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The Staff Handbook

1.
11

1.2

2.2

3.2

33

Introduction

The Raedwald Trust is established to deliver its core purpose devolved by parliament: the
advancement of education in the public interest. Committed to the 7 Principles of Public Life
(Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership), the
Raedwald Trust uses compliance to drive a culture of ethics and probity. Through this approach,
the Raedwald Trust is able to unleash greatness by enabling bold, imaginative and innovative
leadership.

We are an equal opportunities employer and do not discriminate on the grounds of gender, sexual
orientation, marital or civil partner status, pregnancy or maternity, gender reassignment, race,
colour, nationality, ethnic or national origin, religion or belief, disability or age.

Using the Staff Handbook

This Staff Handbook sets out the main policies and procedures that you will need to be aware of
while working for us. You should familiarise yourself with it and comply with it at all times. Any
guestions you may have with regard to its contents or what you have to do to comply with it
should be referred to your line manager.

The policies and procedures set out in this handbook apply to all staff unless otherwise indicated.
They do not form part of the terms of your contract with us, which are provided to you separately.

Responsibility for the Staff Handbook
The Trust has overall responsibility for this Staff Handbook and for ensuring that its policies and
procedures comply with our legal obligations.

The Staff Handbook is reviewed annually to ensure that its provisions continue to meet our legal
obligations and reflect best practice.

Everyone should ensure that they take the time to read and understand the content of this
handbook and act in accordance with its aims and objectives. Managers must ensure all staff
understand the standards of behaviour expected of them and to take action when behaviour falls
below those requirements.

Personal details, home address and next of kin

Whenever we process personal data about you in connection with our policies, we will process it
in accordance with our Data Protection Policy. We will only process your personal data if we have
a lawful basis for doing so. We will notify you of the purpose or purposes for which we use it.
Please see the Privacy Notice in this Staff Handbook for further information.
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Schedule 1 Dress code
1. About this policy
1. We encourage everyone to maintain an appropriate standard of dress and personal appearance
at work. The purpose of our dress code is to establish basic guidelines on appropriate clothing and
appearance at our workplace, so that we:

a. promote a positive and professional image;

b. respect the needs of staff from all cultures and religions;
c. make any adjustments that may be needed because of disability;
d. take account of health and safety requirements; and
e. help staff and managers decide what clothing it is appropriate to wear to work.
2. Managers are responsible for ensuring that this dress code is observed and that a common-sense

approach is taken to any issues that may arise. Any enquiries regarding the operation of our dress code
(including whether an article of clothing is suitable to wear to work) should be made to your line manager.

3. Failure to comply with the dress code may result in action under our Disciplinary Procedure.

4, We will review our dress code periodically to ensure that it reflects appropriate standards and
continues to meet our needs.

5. This policy does not form part of any employee's contract of employment and we may amend it
at any time.

2. Appearance

1. While working for us you represent us with pupils, parents and other members of the public. Your

appearance contributes to our reputation and the development of the Trust.

2. It is important that you appear clean and smart at all times when at work, particularly when you
may be in contact with pupils, parents and other business contacts or the general public.

3. Different departments may have specific clothing requirements, for example, because their work
is customer-facing or raises particular health and safety concerns. It is important that you dress in a
manner appropriate to your working environment and the type of work you do.

4. Employees in customer facing roles or if otherwise requested should wear smart business attire.

5. Employees in certain roles may be asked to cover up visible tattoos or to remove or cover up
visible body piercings.

6- You should not wear ripped jeans, shorts, combat trousers/shorts, slogan t-shirts, vests, joggers
(unless for sporting activities), crop tops, see through material, casual, gym or beach wear or clothing that
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exposes areas of the body normally covered at work. Clothing should not be dirty, frayed or torn. Tops
should not carry wording or pictures that might be offensive or cause damage to our reputation.

7. For colleagues across the Trust engaged in pupil facing work, flat and enclosed footwear must be
worn and take account of health and safety requirements.

8. Where we provide safety clothing and equipment, including protective footwear, it should be
worn or used as appropriate and directed.

9. You should not wear clothing or jewellery that could present a health and safety risk.

10. You will be supplied with an identity badge that must be worn and visible at all times when you
are at work or representing the Trust at other schools.

3. Religious and cultural dress
1. You may wear appropriate religious and cultural dress (including clerical collars, head scarves,
skullcaps and turbans) unless it creates a health and safety risk to you or any other person or otherwise

breaches this policy.

2. Priority is at all times given to health and safety requirements.

Page 8 of 101



Schedule 2 Expenses policy

1.
11

1.2

2.2

2.3

2.4

3.2

33

About this policy
This policy deals with claims for reimbursement of expenses, including travel, accommodation
and hospitality.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Reimbursement of expenses
We will reimburse expenses properly incurred in accordance with this policy. Any attempt to claim
expenses fraudulently or otherwise in breach of this policy may result in disciplinary action.

Expenses will only be reimbursed if they are:
(a) submitted to the Headteacher/Trust Business Manager and CEO on the appropriate
claim form;
(b)  submitted within one month of being incurred;
(c) supported by relevant documents (for example, VAT receipts, tickets, and credit or debit
card slips); and
(d)  authorised in advance where required.

Claims for authorised expenses submitted in accordance with this policy will be paid directly into
your bank/building society account via payroll.

Any questions about the reimbursement of expenses should be put to your line manager before
you incur the relevant costs.

Travel expenses
We will reimburse the reasonable cost of necessary travel in connection with our business. The
most economic means of travel should be chosen if practicable and you should use existing
travelcards or season tickets wherever possible. The following are not treated as travel in
connection with our business:

(a)  travel between your home and usual place of work;

(b)  travel which is mainly for your own purposes; and

(c) travel which, while undertaken on our behalf, is similar or equivalent to travel between

your home and your usual place of work.

Trains. We will reimburse the cost of standard class travel on submission of a receipt with an
expenses claim form.

Taxis. We do not expect you to take a taxi when there is public transport available, unless it is cost

effective due to a significant saving of journey time or the number of staff travelling together. A
receipt should be obtained for submission with an expenses claim form.
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3.4

35

3.6

4.1

Car. Where it is cost effective for you to use your car for business travel, and you have been
authorised to do so, you can claim a mileage allowance on proof of mileage. Details of the current
mileage rates can be obtained from Headteacher/Trust Business Manager and CEO. You can also
claim for any necessary parking costs which must be supported by a receipt or the display ticket.
You must ensure that the claimed mileage were necessarily incurred on official duties and that
your car insurance policy covers business journeys undertaken on behalf of the Trust.

Air travel. If you are required to travel by plane in the course of your duties you should discuss
travel arrangements with your line manager in advance.

We will not reimburse penalty fares or fines for parking or driving offences, other than at our
discretion in exceptional circumstances.

Hospitality
The Trust will provide staff with tea, coffee, decaffeinated coffee and decaffeinated tea whilst

they are at work. If staff wish to have any other drinks e.g. herbal tea, filtered coffee etc, these
must be purchased directly by the individuals.
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Schedule 3 Equal opportunities policy
Please also refer to our Single Equalities Policy published on the policies section of the Raedwald Trust
website.

1.
11

2.2

3.2

Equal opportunities statement

The Trust is committed to promoting equal opportunities in employment. You and any job
applicants will receive equal treatment regardless of age, disability, gender reassignment, marital
or civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin,
religion or belief, sex or sexual orientation (Protected Characteristics).

About this policy

This policy sets out our approach to equal opportunities and the avoidance of discrimination at
work. It applies to all aspects of employment with us, including recruitment, pay and conditions,
training, appraisals, promotion, conduct at work, disciplinary and grievance procedures, and
termination of employment.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Discrimination

You must not unlawfully discriminate against or harass other people including current and former
employees, job applicants, clients, customers, suppliers and visitors. This applies in the workplace,
outside the workplace (when dealing with customers, suppliers or other work-related contacts or
when wearing a work uniform), and on work-related trips or events including social events.

The following forms of discrimination are prohibited under this policy and are unlawful:

(a)  Direct discrimination: treating someone less favourably because of a Protected
Characteristic. For example, rejecting a job applicant because of their religious views or
because they might be gay.

