Congregational Practice and then Chaplaincy 
notices. The Senior School main service, which the whole school attends, is at 5.00pm on Friday. 
Pupils and staff are invited to participate through reading, singing, altar serving and leading parts of 
the service. Regularly, the sermon will be preached by a member of the College Community. 
 
The Prep School main service is at 3.15pm on Fridays. All Prep School teaching staff and pupils are 
expected to attend. The Pre-Prep School pupils attend Chapel fortnightly; on alternate weeks there 
is a story time in the Pre-Prep School with a Christian Focus. All Pre-Prep School teaching staff and 
pupils are expected to attend.  
Apart from service times, the Chapel is open for private prayer and reflection. Members of staff and 
pupils are welcome at any time to pray, or just to find a peaceful place and time. 
 
The Chaplaincy Team work together to produce a range of services and activities in and out of chapel 
throughout the school year. Members of staff are encouraged to discuss any initiatives they have to 
nurture the spiritual life of the College Community. The Chaplaincy is also responsible for the 
Guardian scheme which consists of pupils appointed as peer mentors throughout the College.  
 
Each year, the Chaplain offers a course of preparation for baptism and confirmation to encourage 
pupils to make an informed decision for themselves about their commitment to faith. The classes 
are in the Lent term and baptism and confirmation are administered in the Summer Term. Staff are 
also welcome to take part in this course and should speak to the Chaplain about baptism, 
confirmation and any other matter, including weddings and funerals.  
 
The confidential role of the Chaplain is an important aspect of his pastoral function. Any 
safeguarding concerns would be passed on. If you wish to contact the Chaplain about any matter, 
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her email address is janneke.blokland@hppc.co.uk and direct telephone number is 01273 836889 
(or College extension 889). Her mobile is 07554486575. 

2. Prayer Policy 
(Reviewer: Headmaster, September 2021) 
 
As a Christian school, prayer should be an integral part of the College’s life. By prayer we strengthen 
our relationship with God and each other in mutual love. Prayer is a means of grace which will bring 
blessing to our shared life as a community.  
 
Therefore we work to encourage growth in our shared prayer life together, as individuals and as a 
community, in public and in private. Prayer is a core element of all services in Chapel.  
 
Each morning, morning prayer is said at 7.45am in the Lady Chapel; on Wednesdays the Eucharist is 
celebrated instead. Members of staff are welcome to join these services at any time. On Thursday 
evenings particularly, pupils and members of staff are invited to use the Chapel as a place of prayer 
and reflection. Quiet music will be playing and there is the opportunity to light a candle.  
 
At present there are two recognised prayer groups: 

• Staff – Thursday Breakfast 
• Parents – ‘The Parents’ Chapel Group’: led by Amanda Green. 

These groups meet regularly and are open to all – staff, students and parents as appropriate.  
 
Matters for intercessory prayer: 
A balance needs to be found between meaningful prayer which addresses real concerns but also 
respects privacy. Prayer meetings are public in nature and cannot offer confidentiality. As a general 
rule private individual’s concerns are not disclosed in a prayer gathering without the relevant 
individual’s request or permission. Similarly even anonymous specific concerns are not mentioned in 
prayer without the relevant individual’s request or permission in case the person’s identity can be 
deduced. Intercessory prayers at whole school Chapel services are general in nature. 
 
Prayer requests: 
Request for prayer can be made in a variety of ways: 

• Leaving a card in the prayer request box in Chapel.  
• Individual requests made informally to individuals.  
• Prayer requests made via the prayer request box will be prayed for in the Lady Chapel at 

daily services. They will not be included in whole school services. The Chaplain will provide 
prayer information to recognised prayer groups on a regular basis. 
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Timetable 
(Reviewer: Lloyd Dannatt, August 2021) 
 
The College operates a fortnightly timetable for Year groups Y3 – UVI with the majority of lessons 
taking place before lunch. Lessons are mostly 60 minutes long and there are gaps between lessons 
to allow students and staff to move around the campus. Lunchtimes are staggered. 

1. Overview of the day 
 
Pre-Prep 
The school day begins with registration at 8.30am. Pupils may arrive and be left under the 
supervision of the member of staff in charge in the Pre-Prep games room from 8.00am.  
 
Each class in the Pre-Prep follows a bespoke timetable available on Parent Portals. There are a 
number of breaks included each day and lunch is from 12:00 – 12:55. The school day ends at 3.15pm 
after which pupils can be collected, or pupils can either attend a pre-booked afterschool activity or 
stay in the afterschool care room. All pupils must be collected by 5.15pm.  
 
Prep School 
Children may arrive and go to form rooms from 8.00am and are then registered at 8.20am. There are 
then two lessons from 8:30 to 10:35 (with five minutes in between). Break time is from 10:35 to 
11:00. Please note that all staff who teach any Prep School classes are expected to be in the Prep 
School Common Room for Tuesday break time from 10:35 to 11:00. There is then one lesson from 
11:00 to lunch.  
 
Lunch starts at different times for each year group. Lesson 3, therefore, is as follows: 
 
Y3 + Y4 11:00 to 11:50 
Y5 + Y6 11:00 to 11:55 
Y7 + Y8 11:00 to 12:00 
 
See the structure of the week at the end of this Handbook for specific afternoon timings on different 
days. After school activities run from 4.30pm until 5.15pm and 5.15om till 6pm. There is also 
supervised prep from 4.30-6pm.  
 
Senior School 
The day starts at 8:20 with registration of pupils in houses and tutors are encouraged to attend 
registration as often as possible. There are then two lessons from 8:30 to 10:35 (with five minutes in 
between). Break time if from 10:35 to 11:00. Please note that all staff teaching in the Senior School 
are expected to be in the Common Room for Monday break to hear announcements. There are then 
two lessons from 11:00 to lunch.  
 
Lunch starts at different times for each year group. Lesson 4, therefore, is follows: 
 
Shell  12:05 to 12:45 
Remove 12:05 to 12:55 
Fifth  12:05 to 13:05 
Lower Sixth 12:05 to 13:10 
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Upper Sixth 12:05 to 13:15 
 
If the Sixth Form have a study period before lunch, the Upper Sixth may go to early lunch at 12.30pm 
and the Lower Sixth at 12.35pm.  
 
See the structure of the week at the end of this Handbook for specific afternoon timings on different 
days.  
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Transgender Guidance 
(Reviewer: Caty Jacques, Simon Hilliard July 2021 
Approved by SMT July 2021) 

1. Introduction 
The purpose of this guidance is to support, inform, protect and enable pupils questioning their 
gender identity or in the process of gender transition to achieve their full potential whilst at school 
and to minimise concerns and disruption to other pupils. 
 
Gender Identity issues are becoming increasingly recognised by schools because in recent years, 
research, legislation and the professional capacity to understand the issues have increased the 
awareness of Gender Dysphoria. One positive outcome of this increased awareness is the increasing 
number of young people coming forward with issues around their gender.  

2. Legislation 
Key legislation:  

• Human Rights Act 1998 
The following articles from The Human Rights Act 1998 support the rights and needs of 
Trans gender (here after referred to as ‘Trans’) people to live their lives in their true gender.  
Article 8: right to respect for private life and family life  
Article 10: freedom of expression  
Article 14: the prohibition of discrimination (See resources section for more information) 

• Gender Recognition Act 2004  
The Gender Recognition Act 2004 is mainly concerned with the process by which a person 
can get a Gender Recognition Certificate and correct their original birth certificate to match, 
what they want to be, their true gender. This can only occur after a person reaches 18 years 
of age but is something that many younger people may aspire to.   

• Equality Act 2010  
The Equality Act 2010 ensures legal protection against discrimination (direct or indirect) for 
everyone under the nine protected characteristics defined in the Act, one of which is Gender 
Reassignment (also known as Transgender). Part 6 of the Equality Act 2010 makes it clear 
that the Act specifically refers to schools and young people 

3. Absence from School  
The school will make reasonable adjustments to accommodate absence requests for treatment and 
support from external sources in line with our absence policy. Care must be taken to accurately and 
sensitively record the reason for the absence e.g. the pupil may need time off for a medical 
appointment. 

4. Terminology and Language  
It is good practice to focus on correct terminology and the use of language in school. In addition, 
there may be a need to focus some education in PSHE and within the tutor system around sexual 
orientation and gender, so that young people have a clear understanding that sexual orientation 
(being heterosexual, bisexual, gay or lesbian) and gender (being male or female), are completely 
different things.  
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Terminology and language can be confusing around Trans issues. Different organisations and 
individuals sometimes prefer different terms to identify themselves and the nature of being Trans. 
Often Trans people choose a different first name for their new identities and want documentation 
and records to reflect this, for example, the online house register system, and CGR’s.  
 
It is extremely important, as a matter of fairness, respect and inclusion, to ensure that the correct 
gender, name and pronouns are used uniformly to address Trans people. Hearing people use ‘him’ 
or ‘her’ incorrectly can be uncomfortable or seriously detrimental for a Trans person to hear, 
especially when they are trying hard to confirm people’s awareness of a new identity. It can be very 
difficult for a Trans pupil and the school to get used to the change of name or gender if the pupil has 
not been known by that identity since the start of their time at school. There may well be times 
when a mistake is made and this can be embarrassing for all parties. If there is difficulty in ‘getting it 
right,’ the use of the chosen first name will help to overcome this. 

5. Transphobia and Bullying  
There are a number of resources at the end of this document that can help the school to deal with 
and report Transphobia and Transphobic bullying. The school’s anti-bullying policy will deal with 
many of the issues that will arise.  
 
Transphobic incidents will be recorded and dealt within the same manner as other incidents that are 
motivated by prejudice or hate e.g. racist and homophobic incidents. Trans people may be the 
subject of prejudice and the target of bullying because of their “difference”. This can be 
compounded by a lack of understanding and clear explanations; which in turn can generate 
confusion causing people to revert to learned negative gender stereotyping. Transphobic behaviour 
may be directed to the actual Trans person, a friend or supporter, or anyone that may be perceived 
to be Trans (whether they are Trans or not).  
 
All of these situations must be managed in line with the school’s Anti-bullying Policy.    

6. Training  
The school may identify a need for staff training, in which case the school will source training in the 
subject.  
 
