
Date of next review: 

September 2021 

 

 

 

 

 

 

 

 

 

 

 

Version Date Page Description of Change Origin of Change 

1 07/01/2019 All New Document Flora Ellis 

2 02/09/2019 All Updated all pages John Moore 

3 07/09/2020 All Added new sections Flora Ellis 

4 16/09/2020 All Added new sections John Moore 

 

 

 

  

 

 

 

 

 

 

 

 

Discussed by the staff: September 2020   Signed: ____________________ 

 

Created by: Flora Ellis 

January 31, 2019 

 

Sherborne C of E Primary School –

Staff Induction Handbook 
 

 

 



Page 1 of 13 

 

Sherborne - For LIFE! 

At Sherborne CofE Primary School, all stakeholders are expected to know and promote 

the school’s aims and ethos. Our motto, Sherborne – For LIFE!, represents these aims 

and provides a reminder of our core purpose: 

Our school nurtures a Love of Learning 

Our school promotes Independence and Individuality 

Our school is Fun and children leave with a sense of 
Fulfilment 

Our school expects Excellence from pupils and staff, and 
Enjoyment fills every classroom 

The school’s motto is taken from John 10:10, where Jesus said, “I have come that they 

may have life, and have it to the full.” We believe that having life to the full means that 

children receive an excellent, broad and balanced learning journey which recognises 

the importance of good mental and physical health. The school is clear that all children 

are unique, with different talents and learning needs. Each child is valued equally as a 

part of the school community. 

All pupils, both current and past, will always be welcome at the school. Once a 

Sherborne pupil, children are Sherborne – For LIFE! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

This is our staff handbook. All content is superseded by our current Covid-19 Risk 

Assessment and will be superseded by any further risk assessments which occur 

outside of the normal procedures of school opening.  

 

Welcome to Sherborne C of E Primary School 

 

You may be a new teacher, new member of support staff or temporary agency staff; whatever 

your role in the school, this handbook has been written to help you quickly understand it and 

your responsibilities, along with knowing the roles and responsibilities of others. It applies to all 

employees and also, as appropriate, to students, volunteers and governors, who will all receive 

a tailored induction programme which will include information, training, observation, and 

mentoring, as appropriate. Safeguarding Children and Child Protection will feature prominently 

in every induction programme. The arrangements made for introducing a new employee, 

volunteer or governor to the school, provide the foundation for successful and safe contribution 

to the school. Induction is designed to help new employees and others become familiar with the 

requirements of their position and learn about the school’s culture, ethos, priorities, aims and 

working practices so that they become knowledgeable and confident as quickly as possible.  

 

The ethos of the school is that learning is a shared responsibility and there is an expectation 

that new members joining the team at Sherborne C of E Primary will also be proactive in asking 

for information and help – however big or small.  

 

Induction includes:  

 A meeting with the headteacher or senior member of staff  

 Child Protection information – including outlining roles and responsibilities  

 A list of essential policies to read from the website  

 Receiving copies of essential documents, information and training relating to the 

school’s procedures and routines 

 Identifying and addressing any specific training needs  

 An explanation of the help and support that is available  

 Details of work shadowing, if appropriate  

 Details of other individual’s roles within the school and externally (such as governors 

and IT support) 
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All those who come to work at Sherborne C of E Primary, regardless of post and duration, 

should be immediately be made aware of the Fire and Emergency Procedures and the First Aid 

procedures. They should also read the following policies and sign that they have been read: 

 

 Safeguarding Policy 

 Behaviour Policy 

 Code of Conduct 

 Health and Safety Policy 

 

Additionally, new teaching staff, teaching assistants, agency staff and student teachers should 

also read: 

 

 Acceptable Use Policy 

 Complaints Policy 

 Data Protection Policy 

 Handwriting and Presentation Policy 

 Marking and Feedback Policy 

 

Administrative Staff should read: 

 Acceptable Use Policy 

 Complaints Policy 

 Data Protection Policy 

 

 

In addition, new permanent staff must undertake Prevent Duty training and all the statutory 

policies and subject policies not listed above should be read over time as appropriate. They are 

available to read and download from the school website, www.sherborneschool.co.uk, or from 

the school office. 

 

 

 

 

 

 

http://www.sherborneschool.co.uk/


 

 

Safeguarding Quickread 
 
All staff (including students, volunteers, support workers and working visitors) have an 
equal responsibility in taking all reasonable steps to safeguard and protect the rights, health and 
well-being of all children who are in our care. This includes keeping them safe from abuse, 
including physical, emotional, sexual and neglect. More details about the different types and 
symptoms of abuse can be found overleaf. 
 