(b)  Indirect discrimination: a provision, criterion or practice that applies to everyone but
adversely affects people with a particular Protected Characteristic more than others,
and is not justified. For example, requiring a job to be done full-time rather than part-
time would adversely affect women because they generally have greater childcare
commitments than men. Such a requirement would be discriminatory unless it can be
justified.

(c) Harassment: this includes sexual harassment and other unwanted conduct related to a
Protected Characteristic, which has the purpose or effect of violating someone's dignity
or creating an intimidating, hostile, degrading, humiliating or offensive environment for
them. Harassment is dealt with further in our Anti-harassment and Bullying Policy.

(d)  Victimisation: retaliation against someone who has complained or has supported
someone else's complaint about discrimination or harassment.

(e)  Disability discrimination: this includes direct and indirect discrimination, any unjustified
less favourable treatment because of the effects of a disability, and failure to make
reasonable adjustments to alleviate disadvantages caused by a disability.
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4.2

4.3

4.4

7.2

7.3

Recruitment and selection

Recruitment, promotion and other selection exercises such as redundancy selection will be
conducted on the basis of merit, against objective criteria that avoid discrimination. Shortlisting
should be done by more than one person if possible.

Vacancies should generally be advertised to a diverse section of the labour market (taking into
account costs). Advertisements should avoid stereotyping or using wording that may discourage
particular groups from applying.

Job applicants should not be asked questions which might suggest an intention to discriminate on
grounds of a Protected Characteristic. For example, applicants should not be asked whether they
are pregnant or planning to have children.

Job applicants should not be asked about health or disability before a job offer is made, except in
the very limited circumstances allowed by law: for example, to check that the applicant could
perform an intrinsic part of the job (taking account of any reasonable adjustments), or to see if
any adjustments might be needed at interview because of a disability. Where necessary, job offers
can be made conditional on a satisfactory medical check. Health or disability questions may be
included in equal opportunities monitoring forms, which must not be used for selection or
decision-making purposes.

Disabilities
If you are disabled or become disabled, we encourage you to tell us about your condition so that
we can consider what reasonable adjustments or support may be appropriate.

Part-time and fixed-term work

Part-time and fixed-term employees should be treated the same as comparable full-time or
permanent employees and enjoy no less favourable terms and conditions (on a pro-rata basis
where appropriate), unless different treatment is justified.

Breaches of this policy

We take a strict approach to breaches of this policy, which will be dealt with in accordance with
our Disciplinary Procedure. Serious cases of deliberate discrimination may amount to gross
misconduct resulting in dismissal.

If you believe that you have suffered discrimination you can raise the matter through our
Grievance Procedure or Anti-harassment and Bullying Policy. Complaints will be treated in
confidence and investigated as appropriate.

You must not be victimised or retaliated against for complaining about discrimination. However,
making a false allegation deliberately and in bad faith will be treated as misconduct and dealt with
under our Disciplinary Procedure.
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Schedule 4 Anti-harassment and bullying policy

1.
11

1.2

13

2.2

2.3

2.4

2.5

About this policy
The Trust is committed to providing a working environment free from harassment and bullying
and ensuring all staff are treated, and treat others, with dignity and respect.

This policy covers harassment or bullying which occurs at work and out of the workplace, such as
on business trips or at work-related events or social functions. It covers bullying and harassment
by staff (which may include consultants, contractors and agency workers) and also by third parties
such as customers, suppliers or visitors to our premises.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

What is harassment?

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect
of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or
offensive environment for them. A single incident can amount to harassment.

It also includes treating someone less favourably because they have submitted or refused to
submit to such behaviour in the past.

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be
related to age, disability, gender reassignment, marital or civil partner status, pregnancy or
maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual
orientation. Harassment is unacceptable even if it does not fall within any of these categories.

Harassment may include, for example:
(@)  unwanted physical conduct or "horseplay", including touching, pinching, pushing and
grabbing;
(b)  unwelcome sexual advances or suggestive behaviour (which the harasser may perceive
as harmless);
(c) offensive e-mails, text messages or social media content;
(d)  mocking, mimicking or belittling a person's disability.

A person may be harassed even if they were not the intended "target". For example, a person
may be harassed by racist jokes about a different ethnic group if the jokes create an offensive
environment.

What is bullying?

Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power
that can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power
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3.2

33

4.2

4.3

4.4

does not always mean being in a position of authority, but can include both personal strength and
the power to coerce through fear or intimidation.
Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, by
way of example:

(a)  physical or psychological threats;

(b)  overbearing and intimidating levels of supervision;

(c) inappropriate derogatory remarks about someone's performance;

Legitimate, reasonable and constructive criticism of a worker's performance or behaviour, or
reasonable instructions given to workers in the course of their employment, will not amount to
bullying on their own.

If you are being harassed or bullied

If you are being harassed or bullied, consider whether you feel able to raise the problem
informally with the person responsible. You should explain clearly to them that their behaviour is
not welcome or makes you uncomfortable. If thisis too difficult or embarrassing, you should speak
to your line who can provide confidential advice and assistance in resolving the issue formally or
informally.

If informal steps are not appropriate, or have not been successful, you should raise the matter
formally under our Grievance Procedure.

We will investigate complaints in a timely and confidential manner. The investigation will be
conducted by someone with appropriate experience and no prior involvement in the complaint,
where possible. Details of the investigation and the names of the person making the complaint
and the person accused must only be disclosed on a "need to know" basis. We will consider
whether any steps are necessary to manage any ongoing relationship between you and the person
accused during the investigation.

Once the investigation is complete, we will inform you of our decision. If we consider you have
been harassed or bullied by an employee the matter will be dealt with under the Disciplinary
Procedure as a case of possible misconduct or gross misconduct. If the harasser or bully is a third
party such as a customer or other visitor, we will consider what action would be appropriate to
deal with the problem. Whether or not your complaint is upheld, we will consider how best to
manage any ongoing working relationship between you and the person concerned.

Protection and support for those involved

Staff who make complaints or who participate in good faith in any investigation must not suffer
any form of retaliation or victimisation as a result. Anyone found to have retaliated against or
victimised someone in this way will be subject to disciplinary action under our Disciplinary
Procedure.
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Record-keeping
Information about a complaint by or about an employee may be placed on the employee's
personnel file, along with a record of the outcome and of any notes or other documents compiled

during the process.
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Schedule 5 Anti-corruption and bribery policy
Please also refer to our Gifts and Hospitality Policy published on the policies section of the Raedwald
Trust website.

1.2

13

3.2

33

3.4

35

About this policy

It is our policy to conduct all of our business in an honest and ethical manner. We take a zero-
tolerance approach to bribery and corruption and are committed to acting professionally, fairly
and with integrity in all our business dealings and relationships.

Any employee who breaches this policy will face disciplinary action, which could result in dismissal
for gross misconduct. Any non-employee who breaches this policy may have their contract
terminated with immediate effect.

This policy does not form part of any employee's contract of employment and we may amend it
at any time. It will be reviewed regularly.

Who must comply with this policy?

This policy applies to all persons working for us or on our behalf in any capacity, including
employees at all levels, directors, officers, agency workers, seconded workers, volunteers, interns,
agents, contractors, external consultants, third-party representatives and business partners.

What is bribery?

Bribe means a financial or other inducement or reward for action which is illegal, unethical, a
breach of trust or improper in any way. Bribes can take the form of money, gifts, loans, fees,
hospitality, services, discounts, the award of a contract or any other advantage or benefit.

Bribery includes offering, promising, giving, accepting or seeking a bribe.

All forms of bribery are strictly prohibited. If you are unsure about whether a particular act
constitutes bribery, raise it with your manager.
Specifically, you must not:
(a)  give or offer any payment, gift, hospitality or other benefit in the expectation that a
business advantage will be received in return, or to reward any business received;
(b)  accept any offer from a third party that you know or suspect is made with the
expectation that we will provide a business advantage for them or anyone else;
(c)  give or offer any payment (sometimes called a facilitation payment) to a government
official in any country to facilitate or speed up a routine or necessary procedure;

You must not threaten or retaliate against another person who has refused to offer or accept a
bribe or who has raised concerns about possible bribery or corruption.
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4.2

4.3

4.4

Gifts and hospitality

Raedwald Multi Academy Trust is committed to the highest level of integrity, honesty and
accountability in all its business dealings. All staff, trustees and Governors are expected to
maintain high standards of propriety and professionalism in all their dealings, ensuring they are
free from any conflict of interest through their business in the name of the Academy Trust.