Training should include: 

• Confidentiality 
• Gender identity  
• Privacy and dignity  
• Tackling transphobia 
• Relevant legislation 

 
There is a list at the end of this document of key resources and organisations. 

7. School Uniform and Games Kit 
School uniform should not present an issue for Transgender young people - just as for any other 
pupil, they will be expected to follow the school uniform policy and rules with regard to jewellery 
and make-up.  For games there are a range of items available which are suitable for both genders 
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(i.e. shorts or tracksuit bottoms) so that pupils that are having gender issues have a ‘gender neutral’ 
option.  
 
There will need to be consideration in relation to Female to Male (F2M) pupils who are binding (see 
glossary for definition) which is very restrictive in terms of physical activity. Consideration will also 
need to be given to the swimwear worn by pupils when participating in swimming lessons or water 
based activities.  Exploring alternative swimwear options may avoid potential issues that could 
develop owing to the revealing nature of this type of clothing. For example, there is a range of 
clothing available on the high street which could be helpful e.g. skirted swimsuits, rash vests, ‘baggy’ 
shorts or short wetsuits as alternatives to traditional costumes.  
 
Provided the child is dressing in an appropriate manner for our school regulations and feels safe and 
supported there should not be an issue. 

8. Sports and Physical Education 
Physical education and games are important for a pupil’s physical and mental well-being.  Physical 
education develops pupils’ competence and their confidence to take part in a range of physical 
activities that become a central part of their lives, both in and out of school. A young Trans person 
has the same right to physical education and fitness as other young people. 
 
There should be reasonably few, if any issues with regard to young Trans people taking part in PE 
lessons or within games associated with their birth gender. There may be sports where, as puberty 
develops, Male to Female (M2F) Trans participants may have a physical advantage over other girls 
but this should not present a problem within a carefully and sensitively managed lesson context. The 
issue of physical risk within certain sports should also be managed properly within the lesson context 
rather than by preventing young Trans people from participating (which would be discriminatory).  

9. Activities involving physical contact 
It may be that owing to the nature of contact and physicality of sports such as rugby that the school 
would consider whether Trans participation in full contact situations is appropriate towards the 
latter stages of puberty. This is something that the school, in discussion with parents, will take a view 
on prior to the delivery of those lessons.  
 
Within the competitive and representative aspects of school sports (outside of PE lessons), the 
heads of games must seek the clarification of the various sporting governing bodies, which are 
beginning to attend to Trans issues bearing in mind the Equality Act 2010. That said, in the legislative 
framework of some sporting governing bodies, there is currently little clarity regarding Trans 
participation particularly around competition and representation at school level.  
 
F2M young people may not gain a physical advantage in some sports, so there should be no issue 
regarding their participation (except those sports where there may be an issue regarding physical 
risk in high contact sports e.g. rugby, where the school will need to carefully consider its approach).  
Consideration must be given to F2M who are binding.  
 
The issues of competitive sport in relation to M2F is a little more complex, as there may be a physical 
advantage gained by M2F Trans participants in some sporting contexts. Whilst the various sporting 
bodies have not given specific advice about this at school level, the school will take a common sense 
approach to the issue and deal with specific circumstances on an individual case-by-case basis. For 
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example, it is highly likely that in football, no physical advantage would be gained in participation at 
the age of 11-12, but by the age of 15-16, there may be significant differences, which may need to 
be taken into account. In certain circumstances some pupils may be in receipt of hormone blockers 
which may affect performance and eligibility for competition. Whilst the school should be mindful of 
the clarification of the various sporting bodies, which do have more issues with M2F participation 
than F2M, the school reserves the right to treat each case individually and sensitively and have close 
liaison with parents throughout this process.  

10. Use of Toilets & Changing Facilities 
Experience in other schools reveals that the use of toilets and changing facilities often causes the 
most amount of debate around inclusion of Trans pupils. Concerns of Trans pupils are that they may 
find themselves in vulnerable situations such as a toilet or changing room where they could fall 
victim to unwanted attention, that could (if escalated), lead to sexual bullying, assault or other 
physical or emotional harm but, equally, that they are seen and treated as a member of their true 
gender. Trans pupils at Hurst should therefore use the easy-access unisex facilities rather than those 
for their true gender – Hurst currently has three private toilets on campus: ground floor of the 
Science block; the Sports Hall and just by the Conference Room in the Classroom Block. This will help 
ensure that the school respects the dignity and privacy of Trans pupils whilst ensuring their safety. 
Future building projects will look to include more unisex toilets. 
 
The use of changing room facilities needs careful consideration. Facilities for Trans participants 
should be sensitive to their needs and also recognise the needs and sensitivities of other pupils.  
There are accessible/unisex facilities in the Sports Hall and Houses which should be used, and the 
development of sports facilities in the future, should include a review of unisex changing facilities. 
 
Changing facilities will need to be managed sensitively at a competitive or representative level. 
When competing at another school or outside venue, school staff will need to make sure 
appropriate and sensitive provision is made for changing which respects both the dignity of a young 
Trans participant and also their privacy. A situation where a Trans pupil arrives in another school as 
part of a team and finds that no appropriate provision has been made in advance for changing and 
showering could be both distressing and detrimental and should be avoided. 

11. Personal Social Health Education and Curriculum 
PSHE lessons are an important part of preparing young people for some of the issues that they will 
come across in their lives.  Awareness of Trans issues will be included within the programme. There 
are organisations that can support schools through all the key stages to widen their breath of 
knowledge. It might be as simple as ensuring, from the earliest key stage, that the resources 
available (see resources section) are more widely used in the school. 
 
It may be appropriate that lessons intended should be brought forward a year or two and lessons 
might need to be more flexible in their content, particularly if the school is aware that we have a 
Trans child/parent within the school community.  Lesson-resources provided on the ‘School’s Out’ 
website may be useful in this respect (see resources section for more information). 

12. Duke of Edinburgh and CCF 
A Trans pupil should be able to take part in the DofE scheme and CCF.  However, for some activities 
there will need to be consideration in relation to F2M pupils who are binding which is very restrictive 
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in terms of physical activity.   In addition, participation in overnight camps would need to be 
carefully and sensitively planned.  

13. School Trips, Exchanges and Overnight Stays  
Learning about different cultures and lives and taking part in activities, may lead to overnight stays, 
both at home and abroad. Issues may arise for both young Trans pupils but this must not mean that 
they cannot be included on the trip. Consideration will be given well in advance to any additional 
needs; it is possible that the pupil would prefer to have a separate room etc. Each individual case 
and trip needs to be thought of separately and in depth discussions will take place well in advance 
with any and all appropriate bodies.  
 
The school should consider, just as anyone can be searched, that Trans pupils may be searched at 
borders and other places. Different countries will have policies and procedures that they will follow. 
Contacting the relevant border control or agency in advance will ensure that any policy or risk 
assessment completed by the school is accurate for that visit or trip. There are countries that are not 
as legally and culturally open as the UK. In fact some have laws that make it illegal to be part of the 
Transgender community. Some countries even make it an offence not to report to the authorities 
that someone is part of the Transgender community.  
 
The school should consider and investigate the laws regarding Trans communities in countries 
considered for school visits. The International Lesbian and Gay Association (ILGA) has more 
information on their website about countries that pose a risk to Trans individuals. 
 
In relation to passports the passport office has a confidential service for people that are Trans (0800 
448 8484) and more advice can be found here: http://www.ukdps.co.uk/AdviceForTranssexuals.html 
 
The risk assessment should include Trans pupils. Any risks identified from the assessment should be 
managed so that any reasonable adjustments can be considered to facilitate the participation of the 
Trans pupils. 

14. Vaccinations  
Consideration will be given to allowing the young Trans person to receive their vaccinations from 
their GP if the vaccination is gender specific i.e. a F2M Trans pupil may find it very difficult to stand 
in a queue of girls awaiting a female specific vaccination. It should also be recognised that 
vaccinations are not always separated by gender (male / female) and if it is still necessary to have 
mass vaccination sessions in school, then a mixed gender queue could be used, as well as screens for 
the person receiving the vaccination be supplied to promote privacy whilst being included in the 
mainstream (See Article 8 Human Rights Act 2004). 

15. Changing Names and Exam Certificates 
Changing their name and gender identity is a pivotal point for many Trans people. If a Trans pupil 
wishes to have their preferred name recognised on school systems, this will be discussed with 
parents/carers and amendments made as agreed.  Furthermore the change of name and associated 
gender identity will be respected and accommodated in the school where appropriate. It is a real 
indicator that the Trans pupil is taking steps to or proposing to move towards a gender they feel they 
wish to live in.  
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Pupils can be entered under any name with an examination board.  
 
It is possible for examination certificates to be issued in the preferred name. 
 
The school will ensure a strategy is agreed well in advance with the pupil and their parents and then 
communicated with the various examination boards prior to starting GCSE/GCE courses.  
 
Note: a problem may arise for someone who changes name between examination sessions. 
 
The examination officer should contact the relevant exam board to discuss their processes. 
The examination officer must also ensure that the correct name is used on examination certificates 
before being sent to pupils. 
 
The school will also need to be aware that the DfE analysis of school performance may still present 
the pupil in the gender registered by the school. 

16. Work Experience  
There is an obligation on the part of the school and its work experience placements to keep pupils 
safe. As already stated the Equality Act 2010 encompasses every environment that pupils will be 
working in, therefore all placements should be aware of their duties and responsibilities. Where the 
school is considering allowing a Trans young person to attend a work experience placement the 
school must complete a suitable assessment on the potential placement to establish if there is any 
risk to the young Trans person taking account of the young Trans persons right to privacy - as a 
general principle personal information on the young Trans person must not be shared. The school 
must be sensitive to this in the planning stage before any young Trans person is placed in any 
business or organisation. Careful discussion about the placement with the pupil, parents or 
guardians needs to occur to find the most suitable way forward to ensure the placement is 
successful.  

17. Dealing With The Concerns Of Staff And Families  
Staff concerns can be dealt with by providing appropriate training and having a clear policy (Equality 
and Diversity Policy) so the school can address the issues that are most commonly raised. Showing 
that the social, moral, spiritual and cultural considerations and also any legal and financial issues 
have all been addressed can reduce the anxieties that develop amongst staff e.g. disclosure. There 
are a number of factors that determine how much information schools may disclose.  

