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Welcome to Focus 1st Academy!
Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
Working in Partnership with North London Schools & Local Authorities since 2000

Accredited Independent School Status 2014 (DFE REG NO. 308/6003)
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Focus Inception
Focus 1st Academy was set up in the year 2000 using European Social Fund to provide education and training and to-date has defied all the odds and was awarded the Independent School status in August 2015.  This enables us to work in partnership with schools and local authorities to provide an alternative method of education for 14 to 16 year olds.  Our student referrals are some of the most vulnerable young people and it is our duty to ensure that they are equipped with the appropriate skills and qualifications to ensure full participation within the modern workplace.  Our team of professionals consisting of tutors, tutor assistance, pastoral support staff and mentors to nurture the students ensuring an approach that is supportive, and ensures the prevention of social and economic exclusion prior to adulthood which is underpinned through the subjects delivered whilst in classroom environment as well as on an individual basis.  

Focus Ethos
Our school fulfils the need of students who are disengaged from academic studies and may be exhibiting behavioural problems as a result. Our hands-on approach to learning creates an inspirational motivation for students wishing to pursue a career via the vocational route and indeed academia. The students are taught methods on how to improve their social skills in preparation for work/apprenticeship schemes and/or further education by learning in real-life situations and participating in sports, art and drama to express emotions.  We believe that all individuals have a certain quality, which is sometimes concealed due to lack of confidence, mixed sentiments or disabilities.  As such, recognising and coming to terms with barriers is a small part of the conflict, we are certain that all individuals are aware of their own weaknesses; the most vital part is engaging with professionals and adhere to individual training plans set which in turn prepares our students for economic and social integration into adulthood.
Staff Handbook

Mission Statement

It is the declared aim of Focus 1st Academy to support individuals, through education & training and work towards achieving sustained economic and social inclusion and a progression route via education at post 16.

Our mission will be achieved by the approach we have developed based upon respect for our students aspirations and our sensitivity towards all learners needs. We have sought to improve prospects through developing skills and motivation, especially where deprivation and non-progressive employment for family members and education has brought limited horizons.

Company Profile
Introduction
Focus 1st Academy is an organisation set up to provide education and training for 14 to 16 year olds. Our school encourages the use of modern technology and provides a gateway to seeking further education.
Focus 1st Academy is situated in the New Southgate area of North London. We are positioned directly opposite Arnos Grove Tube station (Piccadilly line) with numerous bus routes that service our schools. 
Strengths
We believe our overall strengths are:
· A fundamental commitment to motivate and assist individuals to achieve their targets, within a structured scheme of work.  

· Supporting realistic objectives. 

· Ensuring learners feel empowered in a classroom situation.

· Setting and achieving realistic targets in a fast and efficient manner.

· Focusing on key skills

· Raising the standards of individuals

· Offering our services and support to individuals without discrimination.

Staffing & Structure
Focus 1st Academy consists of qualified and experienced staff covering the following areas in: 

· Teaching Staff
· Teacher assistance 
· DSL
· Finance Officer
· Curriculum Manage
· First Aid Officers
· Head and Deputy Headteacher
· Mentors 

In addition to the full-time tutors, this is underpinned by support staff who are multi-skilled and qualified administrators, career advisor / recruitment manager).
This team of qualified personnel bring with them a varied and experienced knowledge of delivering a range of programmes including GCSE, OCR, ICDL and vocational subjects coupled by the difficulties faced by challenging students.
Details of Sectors & Programmes

Focus has developed an approach to learning that acts as a vehicle to motivate and improve marketability.  Whilst all individuals are encouraged towards gaining recognised qualifications, we also believe that the process of skills enhancement, confidence and self-esteem building is as vital as the outcome. 

We offer: 

· Preparation for college applications and references
· AQA GCSE – Maths

· AQA GCSE – English Language 
· AQA GCSE – English Literature

· AQA GCSE – Science Trilogy 
· Persons GCSE – Physical Education PE
· AQA GCSE – Religious Studies RS
· AQA Functional Skills Maths L1 & L2
· AQA Functional Skills English L1 & L2
· NCFE Functional Skills Entry Level 1, 2, & 3
· BCS ICT – ICDL 
· GCSE - PE 

· AQA - Music
· AQA - Beauty
· Motivational Workshops
· PHSE

· E-Safety 

From the variety of courses available and following an initial assessment, we introduce a customised education in year 11 to meet the needs of individuals.
Target Population
We enrol from the North London region the local Schools/Academies in the L.Bs. Enfield, Haringey, Barnet, Islington, Camden and Hertfordshire for our 14 to 16 year olds learning.  Education is open to all 14 to 16 year olds wishing to gain a recognised qualification, update their skills and or progressing onto further/higher education programmes at post 16.  

Long Term Aims
Focus 1st Academy is situated directly opposite Arnos Grove Tube Station with numeracy bus routes that service our school - we will remain as a established school at, 339 Bowes Road, London N11 1BA.  

We have recently been approved by Ofsted to increase our capacity to 49 students with the extended new location that is within a five-minute walk of Focus 1st Academy – Bowes Road.  We aim to support mainly Key 3 and a few KS 4 at the new site… The address for this location is Woodland Rd, Arnos Grove, London N11 1PN.  We are aiming to become operational in October 2022.  At this site we have a large hall that we can use for indoor PE as well as Art and other practical activities such as Beauty.

In addition, we have submitted an expression of interest to the DFE to open a throughflow school but mainly. This provision will be based upon Creative and Preforming Arts with incorporated sports.  These activities will allow students to articulate themselves and in turn become socially and economically active participants in society through to adulthood.  This gives students the opportunity to explore and express their emotions through sports, music, art and dance which is at the heart of our approach to supporting good mental health and wellbeing in schools.  

The new school will be based in Laura Trott Leisure Centre, Windmill Lane, Cheshunt EN8 9AJ. We are very passionate and believe that the additional environment will enable access to endless and amazing facilities such as a swimming pool, basketball, dance studio, squash courts etc and open up new horizons.  Primary school students will be gaining their academic education taught from the National curriculum and Secondary school pupils will be working towards their GCSE’s.  We envisage the new site becoming operational in October 2023.

New premises are currently going through at Barnet Council for planning permission as our current landlord is proposing work to be build us an additional school, the address is Nether Street N3 1NT.  As this is at the very early stages we will establish the market needs at the time and then apply for appropriate the Key Stages however, we envisage KS, 3 & 4.  We aim to open approximately in September 2024. 

Our ethos is to provide the life skills and experiences needed each day they attend school. Our main focus is to tackle mental health, confidence building and improve the student’s well-being through the various activities outlined above. Each student will be carefully placed in each site to improve social and academic ability to enable then to reach their maximum potential. 

Safeguarding and Approach
We have an open-door policy to both staff and students whereby grievances can be easily reported to the Headteacher, Marina Savva and both DSL Sarah Barker and Deputy DSL Androulla.  All staff have been on courses and certificated for safeguarding or working towards this process.
Focus 1st Academy will seek to ensure that it is our fundamental commitment to support the care of students in our school is taught in safe surroundings.
We will not tolerate abuse which includes: The physical, psychological, emotional, financial or sexual maltreatment or neglect towards students enrolled at Focus 1st Academy. The abuse may be a single act or repeated over a period of time e.g. It may take one form or a multiple of forms. The lack of appropriate action can also be a form of abuse. Abuse can occur in a relationship where there is an expectation of trust and can be perpetrated by a person (s), in breach of that trust. It is forbidden to have any form of contact with a student via social media i.e. Facebook, Twitter, Instagrame etc although corresponding by email re class-work only is acceptable.  NB: we may from time to time check your social media accounts to ensure that there is no interaction with students or indeed that your social media is not containing any inappropriate material. 
Forms of abuse can be categorised as follows:

· Physical abuse (including inappropriate restraint or use of medication)
· Sexual abuse

· Psychological abuse
· Financial or material abuse
· Neglect and acts of omission
· Institutional abuse
· Discriminatory abuse
Further information regarding our safeguarding can be found in our policies and procedures.
Health & Safety Handbook
General Statement:

Our policy aims to provide and maintain a safe and healthy working environment, equipment and systems of work for all our employees and students, as well as provide information, training and supervision as required for each purpose.

We also accept our responsibility for the Health and Safety of others who may be affected by our activities.  Our policy is reviewed and updated annually to ensure any changes in the nature and size of our operation still adhere to Health & Safety policies.