In order to protect all individuals associated with the Trust, and the reputation of the Trust and
its academies, from accusations of bribery or corruption staff, trustees, and Governors must
take extreme care that none of their dealings, directly or indirectly, could be deemed as a
reward or benefit, in line with the Prevention of Fraud and Bribery Act 2010. This Act makes it a
criminal offence to:

offer, promise or give a bribe

request, agree to or accept a bribe

(by an organization) fail to prevent bribery by those acting on its behalf (associated persons) to
obtain or retain business or a business advantage for the organization.

The Trust and each Academy will hold a Gifts and Hospitality Register. All gifts/hospitality over
the value of £30 must be recorded in the Gifts and Hospitality Register.

Gifts of low intrinsic value such as promotional calendars or diaries, small tokens of gratitude,
can be accepted. If there is any doubt as to whether the acceptance of such an item is
appropriate, individuals should decline the gift or refer the matter to the Business Manager or
Trust Directors.

It is common for appreciative parents and pupils to register their thanks for the work of staff in
the form of a small personal gift. If these are valued at less than £30 these are perfectly
acceptable without reference to senior members of staff. These will not need to be recorded in
the register. Where gifts valued over £30 are accepted, these should be recorded in the
register.

Where a more valuable gift, benefit or service is offered which is to the good of the Academy,
rather than an individual, it must be referred to the Business Manager, or if in the case of the
Business Manager, to the Trust Finance Officer for approval within their discretion; if acceptable,
then these terms must be recorded in the register.

Examples of gifts or hospitality that should not be accepted are cash or monetary gifts; gifts or
hospitality offers to a member of your family; gifts or hospitality from a potential supplier or
tenderer in the immediate period before tenders are invited or during the tender process.

In the case where it is believed a member of staff, trustees, and Governors has not declared a
gift or hospitality then a formal investigation will be instigated by the Trust Executive. If
misconduct is indicated, this may take the form of disciplinary procedures in the case of
employees.
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5.2

Record-keeping

You must declare and keep a written record of all hospitality or gifts given or received. You must
also submit all expenses claims relating to hospitality, gifts or payments to third parties in
accordance with our expenses policy and record the reason for expenditure.

All accounts, invoices, and other records relating to dealings with third parties including suppliers
and customers should be prepared with strict accuracy and completeness. Accounts must not be
kept "off-book" to facilitate or conceal improper payments.

How to raise a concern

If you are offered a bribe, or are asked to make one, or if you suspect that any bribery, corruption
or other breach of this policy has occurred or may occur, you must notify your manager or report
it in accordance with our Whistleblowing Policy as soon as possible.
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Schedule 6 Whistleblowing policy
Please also refer to our Whistleblowing Policy published on the policies section of the Raedwald Trust

website.

1. About this policy

1.1 We are committed to conducting our business with honesty and integrity and we expect all staff
to maintain high standards. Any suspected wrongdoing should be reported as soon as possible.

1.2 This policy covers all employees, officers, consultants, contractors, volunteers, interns, casual
workers and agency workers.

1.3 This policy does not form part of any employee's contract of employment and we may amend it
at any time.

2. What is whistleblowing?

2.1 Whistleblowing is the reporting of suspected wrongdoing or dangers in relation to our activities.
This includes bribery, fraud or other criminal activity, miscarriages of justice, health and safety
risks, damage to the environment and any breach of legal or professional obligations.

3. How to raise a concern

3.1 We hope that in many cases you will be able to raise any concerns with your manager. However,
where you prefer not to raise it with your manager for any reason, you should contact the CEO or
Chair of Trustees. Contact details are at the end of this policy.

3.2 We will arrange a meeting with you as soon as possible to discuss your concern. You may bring a
colleague or union representative to any meetings under this policy. Your companion must
respect the confidentiality of your disclosure and any subsequent investigation.

4. Confidentiality

4.1 We hope that staff will feel able to voice whistleblowing concerns openly under this policy.
Completely anonymous disclosures are difficult to investigate. If you want to raise your concern
confidentially, we will make every effort to keep your identity secret and only reveal it where
necessary to those involved in investigating your concern.

5. External disclosures

5.1 The aim of this policy is to provide an internal mechanism for reporting, investigating and
remedying any wrongdoing in the workplace. In most cases you should not find it necessary to
alert anyone externally.

5.2 The law recognises that in some circumstances it may be appropriate for you to report your

concerns to an external body such as a regulator. We strongly encourage you to seek advice
before reporting a concern to anyone external. Public Concern at Work operates a confidential
helpline. Their contact details are at the end of this policy.
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6.2

6.3

6.4

6.5

Protection and support for whistleblowers
We aim to encourage openness and will support whistleblowers who raise genuine concerns
under this policy, even if they turn out to be mistaken.

Whistleblowers must not suffer any detrimental treatment as a result of raising a genuine
concern. If you believe that you have suffered any such treatment, you should inform Head
Teacher or CEO immediately. If the matter is not remedied you should raise it formally using our
Grievance Procedure.

You must not threaten or retaliate against whistleblowers in any way. If you are involved in such
conduct you may be subject to disciplinary action.

However, if we conclude that a whistleblower has made false allegations maliciously or with a
view to personal gain, the whistleblower may be subject to disciplinary action.

Public Concern at Work operates a confidential helpline. Their contact details are at the end of
this policy.

Contacts

Angela Ransby,

01473 550472
aransby@raedwaldtrust.org
Roger Fern,

01473 685770
rfern@raedwaldtrust.org
Helpline: (020) 7404 6609
E-mail: whistle@pcaw.co.uk
Website: www.pcaw.co.uk
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Schedule 7 Holidays policy

1.
11

1.2

13

2.2

2.3

2.4

3.2

About this policy
This policy sets out our arrangements for staff wishing to take holidays (also known as annual
leave).

This policy covers all staff at all levels and grades, including full-time, part-time, permanent and
fixed-term employees, managers, directors, and trainees.

This policy does not form part of any employee's contract of employment and we may amend it
at any time. We may also vary the policy as appropriate in any case.

Your holiday entitlement

The Trust's holiday year runs in line with the academic year. If your employment starts or finishes
part way through the holiday/academic year, your holiday entitlement during that year shall be
calculated on a pro-rata basis rounded up to the nearest half day.

Your holiday entitlement is set out in the Trust’s Pay policy within this handbook.

Except as set out in this policy, holiday entitlement must be taken during the holiday/academic
year in which it accrues. Any holiday not taken by the end of the holiday/academic year will be
lost and you will not receive any payment in lieu.

Unused holiday can only be carried over to another holiday year:
(a) in cases involving sickness absence, as set out in paragraph 5.;
(b) in cases of maternity, paternity, adoption, parental or shared parental leave, as set out
in paragraph 6.;
(c) in any other case where your line manager has given permission in writing;
(d) if otherwise required by law.

Taking holiday
We may require you to take (or not to take) holiday on particular dates, including when the
schools are closed, particularly busy, or during your notice period.

Support staff on a 52-week contract are required to seek approval for all annual leave requests.
They should make any such requests to the Headteacher/CEO.

Sickness during periods of holiday
If you are sick or injured during a holiday period and would have been incapable of work, you may
choose to treat the period of incapacity as sick leave and reclaim the affected days of holiday.
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4.2

4.3

4.4

5.2

53

5.4

6.2

6.3

6.4

Employees already on sick leave before a pre-arranged period of holiday may choose to cancel
any days of holiday that coincide with the period of incapacity and treat them as sick leave.
Trust sick pay will only be paid for such days if you comply with our Sickness Absence Policy,
including notifying your manager immediately of your incapacity and obtaining medical evidence,
even if you are abroad.

Dishonest claims or other abuse of this policy will be treated as misconduct under our disciplinary
procedure.

Long-term sickness absence and holiday entitlement
Holiday entitlement continues to accrue during periods of sick leave.

If you are on a period of sick leave which spans two years, or if you return to work after sick leave
so close to the end of the holiday year that you cannot reasonably take your remaining holiday,
you may carry over unused holiday to the following leave year.

