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1. Vision and Values 

Our motto, ‘To have the best, to do our best, to be the best that we can be.’ Is mirrored in our 
school ethos and curriculum vision.  
 

 
 

 
 

2. Timetables 
 
This is an example of the school weekly timetable. All year groups are expected to follow this timetable from 
Year 1- Year 6.  
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Here is an overview of the purpose of each session: 
 
8.50-9.30am 
UFO session (Useful Four Operations).  A school designed teaching session focused on basic skills and arithmetic. 
New Earswick prides itself on the roll out of this strategy across many Pathfinder, York and North Yorkshire schools.  
 
9.30– 10.30am  
Maths lesson 
Maths lessons planned around the needs of the class culminating in a Challenge Lesson at the end of the week/unit. 
This lesson tests the children’s ability to answer a problem or investigate a concept independently.  
 
10:45-11.05am 
Reading Carousel 
A session based on immersion. Here pupils experience guided reading, individual reading, reading for pleasure, genre 
themed activities or grammar activities.  Poetry rehearsal, comprehension and research– based activities also support 
and enhance the carousel.  
 
11.05– 11.20am 
SPAG session  
A short and lively session to fully immerse grammar into the current literacy genre. This session is used for a 
combination of recall, teaching, practising or applying grammar skills. This session supports the focus of the main 
literacy lesson. 
  
11.20– 12.15am 
Literacy lesson 
Immersion– based literacy teaching. This lesson focuses on a cycle of teach, model, scaffold, practise, apply, review 
and edit. At New Earswick, we make decisions about the combination of reading and writing weeks and how these 
skills best support the outcome for the week. 
 
 1.15-2.55pm 
Spelling Buzz 
A pacey and lively session where children take control of their spellings. Based on spelling patterns and topic words, 
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children study spellings in an engaging set of activities.  
Topic Lesson 
Twice a week and in three week blocks, pupils investigate History, Geography, Music, Art, Computing, French, Design 
Technology and Science topics through our whole school topics.  
PE 
Each week pupils are taught a PE lesson focusing on the National Curriculum areas of study and pupils experience 
additional sporting opportunities through the Sports Premium Funding. 
Pay it Forward 
Going beyond reading buddies, our pupils spend time teaching, mentoring and supporting learning in PE, Art and many 
other subjects. Our pupils are paired with a class for the whole year and spend one afternoon every three weeks with 
their partner class.  
Enrichment  
Every class builds enrichment activities into their carefully planned topics. These are purposeful activities that promote 
life-skills or British values: 

 Skill Force Award. 

 Pedestrian and Cycle training. 

 How to sew a button on. 

 How to tie your laces. 

 Community work. 

 Fundraising. 

Forest Schools 
Every year group gets the opportunity for regular Forest School learning time. A programme of key skills has been 
developed by our Forest School leader. Recent investment in our Forest Schools resources allows for quality outdoor 
learning for all.  
 
2.55-3.10pm 
Assembly 
Each invaluable assembly has a focus drawn up at the beginning of the year.  We run Whole– School assemblies, 
Senior Leader assemblies and Singing assemblies. Our four key House figures, as well as Joseph Rowntree, are 
discussed during our assemblies.  British values linked to our school needs are focused upon during these assemblies 
too. YOYO Youth group, the Methodist Church and Governors also run regular assemblies. We hold a Remembrance 
Service at school for the community as well as celebrations such as religious festivals.  
 
3.10– 3.20pm 
Newsround 
A relatively new but important feature of our day. This sessions focuses on one or two key stories of the day, followed 
by a discussion to promote Personal, Social and Emotional well-being. We are proud to have worked with Newsround’s 
Editor, Richard Atherton when he visited school to develop the new Newsround site. Each class has a Newsround 
display to share our findings and promote discussions on a daily basis.  

  

3. Safeguarding 
Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes into 
contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil 
this responsibility effectively, all professionals should make sure their approach is child-centred. This means 
that they should consider, at all times, what is in the best interests of the child.  