If you are worried about the immediate safety for a child or if you believe that a serious criminal 
offence has been or is just about to be committed and cannot get hold of another member of 

staff: RING 999 or 112 
 
For less urgent concerns, please first consult the designated safeguarding lead (DSL) or deputy 
DSL (or, if you can't get hold of either, the most senior member of staff)  
 
 

 

 

 

 

 

 

 

 

If you suspect any kind of abuse: (abuse suspected but no disclosure): 

1. Ask casual open questions about the nature of the concern e.g. bruises, marks, change 

in behavior etc. “Can you tell me about…” 

2. Believe the child and reassure them that they were right to talk to you. 

3. Do not make any promises to the child. 

4. Record the facts and conversation in writing immediately afterwards using the exact 

words spoken not implied. Sign and date the report (it may be required as evidence.) 

5. Discuss the suspicion with our Designate Safeguarding Lead and/or Children’s Help 

Desk. 

 

If a child in your care tells you about being abused in any way (disclosure): 

1. React calmly & keep an open mind. 
2. Allow the child to talk – ask only open questions e.g. “Can you tell me more about…” Be 

careful not to be deemed as putting words into the child’s mouth.  Do not press for detail, 
put forward your own ideas or use words that the child has not used themselves. 

3. Reassure the child that they were right to tell and that they are not to blame. Take what 
the child says seriously but do not apportion any blame to the perpetrator. (It may be 
someone they love) 

4. Ask the child if they have told anyone else. 
5. Do not make promises that cannot be kept e.g. confidentiality – tell the child that you will 

have to tell someone who will be able to help. Inform the child what you will do next. 
6. Record the conversation and facts verbatim in writing immediately. Sign & date the 

report (it may be required in evidence) and don’t delay in passing on the information. 
7. Report to DSL or deputy DSL and follow directions. 

John Moore 

DSL 

Flora Ellis 

Deputy DSL 
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Remember that an allegation of child abuse or neglect may lead to a criminal 

investigation, so don’t do anything that may jeopardise a police investigation, such as 

asking a child leading questions or attempting to investigate the allegations of abuse. 

Types of Abuse (definitions from 'Working together to safeguard children') 

Physical abuse: including hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating or otherwise causing physical harm to a child. Physical harm may also be caused 

when a parent or carer fabricates the symptoms of, or deliberately induces illness in a child (this 

used to be called Munchausen’s Syndrome by Proxy, but is now more usually referred to as 

fabricated or induced illness). 

Emotional abuse: the persistent emotional maltreatment of a child, such as to cause severe and 

persistent adverse effects on the child’s emotional development. It may involve conveying to 

children that they are worthless or unloved, inadequate or valued only for meeting the needs of 

another person. It may feature age – or developmentally-inappropriate expectations being 

imposed on children. These may include interactions that are beyond the child’s developmental 

capability, as well as overprotection and limitation of exploration and learning, or preventing the 

child participating in normal social interaction. It may involve seeing or hearing the ill-treatment 

of another. It may involve serious bullying, causing children frequently to feel frightened or in 

danger, or the exploitation or corruption of children. Some level of emotional abuse is involved 

in all types of maltreatment of a child, although it may occur alone. 

Sexual abuse:  involves forcing or enticing a child or young person to take part in sexual 

activities, including prostitution, whether or not the child is aware of what is happening. The 

activities may involve physical contact, including penetrative and non-penetrative acts. They 

may include non-contact activities, such as involving children in looking at, or in the production 

of, pornographic material or watching sexual activities, or encouraging children to behave in 

sexually inappropriate ways. 

Neglect:  the persistent failure to meet a child’s basic physical and/or psychological needs, likely 

to result in the serious impairment of the child’s health or development. Neglect may occur 

during pregnancy as a result of maternal substance misuse. Once a child is born, neglect may 

involve a parent or carer failing to provide adequate food and clothing or shelter, including 

exclusion from home or abandonment; failing to protect a child from physical and emotional 

harm or danger; failure to ensure adequate supervision, including the use of inadequate care-

takers; or the failure to ensure access to appropriate medical care or treatment. It may also 

include neglect of, or unresponsiveness to, a child’s basic emotional needs.  

