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Mary Hare is committed to appointing suitable staff by following rigorous 
safeguarding practices. The schools deploy appropriate numbers of staff to 
promote a safe and happy environment. Training and supervision are at the 
heart of practice. 
 
Recruitment 

1. The school’s system for recruitment of all staff complies fully with 
‘Keeping Children safe in Education (2015); our safer recruitment 
procedures help deter, reject or identify people who might abuse 
children. These include the following: 

 
- Advertising jobs, highlighting our commitment to safeguarding, 
- Interview, with a written record of the outcome 
- Identity check against an official document 
- Receipt of a full employment history and explanations for any gaps 

in CV 
- Proof of relevant qualifications 
- Two written references, including the most recent employer, both of 

which shall be contacted and verified by the school. Where 
possible, contact will be made with each previous employer 
involving work with children and young people. 

- Disclosure and Barring Service checks.  
 

2. Care staff do not begin employment until satisfactory completion of all 
checks and receipt of references.  

 
3. Lattitude Volunteers (previously known as Gap Students) are subject to 

the same DBS (or equivalent) checks. Where these are not available, a 
‘certificate of good conduct’ is obtained from the relevant authorities of 
the student’s home country. They are also required to have two written 
references, at least one of which is obtained by the Lattitude company; 
the other may be obtained by Mary Hare School. 

 
Induction 

4. After offer of appointment, whilst awaiting return of DBS checks, new 
employees are given the opportunity to visit with their line manager for 
an induction experience. This includes having a brief tour of their 
specific area of work, meeting other team members, and receiving an 
induction pack. The induction pack may include the following:  
- A welcome letter,  
- A selection of relevant policies,  
- The Children’s Workforce Development Council’s (CWDC) 

induction guidance, 
- Our safeguarding and child protection training DVD and declaration, 
- A copy of the School prospectus, 
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- A copy of a recent school newsletter, 
- Term dates and school holidays, 
- A working rota. 

 
5. This gives the employee an opportunity to begin training whilst awaiting 

their official start date. Once the appointment has commenced, an 
induction training programme is scheduled, which includes guidance on 
child protection and safeguarding, a tour of the school, an audiology 
and speech and language session and deaf awareness guidance. 

 
6. All new staff in care are required to complete the CWDC Induction. 

This is to commence within the first week of work, allowing new staff to 
familiarise themselves with school policies, handbooks and care 
standards. Each employee will be given full support and guidance from 
their line manager to complete this induction within 6 months. Part-time 
staff will be given longer. 

 
7. All staff are given a copy of their job description. 

 
Staff training and development 

8. Working hours have been calculated to allow the School to require care 

staff to work above and beyond their shifts for up to 42 hours per 

academic year, and for this reason over time payment is not normally 

offered for training activities.  

9. Staff demonstrating an exceptional commitment to training can make a 

personal request to the Care Leadership Team for additional training 

opportunities. 

Attendance expectations 
10. Training sessions are usually planned for the first day back after each 

holiday, or determined by the school holiday and term dates. Staff 

should be available to attend from 9am on these days, although 

sessions may start later. A break in the day will be scheduled for staff 

on the evening shift rota where necessary. Full time staff are 

expected to attend all planned training sessions over the academic 

year. 

11. A plan for the year’s training sessions and dates will be provided.  

Further detailed information on timings and content to be provided 

nearer the time of any session. 

12.  A training and discussion session is available every Thursday morning 

from 9am – 10am.  This is to address any in house training needs or 

development of practice and paper work.  Session can be led by any 

member of staff and vary in subject. 
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13. The following sections describe the minimum expectations for 

particular staff groups. Staff are always welcome to attend additional 

training sessions, unless a maximum group limitation dictates 

otherwise. 

14. Part time and night staff are expected to attend a pro rata number of 

training sessions, which may involve attending sessions outside of 

normal working hours. All mandatory training must be completed.  

Hours worked per week Training sessions attended 

1 – 7 1 

8 – 14 2 

15 – 21 3 

22 – 28 4 

29 – 35 5 

36 - 42 6 

 

15. Lattitude Volunteers: Volunteers are expected to attend all of the 

planned training sessions over the academic year (with the exception 

of the January one). They are also expected to complete all mandatory 

training. 

Mandatory training 
16. Mandatory training for ALL STAFF 

 Children’s Workforce Development Council Induction. 

 Level 3 Diploma or equivalent. 

 Reading of all Care Policies and Procedures (During induction and 

when up-dated, or required). 

 Safeguarding and Child Protection (On-line training provided 

through induction, followed by the requirement to attend the next 

scheduled DSL led training, to be renewed every two years). 

 Administering medication (live or DVD), followed by an observed 

induction for competency. 

 Fire Warden (online), followed by an observed induction for 

competency. 

 Health and Safety (4 elements online). 

 De-escalation and Challenging Behaviour. 

 Equality and Diversity. 

 Food Hygiene. 
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17. Additional mandatory training for all FULL TIME staff 

 Speech and Language. 

 Audiology. 

 Epipen. 

 Either First Aid at Work or Appointed Person First Aid. 