Keeping Children Safe in Education (KCSiE) DfE 2019 

 
IDENTIFICATION 
All staff should wear a photo lanyard ID. We have signing in procedures and visitor lanyards for all non- staff visitors. 
Please challenge any unfamiliar adult you see in school who is not wearing ID. We are all responsible for keeping our 
children safe. Pathfinder MAT has the following lanyards:  

 Blue: Pathfinder staff with full DBS criminal check and disclosure.  

 White: Regular visitor or volunteer with a DBS check 

 Red: Visitor with no DBS check. This visitor must be accompanied.  
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You should ensure that you have read the following documents which are 
available on our school website in the visitors and volunteers safeguarding 
section and policy section: 

 Keeping Children Safe in Education Part 1 

 What to do if you are worried about a child 

 Prevent  

 Whistleblowing Policy 

 Safeguarding Policy (Child Protection) 
You will also be asked to sign that you have read these documents and agree to the confidentiality statements before 

coming into school.  
4. Contacts and Staff 

 

WHERE TO FIND HELP? 

There are purple boards around school with a flyer for information and 

guidance documents attached for you to use.  

ALWAYS find a member of the Safeguarding Team or a Teacher should 

you need help or guidance.  
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STAFF 
Contact for illness or absence: Telephone Mrs Oswald in the first instance 
First day of absence: Telephone the school office after 8am. 
First day of absence: Telephone the school by 2:30 to inform the office of your return date. 

 
VOLUNTEERS/VISITORS 
Please inform us of an absence via telephone 01904 555970 or the school email: office@nep.pmat.academy   

5. Duties 
Staff including support staff perform a number of duties on a daily basis: 

 Meet and Greet parents and pupils at 8.40am on the playground 

 Morning break duty (Upper or Lower playground)  

 Lunch duty (1/2 slot on the Upper playground) 

 Safe handover to parents at 3.20pm  

6. Emergency procedures 

We have a fire evacuation protocol, a lockdown and an emergency evacuation policy. These will be 
shared with you personally.  

7. Conduct 
Staff Code of Conduct clarifies what is expected in terms of professional behaviour; it gives clear advice 
about what constitutes illegal behaviour and what might be considered as misconduct.  It also describes safe 
practice and which behaviours should be avoided. It is expected that in these circumstances staff will always 
advise their senior colleagues of their justification for any such action already taken or proposed. This 
guidance has been produced to help all staff establish the safest possible learning and working 
environments. The aims are to safeguard our children and reduce the risk of staff being falsely accused of 
improper or unprofessional conduct. There will be occasions and circumstances in which staff have to make 
decisions or take action in the best interests of our children which could contravene this guidance or where 
no guidance exists.  Individuals are expected to make judgements about their behaviour in order to secure 
the best interests and welfare of the children in their charge. 

DUTY OF CARE 
Teachers and other staff are accountable for the way in which they exercise authority, manage risk, use 
resources and protect students from discrimination and avoidable harm. All staff, whether paid or voluntary, 
have a duty to keep our children safe and to protect them from physical and emotional harm.  This duty is in 
part exercised through the development of respectful, caring and professional relationships between staff 
and students and behaviour by staff that demonstrates integrity, maturity and good judgement. There are 
legitimate high expectations about the nature of the professional involvement of staff in the lives of our 
children.  When individuals accept a role that involves working with children and young people, they need to 
understand and acknowledge the responsibilities and trust inherent in that role. Employers have a duty of 
care towards their employees which requires them to provide a safe working environment for staff and 
guidance about safe working practices.   
 
PERSONAL CONDUCT 
All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and best 

interests of our children.  They should adopt high standards of personal conduct both in or out of the 

workplace and should not compromise her/his position within the work setting. Membership of organisations 

whose goals are in conflict with the values and equality policies of the school is not acceptable.   

