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In The Classroom

Role of Teacher:

· To facilitate learning at all times.

· To facilitate the safety and well being of all pupils in their care
· To remain in the teaching area, usually the classroom (incl. Shared area) unless there is an emergency, or agreed meeting, which calls for your attention (not phone calls/ visitors etc) Teachers should not be elsewhere in school during teaching time.

· To  be actively teaching or supporting children, (eg not working at computer, planning etc during class time)

· To adhere to lesson timings.

· To model good practice

Role of LSO:

· To support children’s learning at the direction of the Teacher taking the class.
· Remain in classroom or group area during teaching time unless there is an emergency (not photocopying etc)

· LSO should be actively supporting children at all times apart from staff breaks.
· To facilitate learning at all times.

· To indicate with their initials in the margin of the book when they have worked with a child and to what degree support was given if necessary.
· To model good practice

PPA:

· T and LSOs may use PPA room at any time.

· PPA should only be taken during timetabled sessions (unless agreed in advance)

· T are not responsible for planning or marking work set in PPA time, however they should keep an overview of what is being delivered based on planning/ targets which you have supplied to your LSO/ Cover teacher. Activities which children carry out during PPA time should enhance or support learning.

· Monday assembly is not PPA time, it is a time for the whole school to come together. 
· Any PPA which is missed due to coaches being absent should be noted (DHT). This time will be given in lieu, but may have to be at a later date via supply. If you are absent from school on a PPA day, unfortunately your PPA is lost (to balance this out being absent on a non PPA day does not mean you lose the proportionate amount when its PPA time) 
· School will endeavour to cover PPA missed due to courses.

Role of Coaches / Additional Teachers:

· Where Coach/ Cover Teacher etc is taking class for PPA they will have children for 1 hour. LSOs or cover staff should escort classes to and from sessions.

· For PPA cover, C/CT will plan and assess sessions, giving copy of their MT planning to coordinators .
· For regular non - contact time (eg management time) , CT will follow Class Teacher’s planning for Literacy and Numeracy lessons, but will plan and assess other lessons themselves. 

· Learning Support staff will support learning of pupils in these lessons under the direction of the coach/ teacher.
Timetables:

· Class timetables are fixed
· Lessons  should be delivered when timetabled, unless whole school event etc.

· Shared room timetables etc will be on display in the staffroom and on room doors. 
Marking/ Work in books:

(please also refer to marking and feedback policy)
The school’s marking policy is designed to ensure consistency of approach across school, with the primary aims of supporting, celebrating and challenging the children’s knowledge and understanding of what has been taught. It is vital that all teaching staff adhere to the school’s marking policy and it is their responsibility to ensure that they are familiar with the document.
LSOs should not routinely mark work for the class.
     Classrooms:

· Regular learning walks will take place, please ensure classrooms reflect your teaching and the school’s ethos.
· Your classroom environment should be uncluttered and purposeful. Children should be able to access materials independently. Store cupboards and areas within the classroom should be kept tidy at all times.

· All classes should display:

· Maths working wall (following whole school model )
· Writing working wall (inc VCOP/ Alan Peat tips/ genre models / levelled up work etc)
· Spanish/ bilingual labels

· Areas to access materials to support bilingual learners

· Children’s writing

· School rules/ behaviour rewards and consequences.

· Well being ROAR display/ space

· Attractive and prominent reading area, book shelf and title ‘Year x recommends…’ The books within the reading area should be diverse, both in their content and the characters found within them, helping to ensure that all children’s interests are catered for as well as ensuring that children can see reflections of themselves within the class texts.
· Science board

· Any other floor books for that year.

· Pre printed materials should be kept to a minimum and only used for active ongoing learning.

· Staples and blue tac should not be used on the walls except by prior agreement.
 Display:
A quality finished display is vital in maintaining a positive learning environment. Please ensure you take responsibility for quality, finished displays in your room and shared spaces.
· The Foyer / hall will include art work from eg art week, please provide a labels indicating POS / Skills/ Title for work as usual.

· Throughout the year display areas in the corridors will be used to display learning in other curriculum areas. You should aim to change your corridor class displays at least twice a year.
· Pre-printed materials should be kept to a minimum and only used where appropriate. There should be a balance between ‘instructional’ display and ‘finished work’ display in school.

· Display should have:

·  A title

· A L.O. for shared area displays( in child speak)

· Work should be double mounted.

· Pupils work named.