Focus 1st Academy takes Health & Safety issues, seriously!
We aim to inform all on Health & Safety matters, this starts on the first day of your induction.  We will keep you updated with any relevant training and information.  We expect you to take reasonable care of yourself and others.  A Health & Safety law poster is on display; we have a written Health & Safety policy with public liability insurance on display.  We have completed a risk assessment and the Health & Safety officer continuously inspects the building.  If you come across any situations that you believe to be hazard, please direct this to the Health & Safety officer.  The company has a no smoking policy.  Sarah Barker oversees all aspects of H&S.
First Aid
Sarah Barker, Caroline Dunne and Cairo Romain are the people responsible for first aid. The medical room is located on the first floor.  In addition, a separate first aid box is kept in reception in the cupboard behind the desk, as is the accident report book. All accidents must be recorded in the report book and Headteacher, Marina Savva informed, she will then conform to the regulations under RIDDOR where necessary.

The area of Health & Safety regulations, which are used as a legislative frame work to promote, stimulate and encourage high standards of Health & Safety at work.  The Health & Safety at Work Act makes one comprehensive integrated system of law to deal with Health & Safety of virtually all people at work and the protection of public where they may be affected by the activities of people at work.  You can help by being aware of your surroundings and by abiding by the rules and regulations such as situations to be aware of the following may apply,
Slips, trips and falls are a major cause of accidents:

To help prevent them:
· Do not leave things lying around; keep work areas and aisles clear and tidy
· Clear up any spills from the floor straight away, even if you do not do it!

· Ensure wires and cables are not trailing on floor
· Close drawers and doors after use
Lifting and carrying:

· Only lift/carry what you can easily manage yourself, ask for help with things that are awkward or too heavy to manage on your own
· Place into a trolley if one is available
· Make sure you can see where you are going

Working in heights:

· Use only a safe form of ladder or steps; never stand on a chair, box or any unfit items
· Do not stretch when using a ladder, get off and move it
Electricity:

Treat electricity with respect it can kill or cause server burns, make sure that you:
· Follow instructions before using the equipment, if not sure ask!

· Do not attempt to repair any electrical equipment, report it to the Health & Safety officer
· Do not touch with wet hands
· Always switch off at mains before connecting or disconnecting any equipment appliance
Personal Protective Equipment (PPE):

· If you need to use PPE e.g. gloves, eye protection, clothing, etc, make sure you use them
· It will be free to you and there for your protection
Visual Display Units:

· Adjust your chair to support your back
· Have regular breaks from the screen; vary your work so that you do not strain your eyes
· Use a screen diffuser if it glares
· Report any problems e.g. strains to wrist, arms or neck
Emergency Evacuation
In the event of a fire of other emergency

· Leave the building or,

· Unless instructed otherwise

· Proceed quickly and quietly

· To the Assembly Point at:

· C/O Palmers Road
· Do not stop to collect personal belongings

· Use the nearest available exit

· Do not re-enter the building unless instructed.
FIRST AID POLICY
Policy statement 
Focus 1st Academy will undertake to ensure compliance with the relevant legislation with regard to the provision of first aid for students, staff and visitors and will make sure that procedures are in place to meet that responsibility. 

Aims 

· To identify the first aid needs of the new schools
· To ensure that first aid provision is available at all times when people are on school premises, and also off the premises whilst on school trips 

Objectives

· To appoint the appropriate number of suitably trained people as First Aiders and Appointed Persons to meet the needs of the schools and to maintain current qualifications for those people 

· To provide relevant education and ensure monitoring of training needs are met
· To provide sufficient and appropriate resources and facilities 

· To inform staff and parents of the school’s first aid arrangements 

· To keep accident records and to report to the HSE as required under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) 

Medical Facilities
Focus 1st Academy is required by the Department for Education (School Premises) Regulations 1999 to have nominated accommodation for medical examination, treatment and care of students, staff and visitors. 

Focus’s nominated accommodation is the Medical Room located on the first floor; there you will find the first aid box, basin, bed and armchair to facilitate treatment. 
Accident Procedure

1. An adult at the scene of an accident needs to make a quick assessment of the severity of the accident. 

2. Small cuts and grazes occurring during a lesson can be cleaned and a plaster applied if the injury occurs in an area in Focus and dealt with in the medical room. This enables the lesson to continue with minimum disturbance to the teacher or class. Students who sustain an injury of this type at School outside lessons should be told to report direct to the one of the first aiders. 

3. These procedures also apply if students are on off site activities e.g. sports. 

4. Serious Injuries are any injuries that may require a qualified First Aider or medical attention. Send a messenger to Reception to request an ambulance if the need is obvious; dispatch another to meet the ambulance and direct it to the incident. For lesser emergencies send a message to Reception and ask for a First Aider to be summoned immediately. The school’s internal emergency phone number is 103 and in extreme circumstances 999. 
5. At Focus 1st Academy, staff should contact the emergency services directly where it is not practical to summon the First Aider from Focus. 

6. Stay with the casualty while waiting for assistance. 

7. Accident Report Forms must be completed for all injuries; which is kept in the medical room with the first aid box. 

Illness

Any student feeling unwell should be sent to the Medical Room accompanied by another who should be told to return as soon as the student is received by the First Aider. If the First Aider is not in her room the escort should immediately contact Reception. 

Any student having difficulty with breathing, dizziness, or feeling faint must remain with a member of staff. A messenger should be sent to fetch the First Aider. Reception should be contacted immediately if she is not in the Medical Room. 

First aid training and qualifications 

There will be at all times when students are at School at least one person on site qualified to a competent level of First Aid. 

A First Aider is defined as a person who has successfully completed a suitably approved 4-day course/refresher. Where a first aider wishes to continue as such, qualifications are updated every three years, or shorter periods where required for specialist qualifications. 

You can find a list of staff qualified as First Aiders. This list will be kept up to date, made available on the notice board and in this Staff Handbook and website. 

0ff site visits 

Any visits off site e.g. school trips, sports etc is required to be accompanied by a First Aider.

First aid kit provision 

First aid kits are available at the following locations which covers every level of the building: 

· The Medical Room 

· Reception
· Top Office 

Students’ medical conditions 

A list of students who suffer from medical conditions, together with details of those conditions, is updated annually by Sarah Barker. This information is placed on our My Concern programme by Sarah. Individual health care plans are prepared for pupils with a more serious medical condition, such as diabetes, anaphylaxis or epilepsy, and information is available in reception. 

Hygiene / infection control 

Basic hygiene procedures must be adhered to by staff. Single use disposable gloves must be worn when treatment involves blood or other body fluids and disposed of with dressings, etc in the medical waste bin provided in the Medical Room.

Responsibilities 

Included within the responsibilities of the First Aiders are: 

· To ensure that there are an adequate number of qualified First Aiders and Appointed Persons; x3. 

· To check the contents of first aid kits each term and re-stock as necessary. 

· To keep records of all accidents, injuries and other circumstances requiring medical or first aid attention. 

Sarah Barker is responsible for all necessary reporting under RIDDOR. 
Emergency procedures 

Where an injury or other medical condition is an emergency, an ambulance should be called. Ideally, this will be on the advice of the First Aider, but there may be circumstances where it is apparent that such a call must be made immediately. 

Parents will be informed when an ambulance has been required immediately. If a parent cannot accompany a student to hospital, a member of staff will accompany the student to hospital and remain with them until the parents can take over the responsibility. 

Accident recording 

An Accident Report Form is completed for each incident, generally by a person witnessing the events. If not generated by the First Aider, the Report Form is then forwarded to Sarah Barker who will complete any further details required. The original is passed to the Headteacher for review and returned to the Medical Room for storage. 

Informing parents 

Where the incident has required the issue of medication, or dressings which will need review after School, the First Aider will provide the student with a note to take home. 

The parents will be telephoned in the event of any head injury, if an ambulance is called, or any other circumstances where the professional’s judgement of the First Aider dictates that such contact should be made. 

	APPENDIX A – LIST OF QUALIFIED STAFF Qualification 
	Name 
	Location 

	
	
	

	First Aider 
	Sarah Barker
	Reception 

	First Aider
	Caroline Dunne
	Medical Room


Quality Assurance:

Focus 1st Academy is an Alternative Provision in the Independent School sector and supports individuals to gain recognised qualifications via various awarding bodies and endeavours to:
· Promote quality assurance by liaising regularly with awarding bodies.