 

PRESENTATION 
 Staff should consider the manner of dress and appearance appropriate to their professional role.  We 

require our children to be smart in their uniform.  Smart and professional appearance is expected at all times 

for staff.  Staff should ensure they are dressed decently, safely and appropriately for the tasks they 

undertake.  

 

mailto:office@nep.pmat.academy
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As definitions of ‘smart’ and ‘professional’ are difficult to pin down, the following requirements should be 
followed at all times: 

 Appearance should be clean, tidy, smart, safe and practical.  

 Clothing should cover main body areas and preserve modesty, with no excess flesh on show.  

 Jeans and leggings are not appropriate.  

 Male staff are not required to wear a tie but they should consider carefully the image their project;  
this image should not be casual. 

 Long hair should be kept secure – nits are a presence in most primary school at some point of other 

 The wearing of a quick release lanyard with a photo ID is required at all times. Staff should report 
the loss of their name badge to the office as soon as possible. 

 Jewellery should be considerate to the environment that you work in. Please be aware of your 
personal safety. 

 Footwear should be practical and something that you could run in if required – no flimsy flip fops or 
stiletto heels.  

 Staff, like pupils should wear a kit when teaching PE at all times.  
  
CONFLICT OF INTERESTS 

COMMUNICATION 

Communication between children and adults, by whatever method, should take place within clear and 

explicit professional boundaries. This includes the wider use of technology such as mobile phones, text 

messaging, e-mails, digital cameras, videos, web-cams, websites, social networking sites, online gaming 

and blogs. Adults should not share any personal information with a child. They should not request, or 

respond to, any personal information from the child, other than that which might be appropriate as part of 

their professional role. Adults should ensure that all communications are transparent and open to scrutiny. 

Members of staff may not give personal gifts to children.  

 

PERSONAL LIVING SPACE   

No  child should be in or invited into, the home of an adult who works with them, unless the reason for this 

has been firmly established and agreed with parents and senior leaders or the home has been designated 

by the organisation or regulatory body as a work place e.g. child minders, foster carers.  

 

SOCIAL NETWORKING & ONLINE GAMING  

 Staff may use social networking sites for personal use.  However, the school requires that profile and 

photos of the member of staff are ‘locked down’ in maximum privacy so that children or parents do not have 

access to any of your personal data or images. Staff must deny current or recent children and families 

access to your profile. Staff must not put themselves in a vulnerable position and be aware that images of 

others should be protected and be treated as carefully as you would your own. Staff should be aware that 

they leave themselves open to a charge of professional misconduct if images of a member of staff in a 

compromising situation are ever made available on a public profile by anyone.  

 

If a child does gain access to the profile of a member of staff by fraudulent means (impersonation or 

hacking) senior leadership should be informed immediately. Where relationships exist between staff and 

those who are also parents at the school, or personal friends who are parents at the school, social 

networking should only be used with extreme, so that professional standards are maintained and staff do not 

compromise themselves or the school. As soon as a member of staff becomes aware that they are in an 

online game with a student of Skelton School, the member of staff should withdraw.  

 

INTERNET USE   

New Earswick Primary School has a clear policy about access to and the use of the Internet.  Please refer to 

the E-Safeguarding Policy for further guidance. Adults at Skelton should not access social media or mobile 

phones during the working day. 
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MOBILE PHONES  
Mobile phone use should be kept to a minimum: 

 School trip communication 

 Emergency  
Phones should not be kept out of site, and locked away if possible, during lessons except with 
permission from the Head teacher.  
 
OUT OF SCHOOL CONTACT  
Pre-arranged meetings with children away from the school premises should not be permitted. 
 

 

RELATIONSHIPS 

Working in a school with children means that adults are in a position of trust. All adults are expected to use 

this handbook to ensure that they do not compromise their role. It is forbidden to befriend a pupil outside of 

school and or to make contact with a pupil outside of a professional capacity. Maintaining professional 

boundaries protects 

you and sends a positive message to the young person 
 

 

8. E Safety 
I understand that I must use school ICT systems in a responsible way, to ensure that there is no risk to my 
safety or to the safety and security of the ICT systems and other users.  I recognise the value ICT for 
enhancing learning and will ensure that students and pupils receive opportunities to gain from the use of 
ICT.  I will, where possible, educate the young people in my care in the safe use of ICT and embed e-safety 
in my work with young people. 
 