Any holiday that is carried over under this rule but is not taken within 18 months of the end of the
holiday year in which it accrued will be lost.

Alternatively, you can choose to take your paid holiday during your sick leave, in which case you
will be paid at your normal rate.

Family leave and holiday entitlement
Holiday entitlement continues to accrue during periods of maternity, paternity, adoption,
parental or shared parental leave (referred to collectively in this policy as family leave).

If you are planning a period of family leave that is likely to last beyond the end of the holiday
year/academic year, you should discuss your holiday plans with your manager in good time before
starting your family leave. Any holiday entitlement for the year that is not taken before starting
your family leave can be carried over to the next holiday/academic year.

For the avoidance of doubt this covers your full holiday entitlement.

Any holiday carried over should be taken immediately before returning to work or within three
months of returning to work after the family leave.

Arrangements on termination
On termination of employment you may be required to use any remaining holiday entitlement
during your notice period. Alternatively, you will be paid in lieu of any accrued but untaken holiday
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entitlement for the current holiday year to date, plus any holiday permitted to be carried over
from previous years under this policy or as required by law.
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Schedule 8 Disciplinary and capability procedure

Please refer to our Discplinary and Capability policies published on the policies section
of the Raedwald Trust website.

Schedule 9 Grievance procedure

1.
11

1.2

13

2.2

3.2

33

3.4

About this procedure

Most grievances can be resolved quickly and informally through discussion with your line
manager. If this does not resolve the problem you should initiate the formal procedure set out
below.

This procedure applies to all employees regardless of length of service. It does not apply to agency
workers or self-employed contractors.

This procedure does not form part of any employee's contract of employment. It may be amended
at any time and we may depart from it depending on the circumstances of any case.

Step 1: written grievance
You should put your grievance in writing and submit it to your line manager. If your grievance
concerns your line manager you may submit it to an appropriate senior manager.

The written grievance should set out the nature of the complaint, including any relevant facts,
dates, and names of individuals involved so that we can investigate it.

Step 2: meeting
We will arrange a grievance meeting, normally within one week of receiving your written
grievance. You should make every effort to attend.

You may bring a companion to the grievance meeting if you make a reasonable request in advance
and tell us the name of your chosen companion. The companion may be either a trade union
representative or a colleague, who will be allowed reasonable paid time off from duties to act as
your companion.

If you or your companion cannot attend at the time specified you should let us know as soon as
possible and we will try, within reason, to agree an alternative time.

We may adjourn the meeting if we need to carry out further investigations, after which the
meeting will usually be reconvened.
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35

4.2

4.3

We will write to you, usually within one week of the last grievance meeting, to confirm our
decision and notify you of any further action that we intend to take to resolve the grievance. We
will also advise you of your right of appeal and to whom you may appeal.

Step 3: appeals

If the grievance has not been resolved to your satisfaction you may appeal in writing to the person
specified in your letter (see paragraph 3.5), stating your full grounds of appeal, within one week
of the date on which the decision was sent or given to you.

We will hold an appeal meeting, normally within two weeks of receiving the appeal. This will be

dealt with impartially by a manager who has not previously been involved in the case. You will
have a right to bring a companion (see paragraph 3.2).

We will confirm our final decision in writing, usually within one week of the appeal hearing. There
is no further right of appeal.
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Schedule 10 Sickness absence policy

1.
11

1.2

13

3.2

33

About this policy
This policy sets out our arrangements for sick pay and for reporting and managing sickness
absence.

Abuse of sickness absence, including failing to report absence or falsely claiming sick pay will be
treated as misconduct under our Disciplinary Procedure.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Reporting when you are sick

If you cannot attend work because you are sick or injured you should telephone your manager as
early as possible and no later than 30 minutes after the time when you are normally expected to
start work.

Evidence of incapacity
You must complete a self-certification form for sickness absence of up to seven calendar days.

For absence of more than a week you must obtain a certificate from your doctor stating that you
are not fit for work, giving the reason. You must also complete a self-certification form to cover
the first seven days. If absence continues beyond the expiry of a certificate, a further certificate
must be provided.

If your doctor provides a certificate stating that you "may be fit for work" you must inform your
manager immediately. We will hold a discussion with you about how to facilitate your return to
work, taking account of your doctor's advice. If appropriate measures cannot be taken, you will
remain on sick leave and we will set a date for review.

Statutory sick pay

You may be entitled to Statutory Sick Pay (SSP) if you satisfy the relevant statutory requirements.
Qualifying days for SSP are set out in your employment contract. The rate of SSP is set by the
government in April each year. No SSP is payable for the first three consecutive days of absence.
It starts on the fourth day of absence and may be payable for up to 28 weeks.

Trust sick pay
Any entitlement to Trust sick pay is set out in your contract of employment.
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6. Fit for Work service (FFW)

6.1 FFW is a government-funded occupational health assessment service. The service is intended to
assist employees return to work, using a return-to-work plan where appropriate. If you want to
know more about FFW please speak to your line manager.

6.2 Once you have been absent for ten days (or on three occasions within a month), either we or your
doctor may suggest referring you to FFW. Your doctor may do this before you have been absent
for four weeks if they think it would be beneficial for you.

6.3 If your doctor refers you to FFW please let your line manager know, unless you would prefer not
to tell us. If your case manager at FFW wishes to speak to us, please ask them to contact your line
manager.

7. Return-to-work interviews

7.1 After a period of sick leave your manager may hold a return-to-work interview with you. The

purposes may include:
(@)  ensuringyou are fit for work and agreeing any actions necessary to facilitate your return;
(b)  confirming you have submitted the necessary certificates;
(c) updating you on anything that may have happened during your absence;
(d)  raising any other concerns regarding your absence record or your return to work.

8. Managing Frequent, regular and high levels of absence

8.1. Where an individual’s absence level meets one of the following trigger points, the senior manager
should review the absence levels with the employee at their return to work interview.

e Three or more incidences of absence in any three month period; or
e Six or more incidences of absence in a twelve month period; or
e Ten or more day’s sickness absence within a twelve month period.

Please note that in circumstances where employees are part time or where employees work different
shift patterns triggers will be pro rata to reflect the employees working pattern; or

e Any other pattern of absence which causes concern e.g. absences occurring on a particular day of the
week, absences occurring before and after planned leave, a continuous pattern of absence review
meetings, or

e Where an employee has a mixture of short and long term absences, it will be appropriate to manage
the employee’s absence in accordance with the above procedure.

8.2. In cases where employees have met the trigger point, there may be circumstances where discretion
may be used by the Trust, as to whether or not an absence improvement plan is necessary. Although
each case will be reviewed individually, the following are examples of circumstances where discretion
may be appropriate:
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e Emergency health situations which exceed 10 days i.e. hospitalisation
e Where a planned surgical operation takes place and appropriate period of rehabilitation is required.
e Where a period of long term absence has been managed under this policy

8.3 During this meeting, it is important that;
e Concern is expressed about the employee’s level of absence

e Discussions at previous meetings are recapped i.e. what the health issue is, what actions have been
agreed, what support has already been offered and what the current situation is.

e Any supportive measures are identified which may assist the employee in achieving a satisfactory level
of attendance. This may include consideration of reasonable adjustments such as changes to the
workload, work practices or work pattern.

e Any adjustments that may be appropriate in accordance with the Equality Act 2010 are identified.

e Discussions are held with the employee as to whether there is anything that they can do to improve
their health

o If a referral to Occupational Health has not already been made, it should be considered at this point.

e Clear targets for action/improvement are agreed and a review date of six months from the date of the
meeting is set. The targets that should be set are absence levels of no more than 5 working days (pro
rata for part time employees) or 3 separate incidences of absence

o Clarifies what further action will be taken if the absence targets are not met

8.4 The discussions and actions should be recorded in a letter and stored in the employees file on School
Pod. The senior manager should meet with the employee at 2 month intervals during the six month
review period to review progress against the absence targets. If at any point during the six month review
period the absence targets have been exceeded, the individual should be invited to a formal health
capability meeting.

8.5 Where a satisfactory level of attendance has been achieved, no further absence discussions will be
required. However, the employee should be made aware that their attendance must be sustained over
the next rolling twelve months. In circumstances where this is not sustained the employee will be
invited to a health capability meeting to discuss their attendance.