Possible signs of abuse and what you might see 

 have bruises, bleeding, burns, 
fractures or other injuries 

 shows signs of pain or discomfort 

 look unkempt and uncared for 

 change their eating habits 

 have difficulty in making or sustaining 
friendships 

 self-harm 

 frequently be absent or arrive late 

 shows signs of not wanting to go home 

 display a change in behaviour - from 
quiet to aggressive, or happy-go-lucky 
to withdrawn 

 becomes disinterested in play activities 



 

 

 appear fearful 

 be reckless with regard to their own or 
other's safety 

 be constantly tired or preoccupied 

 be wary of physical contact 

 display sexual knowledge or behaviour 
beyond that normally expected for their 
age. 

 

Structure of the school 

Governing Board 

Chair of Governors: Dr Nick Fisher 
Co-Vice Chair of Governors: Mrs Ailsa Monk and Mr Jonathan Summers 

Headteacher: John Moore – learning lead; curriculum lead; assessment lead; SENDCO; 

safeguarding lead 

Deputy Headteacher: Flora Ellis (Owl Class) Year 4, 5 and 6 teacher & DDSL 

School Administrator & Play leader: Virginia Parker 

Finance officer: Amanda Wilks 

Teachers Support Staff 

Julie Baxter 

(Hedgehog Class) 
Reception & 

Year 1  

Elly Finley 

 (Fox Class) 

Years 2, 3 & 4 

Deborah O’Kane 

Higher Level 
Teaching Assistant 

India Denmead 

Teaching Assistant 
Play leader 

First Aid lead 
Breakfast Club lead 

SEN support: Alison Moseley 

Forest School lead: Ellen Swayne 

School Grounds: Mick Smith 

Cleaner: Themba Ndhlovu 

 

Staff Briefing 

A staff bulletin is produced each week by the Headteacher. All key information relating to the 

weekly timetable and events are also to be found on the shared calendar online and any other 

notes will be written on the staff notice-board in the staffroom. 
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The School Day 

Children may arrive at school from 8:00am onwards. If they arrive between 8:00am and 8:45am, 

they should enter the school via the door leading into Fox Class and be registered for Breakfast 

Club. If arriving after 8:45am, pupils should wait in the playground. Teaching staff are expected 

to be on the playground to greet the children promptly at 8:45am, whilst teaching assistants are 

expected to be in their classrooms by 8:45am. Those children attending Breakfast Club will be 

escorted to the playground by India Denmead. The bell rings at 8:50am with registration at 

8:55am.  

 

Assembly/Collective Worship is each day, 9:00-9:20am. It takes place in the largest room of the 

school, which is currently occupied by Owl Class. Collective Worship follows the Collective 

Worship Policy. 

 

Break time is 10:20 – 10:40am. There is a rota for playground duty, but all class teachers 

regardless of duty day, are expected on the playground after the bell rings to collect their class. 

First Aid should be administered by the first aid officer (India Denmead) during break times so 

that duty is not compromised. Where this is not possible a message should be sent immediately 

to the head or deputy to cover the absent staff member. 

 

Lunch time is 12:00 – 1:00pm for Reception and KS1; 12:15 – 1:00pm for KS2.  

 

Fit for life (10) is a ten-minute jog during the afternoons. Timings are the responsibility of 

individual class teachers. 

 

End of Day, promptly at 3:15pm. 

 

Each teacher is required to run one after-school club each term. Children attending after school 

clubs should wait in the classroom of the teacher responsible for the club, until the club begins. 

Clubs end at 4:30pm, with the member of staff running the club remaining with the children until 

4:30pm. Any children not picked up by this time will wait with their teacher or in the 

Headteacher’s office. 

 

 

 



 

 

Staff Parking 

The school is fortunate to be able to offer all staff onsite parking. Cars should be parked at the 

bottom of the main playground on the grassed area. If necessary, staff may start a second row, 

beginning at the edges on both side. 

Staff who drive to school must be onsite by 8:30am to avoid arriving at the same time as the 

children. Should a member of staff arrive after this time, they must park on the road. Staff may 

re-enter the site from 9:15am. 

At the end of the day, staff may leave the site from 3:30pm, once the playground has cleared. 

 

Staff Absence 

If a staff member is absent through illness or other unforeseen circumstances a member of SMT 

or the school administrator must be informed by 7am on the morning of absence. This is so that 

cover can be arranged. The staff member must ensure that the message has been received and 

should therefore telephone rather than text or email the information. If they are too unwell to do 

so, then they should ask a family member to call on their behalf. All absences are recorded on 

the individual’s file and occupational health will become involved if a member of staff is absent 

for a prolonged period or where there are multiple absences over time. 

 

Uniform 

All children should wear the school uniform. Staff should encourage this and speak to parents of 

children who persistently do not wear the appropriate uniform or PE kit. Parents should refer to 

the school website for clarity on the expectations of school uniform. Children should not wear 

jewellery (except for stud earrings), make up or nail varnish in school.  