For my own personal safety: 

 I understand that the school will monitor my use of the ICT systems, emails and other digital 
communications. 

 I understand that the rules set out in this agreement also apply to use of school ICT systems (e.g. 
laptops, email, VLE etc) out of school.   

 I understand that the school ICT systems are primarily intended for educational use and that I will 
only use the systems for personal or recreational use outside the hours of 8.40am and 3.10pm 
(lunchtime and break excepted). 

 I will not disclose my username or password to anyone else, nor will I try to use any other person’s 
username and password. 

 I will immediately report any illegal, inappropriate or harmful material or incident I become aware of, 
to the appropriate person. 

I will be professional in my communications and actions when using school ICT systems: 

 I will not access, copy, remove or otherwise alter any other user’s files, without their express 
permission. 

 I will communicate with others in a professional manner, I will not use aggressive or inappropriate 
language and I appreciate that others may have different opinions. 

 I will ensure that when I take and / or publish images of others I will do so with their permission and 
in accordance with the school’s policy on the use of digital / video images.  I will not use my personal 
equipment to record these images.  Where these images are published externally (e.g. on the school 
website / VLE) I will ensure it will not be possible to identify by name, or other personal information, 
those who are featured. 

 I will not use chat and social networking sites in school. 

 I will only communicate with students / pupils and parents / carers using official school systems.  Any 
such communication will be professional in content, tone and manner. 

 I will not engage in any on-line activity that may compromise my professional responsibilities. 
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The school and the Local Authority have the responsibility to provide safe and secure access to 
technologies and ensure the smooth running of the school: 

 I will not use my personal equipment for conversing with pupils or taking photographs. 

 I will not open any attachments to emails, unless the source is known and trusted, due to the risk of 
the attachment containing viruses or other harmful programs. 

 I will not try to upload, download or access any materials which are illegal (for example, child sexual 
abuses images, criminally racist material, adult pornography covered by the Obscene Publications 
Act) or inappropriate or which may cause harm or distress to others.  I will not try to use any 
programmes or software that might allow me to bypass the filtering / security systems in place to 
prevent access to such materials. 

 I will not disable or cause any damage to school equipment, or the equipment belonging to others. 

 I will ensure that any personal information about myself or others which needs to be transferred 
complies with Data Protection legislation. 

 I understand that the data protection policy requires that any member of staff or student / pupil data 
to which I have access, will be kept private and confidential, except when it is deemed necessary 
that I am required by law or by school policy to disclose such information to an appropriate authority. 

 I will immediately report any damage or faults involving equipment or software, however this may 
have happened. 

 
When using the internet in my professional capacity or for school sanctioned personal use: 

 I will ensure that I have permission to use the original work of others in my own work. 

 Where work is protected by copyright, I will not download or distribute copies (including music and 
videos). 

 
I understand that I am responsible for my actions in and out of school: 

 I understand that this Acceptable Use Policy applies not only to my work and use of school ICT 
equipment in school, but also applies to my use of school ICT systems and equipment out of school 
and my use of personal equipment in school or in situations related to my employment by the school. 

 I understand that if I fail to comply with this Acceptable Use Policy Agreement, I could be subject to 
disciplinary action.  This could include a warning, a suspension, referral to Governors and / or the 
Local Authority and in the event of illegal activities the involvement of the police. 

 

 
 
 
 
 

9. Visitors and volunteers 

Break time 
Please spend time on the playgrounds during break times to support the class teachers.  
Toilets 
These can be found at each end of the school and by the front exit (to the right of the school hall). 

Facilities  
The staffroom is upstairs near the Year 6 classroom and there is a lift available.  

Confidentiality 
You will be asked to sign a confidentiality agreement before joining us.  