· Adhering to the standards as set, so procedures meet the awarding bodies’ requirements.

· Act professionally in all matters and promote good practice.

· Closely monitor systems to ensure quality and consistency of assessment procedures.

· Provide support and guidance to all.

· Ensure records are kept to awarding bodies requirements.

· Continuously develop staff and provide training where appropriate to ensure competency and occupational awareness.

· Actively promote equal opportunities.

Code of Conduct:
· At all times to maintain a high-quality profile of Focus 1st Academy 
· Responsibility for promoting and safeguarding the welfare of our students
· Ensure quality teaching & training is delivered at all times whether at Focus 1st Academy or a representative of the school

· Encourage students to continuously study and bring out the hidden qualities and skills

· Continuously encourage student (s) full participation
· To actively promote equal opportunities
· To adhere to Health & Safety legislations
· To adhere to Safeguarding policies and procedures 
· Dress in an appropriate manner
· Behave in a professional manner
· Treat students, visitors and fellow colleagues with respect and courtesy at all times
· Adhere to the school’s policies and procedures
· During admin sessions only work on Focus 1st Academy’s work, any outside work conducted in this time would be breach of school policy 

· No mobile phones or laptops for personal use is permitted during school working hours 
· Working hours are between 9am and 3pm, anything additional is classed as overtime that must be authorised by the headteacher

· Annual leave must be cleared by the headteacher if outside of term-time

Working Practices:
It is the company’s policy to comply with Acts of Parliament and Statutory Policies that relate. Resolves to adhere to the codes of practice from the Department of Education. We will endeavour to work fairly and equitably with all employment matters. It is not possible to cover all employment matters either in staff contracts, handbook or notices, employees are therefore required to make themselves aware of the company regulations. 
Salary: 
Salaries will be paid on the first day of each month, or the Friday if it falls at the weekend or Bank Holidays. All Salaries are subject to PAYE scheme bar self-employed employees.  
Sickness & Absence: 
You must not make an appointment that will involve you in absence during working hours, without prior permission. With the exception of cases of leave with prior permission, if you are going to be absent owing to illness you must notify the Headteacher as soon as possible (on the first day before 10.am). You must keep the company informed of your progress of your illness/injuries and the date that you expect to return.  We do not pay sick leave we follow government guidelines on this matter – you can apply for statutory pay on the fourth day of sick leave. You must provide a self-certification for the first 4 days of absence; a doctor’s certificate is required for further day’s sickness.  
Annual Leave: 
Holiday entitlement/payments is 20 days per annum starting 1st September each year. We operate on a school’s term basis so any additional holidays will need to be reserved to cover this period, you will be notified in advance. A holiday request form must be completed and given to your line manager, prior to holiday being booked.
Breaks: 
Lunch is forty-five minutes. A working lunch is a paid lunch whereby the staff member is onsite and easily accessible and off site is in within easy reach of students.  Staff wishing an uninterrupted lunch offsite, will be unpaid.  There are no coffee breaks however; you are permitted beverages during your teaching sessions.
Working Practices:
 It is a requirement for all staff to sign in at the start of the day and sign out at the end of the day/session; this is for Health & Safety purposes and tracking of absence’s. Please inform Sarah Barker when you are leaving the building.
Stationery / Equipment: 
Stationery can be found in the cupboard in reception, if you require additional items please refer to Sarah Barker.
Policy Statement for Staff Development:

Focus 1st Academy aims to support each individual member of staff with relevant training where appropriate to their needs.

We aim to help identify strengths and weakness through continual appraisal, by using formal and informal means.

We will support, encourage and guide staff members to develop performance and to enhance their skills and educational needs, where appropriate.

Training at Focus
What training have you had since working at Focus?  This part of the page is located within he Appraisal form.
Name:………………………………………………………………………………….

What training

            Date of training

       Outcome of training

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Accessibility Plan – Equality Act 2010
1. Policy Statement

1.1 Focus 1st Academy recognises that discrimination is unacceptable and that it is in the interests of the organisation, its employees, students and partners that the skills of each individual are effectively utilised. 

1.2 It is the aim of the company to ensure that no employee, job applicant or student receives less favourable facilities or treatment on the grounds of sex, age, gender, marital status, disability, race, colour, nationality, ethnic origin, religion or belief, sexual orientation or dependents, or are placed at a disadvantage by imposed conditions or requirements which cannot be shown to be justified. 

1.3 Focus 1st Academy is committed to equal opportunities in terms of equal treatment, equal access and equal share in all aspects of its Human Resources policies and procedures, training programmes, administration, management and support. 

1.4 Our aim is to offer an environment which is safe, supportive, and sensitive to the diverse needs of staff so that they can achieve their full potential.

1.5 Employees will not advice, assist, encourage or commit any act which amounts to a breach of discrimination law.

1.6 The company is committed to ensuring that employees and job applicants are not discriminated against on the grounds of their age. 

1.7 Staff and applicants for appointments with the organisation or places on our training programmes shall be assessed on the basis of their suitability, capability and qualifications.

1.8 This policy and the associated arrangements shall operate in accordance with statutory requirements. In addition, full account will be taken of any Codes of Practice issued by The Commission for Racial Equality, The Equal Opportunities Commission, The Disability Rights Commission, The Department of Education and other statutory bodies.

1.9 We strive to ensure harmony amongst students, employees and work providers.

1.10 All staff will have the right to access to their personal files and could have a copy of any repost written about them.

1.11 We have developed policies and procedures to be followed to ensure we fulfil our commitment to equal opportunities.

1.12 The company will endeavour to provide fair employment opportunities. The aim of the policy will be to overcome the practical difficulties that disabled people and minority groups encounter in seeking employment.

1.13. Our objective is to achieve an ability-based workforce in which the strengths of each person’s abilities are emphasised.

2. Definitions

Two types of discrimination are covered by statue: Direct and Indirect

Direct Discrimination 

2.1 Direct discrimination occurs when a person or group is treated less favourably than others.

2.2 Segregating a person or group on the basis of their race, religion, sex, sexual orientation or disability is unlawful. It is also unlawful for an employer to discriminate against a job applicant whose conviction is spent.

Indirect Discrimination 

2.3 This already applies to Age, Race, Religion or Belief, Sex, Sexual Orientation and Marriage and Civil Partnership. It is now extended to cover Disability and Gender Reassignment.

2.4 Indirect Discrimination can occur when you have a condition, rule, policy or even a practice in your organisation that applies to everyone but particularly disadvantages people who share a protected characteristic.

Abuse: 

Unwanted conduct, related to a relevant protected characteristic, which has the purpose or effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.
Victimisation: 

Occurs when a person is treated less favourably than they otherwise would have been because of something they have done. For example, making an allegation of discrimination or bringing a case to investigation, or supporting another person’s complaint by giving evidence or information.
3. Rights of disabled people

3.1 Focus 1st Academy attaches particular importance to the needs and rights of disabled people. We cater for most disabilities, when appropriate.
Under the terms of this policy managers and employers are required to: 

· Maintain the services of an employee or student who becomes disabled through training, provision of special equipment or reduced working hours.

· Marinna Savva will advise on the availability of funds from external agencies to maintain the disabled person in education.

· Include disabled people in training/development programmes

· Give full and proper consideration to disabled students, having regard to making reasonable adjustments for their particular aptitudes and abilities to allow them to be able to achieve their qualifications.

4. Managerial Responsibility 

4.1 The responsibility for ensuring effective implementation and operation of these arrangements will rest with our Headteacher, Marina Savva. The manager should ensure that:

· All staff and students are aware of the policy, arrangements and reasons for the policy.

· Grievances concerning discrimination are dealt with properly, fairly and as quickly as possible.

· Proper records are maintained

4.2 Marina Savva will be responsible for monitoring operation of the policy in respect of employees, job applicants and students, including periodic centre audits.
5. Responsibility of Staff

5.1 Whilst the responsibility for ensuring that there is no unlawful discrimination rests with the Headteacher, the attitudes of staff and students are critical to the successful operation of fair employment practices. Every student should: 

· Comply with the policy and arrangements 

· Accept their own personal involvement in the practical application of this policy

· Not discriminate in their day-to-day activities or induce others to do so

· Not victimise, harass or intimidate other students, staff or groups on the grounds specified in this policy statement

· Inform their tutor if they become aware of any discriminatory practice.