9. Managing Long Term Absence

9.1 Absences in excess of 28 days (including non-working days) are considered to be ‘long term’ for the
purposes of this policy and the Trust’s primary focus is to ensure that those individuals are helped and
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supported back to work when they feel able to do so. Timescales and approaches outlined in this policy
may be subject to change with reference to the circumstances of a particular case.

9.2 After 28 days’ absence (or 2 weeks where the absence relates to stress/anxiety or a recurrence of a
previous medical condition), the designated senior manager or Head Teacher will arrange for the
employee to attend a medical assessment with the Trust’s occupational health advisors.

9.3 At the point where medical advice has been received back, the employee will be invited to a meeting
to discuss their period of ill health. Senior managers must ensure that three working days’ notice is given
to the employee and also the right to be accompanied by a trade union representative or work
colleague of their choice. The meeting will also be attended by an HR representative to ensure a fair,
consistent and sensitive approach is maintained.

9.4 At the meeting the following points should be discussed with the employee;

Progress made and prognosis for return. This could include agreeing a return to work programme
and/or adjustments if the employee is likely to become fit to return to work in the near future.

Support available that could help assist recovery and return to work.

The medical report received back from the school’s occupational health team.

Establish a return to work plan if appropriate

Information about the impact of continued absence on pay.

What alternatives the employer may wish to explore, i.e. redeployment, ill-health retirement etc.;
Consideration as to whether there is any external assistance which may support an early return to work
and/or the maintenance of acceptable levels of absence. This may include government agencies,
charitable bodies and other industry and specialist organisations

9.5 Following this meeting and during the period of absence, regular contact should be maintained with
the employee concerned. In addition, senior managers should meet with the employee on a monthly
basis to discuss their progress. Senior managers must ensure that they make notes of the meetings and
write to the employee to confirm the outcome of the meeting and log this letter in the staff members
file and on School Pod.

9.6. In circumstances where a return to work has not been achieved within an indicated period of time,
it will be appropriate to invite the employee to a health capability meeting to discuss their attendance.
This meeting would also be appropriate at the stage where the employee has been absent from work for

3 months.

10. Health Capability Meeting
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10.1 At the point where an employee’s absence triggers a Health Capability meeting, the senior manager
should write to the employee giving them three working days’ notice of the meeting and the
opportunity to be accompanied by a trade union representative or work companion of their choice. A
member of HR should also be present.

10.2 The employee must take all reasonable steps to attend the meeting. If for any reason the date is
not suitable, they should advise the senior manager of an alternative time when they are available. This
should be within 10 working days of the original date.

10.3 A written warning will be issued at this meeting. This warning will remain on the employee’s
personal file for a period of twelve months. During this time employee must sustain a satisfactory level
of attendance in accordance with the trigger points 8.1

10.4 Where an employee exceeds these triggers within the twelve-month time frame, they should be
invited to a Health Capability Hearing.

10.5 In cases of long term sickness absence, it will be appropriate to progress to a Health Capability
Hearing where an employee has been absent from work for a substantial period or in circumstances
where occupational health advice has been received which suggests that the employee is unable to
return to work within an indicated period of time.

10.6 Information regarding the potential for redeployment on grounds of ill-health or retirement on the
grounds of ill-health should be sought as early as possible, however this may still be considered at
anytime during the process.

11. Health Capability Hearing

11.1 Where employees have been unable to sustain a satisfactory level of attendance despite supportive
interventions or has had a continued period of long term sickness absence, a Health Capability hearing
should be convened. This meeting should be heard by either the Head Teacher, CEO or panel of
governors/trustees depending on the nature of the case.

11.2 At this meeting, a senior manager will be expected to provide and present a report on progress to
date, supportive interventions, occupational health guidance and targets agreed.

11.3 Employees should be given three working days’ notice of the meeting, and the right to be
accompanied by a trade union representative or work companion of their choice. An HR representative
should also be present to provide advice on HR Policy and Procedure. The employee must take all
reasonable steps to attend the meeting, but if there is a reason why the date is not suitable, the
employee should advise the Hearing Officer of this and the hearing will be arranged within 5 working
days of the original date.

11.4 Prior to the hearing the employee will receive details of all of the information to be discussed (e.g.
occupational health report, details of previous meetings, certificates and sickness figures) and an agenda
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for the hearing. The documentation should be sent to the employee at least 3 working days before the
hearing.

11.5 There are six possible outcomes of the hearing,

No further action is taken where the manager hearing the case believes that a sufficient improvement to
attendance / satisfactory performance has been achieved. The employee will be advised that if this is
not sustained they will re-enter the process at Section 8.2

A recommendation is made for further occupational health advice and a further review period is set.

Consideration to medical redeployment may be given if this is a recommendation from Occupational
Health.

Consideration of the case under a different procedure i.e. capability or disciplinary

Issue of a final written warning with a set period for improvement, advising that a failure to improve
could lead to dismissal

Dismissal of employee by reason of health capability.

12. Appeal Process (follow as per section 13 on schedule in a handbook).
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Table of paid & unpaid leave

Discretionary
Compassionate Leave
(Close Family Member)

Compassionate leave is normally intended for
circumstances where there is sudden or serious
illness or death of an immediate close family
member or life partner (including same sex
partners) to support with the grief and
bereavement and dealing with any arrangements
e.g. husband, wife, partner, father, mother, son,
daughter, brother, sister. The leave will reflect what
is required in the circumstances and will not
necessarily always be 10 days. In exceptional
circumstances additional leave may be approved
but this will be on an unpaid basis.

In each academic year up to 10 days
paid depending on circumstances
Included within the 10 days is 1 day
to attend a funeral

Up to a further 10 additional days
paid at the discretion of the CEO
Thereafter unpaid leave

Discretionary leave to
attend the funeral of
someone who:

- is not a member of the
immediate family or

- is a close personal friend

For example: grandfather, grandmother, grandson,
grand-daughter, step-father, step-mother, step-
son, step-daughter half-brother, half-sister,
father/mother in law, son/daughter-in-law, aunt,
uncle, cousin or a close friend.

Up to 1 day unpaid

Discretionary leave to
attend a doctor’s, dentist
or hospital appointment

Employees are normally expected to ensure that
appointments for personal visits to the doctor,
dentist, hospital etc. are outside of contracted
working hours. However, if this is not reasonably
practicable, time off from work will be permitted to
attend such appointments. Employees should
ensure that any time off causes as little disruption
as possible, i.e. the appointment is at the beginning
or the end of the day. The school reserves the right
to see evidence of such appointments, such as a
letter or appointment card. Where the
appointment is not urgent, and where the time
would negatively impact on the employee’s area of
work, or that of team colleagues, the appointment
should be re-arranged to a more suitable time and
date wherever possible.

Where the Headteacher considers an employee has
taken an unreasonable amount of time off for this
purpose, the school reserves the right to withdraw
payment for such absence, at its discretion and
following consultation with the employee.

Paid/unpaid
circumstances

depending on
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Consideration will be given to the Equality Act 2010
and any statutory right to time off, in all instances.
The absence will be recorded as sickness and the
necessary self-certification form completed in the
normal way.

Leave for rehabilitation,
assessment or treatment
because of a disability
(discretionary although
there is a statutory right to
leave considered as a
reasonable adjustment)

The Equality Act 2010 identifies the provision of
paid time off as a reasonable adjustment. It
acknowledges that a disabled person may need to
be absent from work for “rehabilitation, assessment
or treatment”. There is no evidence that disabled
people are more likely to be absent from work than
other staff. However, in monitoring absence, due
allowance should be made for absences related to a
disability.

Absences relating to appointments for
rehabilitation, assessment or treatment of a
disability should be recorded as disability
leave. This is paid, and does not affect sick pay
entitlements. However, any other periods of
absence related to a disability should be classified
and recorded as sick leave.

Paid

Disability related sickness
absence (discretionary
although there is a
statutory right to consider
leave as a reasonable
adjustment)

Disability related sickness absence is sickness
absence related to an individual’s disability. For
example: an episode or relapse of a disability
related condition or time off for recuperation
following a period of disability leave for treatment.
Also see above section.