Safeguarding 

You will be asked to complete a DBS criminal check before you begin with us. The purple display boards around school 
will remind you of our safeguarding procedures as will the school website and safeguarding flyer.  

10. Induction 
All members of staff will be appointed a mentor and will complete an induction meeting (possibly over several 
meetings). Where possible these should occur before appointment or in the first week of appointment. An overview of 
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an induction meeting can be found in the Appendix. All Pathfinder positions are offered on a prohibition period of 6 
months with a 3 month review.  
 
Teachers are given PPA time with their phase partner (eg. Year 3 and Year 4) and either the Early Years Leader, the 
Deputy headteacher or the Headteacher will attend weekly planning meetings with these phases.  
 

11. Parents 
Parents are told at all times that school has an open door policy, we are always here to see parents and to work with 
them.  
Meet and Greet  
An opportunity to check in with or catch a parent for a non-confidential discussion on the playground. 
Immersion and Celebration days 
A chance to work with parents on a topic or area of learning. 
Parent’s evening 
We have 3 meetings per year and we run these from the hall and studio.  
Phone calls home 
We always recommend that staff telephone home before or at the end of the day to keep parents well informed. This 
can be to share good news, updates or concerns.  
Parents, families and attendance 
If you need support with a parent or you are concerned about the attendance of a child, Mrs Bell is our Family Support 
Worker. She is also the lead in our Attendance Team. She is based out of the Medical Room. 

12. Systems and routines 

Register 
This is done via an electronic system called Integris. If you need one, you will be given a password and username on 
your first day. 

Data 
Data is shared via Integris. All external data is submitted to the DfE via their secure system, via the council’s secure 
system or via drop box. We follow the guidance and policies of the Pathfinder MAT. 

Letters 
All letters must be proof read by a member of the office team, the Deputy Headteacher or the Headteacher and we 
require 3 weeks of notice for parents for all events and financial contributions.  

Trips and visits  
All trips and visits have to be risk assessed and submitted via Evolve. This must be approved by the EVC (Miss Paver) 
and the Headteacher. Parents must be given a 3 week notice period.   

Diary  
There is a diary in the school office where all events, visitors and CPD must be entered ahead of time IN PENCIL. This 
allows our office staff to print a diary for the week ahead and greet visitors in advance.  

Briefing 
8.10am Every Friday in the Staff Room. All staff are invited,  

Staff meetings 
3.30 Every Wednesday in Year 6. 

Email  
We use a pathfinder email and this will be allocated to you during induction. Volunteers and visitors do not require a 
school email.  

Maintenance  
Mr Bell has a diary in his pigeon hole in the office. Please add maintenance jobs into this.  
  

13. Evacuation 

 

14.  

 

15.  First aid  
Designated First Aider: 
Mrs Reed (Reception Classroom) 

 
Paediatric First Aid: 
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Mrs Pennick (Reception) 
Mr Pheby (Year 6) 
Mrs Reed  
Mrs Bardy (Year 3, Breakfast Club) 
Mrs Burton (After School Club) 

16. Health and Safety  
All staff members, volunteers or visitors should read and be aware of the Health & Safety Policy and the specific 
obligations it carries. The policy meets specific needs of the premises’ employees, service users and members of the 
public who may use the premises. All employees are reminded of their duties under Section 7 of the Health & Safety at 
Work Act 1974. Section 7 enables the premises to successfully carry out practices that are developed to ensure 
compliance with the act. All employees have the responsibility to cooperate with supervisors and managers to achieve 
a healthy and safe workplace. Each employee also has responsibility to take reasonable care of themselves (eg using 
step ladders to climb and not furniture) and of others who may be affected by their activities at work. The management 
will, so far as is reasonably practicable, provide and maintain safe and healthy working conditions, equipment and 
systems of work for the employees in these premises. We also accept responsibility for the health and safety of service 
users and other people entering or using these premises. 
 
