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Related Documents:  

All Policies within the Safeguarding File, Staff Handbook and Acceptable Use Form 
 
1. Rationale 
 
At our school we recognise the contribution our school can make to the community in terms of education and                   
raising standards. We aim to promote active partnership within the wider community through meaningful              
involvement by parents and other agencies. 
 
We see our involvement with the community and the work of members from the community in our school to be                    
mutually beneficial. 
 
We are well placed to offer youth trainee, work experience and training places to members of the community who                   
wish to learn more about the education process and contribute positively to it. Through sharing expertise and                 
offering training opportunities we seek to raise standards and build tolerance, respect and mutual understanding. 
 
2. Guidelines 
 
Whilst working in school all placements will be assigned to a named supervising tutor who will see that they have                    
the information they need to make effective use of time in school. 

Teaching students  
Sacred Heart Catholic Primary School Based Tutor is Mr S Woods. 
St Matthews Catholic Primary School Based Tutor is Mrs C Phillips 
 
All other short term non-teaching placement students and trainees:  
Sacred Heart Class Teacher or where more than one teacher, Mr S Woods 
St Matthews Class Teacher or where more than one teacher, Miss F Moore 
 
Routines and practices of the school are contained within the staff handbook and all trainees will be given a copy of                     
this booklet on their first day of placement. Please read this asap. This includes a copy of the aims of the school                      
with which trainees should be familiar with and keep in mind as the basis for all their work in school. It may be                       
necessary, as part of ongoing training, for trainees to have sight of policies and schemes of work. It is not school                     
practice to give out copies of these but they will be made available on loan. Please use the school based                    
information systems such as briefings and notice boards if you are invited to do so. Trainees and Placements are                   
also given a copy of the school Acceptable Use Policy on arrival and they are required to read and complete this on                      
their first day.  
 

3.  Child Protection 

Any worries or concerns you have should be discussed immediately with your supervising ‘class teacher’. If you                 
still have concerns you should mention them to the named Child Protection Officer who is the Headteacher.                 
Remember it is best to discuss rather than ignore. You should never promise a child that you can keep a                    
disclosure secret.  

For your own protection you should: 

● never be alone with a child 
● ensure your language, conduct and dress are appropriate 
● not cuddle, carry, hold children or sit them on your knees 
● call a teacher if a child is distressed 

 
4. Protocols 
 

This may be your first time working in a school and you may be unsure of certain protocols attached to a work                      
situation which involves a range of professionals and strict elements of confidentiality. The following will help you in                  
your ‘professional’ role within the school: 
 
All staff should be aware of MAT policies: “Dignity at Work”, “Whistle Blowing”, “Safeguarding and Child Protection”                 
and “Code of Conduct”.  Copies are available on Google Drive. 
 
 



4.1 Dress Code 
How you look is important. The children at the school wear school uniform which gives a feeling of identity and                    
purposeful endeavour. Staff are expected to dress in a way that shows respect for the community we serve and                   
demonstrates an understanding of their role in school. Casual clothing, including jeans, shorts and cut off tops                 
are not acceptable. Bare midriffs are not acceptable. A good example would be a plain white shirt/blouse,                 
black sweatshirt/cardigan/jumper with black trousers. 
 
All visitors must sign in at reception and wear the appropriate ID badge (given to you when you sign in) for the                      
duration of your work in school. This badge must remain visible at all times in school. Please return to the school                     
office when you sign out at the end of each day. 
 
Clothing should allow you to get on with your work without distractions. You will need to bend, stretch and even sit                     
on the floor. Ensure what you wear allows you to do this in comfort and that your clothing is appropriate to a school                       
workplace setting. 
 
4.2 Addressing Staff 
Although we hope you find the staff friendly and welcoming it is normal to use formal methods of address in school,                     
particularly in front of children and parents. You may be invited by particular members of staff to use their first                    
names, but it is still important to use their full title when talking about them in front of children and parents, e.g.                      
“Miss Richards”. Children will call you by your title, not your first name. 

4.3 The Staff Room 
It is the policy of the school that the staff room is open to all members of the school community, including parents                      
who are working in the school. Tea and coffee are available and your supervising tutor will explain how these are                    
paid for. It is important to remember that it is an open staff room. It is part of the school and normal protocols of                        
mutual respect, tolerance, confidentiality and support for the ethos of the school must be maintained. 
 
5. Confidentiality  
 
All information about children, parents, staff and the business of the in school must be held to be confidential. You                    
may be asked directly by parents of staff for information about children you are working with. It is important in                    
these situations to refer them to the class teacher or your supervising tutor. You may be faced with a similar                    
situation out of school and under no circumstances should confidentiality be broken. Any breach of this policy                 
will be taken seriously and could lead to formal proceedings and disciplinary action. 
 