Paid in line with Sickness Entitlement

Discretionary Emergency/
Dependant’s Leave
(statutory right to apply for
such leave although
granting of such leave is

There is a statutory right to unpaid leave to deal
with an emergency relating to a dependant (e.g.
son/daughter, partner (including same sex
partners), and parent). It is expected that this type
of leave is taken where the employee has identified

Unpaid

discretionary) short term, rather than long term, caring
responsibilities.
Discretionary leave for | As with other medical appointments, the | Paid in line with sickness entitlement

Fertility Treatment.

expectation is that fertility treatment occurs outside
of contractual working hours where possible.
Where it can be shown that there are good reasons
why this is not possible, the following will apply.
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Absence relating to the investigation of a fertility
issue will be regarded as sickness absence. In such
circumstances, the member of staff will be subject
to the school’s normal sickness absence provisions.
Female members of staff personally undergoing
treatment themselves should note that sickness
absence associated with IVF will not be regarded as
‘pregnancy related’.

Fertility Treatment

Members of staff, who have completed 12 months’
service, may be granted leave for fertility treatment
or the support of a partner undergoing the same.
Female staff personally undergoing fertility
treatment

Wherever possible, appointments related to fertility
treatment should be arranged outside of working
hours. Where this is not possible, a member of staff
may be granted up to 5 working days paid leave in
any 12 month period for the purpose of receiving
and recovering from IVF treatment and to attend
appointments specifically associated with the IVF
process (i.e. pre-booked interventions for
consultant appointments, collection and delivery of
eggs, monitoring tests, etc.).

Should the member of staff require time off
because of the side effects of the treatment, it will
be subject to the normal sickness absence
entitlement. Sickness absence associated with IVF
will not be regarded as ‘pregnancy-related’.

The paid leave can be taken to suit the member of
staff’s needs, subject to operational circumstances,
e.g. in one block, separate days or half days. The
leave entitlement will be pro-rated for part-time
members of staff according to their normal weekly
working hours.

Members of staff supporting a partner undergoing
fertility treatment

If it is an essential requirement within the course of
the treatment for the partner to attend a specific
appointment, the school will allow eligible
employees up to one day’s paid leave in any 12-
month period to support fertility treatment.

Up to 5 days paid leave in any
12-month period

Up to 1 day paid leave in any 12-
month period.

Discretionary leave
attend interviews

to

Such leave will be entirely at the discretion of the
Headteacher. Any decision will take account of the

Paid or unpaid at the discretion of the
CEO
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role being applied for and the likely impact that the
absence will have on the school.

Discretionary leave for

moving house

Wherever possible staff are expected to ensure that
any house move takes place out of school time.
Where it is demonstrated that this is not possible, 1
day’s unpaid leave may be granted.

1 day unpaid

Discretionary leave to deal
with  urgent/unforeseen
circumstances

Any urgent and unforeseen circumstances (e.g.
house fire/burglary/flood) which require urgent
attention by an employee and prevents an
employee attending work. Reasonable time off will
be allowed.

In each academic year up to 2 days
paid, depending on circumstance at
the discretion of the CEO.
Thereafter unpaid leave

Discretionary leave to | It is recognised that the employee will have no | 1 day unpaid
attend a child’s graduation | influence over the day when this will occur and that

from University/College it will normally occur during term time.

Discretionary leave to | It is recognised that the employee may have no | 1 day unpaid

attend a
wedding

close family

influence over the day when this will occur.

Discretionary leave to take
professional examinations
or for study

It is assumed that the Headteacher will have
approved the course of study and that the gaining
of the specific qualification will be for the overall
benefit of the school. If this is not the case it would
not be reasonable for the Headteacher to allow
time off during term time.

Where the course of study has been approved, the
Headteacher will allow time off as appropriate to
enable the employee to take examinations. Only in
exceptional circumstances would additional time
off be allowed for study leave.

Up to 3 days paid leave in each
academic year.

Sporting and similar

activities

Selection for representative sporting and similar
activities may be seen as an honour for the school
and highly motivational for students. The
Headteacher should therefore consider
sympathetically requests for paid leave of absence
to participate in such events (e.g. at county or
national level). However, extended absences (e.g.
tours abroad) would require special considerationin
each case.

Paid

Discretionary  additional

leave for carers

Although it is expected that employees will make
arrangements that do not prevent them from
carrying out their normal duties, in exceptional
circumstances an employee may apply for leave in
addition to paid annual leave, to deal with childcare
and other caring responsibilities such as assisting a

In each academic year up to 2 days
paid, depending on circumstance at
the discretion of the CEO.
Thereafter unpaid leave
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dependant during or after a stay in hospital, moving
a dependant to residential or other form of care,
helping a dependant through a medical procedure,
etc. It is expected that this type of leave is taken
where the employee has identified long-term,
rather than short term, caring responsibilities. The
granting of such leave is entirely at the discretion of
the CEO after taking account of the impact such
leave might have on the school.

Discretionary leave for

blood donors

Although it is expected that staff will arrange to
donate blood outside of working hours, if there is an
opportunity to donate blood locally and it will mean
only a short time away from school with minimal
disruption, time off with pay will be allowed for this
purpose.

Paid

Gender transition

Time off for surgery and recuperation from surgery
for gender reassignment will be recorded as sick
leave. Other medical appointments relating to the
process will be recorded as sick leave when it has
not been possible to make them outside of working
hours. There may also be a need for some non-
medical appointments, for example for electrolysis
or speech therapy. These will not qualify for sick
leave. Headteachers should reasonably consider
requests for unpaid leave or allow annual leave or
flexi leave, where the system is in operation, when
it has not been possible for these appointments to
take place outside of work time.

Any reasonable absence because of the effects of
treatment for gender reassignment should not be
considered for the purposes of action for
unsatisfactory attendance.

Paid
unpaid.

sick

leave

or

Occupational
appointments

health

Whilst employees are absent due to sickness, there
is an expectation that they will make themselves
available to attend any Occupational Health
appointments regardless of when the appointment
occurs. After returning to work, if any further
appointments are made during the normal working
pattern, paid time off will be granted to attend.

Paid leave

Religious observances

Headteachers should try to accommodate requests
for time away from work for religious observance.
This includes religious festivals, time away from
work during prayer and adjusting working times to

Unpaid
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accommodate periods of fasting. The Headteacher
and the employee should work together to ensure
that there is minimum disruption to the school and
that leave (which would be unpaid) is avoided
wherever possible.

Strike Action It is an individual’s choice as to whether to join | Unpaid
strike action, but a normal day’s pay will be
deducted for each day the strike action continues
and the employee remains off work.
Discretionary leave during | Employees have an obligation to present | Paid or wunpaid, depending on

adverse
conditions

weather

themselves for work each day at and between the
times specified in their contracts of employment.
During periods of severe inclement weather, if it is
shown that the employee has made every effort to
attend work but simply could not do so then the
absence may be treated as paid leave. If, however,
roads/public transport are available for use with
only minimal disruption, and the employee still
chooses not to attend work, the absence will be
treated as unpaid.

circumstances

Discretionary

leave for

CPD/other training

Training will generally only be approved by a
Headteacher when it is essential for either CPD or to
enhance capability to the advantage of the school.
When it is not possible for such training to take
place out of term time, time off will be allowed with
pay. Training may however need to be postponed
when the needs of the school are such that time off
on the dates allocated for the training do not prove
to be convenient.

Paid

Leave
screening

for

medical

Wherever possible such screening will take place
outside of term time. However, where this is
proved to be not possible, necessary paid time off
will be granted for medical screening including
cancer screening where this is required by the
employee’s medical advisors.

Paid

Other

‘special’

discretionary leave

Leave for
activities

Trade Union

Where it is necessary for a trade union
representative to carry out legitimate trade union
business during term time, they will be allowed
appropriate time off with pay. It will be expected
that most of trade union activity will take place
outside of school hours.

Paid
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Leave for reservists (Royal

Naval Reserves, Royal
Marines Reserves, Army
Reserve and Royal

Auxiliary Air Force)

It will be expected that reservists arrange training
outside of term time. In exceptional circumstances
the Headteacher may allow paid leave to attend
annual training. Thisisa 15-day continuous training
course, sometimes referred to as ‘Annual Camp’.
This may take place at a training establishment, as
an attachment to a Regular Unit, a training exercise
or a combination of any of these. Training normally
takes place within the UK, although each year some
Reservists train overseas.