18. Disclosure of information 
The school should not share private and confidential information about any pupil with other pupils 
and parents, unless express permission is given by the Trans pupil and their parents/carers.   

19. The Press 
If the press contacts the school the following suggested press release has been used by other 
schools and will be suitable in most circumstances in relation to Trans issues: 
 
‘As this issue involves the personal circumstances of a young child we are unable to make any 
comment on this individual case.  This school is committed to working with families and other 
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agencies to ensure that the needs of all children and young people are met and that they can 
achieve their full potential’. 
 
In general a member of staff should not engage with the press over this issue. Any questions around 
media concerns should be directed towards the Headmaster. All members of staff will be made 
aware of the potential interest so that they are prepared. This will allow staff to remain professional 
and calm throughout and remain clear about the message that the school endorses.  
 
Staff must know their duties and responsibilities around data protection so that they fully 
understand why information is protected and when, how and to whom certain information can be 
released. 

20. Moving from One School to Another  
Changing schools can be seen as a new start so this may well be the point at which young Trans 
people make a conscious decision to be known by their true gender. At times this may be 
problematic, negatively effecting friendships, behaviours and reputation in the school. However, 
changing schools can also be a very empowering time if the correct support and preparation is in 
place. It must be remembered that in school transition young Trans people may, for the first time, 
find they are able to express themselves and be truly happy and thus contribute positively and 
successfully both to their own academic development and to the school’s environment.  
 
The management of a move between schools needs careful consideration and good communication 
between the old and the new school. The thoughts, concerns and wishes of the young Trans person 
and their family need to be sought and considered at the earliest opportunity. Preparations might 
include identifying a single point of contact in the next school so that the young Trans person has the 
opportunity to develop a relationship with that single contact prior to arrival. This will help make the 
transition from one school to the other as seamless as possible. The new school then takes on a 
responsibility for preparing their school community in a safe and secure way so that the child is 
supported in the most appropriate way for them. 

21. Appendix 1 
 
Useful Contacts and Resources 
 

Agency/ Contact 
Details 

Web links Services Provided 
 

GIRES www.gires.org.uk 
 

Gender identity research & education 
Society - whose purpose is to improve 
the lives of trans and gender non-
conforming people, including those 
who are non-binary and non-gender. 
 

GIDS www.gids.nhs.uk The Gender Identity Development 
Service (GIDS), established in 1989, is a 
highly specialised clinic for young 
people presenting with difficulties with 
their gender identity, commissioned by 
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NHS England and part of the Tavistock 
and Portman NHS Trust. 

Schools Out www.schools-out.org.uk/  There are lesson plans, items about 
LGBT History Month (February), 
Transphobic bullying and info for 
teachers. 
 

Gendered Interest http://genderedintelligence.co.uk/  A community interest company that 
runs arts programmes, creative 
workshops, mentoring, and youth group 
sessions to Trans youth (under the age 
of 25) across the UK. 
 

Mermaids www.mermaids.org.uk  National body that examines the science 
around gender and Transgender 
individuals produces a wide range of 
resources for schools and other public 
bodies, including a toolkit on combating 
Transphobic bullying and an e-learning 
package. 
 

Trans Media Watch www.transmediawatch.org  Provides guidance for the Media in 
representing Transgender people as well 
as guidance for Transgender people in 
dealing with the Media. 
 

The Beaumont Society www.beaumontsociety.org.uk 
 

National society that supports mainly 
M2F Trans people and their families and 
friends. 
 

Allsorts www.allsortsyouth.org.uk Brighton-based youth project that 
provides a range of support services for 
LGBTQ young people 

BOOKS:-   
It’s Okay To Be Different Todd Parr 
You’re Different And That’s Super Carson Kressley 
We’re Different, We’re The Same Bobbi Kates 
Incredible You Wayne Dyer 
The Transgender Child: A Handbook For Families And 
Professionals 

Stephanie Brill & Rachel Pepper 

Helping Your Transgender Teen: A Guide For Parents Irwin Krieger 

22. Appendix 2 
 
Glossary of Terms 
 

F2M Female to Male, a person that was identified as female at birth but came 
to feel that their true gender is actually Male. 
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Gender The way that a person feels about themselves in relation to their physical 
and mental self; the basis of their identifying as male, or female, or 
neither, or either both. 

Gender Dysphoria The medical condition that describes the symptoms of being 
transgender. 

Gender Identity Disorder GID is a medical term describing being transgender, this tends NOT to be 
used owing to the subtext around the word ‘disorder’. 

Gender Recognition 
Certificate 

An official document presented by a Gender Recognition Panel that 
enables all official documents and records (including birth certificate) to 
be amended to the true gender of the individual thereby providing full 
legal recognition. 

M2F Male to Female, a person that was identified as male at birth but came 
to feel that their true gender is actually Female. 

Packing 
 

A F2M person may wear a prosthetic item in their underwear that will 
give a ‘bulge’ in their trousers so as to appear male. 

Sex 
 

The way a person’s body appears, sometimes wrongly, to indicate their 
gender. 

Transgender 
 

A person that feels the assigned gender and sex at birth conflicts with 
their true gender. 

Transitioning The process by which a person starts to live their true gender. 
Binding A F2M adolescent that is developing breasts may strap down their chest 

so that 
It is less obvious. This can be hot, uncomfortable and restrictive but very 
important to their psychological and emotional wellbeing. It might make 
certain PE lessons difficult for them to participate in and could sometimes 
lead to breathing difficulties, skeletal problems and fainting. 

Transsexual A Transgender person who lives full time in their true gender. 
True Gender The gender that a person truly feels they are inside. 
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Transport 

1. Cars 
In general, whenever you use your own vehicle on College business you should follow the same basic 
guidelines as for driving minibuses (below), particularly with regard to Drivers’ Hours and Safety and 
Security.  You should also observe the College ban on smoking and the guidelines in the Health and 
Safety Policy on mobile phone usage. 
 
Please note in particular that you are responsible for ensuring that you are licensed, that your 
vehicle is roadworthy and has a current MOT certificate, and that any insurance requirements have 
been complied with. The College’s policy regarding driving at school is as follows: 
 
“Authorised drivers are as permitted under the terms of the school’s own motor policy and will be 
indemnified whilst driving the College vehicles against Third Party claims (including claims from 
passengers) for an unlimited amount. 
 
Motor vehicles belonging to school staff (including spouses) are covered whilst they are being used 
for business purposes on behalf of the school.  Cover is on a Comprehensive basis.  The policy also 
gives protection for an unlimited amount against legal liabilities for injury to other persons (including 
passengers) or damage to their property following an accident. 
 
A Motor Contingent Extension to our Public Liability Policy protects the school against any liability 
arising out of the use on behalf of the school of vehicles which are not owned by the school.” 
 
Where appropriate, note also the specific instructions in the College Child Protection Policy regarding 
taking pupils in your own car. It states as follows: 
 
“Staff should not take individual pupils home, or elsewhere, in their own cars. If an emergency 
necessitates this, the pupil should sit in the back of the car and his/her parents/guardians should be 
informed that the journey is about to commence. On arrival at the destination, the responsibility for 
the pupil will be formally transferred to the parent/guardian.” 

2. Minibus and Coach Bookings 
(Reviewer: DMH, DL Aug 2021) 
 
Minibus and coaches for College trips and sports fixtures should be via the Transport Administrator 
at transport@hppc.co.uk as far in advance as possible.  
 
Coach Journey 
Colleagues should:- 

• Have a map/knowledge of the route/destination available for the coach driver. 
• Complete a passenger list and hand a copy to Reception prior to departure. 
• Ensure that pupils sit down throughout the journey and they behave in an orderly and 

civilised manner. Seat belts must be worn. 
• Remind pupils that any food/litter/empty cans should not be left on the floor. A black plastic 

sack should be collected from Reception to act as a refuse collector. 
• Ensure that pupils are smart/presentable before leaving the coach on arrival. 
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• Jackets should be worn not carried, ties and top shirt buttons should be done up. 
• Give the coach driver an estimated time of departure. 
• On arriving back at the College, check that all belongings have been removed from the coach 

and that the coach has been left in a presentable and tidy condition. 
 
Minibuses 
The College has a fleet of minibuses which are available for activities. The majority of vehicles seat 
16 passengers plus the driver. 

3. Eligibility to Drive 
• For insurance reasons no-one below the age of 21 may drive. 
• Your familiarity and safety with the vehicle type must have been assessed by the College's 

qualified driving instructor.  As a lead up to the assessment practice sessions are advisable 
and can be arranged via the Transport Manager. 

• You must have the appropriate driving licence and provide the Transport Manager with a 
copy of your photocard on an annual basis. 

• You must be familiar with and follow the RoSPA guidelines which are available from the 
Transport Manager or at: http://www.rospa.com/roadsafety/info/minibus_code.pdf.  

• It is prohibited to drive College vehicles without first booking them through the Transport 
Administrator. 

• Should there be none available for the date and times you want and it is impossible to 
change plans, the Transport Administrator may authorise the hire of a further bus. 

• Any requests for private use of minibuses must be referred to the Transport Manager. 
• Any member of staff who wishes to drive a minibus must first provide the Transport 

Manager with a copy of their driving licence and a current minibus driver’s assessment 
certificate, or will need to undertake and pass an assessment. 

• Bookings should be made as far in advance as possible.  Regular sports bookings and other 
“bulk” minibus requirements should be advised to transport@hppc.co.uk prior to the 
beginning of each term.  

• Any faults or safety concerns regarding minibuses should be reported to the Transport 
Manager, as soon as possible.  

4. Route and Timings 
The route must be worked out in advance and realistic timings calculated. A passenger should be 
entrusted with map reading.  

5. Driver Hours and Safety 
Tiredness is a major cause of accidents. It is essential when planning journeys to take into account 
not only the amount of time which the driver will spend at the wheel, but also the total length of 
their working day. The rules outlined in the Health and Safety Policy.  
 
Safety and Security 

• Whilst the Transport Manager checks the roadworthiness of the fleet regularly, the driver is 
responsible for checking the condition of the vehicle before departure. 

• All doors, including the rear door, must be unlocked during every journey. 
• All passengers must wear a seat belt. 
• Luggage etc must not be allowed to obstruct gangways. 