The health, safety and welfare of all of the people who work and learn at our school are therefore of fundamental 
importance. We aim to provide a safe, secure and pleasant working environment for everyone. The governing body, 
along with the LA, takes responsibility for protecting the health, safety and wellbeing of all children and members of 
staff. It is the responsibility of every adult working in school, to take all due precautions to protect themselves and the 
children from all potential risks and dangers.  
 
Each teacher or key worker is responsible for the children in their care.  In the event of an incident involving injury to a 
child a teacher must be able to state:- 

(i) That all reasonable precautions were taken. 
(ii) That all guidelines relating to safety were complied with. 
(iii) That all children were fully supervised. 

 
 An incident /accident log is kept in the office to record any incidents. At all times while on the school premises all 
children must be fully supervised. Children should not be left unsupervised in the classroom.  It is inevitable that 
children will move around the school without an accompanying adult.  All staff must be aware of their responsibilities 
under these circumstances.  We buy the services of an external Inclusion adviser. 

 
The Health and Safety Policy is available on the school website: 
http://www.newearswickprimary.co.uk/policies/  
 

 

 

 

Appendix 1: 

New Earswick Primary School 
Induction Programme and checklist 

http://www.newearswickprimary.co.uk/policies/
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Staff Disqualification Declaration 

Name of school: 

Name of staff member: Position: 

Orders and other restrictions Circle one option 

Have any orders or other determinations related to childcare been made in 
respect of you? 

Yes/No 
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----------------------------------------------------------------------------------------------- ----------------------------------------------------- 

 

Have any orders or other determinations related to childcare been made in 
respect of a child in your care? 

Yes/No 

Have any orders or other determinations been made which prevent you from 
being registered in relation to childcare, children’s homes or fostering? 

Yes/No 

Are there any other relevant orders, restrictions or prohibitions in respect of 
you as set out in Schedule 1 of the Childcare (Disqualification) Regulations 
2009? 

Yes/No 

Are you barred from working with children by the DBS? Yes/No 

Are you prohibited from teaching? Yes/No 

Specified and statutory offences  

Have you ever been cautioned, reprimanded, given a warning for or convicted of: 

 Any offence against or involving a child (person under the age of 18)? Yes/No 

 Any violent or sexual offence against an adult? Yes/No 

 Any offence under The Sexual Offences Act 2003? Yes/No 

 Any other relevant offence? Yes/No 

Have you ever been cautioned, reprimanded for or convicted of a similar 
offence in another country? 

Yes/No 

Disqualification by association 

To the best of your knowledge, is anyone in your household disqualified from 
working with children under the regulations? This includes the person having 
an Order of Restriction, as outlined in the ‘Orders and other restrictions’ 
section, against them or having been cautioned, reprimanded, given a 
warning for or convicted of any offence in the ‘Specified and statutory 
offences’ section. 

Yes/No 

Provision of information 

If you have answered yes to any of the questions above, provide details below in respect of yourself, or, where 
relevant, the member of your household concerned. You may provide this information separately, but you must do so 
without delay.  

Details of the order restriction, conviction or caution: 

The date(s) of the above:  

The relevant court(s) or 
body/bodies): 

 

You should also provide a copy of the relevant order, caution, conviction, etc. In relation to cautions/convictions, a 
DBS Certificate may be provided.  

Declaration 

In signing this form, I confirm that the information provided is true to the best of my knowledge and that: 

 I understand my responsibilities to safeguard children. 

 I understand that I must notify my headteacher immediately of anything that affects my suitability to work 
within the school. This includes any cautions, warnings, convictions, orders or other determinations made in 
respect of me or a member of my household that would render me disqualified from working with children.  

Signed:  

Print name:  

Date:  
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I have read and understand the above and agree to use the school ICT systems (both in and out of school) 

and my own devices (in school and when carrying out communications related to the school) within these 

guidelines. 

 

To:   

 

Staff / Volunteer Name:  _____________________________ 

 

Signed:  ___________________________________________          Date:  __________________ 

 