Employer’s legal responsibilities under The
Reserve Forces (Safeguard of Employment) Act
1985 (SOE 85) are as follows:

If your Reservist employee is mobilised, when they
return you have an obligation to reinstate them in
the same role and on equally favourable terms and
conditions as before (or as near as practicable).
The Ministry of Defence aims to give at least 28
days’ notice of mobilisation, although the Reserve
Forces Act 1996 gives no statutory requirement for
a warning period prior to a Reservist being called
out.

If a Reservist is mobilised and you believe their
absence would cause serious harm to your business
or a related business, you have the right to seek
exemption, deferral or revocation of the
mobilisation.

If your Reservist is mobilised you don’t have to pay
them any salary or associated benefits (such as
pension or company car) for the duration of their
operational duty. A Reservist can claim for any
benefits you stop so they won’t be worse off.

You are also eligible for financial assistance to cover
the costs of finding a temporary replacement or
retraining your Reservist employee under certain
circumstances on their return.

Further information on employing Reservists can be
found on the website;
http://www.sabre.mod.uk/Employers/Employing-
a-Reservist

Paid

Leave for public duties

Section 50 of the Employment Rights Act 1996
provides for employees to be granted time off work

Unpaid
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to perform those public duties specified in the
section. These are as follows:
(a) alocal authority
(b) a statutory tribunal
(c) apolice authority
(d) aboard of prison visitors or a prison visiting
committee
(e) arelevant health body
(f) arelevant education body, or
(g) the Environment Agency or the Scottish
Environment Protection Agency.
It is expected that much of the time spent on such
duties will be either out of term time or out of
normal working hours. However, where this is not
possible and there is no adverse effect on the
working of the school, unpaid time off may be
approved by the Headteacher.

Court Service (witness or
jury service)

Most court service is for jury service, but employees
may also be called as witnesses.

Individuals summoned for jury service are expected
to attend court unless they are ineligible,
disqualified or excused by the court. Jury service can
be deferred. Among the categories who qualify for
deferral are teachers during term time. Other
school staff may not automatically be disqualified if
called for jury service during term time.
Applications for jury service to be excused on
grounds of conflict with work requirements are
likely to result in deferral, unless excusal is clearly
necessary. Each application will be considered on its
own merits, and applications must be made by
those who have been summoned — employers
cannot make them on employees’ behalf.
Employees required attending court for jury service
or who are summoned to appear as witnesses will
be granted paid leave for this purpose.

Jurors are entitled to claim for travel and
subsistence and for loss of earnings, up to a
maximum daily rate. Where employees are entitled
to claim for loss of earnings, they must get their
employer to complete the appropriate certificate
which is issued to all jurors prior to attending court.
The arrangements for employees attending court as
witnesses vary considerably.

Paid
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Loss of earnings claims must be made by employees
from the Court, and these are offset against
salary/wage.

Statutory maternity leave

All pregnant employees can take up to 26 weeks’
ordinary maternity leave (OML) and up to 26 weeks’
additional maternity leave (AML), making a total of
52 weeks. This is regardless of the number of hours
they work or their length of service. Additional
maternity leave begins on the day after ordinary
maternity leave ends.

Once an employee has given notice that she is
pregnant, she will be entitled not to be
unreasonably refused paid time off work to attend
antenatal appointments as advised by a registered
medical practitioner, midwife or nurse.

To be entitled to take time off for maternity leave
and antenatal care, the employee is required to
produce a certificate from her doctor, registered
midwife or registered health visitor, stating that she
is pregnant (usually the MATB1). Except in the case
of the first appointment, the employee should also
produce evidence of the appointment, such as a
medical certificate or appointment card, if
requested to do so.

Paid/unpaid (see separate maternity
and paternity guidance)

Statutory parental leave
(some discretion when it
can be taken)

Employees with more than one year’s continuous
service are entitled to 18 weeks’ unpaid leave for
each child and adopted child, up to their 18th
birthday. Employees need to request leave giving at
least 21 days’ notice before the intended start date.
Parental leave should be taken in blocks of a week
or multiples of a week, and should not be taken as
“odd days off”, unless the employer agrees
otherwise or the child is disabled.

Employees cannot take off more than four weeks
during a year. A week is based on an employee’s
working pattern. This entitlement is in addition to
any rights to maternity/adoption and/or paternity
leave or shared parental leave. Requests for such
leave may be postponed for up to six months other
than where parental leave has been requested
immediately after childbirth/maternity leave or
immediately after placement for adoption.

Up to 4 weeks a year unpaid (18 weeks
maximum up to child’s 18" birthday)
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Statutory paternity leave

An employee whose wife, civil partner or partner
gives birth to a child, or who is the biological father
of the child, is entitled to two weeks' ordinary
paternity leave provided he/she has 26 weeks'
continuous service by the end of the 15™ week
before the week in which the child is expected.
Paternity leave is also available to adoptive parents
where a child is matched or newly placed with them
for adoption. For more information on adoption
rights, please see the separate guidance on Ask
Schools’ Choice. Either adoptive parent may take
ordinary paternity leave where the other adoptive
parent has elected to take adoption leave. In
respect of an adopted child, the employee must
have 26 weeks' continuous service by the week in
which the child’s adopter is notified of having been
matched with the child for adoption.

To qualify for paternity leave, the employee must
also have, or expect to have, responsibility for the
upbringing of the child and be making the request
to help care for the child or to support the child’s
mother.

Paternity leave must be taken in a single block of
one or two weeks within 56 days of the birth or
adoption of the child. If the child is born early, it
must be taken from the time of the birth but within
56 days of the expected date of childbirth. Paternity
leave can start either from the date the child is born
or placed for adoption or from a chosen number of
days or weeks after that date.

2 weeks paid leave to be taken within
56 days of the birth or adoption of a
child

Statutory shared parental
leave

Shared parental leave is a relatively new right that
may enable eligible mothers, fathers, partners and
adopters to choose how to share time off work after
their child is born or placed for adoption. This could
mean that the mother or adopter shares some of
the leave with her or his partner, perhaps returning
to work for part of the time and then resuming leave
later.

The first two weeks of the 52-week entitlement
must be taken by the mother or primary adopter,
but the remaining 50 weeks’ entitlement and pay
can be shared or split between both parents, if they
meet the eligibility criteria.

First 2 weeks taken only by the
mother

Remaining 50 weeks can be shared
between parents

Paid/unpaid — see separate Shared
Parental Leave policy
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Statutory adoption leave

For the primary adopters of children matched for
adoption the rights to adoption leave and pay
mirror maternity leave and pay.

Primary adopters can take up to 26 weeks’ ordinary
adoption leave (OAL) and up to 26 weeks’ additional
adoption leave (AAL), making a total of 52 weeks.
This is regardless of the number of hours they work
or their length of service.

Additional adoption leave begins on the day after
ordinary adoption leave ends.

Paid/unpaid — see separate adoption
guidance
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Schedule 11 Time off for antenatal appointments policy

1.

11

1.2

13

14

About this policy
This policy outlines the statutory right to take time off to attend antenatal appointments.

This policy applies to employees and agency workers. It does not apply to self-employed
contractors.

If you are an agency worker, the rights set out in this policy only apply to you once you have
worked in the same role with us for at least 12 continuous weeks (which may include more than
one assignment). For these purposes we will ignore any breaks due to holiday or other leave to
which you are entitled, breaks due to workplace closure, breaks due to industrial action, breaks
of up to 28 weeks in cases of sickness or jury service, and breaks of up to six weeks for any other
reason. We will treat breaks due to pregnancy or childbirth up to 26 weeks after birth, and any
statutory maternity, paternity or adoption leave, as time worked.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Time off if you are pregnant

If you are pregnant you may take reasonable paid time off during working hours for antenatal
appointments. You should try to give us as much notice as possible of the appointment. Unless it
is your first appointment, we may ask to see a certificate confirming your pregnancy and an
appointment card.