Staff Handbook 500 18/05/2022

http://www.rospa.com/roadsafety/info/minibus_code.pdf
mailto:transport@hppc.co.uk


• The buses carry various items of safety equipment including fire extinguisher, first aid kit, 
torch, hi viz vests for every passenger + driver and warning triangle.  This equipment must 
not be removed from the bus unless being used for safety reasons.  Any discrepancies are to 
be reported to the Transport Manager. 

• No alcohol at all may be consumed before or during minibus driving. 
• Drive safely:  The safety of your passengers is your paramount consideration.  Plan your 

journey with proper consideration of weather conditions and expected traffic conditions. A 
Satnav can be borrowed from the Lodge. 

• Maintaining discipline on a journey must not be the job of the driver. Consider appointing a 
responsible pupil to fill the role. If you have to intervene, stop first!   

• When the bus is unattended all doors must be locked and lights extinguished. 
• Mobile Phones:  You must ensure that you take a mobile phone with you on any journey.  

For safety reasons phones should never be used by the driver unless the vehicle is parked. 
• Remember that the all Hurst buses are sign written.  Drive courteously and with 

consideration for other road users.  The minibus and your driving is an advert for the 
College. 

6. Passenger Lists / Registers 
In case of incident and the subsequent need to contact parents, an accurate passenger list must be 
left at Reception for every journey (including coach journeys). Supplies are available in the Writing 
Room or at Reception. The following protocol should be followed for all trips involving pupils away 
from the College.  
 
School Campus: 

• A register must be taken before any School trip in a minibus or coach departs.  A copy should 
then be left at Reception. 

• A register must be taken before any group of pupils return to the School after any match or 
extra-curricular activity.  Please note that a head count is not sufficient - a register must be 
taken. 

• Parents must contact the relevant member of staff directly if they wish for their 
son/daughter to travel home independently and not on the School transport provided. 

7. Returning the Vehicle 
• Any faults should be recorded in the folder containing the vehicle log.  It is also helpful if it is 

reported to the Lodge.  If there is a fault which renders the vehicle unsafe, though, it must 
not be used. 

• The fuel level is the driver's responsibility.  Please do not leave the vehicle with less than a 
quarter tank of fuel, especially at night, as they are used for early morning pupil transport.  
The College has BP/Shell fuel cards for each bus, if you are taking a bus on a long journey be 
sure to collect the fuel card from the Lodge.  Always get a receipt and hand it in at 
Reception.  ALL HURST BUSES USE DIESEL FUEL. 

• On return, the vehicle must be cleared of all rubbish etc. 

8. Accidents and Incidents 
• Act to prevent (further) injury or vehicle damage. 
• Ensure there are no injuries. If so, use the emergency procedure as laid out in the minibus 

folder. 
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• Exchange names, address, insurance details if necessary. 
• Make notes about what happened at the time. Memories fade. 
• If the bus is still roadworthy, continue the journey and report on your return.   If not, call the 

Equity Redstar breakdown/recovery service (see the card in the windscreen) and get 
information through to the College as soon as you can - see the minibus folder. 

9. General Rules 
 
Trailers 

• Special rules apply to the use of trailers with minibuses, including more restrictive licensing 
rules and reduced speed limits.  Contact the Transport Manager for details. 

• It is the driver’s responsibility to ensure that when passengers are carried, access through 
the emergency rear exit is not restricted in any way by the trailer. 

 
Driving Abroad 
Only those who have passed a full PCV test may drive a minibus outside the UK. Contact the 
Transport Manager for details. 
 
General Rules 
Minibus keys are collected from Reception or at weekends from the pigeon hole area “key drop” 
(access by your swipe card).  
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Whistleblowing Policy 
(Reviewed by Darren Carpenter, October 2021) 
 
Honesty and Integrity:  The College is committed to conducting its business with honesty and 
integrity, and we expect all staff to maintain high standards in accordance with the Code of Conduct.  
All organisations face the risk of things going wrong from time to time, or of unknowingly harbouring 
illegal or unethical conduct.  A culture of openness and accountability is essential in order to prevent 
such situations occurring and to address them when they do occur. 
 
Aims: The aims of this policy are to: 
encourage staff to report suspected wrongdoing as soon as possible, in the knowledge that their 
concerns will be taken seriously and investigated as appropriate, and that their confidentiality will be 
respected;  
• provide staff with guidance as to how to raise those concerns; and  
• reassure staff that they should be able to raise genuine concerns without fear of reprisals, 

even if they turn out to be mistaken. 
 
Staff: This policy covers all employees, officers, governors, consultants, contractors, volunteers, 
work placement students, casual workers and agency workers. 

1. Wrongdoing at work 
Whistleblowing:  Whistleblowing is the disclosure of information which relates to suspected 
wrongdoing or dangers at work.  This may include: 
• criminal activity; 
• safeguarding concerns (see paragraph 9 below); 
• failure to comply with any legal or professional obligation or regulatory requirements; 
• miscarriages of justice; 
• danger to health and safety; 
• damage to the environment;  
• bribery; 
• financial fraud or mismanagement; 
• other unlawful or unethical conduct in the workplace; 
• the deliberate concealment of any of the above matters. 
 
Whistleblower:  A whistleblower is a person who raises a genuine concern relating to any of the 
above.  If you have any genuine concerns related to suspected wrongdoing or danger affecting any 
of our activities and such disclosure is in the public interest (a whistleblowing concern) you should 
report it under this policy. 
 
Grievances:  This procedure should not be used where you have a complaint relating to your 
personal circumstances in the workplace.  The grievance procedure contained in the Staff Handbook 
should be used in such cases. 
 
Detriment:  Provided that this procedure is used appropriately and correctly, you will not suffer any 
detriment as a result of reporting a suspected wrongdoing.   
 
Advice:  If you are uncertain whether something is within the scope of this policy you should seek 
advice from the Director of HR, Designated Safeguarding Lead, Protect, the NSPCC whistleblowing 
helpline or the Modern Slavery helpline. 
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2. Safeguarding 
Safeguarding:  Nothing within this policy is intended to prevent staff from complying with their 
statutory obligations in accordance with Keeping Children Safe in Education (DfE, September 2021).  
In particular: 
• Safeguarding / child protection policy:  If you have any concerns about a pupil's welfare, 

action should be taken immediately (even if they are low level concerns).  You should report 
the concern to the Designated Safeguarding Lead or the Deputy Designated Safeguarding 
Leads.  See the School's child protection and safeguarding policy and procedures for full 
information about what to do if you have a concern about a pupil, including what to do if the 
Designated Safeguarding Lead is not available. 

• Safeguarding - member of staff: You should raise any concerns about another staff member 
(even if they are low level concerns) with the Headmaster, or if the concern is about the 
Headmaster, with the Chair of Governors (without first notifying the Headmaster) in 
accordance with the procedures in the Colleges Child Protection and Safeguarding Policy and 
Procedures. 

• Whistleblowing policy:  You should follow this procedure to raise concerns about poor or 
unsafe practices at the School or potential failures by the School or staff to properly fulfil its 
safeguarding responsibilities. 
 

The Modern Slavery helpline: The School is committed to the prevention of  Modern Slavery.  If you 
have any queries relating to Modern Slavery please contact the Director of HR. Identified instances 
of modern slavery should be immediately notified to the police.  If you think you have identified an 
instance of modern slavery, or if you consider that you may be a victim of modern slavery you may 
contact the Modern Slavery helpline on 0800 0121 700. 

3. Confidentiality 
Confidentiality:  We hope that staff will feel able to voice whistleblowing concerns openly under this 
policy.  However, if you want to raise your concern confidentially, we will make every effort to keep 
your identity secret.  If it is necessary for anyone investigating your concern to know your identity, 
we will discuss this with you. 
 
Anonymous disclosures:  We do not encourage staff to make disclosures anonymously.  Proper 
investigation may be more difficult or impossible if we cannot obtain further information from you.  
It is also more difficult to establish whether any allegations are credible. 

4. Stage one 
Procedure:  You should disclose the suspected wrongdoing first to your Line Manager.  In the event 
that your Line Manager is involved in the suspected wrongdoing, you should proceed directly to 
Stage Two of this procedure. 
 
Response:  You can expect a response detailing to whom the disclosure has been notified or any 
action taken within seven days of your Line Manager becoming aware of the disclosure.  

5. Stage two 
Procedure:  If no response is forthcoming after seven days from your Line Manager, if you are not 
satisfied with the way in which your concern has been handled or if your Line Manager is involved in 
the suspected wrongdoing you should notify the Director of HR, as appropriate. 
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Response:  You can expect a response detailing any action taken within seven days of the Director of 
HR becoming aware of the disclosure. 

6. Stage three 
Procedure:  If no such response is forthcoming after seven days from the Director of HR, if you are 
not satisfied with the way in which your concern has been handled or if the Director of HR is 
involved in the suspected wrongdoing you should inform the Chair of Governors of the disclosure. 

7. Relevant external reporting 
Outside body:  The aim of this policy is to provide an internal mechanism for reporting, investigating 
and remedying any wrongdoing in the workplace.  The law recognises, as does paragraph 9 above, 
that in some circumstances it may be appropriate for you to report your concerns to a relevant 
outside body including: 
• the  Designated Officer (LADO); 
• Children's Social Care; 
• the NSPCC; 
• the Health and Safety Executive; 
• the Environment Agency; 
• the Information Commissioner; 
• the Department for Education; 
• the Department for Business, Energy and Industrial Strategy; 
• the Police; 
• the Charity Commission; 
• the Boarding Schools Association; 
• the Independent Schools Inspectorate (ISI); 
• the Office for Standards in Education, Children's Services and Skills (Ofsted); or 
• the Channel Police Practitioner. 
 
Advice:  Staff are strongly encouraged to seek advice before reporting a concern to anyone external.  
In most cases you should not find it necessary to alert anyone external but before you do, as well as 
considering the internal help and support available which is identified above, please seek external 
advice from: 
• Protect:  If you have any concerns about disclosing a suspected wrongdoing the independent 

whistleblowing charity, Protect, operates a confidential helpline.  Staff can call 
020 7404 6609 for advice. 

• NSPCC:  The NSPCC whistleblowing helpline is also available for staff who do not feel able to 
raise concerns regarding child protection failures internally.  Staff can call 0800 028 0285 
(8.00 am to 8.00 pm Monday to Friday) or email help@nspcc.org.uk. 