6. Related Policies and Arrangements

6.1 All employment policies and procedures have a bearing on equality of opportunity. Our policies and procedures will be reviewed regularly and any discriminatory elements removed.

6.2 Focus 1st Academy works following closely its Safeguarding and Child Protection policy
7. Training

7.1 If any Focus 1st Academy employee has questions concerning the Equality & Diversity Policy, they should be raised on our weekly meetings. 
Policy Implementation:
Focus 1st Academy puts this policy into practice by:

· Recognising and fulfilling its legal obligations under the terms of:

The Equal Pay Act 2010, equal pay for men and women 
The Employment Relations Act 2004 (Trade Union recognition)

The Employment Rights Act 1996 (Maternity and parental leave)

The Sex Discrimination Act 1975

The Race Relations Act 1976

The Rehabilitation of Offenders Act 1974

The Disability Discrimination Act 1995, as amended

The Human Rights Act 1998 (The right to privacy and freedom of expression)

The Data Protection Act 2018 is the UK’s implementation of the General Data Protection Regulations GDPR

· Interviewing all new students with a disability who meet the minimum criteria for a vacancy and consider them on their abilities.

· Making a reasonable adjustment where any arrangements or any permanent or temporary physical feature of premises places an individual with a disability at a substantial disadvantage in comparison with people who are not disabled.

· Making every effort when students become disabled to make sure they stay education.

· Ensuring that all students are aware that they have the right to be treated with dignity and that sexual or racial abuse at work will not be permitted.

· As part of the Induction procedure making all new students aware of the company’s Equal Opportunities Policy and practices.

· Encouraging any student who believes that unfair treatment has been applied to him or her, within the scope of this policy, to raise the matter through the appropriate grievance procedure, without fear or subsequent victimisation.
· Initiating disciplinary action if any member of staff if found to be acting unlawfully either by denying equal opportunities or when a complaint about racial or sexual abuse or victimisation is proved to be well founded.

8. Monitoring

8.1 The company deems it appropriate to state its intention not to discriminate and assumes that this will be translated into practice consistently across the organisation as a whole. Accordingly, a monitoring system will be maintained to measure the effectiveness of the policy and arrangements.

8.2 Sarah Barker is resposible of collecting and analysing the employees’ information by gender, marital status, ethnic origin, qualifications, job role and length of service in current job role. Information regarding the number of staff who is registered disabled will be also maintained.

8.3 The information collected for monitoring purposes will be treated as confidential and it will not be used for any other purpose.

8.4 Sarah Barker will constantly:

· Compile statistics on the profile of the staff which will be used for the development of effective Equal Opportunities Policies and Health & Safety procedures.

· Make regular analyses of these statistics to identify specific issues.

· Annually approve a strategy for delivering objectives and monitoring their attainment.

9. Grievance & Discipline

9.1 Employees have a right to pursue a complaint concerning discrimination or victimisation via the company grievance procedure.

9.2 Discrimination and victimisation will be treated as disciplinary offences and they will be dealt with under the disciplinary procedure.

9.3 Any grievance arising during the course of your employment concerning your rights under this policy should be raised first with your manager.

10. Review 

10.1 The policy and assessments will be reviewed annually by the Headteacher, Marina Savva.

10.2 The operation of the Equality and Diversity Policy in relation to the provision of education will be reviewed on a monthly basis and will be on the agenda at the following meetings:

· Team Meetings

· Management Meetings

· Training Meetings for Training Co-ordinators

11. Marketing, Recruitment and Public Liaison

11.1 Focus 1st Academy will ensure that all marketing and publicity activities and training materials are developed in line with its Equality and Diversity Policy.

11.2 All marketing materials will include a statement confirming the company’s commitment to Equality and Diversity.

11.3 Focus 1st Academy will work towards researching the developing needs of all groups within the local community in order to provide appropriate training for the staff. Liaison with community centres, voluntary organisations, schools, social worker communities, councils, North London Strategic Alliance and local industry will be maintained and developed.
12. Students

12.1 All students will be made aware of the Company’s Equality and Diversity Policy and advised of the procedures to be followed if they feel that have been unfairly treated. (Please, refer to our Policies and Procedures Document for Students Equality and Diversity Policy)

13. Venue / Facilities

13.1 Our aim is to maintain our building safe and facilities as accessible as possible for all the staff.

13.2 We provide a range of opportunities in venue, e.g. separate toilets for students and staff and sinks in each toilet with running hot and cold water.

Abuse / Bullying Policy And Procedure
14. Policy Statement
Focus 1st Academy recognises that all employees have a right to work in an environment in which the dignity of individuals is respected and which is free from abuse and bullying. It is committed to eliminating intimidation in any form.

This policy applies to abuse on the grounds of disability, gender, marital status, sexual orientation, age, creed, colour, race or ethnic origin.

Abuse breaches our Equality and Diversity Policy and it is classified as a serious offence, which may result in summary dismissal.

This policy applies to ALL STAFF employed by Focus 1st Academy.

15. Definitions

Abuse: 

Unwanted conduct which affects the dignity of women and men at work; it encompasses unwelcome physical, verbal or non-verbal behaviour which denigrates or ridicules or is intimidating.

General Abuse:

Abuse can take many forms and may be directed in particular against women and ethnic minorities or towards people because of their age, sexual orientation, physical or mental disability or some other characteristics. It may involve action, behaviour, comment or physical contact which is found objectionable or which causes offence; it can result in the recipient feeling threatened, humiliated or patronised and it can create and intimidatory working environment.
Sexual Abuse:

Invited, unreciprocated and unwelcome behaviour of a sexual nature which is offensive to the person involved and causes that person to feel threatened, humiliated or embarrassed. Examples of sexual abuse are:

· Requests for sexual favours, including implied or overt promises of preferential treatment or threats concerning present or future employment status.

· Offensive Gestures or comments

· Sexually orientated jibes, innuendo or jokes 

· Unwanted physical Contact

· The display of sexually offensive visual material such as calendars, photographs, books or videos

Sexual abuse may be experienced for either men or women as a result of the conduct of both. It applies equally regardless of grade or job position and may also occur when dealing with external clients and/or members of the public.

Racial or Sectarian Abuse:

In the workplace, it may take the form of actual or threatened physical abuse or it may involve jokes, verbal abuse, language, graffiti or literature of a racist or sectarian nature or offensive remarks about a persons skin colour, physical characteristics or religion. It may also include repeated exclusion of a person from an ethnic or religious minority from conversations, patronising remarks, unfair allocation of work or pressure about speed and/or quality of their work in a way that differs from the treatment of other employees.

Bullying:

Is the intimidation or belittling of someone through the misuse of power or position, which leaves the recipient feeling hurt, upset, vulnerable or helpless. It is often inextricably linked to the areas of abuse described above.  The following are examples of bullying:

· Unjustified criticism of an individual’s personal or professional performance, shouting at an individual, criticising an individual in front of others.

· Spreading malicious rumours or making malicious allegations

· Intimidation or ridicule of individuals with disabilities and/or learning difficulties

· Ignoring or excluding an individual from the team/group

16. Responsibilities of Managers

3.1 The Headteacher, Marina Savva has an obligation to prevent abuse and bullying and to take immediate action once it has been identified, whether or not a complaint has been made.

3.2 Allegations of abuse or bullying received either formally or informally through the grievance procedure must be dealt with promptly and sensitively.

3.3 The Headteacher of Focus 1st Academy will ensure that employees do not pre-judge situations based on their own sexual or racial attitudes or prejudices.

17. Responsibilities of all employees

4.1 Every employee has a personal responsibility not to harass or bully other members of staff.

4.2 An employee who becomes aware of abuse or bullying occurring should bring the matter to the attention Headteacher.

18. Redress

5.1 An employee who feels that s/he has been harassed or bullied has the right to seek redress via the following procedure set out in section 6.

19. Procedure for dealing with abuse:

6.1 An employee who feels that s/he is being subjected to abuse or bullying may attempt to resolve the matter informally in the first instance. In some cases it may be possible and sufficient for him/her to explain clearly to the person(s) engaged in the unwanted activities that the behaviour is unwelcome, that it offends and/or makes him/her uncomfortable.