Time off for accompanying a pregnant woman: eligibility
You may take unpaid time off to accompany a pregnant woman to an antenatal appointment if
you have a "qualifying relationship" with the woman or the child. This means that either:
(a) you are the baby's father;
(b)  you are the pregnant woman's spouse, civil partner or cohabiting partner;
(c)  you are one of the intended parents in a surrogacy arrangement and expect to obtain a
parental order in respect of the child.

Time off for accompanying a pregnant woman: how to book time off
Please give us as much notice of the appointment as possible. You must provide us with a signed
statement providing the date and time of the appointment and confirming:
(a)  that you meet one of the eligibility criteria in paragraph 3.;
(b)  that the purpose of the time off is to accompany the pregnant woman to an antenatal
appointment; and
(c) that the appointment has been made on the advice of a registered medical practitioner,
registered midwife or registered nurse.

Time off for accompany a pregnant woman: amount of time off

You may take time off to accompany a pregnant woman to up to two antenatal appointments in
relation to each pregnancy.
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5.2

53
5.4

You must not take more than six and a half hours off for each appointment, including travel and
waiting time.

Time off to attend these appointments is unpaid.
Further time off for antenatal appointments is at our absolute discretion
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Schedule 12 Time off for adoption appointments policy

1.
11

1.2

13

1.4

2.2

3.2

33

About this policy
This policy outlines the statutory right to take time off to attend adoption appointments.

This policy applies to employees and agency workers. It does not apply to self-employed
contractors.

If you are an agency worker, the rights set out in this policy only apply to you once you have
worked in the same role with us for at least 12 continuous weeks (which may include more than
one assignment). For these purposes we will ignore any breaks due to holiday or other leave to
which you are entitled, breaks due to workplace closure, breaks due to industrial action, breaks
of up to 28 weeks in cases of sickness or jury service, and breaks of up to six weeks for any other
reason. We will treat breaks due to pregnancy or childbirth up to 26 weeks after birth, and any
statutory maternity, paternity or adoption leave, as time worked.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Time off for an adoption appointment
An adoption appointment is an appointment arranged by an adoption agency (or at the agency's
request) for you to have contact with a child who is to be placed with you for adoption, or for any
other purpose related to the adoption.

You may take time off to attend an adoption appointment once the agency has notified you that
a child is to be placed with you for adoption but before the child is actually placed with you.

If you are adopting a child with another person

Where you and your partner are adopting a child, you must decide between you who will be
treated as the primary adopter and who will be treated as the secondary adopter for the purposes
of time off. You must tell us your decision the first time you request time off for an adoption
appointment. This will affect how much time you can take off and whether it is paid.

You would usually choose to be the primary adopter if you intend to take adoption leave when
the child is placed with you. You would not be able to take paternity leave if you have elected to
be the primary adopter.

You would usually choose to be the secondary adopter if you intend to take paternity leave when
the child is placed with you, although you may be able to take adoption leave if your partner is
not taking it.
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4.1

5.1

6.2

6.3

7.2

7.3

If you are adopting a child alone

If you are adopting a child alone, you are treated as the primary adopter.

If you are adopting more than one child

If the agency is placing more than one child with you as part of the same arrangement, this is
treated as one adoption and will not increase the number of appointments you can take time off
to attend. Any time off under this policy must be taken before the first child is placed with you.

Amount of time off

If you are adopting on your own or have elected to be the primary adopter, you may take paid
time off to attend an adoption appointment on up to five occasions in relation to any particular
adoption.

If you are the secondary adopter, you may take unpaid time off to attend an adoption
appointment on up to two occasions only.

You must not take more than six and a half hours off for each appointment, including travel and
waiting time.

How to book time off
Please give us as much notice of the appointment as possible. You must provide your manager
with a signed statement or an email confirming:

(a)  The date and time of the appointment.

(b)  That the appointment has been arranged or requested by the adoption agency.

(c)  Whether you are adopting a child alone or jointly with another person.

(d)  If you are adopting with another person, whether you are electing to take paid or unpaid

time off.

If you are an agency worker you may have to notify your agency as well. You should check with
the agency.

We may sometimes ask you to try and rearrange an appointment where it is reasonable to do so.

In exceptional circumstances we reserve the right to refuse a request for a particular appointment
but we will not do so without good reason.
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Schedule 13 Maternity Policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.

Schedule 14 Adoption policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.

Schedule 15 Paternity policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.

Schedule 16 Shared parental leave (birth) policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.

Schedule 17 Shared parental leave (adoption) policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.

Schedule 18 Parental leave policy
Please refer to our Maternity, Paternity, Adoption, Parental & Shared Parent Leave Policy
published on the policies section of the Raedwald Trust website.
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Schedule 19 Time off for dependents policy

1.
11

1.2

13

1.4

2.2

2.3

2.4

2.5

About this policy
The law recognises that there may be occasions when you need to take time off work to deal with
unexpected events involving one of your dependants.

This time off for dependants policy gives all employees the right to take a reasonable amount of
unpaid time off work to deal with certain situations affecting their dependants.

No-one who takes time off in accordance with this policy will be subjected to any detriment.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Reasonable unpaid time off
You have a right to take a reasonable amount of unpaid time off work when it is necessary to:
(a) provide assistance when a dependant falls ill, gives birth, is injured or assaulted;
(b)  make longer-term care arrangements for a dependant who is ill or injured;
(c) take action required in consequence of the death of a dependant;
(d)  deal with the unexpected disruption, termination or breakdown of arrangements for the
care of a dependant (such as a child-minder falling ill); and/or
(e)  deal with an unexpected incident involving your child while a school or another
educational establishment is responsible for them.

A dependant for the purposes of this policy is:
(a) your spouse, civil partner, parent or child;
(b)  a person who lives in the same household as you, but who is not your tenant, lodger,
boarder or employee; or
(c) anyone else who reasonably relies on you to provide assistance, make arrangements or
take action of the kind referred to in paragraph 2.1Error! Reference source not found..

This policy applies to time off to take action which is necessary because of an immediate or
unexpected crisis. This policy does not apply where you need to take planned time off or provide
longer-term care for a dependant. If this is the case, you should take advice from your line
manager.

Whether action is considered necessary will depend on the circumstances, including nature of the
problem, the closeness of the relationship between you and the dependant, and whether anyone
else is available to assist. Action is unlikely to be considered necessary if you knew of a problem
in advance but did not try to make alternative care arrangements.

Reasonable time off in relation to a particular problem will not normally be more than two days.
However, we will always consider each set of circumstances on their facts.
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3.2

33

Exercising the right to time off
You will only be entitled to time off under this policy if, as soon as is reasonably practicable, you
tell your line manager:

(a) the reason for your absence; and

(b)  how long you expect to be away from work.

If you fail to notify us as set out above, you may be subject to disciplinary proceedings under our
Disciplinary Procedure for taking unauthorised time off.

We may in some cases ask you to provide evidence for your reasons for taking the time off, either

in advance or on your return to work. Suspected abuse of this policy will be dealt with as a
disciplinary issue under our Disciplinary Procedure.
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Schedule 20 Compassionate leave policy

1.
11

1.2

2.

About this policy

Compassionate leave is designed to help you cope with the death of a close relative, deal with
necessary arrangements and attend their funeral. It may also be granted where a close relative is
seriously or critically ill.

This policy does not form part of any employee's contract of employment and we may amend it
at any time.

Entitlement

You are entitled to take paid compassionate leave as set out in Schedule 10 sickness absence policy (table
of paid and unpaid leave) within this handbook, this is in respect of a spouse or partner, child, stepchild,
grandchild, parent, step-parent, parent-in-law, grandparent, brother or sister, stepbrother or stepsister,
or brother or sister-in-law.

2.1

2.2

3.2

33

We may exercise our discretion to grant a period of paid compassionate leave in respect of any
other relative or close friend, depending on the circumstances of each case.

If you are still unable to return to work following an authorised period of compassionate leave
you should contact your line manager. It may be appropriate to take a period of annual leave,
subject to your manager's approval, or we may at our discretion grant you further unpaid leave
in those circumstances.

Requesting compassionate leave

We recognise that it may not always be possible to request compassionate leave in advance.
However, where it is possible, you should make a request to your line manager. You should tell
them the reasons for your request and the number of days leave you would like to take.

Where it is not possible to request leave