• The Modern Slavery helpline:  The Modern Slavery helpline is available for staff who do not 
feel able to raise concerns about modern slavery internally.  Staff can call on 0800 0121 700. 

 
The media:  You should under no circumstances approach a commercial body or the media with 
details of the suspected wrongdoing.  If you approach any such body and / or where your concern is 
disclosed in a malicious manner or for personal gain, this may make the disclosure unreasonable and 
the protection given to you by this procedure may be lost.  Additionally, the College may consider 
this to be gross misconduct and disciplinary action may be taken against you. 
 
Queries:  If you have any queries about this procedure, you should contact the Director of HR. 
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Woodard – What is a Woodard School? 

(Reviewer: Headmaster, September 2021) 
 
From the Woodard website (www.woodard.co.uk) 
 
Founded in 1848 by Priest and educational visionary, Nathaniel Woodard, the family of Woodard 
Schools - independent and maintained, senior and prep, co-ed and single sex, boarding and day, all 
share the founder’s vision of a Christian education coupled with a belief in nurturing and enriching 
each individual. 
 
The schools all provide the highest academic standards but Woodard Schools set themselves apart 
by also offering an unrivalled effective and supportive environment, where each individual is valued 
and encouraged to give of their very best. Today, Woodard Schools have a sense of ‘faith, unity and 
vision’ that has never been stronger. 
 
Faith 
A Woodard education values both the spiritual and moral development of each person giving 
strength, confidence and respect for others. Young people from all faiths and traditions, or none at 
all, flourish in the rich, diverse culture of our schools enabling them to lead full and creative adult 
lives. 
 
Unity 
The Woodard family of schools provides many inter-school opportunities, the sharing of best 
practice and a strength and expertise within education. Our pioneering heritage places much 
emphasis on leadership and management. From attractive, welcoming environments to modern 
facilities, Woodard Schools offer a rich variety of extra-curricular activities, professional teaching and 
effective pastoral care. 
 
Our Vision 
Woodard Schools offer a twenty-first century education rooted in the vision of the founder. A vision 
which challenges those that believe education is simply a matter of teaching and learning certain 
skills. The education of the whole person, to foster the unique potential of each individual, is the 
Woodard way. 

1. Hurstpierpoint College – a Woodard School 
(Reviewer: Tim Manly; September 2021) 
 
Overview 
Hurstpierpoint College is a Woodard school founded on the above principles. The life of the school is 
therefore founded upon Christian beliefs and practice both through example and the experience it 
offers its pupils. 
 
The School provides a caring, disciplined environment that encourages excellence and seeks to 
enable children to take responsibility for their own lives. 
  
The foundation provides a complete education for boys and girls through two schools – Pre-Prep & 
Prep School and Senior School – in one College. The College works from the principle that pupils who 
are happy at school are more likely to thrive. 
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The College, as a Woodard School, seeks to provide: 

• A structured and ordered community within which pupils feel secure. 
• An excellent all-round education which equips pupils to meet the many challenges of the 

21st Century. 
• A house system with a friendly and orderly environment wherein an appropriate level of 

pastoral care is exercised by the Housemaster or Housemistress and tutors. 
• A valuable preparation for university life through a university Hall of Residence style of 

accommodation, in an Upper Sixth House within the normal boundaries of school rules. 
 
The College, as a Woodard School, is committed to: 

• Enabling pupils to fulfil their academic potential from Pre-Prep to Sixth Form through 
teaching and learning programmes which support the individual girl and boy and which raise 
the academic standards of the College as a whole. 

• Embracing the Christian faith, developing spiritual and moral values and by this, and in other 
ways, creating a positive, supportive, living and working environment for pupils and staff. 

• The sporting, physical, social and cultural development of each pupil through the provision 
of high quality sports coaching and of focused and specialist programmes in Music, Drama 
and other activities. 

• Making the highest possible levels of investment in the School’s general facilities and in 
boarding and day Houses. 

• The extension of Information and Communication Technology across the curriculum to 
create an ambitious standard of provision which exceeds national standards.  

 
The practicalities of this structure 
The Woodard Schools - of which Hurstpierpoint College was Nathaniel Woodard’s second foundation 
- are divided geographically.  Hurst is in the Southern Division (Lancing, Hurstpierpoint, Ardingly, 
Bloxham, with the Archbishop Michael Ramsay School in Camberwell and St Olave’s in Orpington as 
affiliated Schools). 
 
However, the College is, in its own right, incorporated as a Limited Company and a Charity. This 
means that the College is directly responsible for its own assets and other resources and the 
members of the School Council are Directors of the Company. 
 
The School Council - half of whose members must be Fellows of the Corporation - meets termly to 
receive reports and recommendations from Headmaster, Head of the Senior School, Bursar and the 
Head of the Prep School. It reviews accounts and budgets and authorises expenditure. There are, in 
addition the following sub-committees of the School Council (each of which has its own terms of 
reference): 

• The Finance Committee which does preliminary work on financial and policy matters and 
makes recommendations to the full Council.   

• The Estate Committee which advises on the fabric of the College.  
• The Education Committee which reviews and advises on academic matters.   
• All committees meet termly and submit their minutes for full Council scrutiny. The ultimate 

authority within the Corporation is the Corporation Executive. Except during periods of 
change and difficulty the Executive is quiescent and the Corporation as a whole is ‘driven’ by 
its member schools and their governing bodies. 
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Contact Information 
(Reviewer: Tim Manly, May 2019) 

1. One College, two schools 
Hurstpierpoint College comprises two Schools: the Pre-Prep/Preparatory School and the Senior 
School (split into Middle School and Sixth Form). Both schools are run on the same set of educational 
principles.  The Headmaster is responsible for both schools within the College, though the Prep/Pre-
Prep has their own Head as does the Senior School. 
 
The Preparatory/Pre-Prep School has its own staff (though several Senior School staff teach Prep 
School pupils and Prep School staff occasionally teach Senior School pupils), and its own buildings. It 
shares many College facilities with the Senior School ; viz. Chapel, Dining Hall, Sports Hall, Music 
School, Playing Fields, Squash Courts, Swimming Pool, Theatre, Dance/Drama Studios. The Staff of 
the Prep and Pre-Prep School have their own Common Room, which Senior School Staff are welcome 
to visit, but they are also members of the Senior School Common Room. They have a different salary 
scale. 
 
The Head of the Preparatory/Pre-Prep School is a member of the Incorporated Association of 
Preparatory Schools (IAPS). As such, the Prep School satisfies that body’s criteria of independence 
over such matters as its own managerial autonomy, access to the governing body, participation in 
policy and financial decision-making, etc. 
 
Attending all meetings of Council (including the Education, Estates and Finance Committees) the 
Heads of the Prep/Pre-Prep and Senior Schools, however, report directly to the Headmaster. Day-to-
day the Heads work in regular consultation with the Headmaster. The Heads select staff but their 
appointment is by the Headmaster. 
 
There is a parents’ association, HPA, which organises social events and helps with suitable projects. 

2. The Hurst Foundation 
The Hurst Foundation is a community for everyone with a connection to Hurst College.  It is a 
community for all ages, from every walk of life, based both near and far. It exists to bring people 
together to act for the broader Hurst community and promote the College's present activities and 
plans for the future.  
 
The Foundation includes all current and past parents, past pupils, whether they were members of 
the original Old Pupils Club – the Old Johnians – or not, together with past staff and others with an 
interest in the College.  The Old Johnians remain a strong group within the Hurst Foundation and 
hold an event each June, together with other social functions. They offer a travel fund to provide 
financial aid for those undertaking worthwhile projects overseas after they leave.   
 
The aims of the Foundation are to: 

• foster the goodwill in the Hurst community to the benefit of the College 
• promote the Hurst ethos  
• provide opportunities for the Hurst community to take part in artistic, cultural, social and 

sporting activities which are not part of the educational or extra-curricular work of the 
College 
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• enhance the national reputation of the College. 
To achieve these aims, the Foundation will: 

• encourage and provide guidance to the existing clubs, societies and associations that involve 
the Hurst community and support the foundation of new ones when there is an interest or a 
need 

• co-ordinate and support the activities of all member societies and clubs with the College 
• facilitate an interchange of information and a wide distribution of news to all interested 

parties   
• organise suitable events to promote the College and the Hurst Society. 
• assist the College by offering expertise and support when so requested by the Head. 

 
There is no charge for membership of the Hurst Foundation. All past pupils, staff, governors and 
parents automatically become members unless they wish to opt out of membership. 

3. To whom should I turn? 
(Reviewer: Caty Jacques, February 2017) 
 
It is hoped that all members of the Common Room will make you welcome but more formal advice 
and assistance can be obtained from: 
 

Tim Manly  Headmaster 
Dominic Mott  Head of Senior School 
Ian Pattison  Head of Prep School 
Mike Lamb  Director of Staff Wellbeing 
Caty Jacques  Deputy Head Pastoral 
Nick Creed  Deputy Head Co-Curricular 
Lloyd Dannatt  Deputy Head Academic 
Nick Oakden  Deputy Head Prep School 
Keramy Austin  Director of Academic Administration 
Robert Ashley  Director of Learner Development 
Michelle Zeidler  Director of Professional Development and Performance 
Debbie Stoneley Director of Safeguarding 
Dan Higgins  Chief Operating Officer 
Head of Department 
Housemaster/mistress (if you are attached to a House) 

 
In addition, you will find the following administrative staff willing to help: 
 
 Sue Steele  Head of School Administration 
 Anna Mackie  Head’s PA, Senior School 
 Janine Liebers  Head’s Secretary, Prep School 
 Donna Palmer  Common Room Secretary 
 Helen Angel  Academic Administration Officer 
 Dianne Allison  Head of Admissions 
 Dave Davies  Campus Manager/Caretaker/Security 

4. The Governors 
An up-to-date list of Governors can be found on the website, http://www.hppc.co.uk/Governors 
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LIST OF ALL STAFF (Correct as of August 2021) 