 

Adults are expected to dress in a smart but casual manner and are expected to model good 

habits, for example by always changing into PE kit for PE sessions. 

 

After School Clubs 

All teachers are expected to run at least one after school club each week, from 3:15pm-4:30pm. 

Wherever possible, clubs should be made available to all children, with parent volunteers being 

used if necessary. Clubs contribute to the children’s overall school experience and may have a 

sporting or artistic focus, for example. The school aims to provide a range of clubs for children 

to experience over the year, with a view to sparking and nurturing an interest which can then be 

built upon at home if desired. 
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Collective Worship and Assemblies 

Term Value Link to Vision and/or 
motto 

Bible References and 
Stories 

Hymns Church-led 
Worship 

A
u
tu

m
n
 1

 Respect Our school expects 
excellence from pupils 
and staff, and 
enjoyment fills every 
classroom. 

Romans 12:10 
Matthew 7:12 
John 13:34-35 

From the tiny 
ant 
He’s got the 
whole world 

Welcome 
Service 
Harvest 
Service 

A
u
tu

m
n
 2

 

Friendship Our school promotes 
independence and 
individuality. 

1 Corinthians 15:33 
Job 2:11 
Luke 6:31 
Proverbs 18:24 
Ecclesiastes 4:9-10 
Proverbs 17:17 
 
Jonathan, David and 
Saul 
Jesus and Peter 
Paul and Barnabus  
The Five Friends 

When I 
needed a 
neighbour 
 
Magic Penny 
 
Away in a 
Manger 
 
Silent Night 

Christmas 
Service 

S
p
ri

n
g
 1

 

Courage 
 

We will provide a safe 
environment where 
our pupils have a 
voice, high self-
esteem and good 
mental health. 

2 Chronicles 15:7 
Ezra 10:4 
2 Timothy 1:7 
Isaiah 41:6 
 
Moses and Joshua 
Esther 
David and Goliath 
Jesus 

This little light 
of mine 
 
Give Me Oil 
In My Lamp 

 

S
p
ri

n
g
 2

 

Forgiveness We will build 
confidently on our 
Christian roots and 
foundations, whilst 
celebrating the place 
of all beliefs. 

Colossians 3:13 
Ephesians 4:31-32 
 
The Easter story 
The Prodigal Son 
Zacchaeous 

Sing 
Hosanna 
 
Go Tell it On 
The 
Mountain 

Easter 
Service 

S
u
m

m
e
r 

1
 

Trust 
 

Our school nurtures a 
love of learning. 

Proverbs 11:13 
Proverbs 28:26 
Proverbs 11:28 
Daniel 6:23 
Psalm 56:3 
 
Abraham/Isaac 
Moses – the Red Sea 
Crossing 
Joshua 
David and Goliath 
The Fiery Furnace 

Who built the 
ark? 
 
He’s got the 
whole world 
 
 

 

S
u
m

m
e
r 

2
 Thankfulness Our school is fun and 

children leave with a 
sense of fulfilment. 

Thessalonians 5:18 
 
Paul’s letters thanking 
his friends 
Mary’s thanks for Jesus 
(Luke 1) 

Thank you 
Lord for this 
new day 
For the 
beauty of the 
earth 

Leavers’ 
Service 
Cathedral 
Service 

 



 

 

 

Super-Here-0 

Pupils who have 100% attendance in one week are entered into a drawer to become Super-

Here-0 of the week.  

 

What You Can Expect from School Leaders 

 To work in an environment where safeguarding, supporting and developing pupils is 

paramount 

 To work in an environment free from discrimination, bullying or harassment 

 To be kept informed and consulted where appropriate 

 To be given appropriate training and development in order to do your job successfully 

 To be treated fairly, consistently and be respected  

 To be encouraged to express ideas and to be listened to when raising concerns.  

 

What School Leaders Expect from You 

 To be aware and understand the importance of safeguarding and supporting pupils and 

act on any safeguarding concerns immediately 

 To take responsibility to find out the information you need to fulfil your role 

 To take an active interest in improving your own performance through reflective practice 

 To express ideas and concerns in a proactive and positive way 

 To work in ways that safeguard the health, safety and welfare of yourself and others 

 To develop and use new skills and knowledge to improve your work 

 To recognise each other’s strengths and differences and treat each other with respect 

 To strive for success in everything that you do and be flexible in supporting the changing 

needs of the School. 