6.2 If at the initial informal stage the circumstances are too difficult or embarrassing to approach the abuser alone, the complainant may wish to be accompanied by a colleague. 

6.3 The complainant may wish to write a letter to the abuser.

6.4 The complainant should keep a record of incidents, detailing when, where, what occurred and witnesses (if any).

6.5 In some cases victims of abuse or bullying may not be sufficiently confident to tell the abuser that his/her behaviour is unacceptable. Focus 1st Academy  emphasises therefore that staff are not required to approach the abuser in an attempt to resolve the problem informally, and are entitled to report the matter immediately if they so wish.

6.6 Where steps outlined in 6.1 are unsuccessful or inappropriate, the complainant should raise the matter informally and in confidence with the Head – Teacher, Marina Savva or Safeguarding Officer, Sarah Barker. Alternatively, the matter will be raised with a senior manager of the same sex as the complainant.

6.7 If the complaint relates to the conduct of the Headteacher, the complainant may choose to discuss the matter with our Safeguarding Officer, Sarah Barker.

6.8 Marina Savva or Sarah Barker will discuss the matter with the complainant and agree a course of action. The complainant may be accompanied by a work colleague at these meetings. The alleged abuser will also have the right to state their version of events to the manager and to also be accompanied by a work colleague.

6.9 The complainer will be assured that s/he will not be discriminated against or victimised for raising the complaint. Confidentially will be observed throughout and the need for any disclosure of the details of the case will be discussed and agreed.

6.10 At any stage in the process the complainant, the members of staff dealing with the complaint or the accused may feel that they need help of an independent person before deciding on the best course of action. Focus 1st Academy will provide a network of trained persons, who can give confidential advice and assistance, including:

· Advising on the nature of abuse
· Offering guidance on resolving abuse problems, including acting as an independent broker

· Advising on the use of company’s grievance procedure

6.11 If the situation cannot be resolved informally then the complainant has the right to pursue his/her complaint formally through grievance procedure.
6.12 Where management consider that there may be evidence of abuse, they may consider it appropriate to undertake a full investigation of the circumstances. In this case, the Head – Teacher, Marina Savva will be commissioned to undertake this investigation. Best practice in relation to confidentiality will be maintained during the investigation; and both the complainant and alleged abuser will have the opportunity to have their say. The investigator will also interview and take statements from any appropriate witness to the alleged abuse. 

20. Communication 

7.1 All staff will be informed of the abuse policy and procedure. They must be reassured regarding:

· Fear that others will consider the behaviour trivial and not take complaints of abuse seriously

· Fear that no action will be taken against a person guilty of abuse
· Fear of retaliation or victimisation in registering 
21. Training

8.1 Training will be provided for those employees who have a specific responsibility for implementing the procedure or who may be dealing with complaints that arise.

22. Monitoring and Review

9.1 In order to assess the effectiveness of the procedure, statistics will be maintained in respect of the complaints of abuse. Strict confidentiality will be maintained and the monitoring process will comply with the Data Protection Act.

9.2 Our Headteacher, Marina Savva will be responsible for reviewing the policy and procedure annually.

Disciplinary Regulation:

Whilst in the company's employment, employees are required to observe high standards of conduct and professionalism in carrying out their duties. Specifically, employees are required to:

· Observe normal start and finishing times

· Respect fellow employees and their property

· Use equipment in accordance with normal operating procedures

· Respect the property of the company

· Observe all accounting and cash handling procedures

· Complete all necessary documentation accurately and honestly

· Treat information acquired in the course of employment with appropriate care and not disclose confidential information to third parties

· Observe all appropriate health and safety requirements.
· Adhere to our Safeguarding Policy


These rules are not exhaustive.

Disciplinary Procedure
The following disciplinary procedure will normally be applied where employees commit acts of misconduct, fail to observe normal disciplinary standards and/or through their own neglect fail to achieve performance standards.

The procedure in itself is issued as guidance and is not intended to be contractually binding and can be entered at any stage.

1.
For an isolated misdemeanour or initial failure to meet performance standards, poor time keeping, minor work error, etc. a verbal warning may be given

2.
A serious case of misconduct, failure to show and maintain improvement or a repetition of an act of misconduct may result in a first written warning

3.
A more serious case of misconduct or any further repetition of acts of misconduct may result in a final written warning being given

4.
Any further incidents of misconduct will result in your position with the company being reviewed and your employment may be terminated after due contractual notice.

5.
Employment will be terminated summarily without notice at any time for gross misconduct.  Generally, this includes any breach of duty, conduct that brings the company into disrepute and action that is inconsistent with the relationship of fidelity required between employer and employee.  In particular it includes:

· Insubordination

· Reckless or serious breach of health and safety requirements

· Acts of dishonesty, including theft or fraud

· Falsifying company records

· Being under the influence of alcohol or non-prescribed drugs during working hours

· Bullying or abuse, including sexual or racial abuse
· Unauthorized disclosure of confidential information

· Flagrant failure to follow company accounting procedures

· Wilful damage to property

· Bringing the reputation of the company or any of its staff into disrepute.


This list is not intended to be exhaustive.

6.  At all stages of the disciplinary procedure employees have the right to be accompanied by a colleague and will have an opportunity to state their case.

Suspension

You may be suspended with pay whilst the circumstances of any complaint against you are investigated.

Appeal

You may appeal against any disciplinary decision to the headteacher who can vary, reduce, increase or eliminate the disciplinary action taken.  Appeals must be made in writing within seven days of the disciplinary decision being notified to you.
COMPLAINTS PROCEDURE

Name of member of Staff: ………………………………………………………………………………

Current Job Role ……………………………………………………………………………………………
Cause for Concern

	


Action Taken

	


Signed: ……………………………………… ……………… 
Signed (Director) ……………………………………………
Date: ………………………………………………..………..

GRIEVANCE PROCEDURE

STAGE 1: VERBAL WARNING

Name of member of Staff: ……………………………………………………………………………………………

Current Job Role ……………………………………………………………………………………………
Cause for Concern

	


Action Taken

	


Signed: ……………………………………… …………………… 
Signed (Director) …………………………………………………

Date: ……………………………………………………………....

STAGE 2: WRITTEN WARNING

Name of member of Staff: ………………………………………………………………………………

Current Job Role ……………………………………………………………………………………………

Cause for Concern

	


Action Taken

	


Signed: …………………………………………..… ……… 
Signed (Director) ……………………………………………

Date: ………………………………………………………....

STAGE 3: RECONSIDERATION OF EMPLOYMENT

Name of member of Staff: ………………………………………………………………………………

Current Job Role ……………………………………………………………………………………………

Cause for Concern

	


Action Taken

	


Signed: ……………………………………… ……..……… 
Signed (Director) ……………………………………………
Date: ……………………………………………………..…..

Appraisal form
Name

Date

Date of last review 


Describe the strengths that enable you to fulfil your work role effectively.
Describe any weaknesses which affect your ability to fulfil your work role effectively.
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
What do like most about your work role?
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………
What do you like least about your work role?
……………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

Describe any areas that you wish to discuss
…………………………………………………………………………………………………………………………………………………………………………………………………………………....

………………………………………………………………………………………………………………………………………………………………………………………………….………………...

Describe any training that you have received since last review
……………………………………………………………………………………………………………………………………………………………………………………………………………….…...

……………………………………………………………………………………………………………………………………………………………………………………………………………………
Describe any further training that may aid development in your work role.
………………………………………………………………………………………………………………………………………………………………………………………………….………………...

…………………………………………………………………………………………………………………………………………………………………………………………………..………………..

SIGNATURE…………………………………………………….…………………………………..
FEEDBACK / ACTION PLAN

DATE OF NEXT REVIEW………………………………………
SIGNATURE_________________________________
Job descriptions 

- Examples -
ICT Teacher
Main duties and responsibilities: 

· To promote and safeguard the welfare of all Focus 1st Academy students.       