6.  Absence from School 
 

We value the contribution you make to the work in the school. It is important that you inform the school as early as                       
possible on any day that you are going to be absent from school. Telephone school and leave a clear message of                     
when you are expecting to return. The school telephone can be found on the school website. Text messaging and                   
emailing are not appropriate.  You must also contact your class teacher so they can prepare for your absence. 
 
7. Use of the Telephone 
 

The school day is short and personal business should be conducted outside of school hours. It is not possible to                    
take incoming calls or messages for you unless it is a genuine emergency. Similarly, because of the pressures on                   
the use of the telephone for administration, it is not available for personal calls. However, again in the situation of                    
an emergency please explain the situation to your supervising tutor who will make arrangements for a call to be                   
made. 
 
As stated in the Acceptable Use Policy which you will sign on your first day, the use of mobile phones is also                      
prohibited at all times on the school site, including the school grounds. 
 
8. Smoking 
 

The whole of the premises, grounds included, are a strictly non-smoking area.  Whilst we cannot prevent you from 
smoking on the approaches to school it does not set a good example for children and does not enhance 
professionalism. This also includes the use of electronic cigarettes. 
 
9. Respect for Children 
 

The children in the school are encouraged to be independent and develop skills of self reliance. It is important that                    
this is supported by all the people that work with them. It is not appropriate to handle children in any way such as                       
cuddling, kissing, carrying them or sitting them on your lap. If a child is distressed and does not respond to your                     
instructions appropriately, always refer them to the teacher in charge of the class.  



10. Channels of Communication 
 

If you need help, information, support or a chance to talk about something that concerns you, always go to your                    
supervising tutor first.  He/she will be able to liaise with other teachers for you and support you professionally.  

We hope you enjoy your time at our school. Please smile, show enthusiasm and offer help when you see                   
something needs doing. 

We value your knowledge and experience but also personal attributes such as motivation, enthusiasm and               
commitment.  
 

11. Security and Fire Regulations 

We have a security system that operates in school. All outside doors are locked and can only be opened by using                     
a code that is keyed into the pad that is situated at the side of the doors. All routines are outlined in the staff                        
handbook – please read this. 

When you arrive in the mornings you will need to go to sign in and collect your identification badge which you                     
should wear prominently. Please leave your badge at the office when you leave school each day. If you are on a                     
teaching placement you must attend the Monday briefing session held at 8.30am in the meeting room. 

Fire regulations are displayed in all classrooms, please make yourself aware of these and note the nearest exit for                   
the room in which you are working. 
 

12. Attitude 

Please remember that for the duration of your placement you will see the school as an organisation.  We hope that 
at the end of the placement you will have gained an insight into some of the aspects of working in a busy school. 
You will become part of a hard working and professional team of adults and your help and enthusiasm will be 
welcomed.  
 

13. Morning Break – Reception, Years 1, 2, 3 and 4 
 

Your morning break will depend on which age group you have been placed with. The class teachers will tell you                    
when to go for your break. Part of your duties will be to go out with the children at playtime each day. Use this time                         
to get to know the children, observe them at play and generally help the teacher on duty to supervise the activities. 
 

14. Lunchtime 
 

Lunchtime also varies slightly depending on the age group you are working with and, once again, the class teacher                   
will tell you when it is time for you to go. It is entirely up to you whether you stay at school or leave the premises                          
but please be back in the classroom for a prompt start. If you leave the premises during the school day you should                      
‘sign out’ and back in again on return. 
 

15. End of Day 

Once the children have left at 3.00pm you will be involved in a variety of activities depending upon your placement                    
and training needs. For all work experience placements these will include such things as sharpening pencils,                
tidying up, helping with displays etc. Your day is as below. If you spend an extra few minutes finishing a job it will                       
be noticed.  

Your working day is from 8.30am to 4.30pm. 

Initial Teacher Training placements follow staff directed time working. 
 
16.  Working Hours – all Placements and Trainees 
  
Please go out onto the yard each breaktime.   
 

Monday Start 8.30 Lunch with key phase 1 hour End 4.30 
Tuesday Start 8.30 Lunch with key phase 1 hour End 4.30 

Wednesday Start 8.30 Lunch with key phase 1 hour End 4.30 
Thursday Start 8.30 Lunch with key phase 1 hour End 4.30 

Friday Start 8.30 Lunch with key phase 1 hour End 4.30 
 
17. Equal Opportunities 
 
We are a school committed to Equality of Opportunity and Race Equality. You should be familiar with best practice                   
in these areas and set good models of behaviour and conduct. 