Headmaster 
Mr Tim J Manly, BA Oriel College, Oxon, MSc LSE 

Head of Senior School Chief Financial Officer | Bursar 
Mr Dominic W Mott, MA Queens’ College, Cantab, Spanish Mr Darren J Carpenter, BA Brighton 
Deputy Head Academic 
Mr Lloyd P Dannatt, MEng Imperial College, London, Physics 

Chief Operating Officer 
Mr Dan M Higgins, BA, Cert Ed Loughborough, Design Technology 

Deputy Head Pastoral 
Mrs Caty E Jacques, BSc Surrey, Chemistry 

Director of Staff and Pupil Wellbeing  
Mr Mike Lamb, BSc Nottingham; MA Edge Hill, Biology, Psychology 

Deputy Head Co-Curricular Director of Professional Development and Performance 
Mr Nick Creed, BA Wales; MEd Buckingham, PE  Mrs Michelle Zeidler, BEd Homerton College, Cantab; MEd OU, Mathematics 
Head of Prep School 
Mr Ian D Pattison, BSc Southampton, Chemistry 

Prep School Deputy Head  
Mr Nick J Oakden, BA Wales; MEd Buckingham, NPQH, Mathematics 

DIRECTORS  
Mr Liam J Agate, BA Sidney Sussex College, Cantab, Director of Academic Development 
Mrs Keramy J Austin, BSc Edinburgh, CChem FRSC CSci, Director of Academic Administration 
Mr Richard A Cuerden, BA Winchester School of Art; MA Royal College of Art, Director of Art & Photography 
Mrs Jami A Edwards-Clarke, BA Cardiff, Director of Diversity and Inclusion   
Mr Luke A Gasper, BA Hatfield College, Durham, Director of Drama  
Mr Oliver J J Gospel, BEng Liverpool, Director of Activities and Service  
Mr Simon A Hilliard, CEP(YJ) OU, Director of Safeguarding 
Mrs Caty E Jacques, BSc Surrey, Director of PSHCEE 
Mr Rob M Kift, BEd Madeley College of PE, Director of Sport 
Mr Mike Lamb, BSc Nottingham; MA Edge Hill, Director of Staff and Pupil Wellbeing 
Mrs Jan Leeper, BA University College, London, Senior Mistress (i/c Head of Careers) 
Mr Tim F Q Leeper, BSc Edinburgh, CBiol MIBiol, Senior Master  
Mr Neil Matthews, BA St John's College, Durham, Director of Music 
Mr Fred Simkins, GCGI, CVQO Surrey, Director of Outdoor Education 
Mrs Debbie K Stoneley, BEd London, Director of Safeguarding 
Mrs Michelle Zeidler, BEd Homerton College, Cantab; MEd OU, Director of Professional Development and Performance 

HOUSEMASTERS/HOUSEMISTRESSES 
Mr Rob J Ashley, BA Manchester; MA Melbourne – Woodard 
Mr Richard A Cuerden, BA Winchester School of Art; MA Royal College of Art - Wolf 
Mr Andrew G Daville, MA Lady Margaret Hall, Oxon – Crescent 
Mrs Jami A Edwards-Clarke, BA Cardiff - Martlet 
Miss Tania C Fielden, BA Brighton– Pelican 
Mrs Helena E Higgins, BA, Cert Ed Loughborough – Phoenix 
Mr Adam J Hopcroft, MEng Bath – Eagle 
Miss Rebecca M Hughes, BA Brighton - Fleur 
Mrs Carey Jones - Shield 
Mr Owain J Jones, MA St Edmund Hall, Oxon – Star 
Mr Mike Lamb, BSc Nottingham; MA Edge Hill – St John’s 
Mr Duffy E Parry, MA Edinburgh - Chevron 
Mrs Alice S Paterson, BSc Edinburgh – St John’s  
Mr Richard R J Taylor-West, AKC King’s College, London; MA Sussex – Red Cross 

HEADS OF YEARS 
Years 3-6 Mrs Alexandra E A Oakden, MA St Andrews  
Year 7&8 Mr Ian D Pattison, BSc Southampton 
Shell Miss Georgina L Cave, BA Bristol; Mr Simon D Lilley, BSc Loughborough 
Remove Mr Will J S Poole, BSc Oxford Brookes 
Fifth Form Mr Nick E F Chadwell, BSc Oxford Brookes  
Head of Upper Sixth Form Mr Brian T Schofield, BA Pembroke College, Oxon 
Heads of Lower Sixth Form Mr William G D Bradley, BA Essex; Miss Deanna M L Cappella, BA Sussex 

TEACHING STAFF 
Art  
Mr Richard A Cuerden, MA Royal College of Art, Director of Art & Photography 
Mrs Lucy A Lane, BA West Surrey College, Head of Art Years 3-8 
Mrs Elizabeth M A Cuerden, MA Royal College of Art 
Miss Anna E Peacock, BA Arts University Bournemouth, Art Teaching Support | Art 
Technician 
Miss Anna J C Stafford, BA Nottingham 
Ms Lorna K M Wheele, BA Kingston  

Business  
Mr Liam J Agate, BA Sidney Sussex College, Cantab, Head of Department  
Mr Stephen C Beale, BSc Warwick 
Mr Nick E F Chadwell, BSc Oxford Brookes 
Miss Polly A A Reeves-Perrin, BSc Birmingham 

Classics  
Miss Clemmie Faulkner, BA Warwick; MA King’s College, Head of Department Yrs 3-13 
Mr James Baldwin, BSc Exeter 
Mr Alex R Hall, BA St Aidan’s College, Durham 
Miss Tamsin R Morton, BA, MSt Merton College, Oxon  
Dr Edward J Still, MSt, DPhil St Catherine’s College, Oxon 

Computer Science 
Mr Steve J Crook, BSc East Anglia, Head of Department  
Mr Dafydd J W Charles, BSc Sheffield 
Mrs Kate M O’Neill, BEd Nottingham, KS2 Computer Science Coordinator  

Mr Will J S Poole, BSc Oxford Brookes, Head of Digital Learning 

Dance  
Miss Nicola C Dominy, BA Surrey, Head of Department Years 7-13 
Mr Luke J Bohanna, BA Middlesex 
Miss Carla Dilley, BA Brighton 
Miss Natalie Berry, BSc, MSc Southampton 
Mrs Caroline Ticktum, LRAD, ARAD, Ballet Teacher 

Design and Technology  
Mr Kaeran D K MacDonald, BA Brunel, Head of Department Years 7-13 
Mr Sam Amos  
Miss Ruth S Brown, BA Glasgow School of Art 
Mr Dan M Higgins, BA, Cert Ed Loughborough  
Mrs Helena E Higgins, BA, Cert Ed Loughborough 
Miss Alexandra H F Playford, BA Kent (maternity leave) 

Drama 
Mr Luke A Gasper, BA Hatfield College, Durham, Director of Drama 
Mr Liam Harris, BA Royal Central School of Speech and Drama London, Head of 
Academic Drama 
Miss Rose E Hall-Smith, BEd Edinburgh; MA London, Head of Drama Years 3-8 
Ms Hannah T Farrow, BA Birmingham 
Miss Sara L Markland, MA Bristol Old Vic, Associate Director of Drama 
Miss Esther L McNeill, BA Rose Bruford College, Head of PSHCE Year 9 
Mr Duffy E Parry, MA Edinburgh 
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Visiting Drama staff 
Mrs Linda J Banks, BA 
Miss Sarah J London, LAMDA 
Mrs Caris R Melia, BA (maternity leave) 
Mrs Sam J Nixon, LAMDA 
Mrs Helen M Schluter, BA   

Economics 
Mr Liam J Agate, BA Sidney Sussex College, Cantab, Head of Department 
Miss Natalie R Coogans, BA Stirling 
Mrs Janina S Jedamzik, BA, MA Sussex 
Miss Polly A A Reeves-Perrin, BSc Birmingham 

English  
Mr Nick Fanthorpe, BA Trinity College, Oxon, Head of Department 
Miss Carole A Saville, BA Trevelyan College, Durham; MSt St Peter’s College, 
Oxon, Head of English Years 7&8 
Mrs Sarah L Deelman, BSc Surrey, Head of English Years 3-6 
Miss Shakila Akhtar, BA St Edmund Hall, Oxon 
Miss Jessica E Burr, BA Collingwood College, MA St John’s College, Durham 
Miss Deanna M L Cappella, BA Sussex, Co-ordinator of English Year 11 
Mr Ben J Davies, MA St Andrews 
Mrs Rebecca L Daville, MA Lady Margaret Hall, Oxon, Overseas University Applications 
Coordinator 
Miss Rebecca L Hartley, BA Trinity Hall, Cantab 
Miss Alanna L Megahey, BA Leibniz, Hanover  
Mr Luke S Mitchell, BA Sussex 
Mrs Kate J Parker, BA Liverpool; MA London 
Mrs Sarah A Setton, BA Exeter  
Mr Matthew E Songer, BA Warwick, Co-ordinator of English Year 9 
Dr Oliver C H Southall, BA, MPhil, PhD St John’s College, Cantab 
Mrs Sarah N M Watson-Saunders, BA Surrey; MA OU, Head of Debating 

ESL  
Mrs Kay L B Goddard, MA The Queen's College, Oxon, Head of Department 

Geography 
Miss Rebecca L Bownas, BSc East Anglia, Head of Department 
Mr Tom B B Williams, BSc Manchester, Head of Geography Years 3-8 
Mr Rob J Ashley, BA Manchester; MA Melbourne  
Miss Alaina J Coar, BA St John’s College, Durham 
Mr Matthew J D’Arcy, MA St Catherine’s College, Oxon 
Mr Edward A P Hubbard, BA Southampton; MSc St Chad’s College, Durham 
Mr Phil N K Jacques, BA Exeter 
Mr Harrison W J Jordan, BA Exeter; MA Sussex 
Miss Polly A A Reeves-Perrin, BSc Birmingham 

History  
Miss Joanna C Clarke, BA Edinburgh, Head of Department  
Mrs Alexandra E A Oakden, MA St Andrews, Head of History Years 3-8 
Mr James Baldwin, BSc Exeter 
Miss Katie J Braithwaite, BA Gonville & Caius College, Cantab  
Miss Jess J Elkington, BA, MA Exeter 
Mr Phil N K Jacques, BA Exeter 
Mr Jack J Mattless, BA Sheffield 
Mr Kieran R Nash, BA York; MA London 
Mr Duffy E Parry, MA Edinburgh  
Mr Brian T Schofield, BA Pembroke College, Oxon 