· ECDL/Internal Verification of assessments

· Assist in marketing 

· To actively promote equal opportunities

· To attend and contribute to staff meetings

· To deal with correspondence. Relating to ICT
· To deal with day-to-day matters as they arise, with the support as necessary of the Directors of Focus 1st Academy 
· To liaise as necessary with awarding bodies

· To maintain records and documentation

· To portray a professional image of Focus 1st Academy  

· To train and assess in the workplace

Person Specification:
Competences/Qualities:

· Highly motivated

· Initiative

· Leadership qualities

· Reliable

· Smart appearance

· Team player

· Willing to travel in and around the borough of Enfield

Essential Experience/Qualifications:

· Administrative and/or managerial skills

· D32/33/34 or willing to work towards

· Good knowledge of NVQ qualifications

· Teaching qualification (min. C&G or RSA)/degree with tutoring experience

· Training/Delivering either OCR/C & G/BCS courses

· Up-to-date computer applications knowledge

Hours & Benefits

· 9:00-3:00
· 20 days holiday

· ?-year contract

· 3 month probationary period

· £ negotiated at time on recruitment
Office manager 
Main duties and responsibilities: 



· To promote and safeguard the welfare of all Focus 1st Academy  students.       

· To oversee the smooth running of Focus 1st Academy 
· To manage a team of administrators and trainers

· To ensure the centre is opened and closed at set times.

· To monitor targets (no. Of enrolments, no. Of qualifications, no. Of job placements).

· To oversee and monitor the quality of delivery.

· To liaise with the other senior managers.

· To attend and contribute to management meetings.

· To deal with the centre’s correspondence.

· To deal with day-to-day matters as they arise, with the support as necessary of Headteacher of Focus 1st Academy .

· To liaise as necessary with awarding bodies.

· To portray a professional image of Focus 1st Academy  

Person Specification:


Competences/Qualities:


· Highly motivated

· Reliable

· Team player

· Initiative

· Leadership qualities
Essential Experience/Qualifications:

· Up-to-date computer applications knowledge

· Administrative and/or managerial skills

Hours & Benefits

· Hours 9:00-3:00
· 20 days holiday

· ?-year contract

· 3 month probationary period

· £ negotiated at time on recruitment
Senior teacher
Main duties and responsibilities: 



· To promote and safeguard the welfare of all Focus 1st Academy  students.       

· To deliver quality IT training.

· To manage and guide junior IT trainers.

· To ensure the centre is opened and closed at set times.

· To monitor the quality of IT training delivered.

· To liaise with the centre manager and/or administration director.

· To attend and contribute to staff meetings.

· To deal with day-to-day matters as they arise, with the support as necessary of the centre manager.

· Mark exam papers

· To liaise as necessary with awarding bodies.

· To portray a professional image of Focus 1st Academy  

Person Specification:


Competences/Qualities


· Highly motivated

· Reliable

· Team player

· Initiative

· Leadership qualities

Essential Experience/Qualifications:

· Up-to-date computer applications knowledge

· Training/Delivering either OCR/C & G/BCS courses

· Administrative and/or managerial skills

· Teaching qualification (min. C&G or RSA)/degree with tutoring experience

· Experienced with ICDL and ICDL Advanced 
Hours & Benefits

· Hours 9:00-4:30
· 20 days holiday

· ?-year contract

· 3 month probationary period

· £ negotiated at time on recruitment
Office administrator
Main duties and responsibilities:
· To promote and safeguard the welfare of all Focus 1st Academy  students.       

Reception duties:
· Greeting visitors
· Dealing with enrolment enquiries
· Answering and diverting telephone calls
· insert back up tapes

Enrolments: 

· Ensure forms are completed and filed correctly
· Update enrolment forms as required
· Transfer information to database

· Maintain database.

Exam: 

· Issue BCS log books 

· Send out certificates
· Liaise with BCS administrator
· Book exam appointments

Accounts: 

· Assist in the preparation of monthly management accounts 

· Prepare, track and file invoices (incoming and outgoing)

Admin: 

· Monitor, distribute and/or respond to mailbox of administrator 

· Prepare correspondence 

· Communicate effectively with a diverse range of personnel 

· Attend meetings and/or take minutes as required
· Assist directors with correspondence and accounts
· Maintain office diary 
· Collect staff journey planners and time sheets
· Maintain orderly files
· Place stationery orders
· Prepare and post outgoing mail
· Open and distribute incoming mail

Competences/Qualities:


· Team player,

· Reliable

· Punctual 
· Outgoing personality

· Initiative

· Proactive approach.
Essential Experience/Qualifications:

· Administrative and/or managerial skills
Administration Director
Main duties and responsibilities:
· To promote and safeguard the welfare of all Focus 1st Academy  students.       

· Budget and financial monitoring

· Overseeing leasing and installation of computer equipment

· Head of Information Technology

· Head of English Language

· Monitoring IT training

· Monitoring ESOL/EFL training

· Adhere to Health and Safety Policies and legislations

· Actively promote equal opportunities

· Develop training material

· Create, develop and maintain databases

· ESF project manager

· Minute meetings

· Administer ILAs

Competences/Qualities:


· Team player,

· Reliable

· Punctual 

· Outgoing personality

· Initiative

· Proactive approach.

· Leadership qualities

Essential Experience/Qualifications:

· Administrative and/or managerial skills

IT Trainer

Main duties and responsibilities:
· To promote and safeguard the welfare of all Focus 1st Academy students.       

· To ensure the centre is opened and closed at set times.  

· To liaise with the Senior IT trainer/centre manager and/or administration director.

· To attend and contribute to staff meetings.

· To deal with day-to-day matters as they arise, with the support as necessary of the senior IT Trainer/centre manager.

· To portray a professional image of Focus 1st Academy.

· To perform admin duties and reception cover as required.
· Deliver quality IT training from beginner to advanced level 

· Accurately mark and/or verify exams

· Invigilate exams

· Prepare correspondence, forms, exam papers and other relevant documentation for sending to        

       examining bodies

· Prepare training manuals and exercises 

· Communicate effectively with a diverse range of people

· Maintain accurate journey planners and time sheets 

· Maintain orderly files

· Keep the training rooms tidy and organized

· Maintain accurate attendance registers

· Ensure trainees fill out time sheets

· Ensure trainees’ training records are up-to-date

· Arrange exit interviews for departing trainees

· Cover classes as required

· Attend training courses

· Update skills

· Liaise with peers

· Prepare and update database of students’ achievements

· Market IT provision available under ESF projects

Competences and Qualities: 
· Reliability

· Punctuality

· Team player

· Pro – active approach

· Highly motivated

· Reliable

· Team player

· Initiative

Qualifications:

· Teaching qualification (min. C&G or RSA)/degree with tutoring experience or willingness to work towards teaching qualification

· European Computer Driving Licence/Advanced ICDL
· Up-to-date computer applications knowledge

· Training/Delivering either OCR/C & G/BCS courses

· Administrative Skills

Experience: 
· A training, teaching or admin background.  
· An interest in IT and developing skills.

Working hours: 
9:00 – 3:00 (possible evening classes/overtime)

Working Days: Monday-Friday

Probationary period: 3 Months
Holiday Entitlement: 20 days

Salary: To be negotiated

Recruitment and Selection Policy Statement:
If we are unsuccessful in finding in-house recruitment, then we will look for our employees externally.  

Job Description and Recruitment & Selection Procedures. 
Details of job description (s) is appropriately publicised. The qualifications, experience and competences are outlined in the advertisement. The qualities of the applicants will be tested and assessed during the selection process. Applicants will be asked to bring documents confirming any educational and professional qualifications or certificates that are necessary or relevant to the post. If the candidate is successful, the interview will explore her/his ability to perform the duties of the post, simultaneously exploring safeguarding and promoting the welfare of our students, including:

· Motivation to work with students

· Ability to form and maintain appropriate relationships and personal boundaries with young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline

· If the applicant is short-listed, any relevant issues arising from his or her references will be taken up at interview.   All interviews will be conducted by the Headteacher in tandem with at least one other senior member of staff.

· In this section you should outline the various steps of your recruitment process, including advertising, application forms, job descriptions, references, interviews, offer of recruitment and rejections. Explain the safer recruitment practices you will enforce in each stage of the recruitment process and the steps you will take to ensure the practices are adhered to.

General details for every job description:
The qualifications, experience, competences and qualities of the candidate will be tested and assessed during the selection process. Candidates will be asked to bring documents confirming any educational and professional qualifications or certificates that are necessary or relevant to the post. If the candidate is successful, the interview will explore her/his ability to perform the duties of the post, as well as issues related o safeguarding and promoting the wellbeing of students including:

· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline

If the applicant is short-listed, any relevant issues arising from his or her references will be taken up at interview. 