· Children of all abilities should have the opportunity to see their own work celebrated somewhere in their learning space.

· When displays are used to raise aspirations or provide inspirational messages, it is important that we look to identify, and celebrate a diverse range of people who are representative of wider society.

· When displaying historical imagery, it is important to consider how the subject matter may affect young children. For example, when displaying images of Jewish people in concentration camps (WWII) or black people being sold as slaves (transatlantic slave trade) it is important to overtly acknowledge the atrocity taking place – so that we don’t inadvertently trivialise or dehumanise the subject matter of the display. 
Cover / Supply.

Pre arranged supply: An overview of the days lessons should be left, with single copies of any resources required, specific instructions as you feel you need to leave . Copies of MT planning for the relevant lessons should be left so that the LO and prior learning is quickly and clearly evident. (This could simply be left in the form of a planning file)
We must all remember that the school’s  priority is good classroom teaching. Avoiding unnecessary absences from the classroom is vital to ensure this. Although sometimes unavoidable, please do not arrange any meetings with outside agencies or individuals etc during teaching time. Remember that we are members of a profession, we should not expect to work short, set hours, our day does not necessarily start at 9.00  end at 3.15.    

Planning:

It is an expectation in Kingsley that year group colleagues plan collaboratively as much as possible and that they ensure continuity across the year group. We will facilitate this by offering 2 hour blocks of PPA together wherever possible. You should aim to achieve broadly parallel and equitable learning experiences for all pupils in a year group, no matter which class they are in.
Movement Around School.
· Pupils should be escorted when moving around school

· Always place yourself in a position where you can see the whole line- do not lead a class off around corners where you can not see the whole line. Encourage pupils to wait at any door/ corner for the adult to catch up with them before moving to the next area.

· Pupils should move around school with due regard for others working .
· Pupils should not be left unsupervised in the office / library area unless with prior agreement from SLT.

Assembly.

· Classes should be escorted into assembly as outlined above.

· Classes should be asked to sit and then supervised by the member of staff so that they remain seated quietly.

· If two adults are with a class, please ensure one is at either end of the line.

· If pupils are disruptive insist on assembly line places and keep these in place (eg girl/ boy).

· All staff are expected to attend Monday assembly.

Directed Time (Teachers):
It is understood and appreciated that as members of the teaching profession, there may be no set beginning and end to a Teachers day, depending upon personal circumstances and how staff choose to spread their workload. Teaching staff should be on site at least 15 minutes before children arrive and stay for fifteen minutes after they leave at the end of the day. Five minutes either side of lunchtime are also included to support classroom management. It is up to individuals to decide outside these hours where and when they chose to complete tasks relating to their post. However there are a set number of directed hours which are laid down in Teachers Pay and Conditions which staff should be aware of. These may change according to the needs of the school, but any changes should be discussed with staff prior to this. An hour long staff meeting takes place once a week, unless otherwise agreed with staff (eg two hour sessions may accrue time to avoid 2 day weeks etc) 
Other time not allocated may be used for a variety of purposes including phase / stage meetings, PPA time, CPD meetings etc. It is expected that Teachers exercise their own professional judgement when using this time appropriately.

Current Directed time breakdown:
Teaching staff are contracted to work a certain amount of directed time, 1265 hours per annum. This includes times pupils are in school (9.00- 3.15) but in addition extra is divided between time before and after school.

DIRECTED TIME

Daily


Weekly
School day 8:50 – 3:15

5.15 hours

   26 hours 35 mins

Before school 8:45 – 9:00

15 minutes

  1 hour     15 mins


      2x  8.35-  9.00                                                                       20 ins

Lunchtime 12:00 – 12:05


      (or 12.15-12.20)
            5 mins


   25 mins


        12:55 – 1:00


(     or 12.10- 12.15)

5 mins


    25 mins

After school 3:15 – 3:30

15 minutes

   1 hour 15 minutes

Staff Meeting 3:15 – 4:15




   1 hour



TOTAL




31 hours 15 minutes
Weekly Total 31.25 ,  hours x 38 weeks  


               1183 hours 40min
5 x Staff Development Days 9:00 – 3:30


     27   hours     30 minutes

Parents Evening 3 terms x 3 hrs (3.30-4.30, extra hour given)

 9 hours

TOTAL DIRECTED TIME 
ALLOCATED  

1220  hours 10 minutes
 Homework.              