 Supervision Skills (For Team Leaders/Heads of Care). 

18. Optional additional training for all staff 

 Any of the above section for non-full time staff. 

 National Rescue Award. 

 D1 driver status. 

 Health and Safety Refresher. 

19. Additional mandatory training for the Head of Care 

 Level 5 Diploma or equivalent. 

 Supervision Skills. 

 Safer Recruitment. 

 
20. All care staff are required to attain a relevant level 3 minimum 

qualification. All care staff appointed since September 2011 begin 
working towards the level 3 diploma for the children’s and young 
people’s workforce within 3 months of employment. The majority of this 
qualification can be completed during working hours. However, 
elements of it may need to be completed outside of working hours. 
 

21. Any staff employed with a level 3 qualification will need to provide 
certification of completion and units covered.  The qualification will be 
judged for equivalence compared to current diploma undertaken and 
competency regard to roll.  Further units maybe required to upskill staff 
to fall in line with Mary Hare Schools’ expectations of qualifications. 
 

22. All staff are offered documented, one-to-one supervision from their line 
manager each half term. For new staff, this increases to supervision 
once every two weeks for the first two terms of employment. 

 
23. All staff have a performance review annually with their line manager, a 

record of which is kept on their personal file along with an individual 
training record. This identifies training needs to be met as part of their 
personal development plan. 

 
24. Mary Hare is committed to the welfare of its staff. It is hoped that 

professional or personal worries will be shared with line managers 
where appropriate. However, all staff are free to seek an appointment 
with the Heads of Care, Vice Principal, Principal or staff representative 



 
 

April 16 Page 6 

 

on the Governing body, or to approach the Governing Body through the 
Chair of Governors. Independent advice may be sought from an 
external Human Resources company via two appointed staff members. 

 
25. This section of the policy covers the staffing of each of the boarding 

houses at the Arlington Manor (secondary school) and Mill Hall 
(primary school) sites. 

 
Care establishments 

26. There are six active boarding houses in total, They are: 
 

 Mill Hall – catering for pupils up to year 6. 

 Howard House – All year 7 pupils. 

 The Manor – Year 8 – 11 girls. 

 Mansell House – Year 8 – 11 boys. 

 Murray House – Year 11 girls and boys  

 The Wroughton Centre – All year 12 and 13 pupils. 
 

27. Risk assessments have been carried out for all boarding houses; these 
include assessment of lone working and any risks this poses to staff or 
pupils. 

 
Hours of work for care (including sleeping-in and night supervision) 
 

28. Mill Hall 
There are two members of care staff, overseen by a Team Leader. 
Staff cover evening, morning and lunchtime shifts on a rota basis. Care 
staff sleep in Monday to Thursday inclusive. As all pupils go home on 
Fridays, there are no staff members on site over the weekend. There is 
additional provision of a waking night person where pupils of reception 
age are in residence. 

 
29. Howard House  

Howard House is run by one of the Heads of Care and assisted by a 
Team Leader and a number of other care staff. One member of staff 
sleeps in each evening on a rota basis. Waking night staff are present 
every evening. 

 
30. The Manor 

There are two teams of three staff, both run by a Team leader. Each 
team works a two week rolling rota covering mornings, evenings and 
weekends. In addition, there is an extra member of staff who works 
evenings Sunday - Friday to support. Staff sleep in each night they are 
on shift. Waking night staff are present every night. 

 
31. Mansell House 

There is one team of four staff and one of three in Mansell House both 
run by a Team Leader. Each team works a two week rolling rota 
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covering mornings, evenings and weekends. Team Leaders sleep in 
each night they are on shift and one other staff member also sleeps in 
on a rota basis. Waking night staff are present every night. 

 
32. There are four part-time Campus Workers, two attached to The Manor 

and two to Mansell House. They work evenings Sunday to Thursday. 
They also cover airport runs on the Friday and Sunday of each exeat 
weekend and on the last day of each half term. 

 
33. Murray House 

There is one Team leader in Murray House who works with an 
additional member of care staff each shift. One member of staff works 
a full weekend and is supported at key times by a part-time staff 
member. Waking night staff are present every night. 

 
34. The Wroughton Centre 

There are two full-time members of care staff on either shift; one of the 
Heads of Care leads one shift and manages the Sixth form campus, 
supported by a Team Leader on the opposite shift. They work on a two 
week rolling rota covering evenings, mornings and weekends and they 
sleep in whilst on shift. Support care staff are on duty each evening 
and waking night staff are present every night. 

 
35. Lattitude Volunteers 

One Lattitude volunteer is appointed to the Secondary campus and one 
to the Primary campus each year, from January to December. Their 
role is to support Care Staff and we aim to offer a full and varied 
experience. 

 
Rotas 

36. Copies of all proposed and worked rotas are kept in the Head of Care’s 
office. It is the responsibility of the Team Leaders or Head of House to 
complete and maintain their own staffing rota and ensure the Care 
Standards Officer has copies for monitoring purposes.  