Learning Support  
Mrs Jill C Silvey, BA Newcastle (NSW), Head of Department 
Mrs Kate J Parker, BA Liverpool; MA London, Head of Learning Support Rec-Year 8 
Mrs Claire A Armstrong, BA Nottingham 
Mrs Claire Y Gale, BSc Loughborough 
Mrs Sarah A Lear, BA, MA Jesus College, Cantab 
Mrs Siobhan C Naumann, BA King’s College, London 
Mr Giles T Orchard, BSc Canterbury 
Mrs Sue A Paterson, BA Coventry 
Mrs Rebecca Silvey, BSc Bristol 
Mrs Helen R Windwood, BSc, MSc Loughborough 

Modern Foreign Languages 
French  
Dr Edward J Still, MSt, DPhil St Catherine’s College, Oxon, Head of French Years 
12&13 
Mrs Grace I Butler, BA Birmingham, Head of French Years 9-11 
Mrs Alison Filkins, BA Roehampton, Head of French Years 3-8 
Mr Stephen F Clifford, BA Warwick 
Mrs Amy V Flint, BA Cardiff; MSc Green Templeton College, Oxon  
Mrs Kay L B Goddard, MA The Queen's College, Oxon 
Miss Madeleine K Hyman, BA St John’s College, Durham  
Mrs Valou Westergaard, French Assistant 
Mandarin 
Ms Jieshang Chen, MA Brighton 
Spanish  
Miss Madeleine K Hyman, BA St John’s College, Durham, Head of Spanish Years 
12&13 | Head of Spanish Years 9-11 (maternity cover) 
Mrs Amy V Flint, BA Cardiff; MSc Green Templeton College, Oxon, Head of Spanish 
Years 9-11 (maternity leave) 
Mrs Lucy Boucke, BA Newcastle, Head of Spanish Years 7&8 
Miss Karen Bambery Gonzalez, BA Alcala; MA Salamanca, Spanish Assistant 

Mrs Alison Filkins, BA Roehampton 
Mr Dominic W Mott, MA Queens’ College, Cantab 
Miss Aurora Sanchez Diaz, BA Malaga 

Mathematics  
Dr Graham Moir, BA, PhD Trinity College, Dublin, Head of Maths Faculty  
Mrs Leah J Mackinder, BSc Nottingham, Head of Maths Years 12&13   
Mr Adam M Swinton, BA Girton College, Cantab; MSc Warwick, Head of Further 
Maths Years 12&13   
Mr Jack Denning, BSc Trinity College, Dublin; MA Sussex, Head of Maths Year 10 
Miss Saffron E Usher, BA Selwyn College, Cantab, Head of Maths Years 7&8 
Miss Hattie C Thompson, BSc Bristol, Head of Maths Years 3–6  
Mrs Lauren S Johnson, BA Brighton, Head of Numeracy Rec-Year2 
Miss Christina S Alishaw, BA Sidney Sussex College Cantab; MMus Trinity Laban 
Conservatoire 
Miss Tori J C Burns, BSc Birmingham 
Mr Oliver A Bunn, BSc Loughborough  
Miss Lydia A Crichton, BSc Heriot-Watt 
Miss Larissa C Goodger, BSc Keele 
Mr Simon Hastilow, BSc Warwick, Timetabler 
Mr Xiao Ma, BA Gonville & Caius College, Cantab 
Mr James S McIntyre, BA Exeter 
Mr Eliot T Newton-Mann, MSci Nottingham 
Mr Nick J Oakden, BA Wales; MEd Buckingham, NPQH   
Mrs Tracey-Ann Preen, BSc Southampton 
Miss Abby L Ratford, MSci Royal Holloway, London 
Miss Charlotte Sebek-McQue, MSci Glasgow, Co-ordinator of Maths Year 9 
Mr Danny W Watson, BSc Warwick, Co-ordinator of Maths Year 11 
Mrs Michelle Zeidler, BEd Homerton College, Cantab; MEd OU 

Music 
Mr Neil Matthews, BA St John's College, Durham, Director of Music 
Mr Will Carroll, BSc Montreal, Head of Music Technology 
Mr Cyrus L Dean, BMus Royal Holloway, London; MMus Southampton, Head of 
Academic Music Years 7-13 
Mrs Claudette C Hastilow, BMus Trinity College of Music; MEd Homerton College, 
Cantab, Head of Academic Music Rec-Year 6  
Ms H Kate Bray, BMus Trinity College of Music, London  
Mr Mark Travers, GCLCM; MA Bournemouth 
Visiting Music staff 
Mr Pavlos K Carvalho, Cello 
Mr Thomas D Curd, BA, Bedfordshire, Bagpipes 
Mrs Susan B Denyer, Double Bass 
Mr Trevor N Denyer, French Horn 
Ms Rebecca Dowden, LRAM, Voice  
Ms Anne K Hodgson, BA, FTCL, LTCL, Flute 
Mrs Sarah J Jarvis, BA, LGSM, Piano 
Ms Rachael E Lloyd, BMus, Voice 
Mr Douglas G Logan, LTCL, Trombone 
Mr Edward C J Maxwell, BA, DipRCM, Trumpet 
Mr Malcolm Mortimore, Drums  
Mr Graham D Nunn, Electric Guitar  
Mr John Rattenbury, BA, ATCL, Guitar 
Mr John W Roberts, BTEC Nat Dip, Percussion 
Mrs Sara J Robinson, BMus, ARCM, Piano 
Mr Joseph P Samuel, Piano 
Mrs Christine Seneviratne, CT, ABRSM, Keyboard 
Ms Reme Sheridan, BMus, Violin 
Mr Andrew J Sutton, BA, ARCM, AMus, TCL, Clarinet/Sax 
Mr Adrian F C West, GRSM, Piano 
Miss Corey M Wickens, BMus, Violin 

PE & Sports Science  
Mr Steve J May, BSc Chichester, Head of Department 
Mr James Baldwin, BSc Exeter, Head of Academic PE Years 3-8 
Mr Nick Creed, BA Wales; MEd Buckingham 
Mr Ben M Dewey, BSc Northampton  
Miss Carla Dilley, BA Brighton 
Mrs Jami A Edwards-Clarke, BA Cardiff 
Mr Jack B Emmerson, BSc Bath, Head of Rugby 
Miss Rebecca M Hughes, BA Brighton 
Mr Rob M Kift, BEd Madeley College of PE  
Mr Simon D Lilley, BSc Loughborough 
Mrs Debbie K Stoneley, BEd London 

Politics 
Mr Brian T Schofield, BA Pembroke College, Oxon, Head of Department 
Mr William G D Bradley, BA Essex 
Mr Jacob Myers, BA Exeter 
Mr Kieran R Nash, BA York; MA London 
Mr Duffy E Parry, MA Edinburgh 

Psychology  
Ms Phoebe S Lewis, BSc Southampton, Head of Department 
Mr Mike Lamb, BSc Nottingham; MA Edge Hill 
Mr Simon P Poole, BEd Exeter; MBA (EdMan) Leicester 

Religion, Ethics and Philosophy  
Mr Richard R J Taylor-West, AKC King’s College, London; MA Sussex, Head of 
Department 
Mr Martin Clay, MBA OU, Head of Religion, Ethics and Philosophy Years 3-8Staff Handbook 511 18/05/2022



Mr William G D Bradley, BA Essex 
Miss Jessica E Burr, BA Collingwood College, MA St John’s College, Durham 
Miss Georgina L Cave, BA Bristol, Co-ordinator of REP Years 9-11 
Mr Phil N K Jacques, BA Exeter 
Mr Kieran R Nash, BA York; MA London 
The Rev’d Jonny M Womack, BA, M.Th Pretoria, Assistant Chaplain 

Science  
Mr Peter A Browne, BSc Leeds & Sussex, Head of Department 
Mrs Alice M Edwards-Clarke, BSc Sussex, Head of Science Reception – Year 6  
Miss Kristina Money, BSc Birmingham 

Biology  
Miss Emily L Grapes, BA Selwyn College, Cantab, Head of Biology   
Dr Kathryn T Hutchinson, BSc Cardiff; MSc St Edmund Hall, Oxon; PhD Leeds, 
Head of Biology Years 7&8 
Mrs Natasha Coxon, BSc Grey College, Durham  
Mr Sam R S Dawson, BSc Exeter 
Mr Owain J Jones, MA St Edmund Hall, Oxon  
Mr Mike J Lamb, BSc Nottingham; MA Edge Hill  
Mr Tim F Q Leeper, BSc Edinburgh, CBiol MIBiol, Co-ordinator of Biology Year 13  
Miss Hettie J Martin-Hierro, BSc Birmingham 
Mrs Alice S Paterson, BSc Edinburgh  
Miss Amy L Radford, BSc Cardiff  
Mr Owen l Vennard, BSc Manchester; MPhil Leicester; MSc King’s College London 

Chemistry  
Mr Peter A Browne, BSc Leeds & Sussex, Head of Department 
Miss Ankita Sengupta, BSc Sussex, Head of Chemistry Years 7&8 
Mrs Keramy J Austin, BSc Edinburgh, CChem FRSC CSci 
Mrs Sue Crickmore, MA Newnham College, Cantab  
Mr Sam R S Dawson, BSc Exeter 
Mr Oliver J J Gospel, BEng Liverpool  
Mr Stuart M Graham, BSc Bristol, Co-ordinator of Chemistry Years 9-11 
Mrs Helen A Harper, MSc Wadham College, Oxon, Co-ordinator of Chemistry Years 
12&13 
Mrs Caty E Jacques, BSc Surrey 
Mr Ian D Pattison, BSc Southampton 
Miss Amy L Radford, BSc Cardiff  

Physics  
Mrs Naomi C Smith, MPhys Leeds, Head of Department 
Mr Harrison J Minter, MPhys Van Mildert College, Durham, Head of Physics Years 7&8 | 
Co-ordinator of Physics Years 9-11 
Mr Oliver A Bunn, BSc Loughborough  
Mr Lloyd P Dannatt, MEng Imperial College, London  
Mr Andrew G Daville, MA Lady Margaret Hall, Oxon 
Mr Adam J Hopcroft, MEng Bath  
Miss Amanda N Jayne, BEng Bath, STEM 
Mr Oliver J R Pocknell, BSc Bath 