· Homework should be set and collected weekly as per policy

· Homework registers should be kept in Teacher’s diaries/ mark books.
· Homework must reflect the learning going on in the classroom.
· Regular failure to return homework should trigger a letter home or discussion with parent, please see policy for details. 
General Health and Safety.
· Risk assessments for specific activities are available on staff shared drive or from the HT
· All accidents must be reported to the main school office immediately

· Any concerns around potential hazards/ repairs must be reported to the site manager immediately (use his book in the office or speak to office staff/ phase leaders in his absence)

· All trips must be booked by the office, at least a month prior to visit, they must all be logged on to Evolve to be checked by the HT at least 2 weeks before the visit. (Longer for residential/ adventurous- see policy)

Visitors.
· All visitors to school must log into the site using inventory.

· If you organise visitors, please ask all visitors to bring photo ID and original copy of DBS on first visit. (ask HT if unsure who requires this)
· All visitors should be seen wearing either red lanyard pass (must be escorted)

 Or green lanyard pass (have had safeguarding screen ) whilst on the premises.

· All staff should be vigilant and challenge any adult in school not wearing a pass.

· All parents/ volunteers on school trips should be passed a copy of volunteer screen document , which they must sign. Teachers organising this are responsible for facilitating this (available from the office)
First Aid:
· A list of first aiders is displayed in the school office

· The first aid room is situated next to the main school office.

· Please refer all injuries/ concerns to a first aider.
· All pupils with ongoing medical needs are listed in the staff room, all staff should familiarise themselves with these pupils.

· All treatment, including checking over, should be entered into medical book and pupils given the slip to take home.

· Please inform the office/ SLT if you feel that pupils parents should be called or they need to go to A and E. (non emergency)
· The school defibrulators are located in the first aid room and in the barn

· All rooms display an emergency red triangle next to the doorway. In case of emergency, send an adult or a child with the red warning triangle symbol immediately to the main school office.
Contact with media:

Staff are not authorised to enter into discussion with, or correspond with the media unless permission is given by the Head Teacher. This includes TV, print and all forms of social media.

Personal Conduct.

It is expected that all adults will conduct themselves in an appropriate manner at all times. This includes safeguarding and social media guidelines and issues of confidentiality outlined in job descriptions, and adherence to all school policies and procedures. It is expected that staff will uphold the reputation of the school at all times and not partake in activities, verbal or written conversations which could bring the school into disrepute. 
Also:
· speaking to each other and children in a professional and courteous manner is expected always, this is extended to all staff and visitors to school. The use of bad language, or derogatory comments about other staff and children should not be tolerated in school. Please remember that there is a difference between a private ‘letting off steam’ conversation and a more public outburst which can cause offence.
· Differences of opinion should be settled in a professional and respectful manner, and always bought to the attention of SLT if they cannot be resolved, rather than gossiping or complaining about each other in front of others.

· As a school, we are aware that a diverse staff will hold a wide range of opinions and beliefs. It is important to remind all staff to be respectful of others when conveying views that might not be held by everybody. Please note  that personal views should not cause or promote discrimination, harassment or victimisation of any group. 
· If a member of staff is found to contravene this direct, the school and the governors will act promptly and robustly inline the schools disciplinary policy.

· We aim to be a no shouting school, speak to children respectfully, even if firmly and never belittle children in front of other staff or pupils.
· There is no place for gossip or rumour spreading in our school.

· Attendance and punctuality should be at a professional level. (see staff attendance policy)

· smart dress (no denim, or trainers * no clothing which reveals inappropriate amounts of flesh)

· Normal dress code applies on school trips (not residentials)
· Slogan t shirts should be avoided
· Sports clothing is appropriate for PE lessons, but not for all day wear.
· Footwear should be smart, safe and appropriate. Open toed sandals etc are worn at the wearers own risk as there is potential for injury.
· Body piercings, a small stud should be worn, rather than rings in any body part other than ears. 
· Tattoos should be covered wherever possible.

· Neither smoking or vaping are permitted on school site. If you wish to do this during your break, please do so away from the school site and entrance.

· Eating and drinking should take place in the staffroom or spaces where children are not present (water bottles are the exception)
· Staff must have proper and professional regard for the policies and practices of our school and maintain high standards in their own practice.

· Breach of any of these standards may result in disciplinary procedures being invoked.

* footwear.

If you wish to wear training shoes for yard duty/ PE, please bring these to change into. Solid black trainers / casual shoes with no logo or motif are acceptable, if in doubt speak to your phase leader.