AA




Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
Please note this is a self – explanatory form.
THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE
Job Application Form
	About the Vacancy


	Post Applied for:
	                                                                                                Part time                     Full time

                                                                                                   (please circle)


	Date:
	    


	Section 1                                                 Personal Details


	Title:
	 Mr
	
	 Mrs
	
	 Miss
	
	 Ms  
	
	 Other
	
	Please specify:
	


	Name:
	
	Surname:
	


	Former Names:
	
	Date of Birth:
	              /           /


Address/ If you have lived at this address for less than 5 years, please list all other addresses at which you have lived during this period:

	Address:
	
	
	

	
	
	
	

	
	
	
	


	Postcode:
	
	National Insurance Number:
	


	Home Telephone Number:
	
	Mobile Number:
	

	E-mail Address:
	


	Section 2                                Education / Training / Course history 


Please list any courses you have completed and/or any professional development in which you have been involved in the past 3 years which you consider relevant to this post (e.g First Aid, Child protection etc.)

	Full name and address of school/college
	Dates attended:

To - From
	Course Taken;
	Awarding Body

(certificate provided)
	Grade/

Award

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please continue on a separate sheet if necessary 

	Section 3                            Teaching Qualifications


Please note: You will only need to fill up this section if you are applying for a teaching post. Please tick the right boxes.

	Do you have a DfES reference number?
	Yes
	
	No
	


	If Yes, please provide your reference number:
	


	Do you have a Qualified Teacher status (QTS)?
	Yes
	
	No
	


	Are you registered with the General Teaching Council (GTC) for England?
	Yes
	
	No
	


If you are successful, you will be required to provide relevant evidence of the above details prior to your interview.

	Section 4                  Employment History Starting with current


	Company Name
	Job Position
	Responsibilities
	From - To
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please continue on a separate sheet if necessary 

Have you ever worked abroad?

If so please give details: 

	Country


	Job Position
	Responsibilities
	From-To
	Reason for Leaving


Please answer the following questions by ticking the right boxes:

	Do you have any family or close relationship to existing Focus 1st Academy  employees or employers?
	Yes
	
	No
	


	Do you have any family or close relationship to existing councillors or governors? 
	Yes
	
	No
	


	Section 5   Professional References: One must be your current or most recent employer


Please note: If you are not currently working with children but have done it in the past it is important for one of these references to be from the employer by whom you were employed when working with children.

References will not be accepted from relatives or from people writing solely in the capacity of friends.

	Name: 
	Name: 

	Company Name: 
	Company 

	Address:


	Address:



	Job Position: 
	Job Position: 

	E-mail:
	E-mail: 

	Telephone Number:
	Telephone 

	Relationship to Applicant: 
	Relationship to Applicant: 

	Section 6. Personal Statement: Please mention your qualities and experience that are

relevant to this post and how you meet the person specification including Interests and Hobbies


	


Please continue on a separate sheet if necessary 

	Section 7                                              Criminal Convictions


Focus 1st Academy is obliged by law to operate a checking procedure for employees who have access to children and young people.

Please confirm whether you have ever been the subject of any child protection concern either in your work or personal life, or been the subject of, or involved in, any disciplinary action in relation thereto, including any which is time expired. 

Yes: 





No:  
If yes, please provide details:-

	


By checking the box below I hereby confirm that I am not disqualified from working with children and/or have

information held about me under section 142 Education Act 2002 (formerly known as inclusion on the DfE List

99): 
In the event of a successful application an offer of employment may be made to you which is conditional upon

receipt of satisfactory Disclosure and Barring Service Checks (“DBS Checks”) (formerly CRB Check and ISA Check)

in relation to criminal and child protection matters.  Please note that a conviction will not necessarily be a bar to

obtaining employment.

By checking the box below you hereby consent to a DBS Check(s) being made to the Disclosure and Barring Service (“DBS”): 
If you have previously applied for a Disclosure and Barring Service (DBS) please state the date of issue of your disclosure certificate. 

	Date of Issue:
	            /           /


By signing this statement you will also certify not being on List 99, disqualified from working with children, or subject to sanctions imposed by a regulatory body.
Signature:  ______________________________

Please note: 

Focus 1st Academy occasionally operates with volunteers; however we firstly advertise the post internally rather than externally.

The employer will seek references on short-listed candidates and may approach previous employers for information to verify particular experience or qualifications before interview.

If you are currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences relating to children, including any for which the penalty is time expired and whether the applicant has been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure.

If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues.

Providing false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected and possible referral to the police.

Signature: _____________________                            Date: ____/____/____

Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
Scrutinising and Short-listing

All applications will be scrutinized to ensure that they are fully and properly compliant, that the information provided is consistent and does not contain any gaps in employment.

Incomplete applications will not be accepted and will be returned for completion.

Any anomalies or discrepancies or gaps in employment identified by scrutiny will be noted so that they can be taken up as part of the consideration of whether to short-list the applicant. As well as reasons for obvious gaps in employment, the reasons for a history of repeated changes of employment without any clear career or salary progression, or a mid-career move form a permanent post to supply teaching or temporary work.
All candidates will be assessed equally against the criteria contained in the person specification without exception or variation.

References

References will always be sought and obtained directly from the referee.

It is vital the references are obtained and scrutinised before a person’s appointment is confirmed and before s/he starts work.
We will not rely on references or testimonials provided by the candidate, or on open references and testimonials, i.e. “To Whom It May Concern”.
Checks before Interview

If a short-listed applicant claims to have some specific qualification or experience that is particularly relevant to the post s/he is applying for, that will not be verified by a reference but by telephoning the relevant previous employer and asking for written confirmation of the facts.
Involving Pupils and Students
Considering that most of our employees start as volunteers, this will allow the students to interact with the candidate and vice versa, before the applicant becomes a permanent member of the staff.

Interviews
This will always include a face-to-face interview even if there is only one candidate.

Invitation to Interview
This will include any arrangement for the interview:

· Time and place

· Directions to venue

· Membership of the interview panel

· How the interview will be conducted

· Areas the interview will explore including suitability to work with children

· Require to complete an application for a CRB Disclosure
· Instruct to bring with them documentary evidence of their identity that will satisfy CRB requirements (Driving License, Passport including photograph, Full birth certificate), plus a document that shows the candidate’s name and address (utility bill or financial statement) appropriate change of name documentation.

· Ask to bring documents confirming any educational and professional qualifications relevant to the post. These should be the original or a certified copy.
Interview Panel

Our Focus 1st Academy Interview Panel consists of the following two members:
Marina Savva – Headteacher (Safer Recruitment Qualified)
Sarah Barker – Deputy Headteacher
Androulla Savva Head of Curriculum  (Safer Recruitment Qualified)
The interviewers will;
· Have the necessary authority to make decisions 

· Be appropriately trained 
· Reach a consensus about the required standard for the job before the interview

· Consider the issues to be explored with each candidate based on the information provided in the candidate’s application

· Decide who on the panel will ask about each if those issues

· Agree their assessment criteria in accordance with the person specification

· Ask competence based questions in which s/he would have to explain how to deal with an actual situation

· Explore the candidate’s attitude toward children and young people and his/her ability to support the authority or establishment’s agenda for safeguarding and promoting the welfare of children.