Sociology 
Miss Rebecca L Bownas, BSc East Anglia, Head of Department 
Mr Jack B Emmerson, BSc Bath 
Mr Jacob Myers, BA Exeter 

Enrichment 
Mr Liam J Agate, BA Sidney Sussex College, Cantab, Director of Academic 
Development 
Miss Alaina J Coar, BA St John’s College, Durham, Middle Johnians  
Mr Eliot T Newton-Mann, MSci Nottingham, Middle Johnians 

The Library  
Ms Dominique B Collins, MA UCL, Head of Library & Head of EPQ 
Mrs Trisha A Barrett, BA Birmingham; MA Chichester, Prep School Librarian 
Miss Tania C Fielden, BA Brighton, Careers Advisor 
Mrs Jan Leeper, BA University College, London, Head of Careers  
Miss Emma J McShane, BA St John’s College, Durham, Assistant Librarian | Assistant 
Head of EPQ 
Mrs Mary-Lou Rowland, BA London, School Archivist 
Mrs Julie C Sadler, Cert Ed Bristol, Library Assistant 
Mr Martin Williams, MA St Edmund Hall, Oxon, Archivist 

Outdoor Education 
Mr Fred Simkins, GCGI, CVQO Surrey, Director of Outdoor Education 
Mrs Sarah K Peach, BA Northumbria, Assistant Director of Outdoor Education 
Mr Jack C H Court, BSc, Service and Outdoor Education Assistant 
Combined Cadet Force 
Major Sam Amos, Contingent Commander 
Sgt David J Davies, School Staff Instructor 

Sport 
Mr Rob M Kift, BEd Madeley College of PE, Director of Sport 
Mr Ben M Dewey, BSc Northampton, Head of Boys Sport Years 3-8 
Mrs Rebecca J Jutson, Assistant Director of Sport, Girls 
Mr Steve J May, BSc Chichester, Assistant Director of Sport, Boys 
Miss Kristina Money, BSc Birmingham, Head of Girls Sport Years 3-8 
Mrs Carol Adams, Diploma, Sports Coach 
Mr Jimmy E Anyon, BSc, Head of Cricket  
Mrs Charlotte E Baldwin, BSc, Swimming Coach 
Mr James Baldwin, Head of Academic PE Years 3-8 

Miss Beth C Bingham, BSc, Sports Coach & Scholarship Co-ordinator 
Mr Alex T Bygraves, Games & Strength and Conditioning Coach 
Mr Daniel P Champion, BA, Strength and Conditioning Coach / Gym Supervisor  
Mr Dafydd J W Charles, BSc, Head of Hockey  
Mrs Lauren Cook, BA, Netball Coach  
Mr Giles D R Dakin, Sports Coach 
Miss Carla Dilley, BA, EYFS & KS1 PE & Prep School Dance Co-ordinator 
Miss Ellen M Franks, Head of Netball and Girls' Athletics 
Mr Anthony Gray, BSc, Head of Swimming Years 3-8 
Miss Chiara M Green, Girls’ Cricket Development Officer and Performance Manager 
Mr Alex E A Jones, BSc, Sports Coach 
Mr Lewis R Jones, BSc, Sports Coach 
Miss Erin J Leahy-Salvage, BSc, Netball Development and Performance Manager 
Mr Chris J Marchant, Sports Coach 
Mr Mark P Nash, BSc, Cricket Coach 
Mr Fred J W Pierrepont, BA, Rugby Development Officer & Performance Manager  
Mr Matthew A Reynolds, BA, Sports Coach & Head of Girls’ Cricket 
Miss Malindi E Rowley, BA, Graduate Sports Assistant 
Mr Trevor M Simcox, BSc, Sports Coach 
Mr Scott A Simkins, Hockey Development & Performance Manager  
Mr Ross Taylor, BSc, Graduate Sports Assistant 
Mr Martin R Tigg, Head of Tennis  
Miss Lucy B Western, Sports Coach | Games Options Assistant 
Mr Martyn C Woodhead, Sports Coach 

Form Teachers, Reception – Year 4 
Rec Mrs Camilla L Fox, BA, MA St Cuthbert’s Society, Durham, EYFS Co-ordinator 
Rec Mrs Kayleigh M Jackson, BSc Canterbury 
Year 1 Mrs Anna C Ashley, BA London 
Year 2 Mrs Lauren Johnson, BA Brighton, Head of KS1 Literacy 
Year 3 Mrs Sarah L Deelman, BSc Surrey 
Year 3 Mrs Zoe C Taylor-West, BA London  
Years 3 & 4 Mr Nicholas C Reay, BA Exeter 
Year 4 Mrs Kate M O’Neill, BEd Nottingham 
Year 4 Miss Hattie C Thompson, BSc Bristol, Activities Coordinator 

Teaching Assistants Pre-Prep 
Ms Kim E Arrowsmith, CACHE Level 3  
Mrs Charlotte E Baldwin, BSc 
Mrs Sheila M Eagles, HLTA 
Mr Chris D Filkins, BA 
Mrs Alyson H Llewellyn-Slade, NVQ 2  

CHAPLAIN 
The Rev’d Dr Janneke Blokland, MSc, PhD Nijmegen; BA Utrecht; MA Nottingham, 
Chaplain 
The Rev’d Jonny M Womack, BA, M.Th Pretoria, Assistant Chaplain 

MATRONS 
Mrs Sarah J Benn, Martlet 
Mrs Elizabeth (Liz) W Briggs, Red Cross 
Mrs Sharon E Carter, Star  
Ms Nikki Danford, St John’s Pastoral Lead 
Mrs Elizabeth (Libby) J Huggins, Eagle 
Ms Siobhan McCarthy, Pelican 
Miss Pauline K Ockenden, Shield 

MEDICAL CENTRE STAFF  
Mrs Sarah J Barker, Senior Nurse 
Mr Jerome Joseph, Counsellor 
Mrs Lesley J Paine, Nurse 
Mrs Maggie E O'Donnell, Nurse 

ACADEMIC SUPPORT STAFF 
Ms Helen M Angel, Academic Administration Officer 
Mrs Tracey Barker, Examinations Assistant 
Miss Vanessa J Brown, School Administrator 
Mrs Carol Cook, Senior School Receptionist 
Ms Jane Cross, Art Department Technician 
Mrs Jackie Dugard, Prep School Secretary 
Miss Karon A Elmer, Lab Technician – DT 
Miss Molly R Hills, BA, Hurst Foundation Marketing Executive 
Mrs Linda King, BA, SIAff, SMT PA  
Mrs Janine N Liebers, Prep School Head's Secretary 
Mrs Hannah R Linklater-Johnson, MA, Head of Higher Education  
Mrs Anna L Mackie, BA, Headmaster’s PA 
Mrs Francesca (Effy) C Orchard, Office Administrator  
Miss Donna Palmer, Common Room Secretary 
Miss Ellie E Pritchards, Business Administration Apprentice 
Mrs Maggie D Simkins, Assistant to Lab Technicians 
Ms Emma J Sims, BA, MMus, Performing Arts Administrator 
Mrs Tina M Smithers, Examinations Officer 
Mrs Caroline M Spicer, Prep School Receptionist 
Mr Paul G Statter, BSc, Timetabling Consultant 
Mrs Sue M Steele, Head of School Administration 
Mrs Julia A Steward, Prep School Receptionist 
Mrs Natalie J Sumners, BA, Academic Administration Assistant 
Mrs Johanna Sutherland, Senior School Receptionist & Chapel Verger 
Ms Maxine Sweatman, Lab Technician – Biology Staff Handbook 512 18/05/2022



Miss Cyan M Sweetman, Lab Technician – Physics 
Miss Alice Thompson, BA, Lab Technician – DT 
Mr Englebert J Waagenaar, Farm Manager 
Mr Stephen N M Ward, BSc, Senior Lab Technician - Chemistry 
Mrs Suzanne J Weston, Lab Technician, Years 3-8 
Ms Henny P Whetstone, Examinations Assistant 
Mrs Helen Wright, Art Department Technician 

BURSAR’S DEPARTMENT 
Mr Darren J Carpenter, BA, Chief Financial Officer | Bursar  
Mr Valentine Chiketa, BAccSci, MBA, FCA, Finance Bursar and Financial Controller 
Mr Mark Adams, Dip NEBOSH, Health and Safety Manager 
Miss Connie M Baldwin, Assistant to the Bursar 
Miss Angela H Darton, Payroll / Finance Assistant 
Ms Jen Finch, Finance Assistant 
Mr Rob C Hoare, Finance Assistant 
Miss Karen L Underwood, BSc, ACA, Assistant Finance Bursar / Management 
Accountant 
Mrs Sue I A Wood, Assistant to the Bursar 

HUMAN RESOURCES 
Mrs Caroline F Hall, BA, MCIPD, HR Manager 
Mrs Melanie J Tanner, BA, HR Assistant  

MARKETING AND ADMISSIONS 
Mrs Dianne S Allison, Head of Admissions and Marketing 
Mrs Alison E Casey, Admissions Officer  
Mrs Gillian P Luis-Ravelo, Marketing Consultant 
Miss Alex G I Medlicott, BA, Marketing Executive 
Mr Brian T Schofield, BA, 16+ Registrar 
Mrs Christina Treadaway, Admissions Officer Rec-Year 8 

OPERATIONAL SUPPORT 
Mr Dan M Higgins, BA, Chief Operating Officer 
Mr James A Faires, BSc, Head of Estates 
Mr Richard G Hurley, BSc, Director of GRS/Portal 
Mrs Paula Bidmead, Housekeeping Manager 
Mr Stephen J Clubb, BSc, Technical Stage Manager 
Mr Dave J Davies, Campus Manager   
Miss Jess R Dinmore, BA, Theatre Technician 
Mrs Claire L Firbank, Transport Administrator 
Mr Tom J Hutchin, Grounds Manager 
Mr Dennis J Levy, Fleet Manager  
Mr Oliver P W Mitchell, Theatre Manager 
Mr John Nehls, Database Assistant 
Mr Nick Perry, Database Manager 
Mr Will N Thorogood, BA, HNC, Estates Manager
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