 
Playground Supervision  

Staff must ensure the safety of pupils and must be vigilant when supervising in the 

playground/school field, positioning themselves to allow for maximum supervision. No children 

should be sent to or left in the playground/school field unsupervised. 
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Health & Safety  

All staff in School have a personal responsibility for the health and safety of themselves, their 

colleagues, pupils and visitors. Some of our pupils are especially vulnerable and staff need to 

be constantly alert for possible sources of danger. It is also the duty of every member of staff to 

report any unsafe conditions to the school administrator immediately.  

Each member of staff has a responsibility for drawing the Headteacher’s attention to their own 

personal needs for training and for not undertaking duties unless they are confident that they 

have the necessary competence. All staff have some health and safety responsibility and will be 

expected to have knowledge on what to do if an accident or incident occurs, and be aware of 

the fire and first aid procedures. All staff should read the Health and Safety policy available on 

the School website.  

Safety During Curriculum Activities 

Staff should be aware of the Health and Safety Policy provisions particularly relating to Science, 

PE and DT. A copy of the Health and Safety Policy is available on the website.  

Staff taking children out of the School grounds should ensure that Risk Assessments have been 

completed before taking pupils off site. Staff should also bear in mind the following points:  

 Children’s physical safety must be given priority over all other considerations 

 The behaviour of children cannot always be predicted. Staff must keep each child in 

view; no child should be left to trail behind where they cannot be observed by staff, 

especially when near a road 

 Please remember individual medication requirements for pupils. 

 

School Security 

No-one should be on site without a pass and staff should be aware of unidentified people 

around the School and be prepared to challenge them or report their presence to the school’s 

leaders immediately. Entrance to the School is carefully controlled and monitored. All staff will 

be issued with the entry codes to the school gate and office entrance. Staff must not share 

these codes with pupils or other adults. Visitors will be required to sign in and receive a 

temporary pass.  



 

 

Members of staff should inform the Headteacher and the office administrator if they are 

expecting visitors or if special events are taking place in School. Every visitor is required to sign-

in when they arrive at School, read the fire instructions, safeguarding guide and wear a visitor’s 

badge at all times and sign out when they leave the premises. All visitors MUST remain in office 

area until they can be escorted through to the class/person they are visiting. Staff should not 

allow people to ‘tailgate’ through any School entrances/exits 

CCTV  

The School has a CCTV system. Cameras are located around the School grounds and cover all 

of the outdoor areas. All cameras can be monitored by the school’s leader. Recorded materials 

may be viewed by the Police for the prevention and detection of crime, authorised officers of the 

Police for supervisory purposes, authorised demonstration and training. The School CCTV 

policy is available on the School website.  

Alcohol and Drugs 

If there is any suspicion that staff or visitors are under the influence of alcohol or drugs this must 

be reported immediately to the Headteacher. Staff must not consume alcohol or be under the 

influence of alcohol or drugs (unless prescribed) whilst responsible for our students. 

E–Safety/Acceptable Usage Policy  

Staff read and sign the Acceptable Use Policy. Staff must keep pupil and staff information 

confidential and should not engage in any social networking site in such a way as could bring 

the School or other staff into disrepute. Such action could lead to investigation and possible 

proceedings under the Staff Disciplinary Policy. Staff should not allow pupils to use their 

password to access the internet. Further information can be found in the staff Code of Conduct 

and aforementioned policies. 

Working in Schools 

Working in schools is rewarding yet challenging. All roles within the School are vital to its 

smooth running, its achievements and its success. Sherborne CofE Primary School is highly 

regarded in the local area and beyond because the staff at the School, along with the support of 

the Governing Body, are committed and support each other. It is the duty of every member of 

staff to ensure that their colleagues are happy, safe and healthy, and to work together as a team 

for the benefit of the children and the wider school community. 
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Appendix 1: Induction for new staff 

 

Name:_______________________________Start Date:__________________  

 

Name of Mentor: ________________________________ 

 

 

Induction element Tick when 

completed 

Any notes 

Shown where Sign in/out book is kept & 

lanyard given 

  

DBS check   

Day One - Meeting Headteacher or Deputy 

Headteacher 

  

Information shared regarding Child Protection 

and introduced to safeguarding leads 

  

Meet whole staff and in particular, anyone who 

will be working closely with new staff member 

  

Tour of facilities   

Information shared on emergency procedures   

Any health and safety issues shared that need 

raising directly related to staff member’s job 

  

Acceptable Use document read through – 

dress code etc. 

  

Behaviour Policy and rewards system 

explained 

  

Essential policies folder shared and key 

policies, outlined above, read   

  

Timetables shared   

Details of all personnel at the school and their 

roles, including who to go to for support 

  

 