 
37. The rota is completed for all permanently appointed staff for the school 

year, in advance of the school year commencing. Rotas are drawn up 
in such a way as to ensure where possible, all staff work an equal 
number of hours and over a year, an equal number of weekends. Also 
considered in The Manor and Mansell House is the rotation of staff 
each half term, to utilise staff skills to their maximum potential. 

 
38. Where possible and in the spirit of good staff morale, flexibility may be 

shown regarding professional and personal obligations, under the 
following guidelines: 

 

 Request for absence should be for exceptional reasons only. 
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 Absence for personal reasons will be considered if a member of 
staff has been able to do an equal swap with another member of 
staff. Otherwise any leave granted will be unpaid. 

 Team Leaders will consider any long standing requests when 
compiling the rota, but good rationale for team membership is more 
important than accommodating time off requests. 

  It is up to staff to ensure that their family and friends understand 
their work commitments and do not book holidays and other events 
without consulting them. 

 In all cases, even those involving difficult circumstances and even 
bereavement, a member of staff must approach a line manager and 
not take time off without agreement. 

 Team Leaders and Heads of Care should not authorise absence 
which leaves the school short staffed. 

 
39. Staff requesting changes to the final rota, must seek authorisation from 

their line manager and ideally be able to exchange shifts with another 
member of staff from their house. A planned personal absence should 
not require paid staff cover. Heads of Care will make final decisions 
over any disputes or decisions that cannot be resolved by Team 
Leaders.  

 
40. Any use of bank staff or overtime must be recorded on the actual rota 

and signed off by Team Leaders or Heads of Houses.  
 

41. A meeting is held each Friday at 16.30 to allow Team Leaders and 
Heads of Houses to decide on the effective deployment of staff at 
weekends. 

 
Shift handovers 

42. Liaison between shifts and houses is an important feature of care. Staff 
are encouraged to use an appropriate range of strategies including use 
of the handover book, phone conversations, staff meetings, weekly 
Heads of House meetings and Team Leaders meetings.  

 
43. Team leaders are responsible for ensuring that appropriate liaison 

takes place between care staff and Heads of Year, Senior 
Management, Head of Pastoral Care and the School Nurse. Key 
workers are required to meet regularly with their relevant Head of Year 
and form tutors. A member of care staff from each house is 
encouraged to attend the school staff briefing twice weekly. Minutes 
from these briefings are emailed to all staff. 

 
Staff shortage and use of overtime 

44. Staff are asked to give as much notice as possible when they are 
unable to work and to indicate, where possible, the probable length of 
their absence. Staff are expected to contact their line manager 
personally by telephone and not by text or email, with this information. 
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45. It is the responsibility of the Team Leader to make decisions regarding 

staff absences in their house. In the first instance a decision should be 
made in consultation with the Head of Care as to whether the shift can 
run safely with reduced staffing. If it cannot, off duty staff or bank staff 
should be approached for cover. Failing this, off duty staff from other 
houses should be approached. In the event of the absence not being 
covered, Team Leaders should inform other houses of this and spread 
the workload across the houses to ensure each house is adequately 
staffed in regard to the needs of the pupils.  

 
46. All overtime should be authorised by the Head of Care. 

 
47. Overtime and the use of bank staff on trips out can only be authorised 

by the Head of Care. Any event being planned which may require 
additional staffing should be discussed with the Head of Care. 

 
48. If staffing levels become acute or lead to issues of safety, the on-call 

manager must be informed. 
 
Delegated authority (call-out) 

49. The call-out system ensures that advice from the Head of Care can be 
sought at all times and the on-call Head of Care should be contacted if 
a serious incident occurs. 

 
50. Working in consultation with Team Leaders, care staff can impose 

sanctions, contact families and manage the vast majority of situations 
which may arise. If, however, a pupil is putting him/herself, other pupils, 
or school property in danger, it is expected that the Head of Care will 
be notified. The Principal and Vice Principal provide telephone support 
for the Head of Care. 

 
51. Care staff, including team leaders, do not have the authority to send a 

pupil home and should not imply to a pupil or parent that this sanction 
will be used. Exclusions are a matter for the Head of Care, Vice 
Principal or Principal. 

 
Notifications to senior staff 

52. The following policies should be read in conjunction with this one: Child 
protection, Privacy and confidentiality, Whistle blowing. 

 
53. Child protection concerns must be passed on to the Deputy Principal 

as Designated Safeguarding Lead (DSL). Other disclosures or 
behaviours should be passed on to the Team Leader and Head of 
Care. Senior staff, parents or both must be informed of significant 
events. These include: 

 
- Accident or injury, including self-harm. 
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- Serious breaches of the school behaviour policy, including abusive 
behaviour towards staff. 

- Concerns about a pupil’s safety brought about by disclosures, 
threats or hints of intended harmful behaviour. 

- Allegation that the pupil has committed an offence. 
- Allegations against other persons in the school. 

 
54. If staff find themselves agonising about call out or notification, it is most 

likely that this action is appropriate. 
 

55. Following any notifiable events, a written record is kept which includes 
details of action taken and the outcome. 
 

Staff disciplinary and grievance procedures 
56. For further information please consult the Mary Hare School 

Disciplinary policy and Grievance policy. 
 
 