· Find out any gaps in the candidate’s employment history

· Discover any concerns and discrepancies arising from the information provided by the candidate or referee
· Ask the candidate if they wish to declare anything in light of the requirement for a CRB Disclosure or of the questions that have been (or will be) put to his or her referees.
Conditional Offer of Appointment / Pre-appointment checks

An offer of appointment to the successful candidate will be conditional upon:

· The receipt of at least two satisfactory references
· Verification of the candidate’s identity

· A check of List 99 and a satisfactory DBS and where applicable overseas checks
· Verification of the candidate’s medical fitness

· Verification of qualifications

· Verification of professional status where required

· Verification of successful completion of statutory induction period (for teaching posts, applies to those who obtained QTS after 7 May 1999); and (for non teaching posts) satisfactory completion of the probationary period

All checks will be:
· Confirmed in writing

· Documented and retained on the personnel file 

· Followed up where they unsatisfactory or there are discrepancies in the information provided

The following facts will be reported to the police or the DfES Children’s Safeguarding Operations Unit:
· The candidate is found to be on List 99 or the PoCA List, or the DBS shows s/he has been disqualified form working with children by a Court
· An applicant has provided false information in, or in support of her/his application

· There are serious concerns about an applicant’s suitability to work with children

List 99 / DBS if applicable / Overseas Candidates

List 99, DBS checks will be completed and where applicable overseas checks for, criminal records/information from countries where individuals have worked or lived.  Anyone that has worked overseas in the last month for a month or longer, will be required to produce a formal overseas check documentation. 
Post Appointment: Induction
There will be an induction programme for all staff and volunteers newly appointed in our establishment, including teaching staff, regardless of previous experience. The purpose of this induction is:
· Provide training and information about our establishment’s policies and procedures

· Support individuals in a way that is appropriate for the role for which they have been engaged

· Confirm the conduct expected of staff within the school 
· Provide opportunities for a new member of staff or volunteer to discuss any issues or concerns about their role or responsibilities

· Enable the person in charge of inductions (Sarah Barker) to recognise any concerns or issues about the person’s ability or suitability at the outset and address them immediately

As far as Safeguarding and promoting the welfare of children is concerned the induction programme will include information about, and written statements of:
· Policies and procedures in relation to safeguarding and promoting welfare

· Safe practice and the standards of conduct and behaviour expected of staff and pupils in our establishment
· How and with whom any concerns about those issues will be raised

· Other relevant personnel procedures 
Maintaining a Safer Recruitment Culture

It is important that all the staff in our establishment have appropriate training and induction so that they understand their roles and responsibilities and are confident about carrying them out. Staff, pupils, students and parents also need to feel confident that they can raise issues or concerns about the safety or welfare of children, and that they will be listened to and taken seriously. 

This will be achieved by maintaining an ethos of safeguarding and promoting the welfare of children and young people and protecting staff which is supported by:

· A clear written statement of the standards of behaviour and the boundaries of appropriate behaviour expected of our staff and pupils

· An appropriate induction and training

· Regular briefing and discussion of relevant issues

· Including relevant material from the framework for Personal Social and Health Education in the curriculum

· Ensuring all those working with children/young people are familiar with the good practice guidance

· A clear reporting system if a pupil, learner, member of our staff or other person has concerns about the safety of children/young people.

Monitoring
Monitoring of both the recruitment process and induction arrangements will allow for future recruitment practices to be better informed. It will cover:
· Staff turnover and reasons for leaving

· Exit interviews

· Attendance of new recruits at child protection training

Appraisal Form

What were the aims and objectives of the training session?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Were they met?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
If not explain why?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Describe how they could be met?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
If they were met, describe how the training has enhanced your skills?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
What, if any further training do you feel you require to complete your knowledge of skills on this topic?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Date:……………………………………………………………
Signature:………………………….…………………………..
Personal Training Plan

Name: ………….................................................................................
Date: …………………………………
I feel the following training will benefit my personal development and increase my effectiveness within my current and future job role.

	Training needs analysis.
	Action
	By whom
	Completion date
	Evaluation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Holiday Request Form

Name: ………………………………………………………………………………..……………

Holiday dates requested: From date ………………………… to …………………………..

	Entitlement for year
	Days

	Days requested on this form
	

	Total days used to date
	

	Total Remaining
	

	Paid or Unpaid
	


Signed: ……………………………………………………………………………………………
Holiday agreed by:

Signed: ………………………………………………………   Dated ………………………….

Data Protection Principles
Focus 1st Academy abides by the rules and regulations of the Data protection Act - GDPR 2018.  

Part 1

1. Personal data shall be processed fairly and lawfully and, in particular, shall not be processed / forwarded to a second party without consent of authorized personnel.

2. Personal data shall be obtained only for one or more specified and lawful purposes and shall not be further processed in any manner incompatible with that purpose or those purposes.

3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed.

4. Personal data shall be accurate and kept up to date where applicable.

5. Personal data processed for any purpose or purposes shall not be kept for longer than is necessary and destroyed in the appropriate manner.

6. Personal data shall be processed in accordance with the rights of data subjects under the Act 1998.

7. Appropriate technical and organizational measures shall be taken against unauthorized or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.

8. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data.

Educational records
13 In this Part of this Schedule “educational record” means a record to which paragraph 14, 15 or 16 applies.

14(1)This paragraph applies to a record of information which—

(a) is processed by or on behalf of the proprietor of, or a teacher at, a school in England and Wales specified in sub-paragraph (3),

(b) relates to an individual who is or has been a pupil at the school, and

(c) originated from, or was supplied by or on behalf of, any of the persons specified in sub-paragraph (4).

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) The schools referred to in sub-paragraph (1)(a) are—

(a) a school maintained by a local authority;

(b) an Academy school;

(c) an alternative provision Academy;

(d) an independent school that is not an Academy school or an alternative provision Academy;

(e) a non-maintained special school.

(4) The persons referred to in sub-paragraph (1)(c) are—

(a) an employee of the local authority which maintains the school;

(b) in the case of—

(i) a voluntary aided, foundation or foundation special school (within the meaning of the School Standards and Framework Act 1998),

(ii) an Academy school,

(iii) an alternative provision Academy,

(iv) an independent school that is not an Academy school or an alternative provision Academy, or

(v) a non-maintained special school,

a teacher or other employee at the school (including an educational psychologist engaged by the proprietor under a contract for services); 

(c) the pupil to whom the record relates;

(d) a parent, as defined by section 576(1) of the Education Act 1996, of that pupil.

(5) In this paragraph—

· “independent school” has the meaning given by section 463 of the Education Act 1996; 

· “local authority” has the same meaning as in that Act (see sections 579(1) and 581 of that Act); 

· “non-maintained special school” has the meaning given by section 337A of that Act; 

· “proprietor” has the meaning given by section 579(1) of that Act. 

15(1) This paragraph applies to a record of information which is processed—

(a) by an education authority in Scotland, and

(b) for the purpose of the relevant function of the authority.

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) For the purposes of this paragraph, information processed by an education authority is processed for the purpose of the relevant function of the authority if the processing relates to the discharge of that function in respect of a person—

(a) who is or has been a pupil in a school provided by the authority, or

(b) who receives, or has received, further education provided by the authority.

(4) In this paragraph “the relevant function” means, in relation to each education authority, its function under section 1 of the Education (Scotland) Act 1980 and section 7(1) of the Self-Governing Schools etc. (Scotland) Act 1989.

16(1) This paragraph applies to a record of information which—

(a) is processed by or on behalf of the Board of Governors, proprietor or trustees of, or a teacher at, a school in Northern Ireland specified in sub-paragraph (3),

(b) relates to an individual who is or has been a pupil at the school, and

(c) originated from, or was supplied by or on behalf of, any of the persons specified in sub-paragraph (4).

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) The schools referred to in sub-paragraph (1)(a) are—

(a) a grant-aided school;

(b) an independent school.

(4) The persons referred to in sub-paragraph (1)(c) are—

(a) a teacher at the school;

(b) an employee of the Education Authority, other than a teacher at the school;

(c)an employee of the Council for Catholic Maintained Schools, other than a teacher at the school;

(d) the pupil to whom the record relates;

(e) a parent, as defined by Article 2(2) of the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)).

(5) In this paragraph, “grant-aided school”, “independent school”, “proprietor” and “trustees” have the same meaning as in the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)).

Other definitions

17(1) In this Part of this Schedule—

· “education authority” and “further education” have the same meaning as in the Education (Scotland) Act 1980; 

· “education data” means personal data consisting of information which— 

(a)

constitutes an educational record, but 

(b)

is not data concerning health; 

· “Principal Reporter” means the Principal Reporter appointed under the Children’s Hearings (Scotland) Act 2011 (asp 1), or an officer of the Scottish Children’s Reporter Administration to whom there is delegated under paragraph 10(1) of Schedule 3 to that Act any function of the Principal Reporter; 

· “pupil” means— 

(a)

in relation to a school in England and Wales, a registered pupil within the meaning of the Education Act 1996, 

(b)

in relation to a school in Scotland, a pupil within the meaning of the Education (Scotland) Act 1980, and 

(c)

in relation to a school in Northern Ireland, a registered pupil within the meaning of the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)); 

· “school”— 

(a)

in relation to England and Wales, has the same meaning as in the Education Act 1996, 

(b)

in relation to Scotland, has the same meaning as in the Education (Scotland) Act 1980, and 

(c) in relation to Northern Ireland, has the same meaning as in the Education and Libraries (Northern Ireland) Order 1986; 
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