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Nicholas Breakspear Catholic School & Sports College

“Peace, Justice, Truth and Love”
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New Staff Handbook
 2011
OUR MISSION STATEMENT

Each person is a unique creation of God.  All of us are gifted.  Every aspect of what we think and do should be based upon the Gospel values of Peace, Justice, Truth and Love

AIMS

The main aims of the school are summarised in the words of His Holiness Pope Paul VI who said:

“The Catholic School must be a Community whose aim is to transmit values of living, and it must see its work as promoting a faith relationship with Jesus Christ in whom all values find fulfilment.  This Christian Faith is born and grows in a community – The Catholic School”.

OBJECTIVES

· Help students to develop personal moral values based upon the traditions of the Catholic Church and to encourage them in their prayer and sacramental life

· Help students to develop self-discipline, respect for others, forgiveness and generosity of spirit

· Teach students to use language and number effectively

· Train students to develop lively, enquiring minds, the ability to question and argue rationally, and to apply themselves to tasks and physical skills

· Help students to acquire understanding, knowledge and skills relevant to adult life and employment in a fast changing world, and help students to take their place in Society in an informed, positive and active way

· Help students to understand God’s world in which they live and the interdependence of individuals, groups and nations and to develop a high degree of tolerance of other religions, races and ways of life

· Encourage students to appreciate human achievements and aspirations

· Help students with special needs to develop their potential

· Initiate and encourage equal opportunities with regard to gender

 NICHOLAS BREAKSPEAR CATHOLIC SCHOOL

                   INDUCTION FOR NEW STAFF

Welcome to Nicholas Breakspear Catholic School.  We very much look forward to working with you and hope that you will find this booklet useful to help you through the first few weeks at our school.

At Nicholas Breakspear we strive to support the continuing professional development of all staff.  The induction programme is part of that process, as well as ensuring that your introduction to the Nicholas Breakspear community is as smooth as possible.
The induction of all new staff is co-ordinated by Paul Hearn for teaching staff and Angela Chisholm for support staff.  All new staff have a regular induction programme which takes place in the first term. Most of the sessions are concerned with teaching and learning and school procedures.  Support staff are welcome to attend these sessions as well as existing teaching staff and PGCE teachers. Dates for the New Staff Induction programmes are below. These sessions are compulsory for the first term.
All new staff have a nominated mentor who is prepared to be part of the induction of new staff.  Mentors will be responsible for helping you to settle in and for assisting you with subject-specific and whole school issues.

If you need any other information or advice do not hesitate to ask.
NEW STAFF SUPPORT PROGRAMME 2010 
All sessions take place between 15.25 and 16.25 in Room 43 or Room 45
	DATE
	NEW STAFF
	BY

	6th Sept 2010

During Inset
	1) New staff handbook, school calendar, Roles and responsibilities of a Form Tutor, School Intranet, SIMMS 
	(PHN)       

	7th Sept 2010 3.25
	2) Working in a Catholic School Inset Day 
	(BON/EMY)

	15th Sept 
2010 3.25
	3) Behaviour management 
	SCS

	29th Sept 
2010 3.25
	4) Teaching for learning


	SCS/PNY

	6th Oct 

2010 3.25
	5) Assessment for Learning (Please bring a set of books you have marked) 
	PHN

	13th Oct 2010 3.25
	6) Target Setting/ Child Protection 


	BWE

	20th Oct 2010 3.25
	7) SEN and EAL issues 

	MWD/RCD

	27th Oct 2010 3.25
	8) Parents Evenings/ Review/School Trips/rest of year/other issues 
	PHN


An addition a number of NQT support sessions will take place. These are also compulsory. 
INDUCTION FOR NEW STAFF

All staff need advice and support initially since all schools are different.  This ranges from practical matters to the ethos of the school.  For this reason we adopt a whole school induction programme for all new staff.  In addition, your subject mentor will provide a subject based induction programme.  Your mentor will also act as a ‘critical friend’ to provide a sympathetic ear when necessary.

There is so much to take in when you start at a new school and this booklet is meant to cover some aspects of Nicholas Breakspear School life, which you may need to know early on, as you are settling in. Below are listed the areas, which need to be covered at appropriate times.  Detailed information of many areas is available from the teacher’s section of the school website www.nicholasbreakspearschool.co.uk (For teachers section) department handbook or from your mentor.
· The staff and their roles

· The school routines

· The school policies

· The school calendar

· Expectations in a Catholic school

· The pastoral system

· Our Teaching for Learning policy

· Our Behaviour policy and Rewards and Sanctions

· The role of the form tutor

· Whole school monitoring and mentoring

· Our Assessment, Recording and Reporting policy

· Parent Consultation Evenings

· The use of data

· Organisation of SEN

· The school self-evaluation process

· School, Year and Department Improvement plans

· Performance Management

· INSET

· School Trips

· Fire regulations

· Procedures for staff absence and cover

Do not hesitate to ask for advice, clarification or support on any issues at all. 
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1.  THE SCHOOL DAY

Nicholas Breakspear School has a two-week timetable.  On information about the timetable or events the weeks are known as week 1 or week 2.

Monday to Thursday

08.15 – 8.30
Communications meeting for all staff in staff room (Mondays, Wednesdays and Fridays)


Department meetings in dept areas (Thursdays)


Tutor Meetings in allocated area (Tuesdays)
08.30 – 8.50

Registration / assembly

08.50 – 9.50

Lesson 1

09.50 – 10.50
Lesson 2

10.50 – 11.10
Break
11.10 – 12.10
Lesson 3

12.10 – 13.10
Lesson 4

13.10 – 14.00
Lunch
14.00 – 15.05
Lesson 5

15.05 – 15.30
Bus duty
All lessons are 60 minutes, with the exception of P6 which is 65 minutes.
Every Friday is slightly different to allow for a PSHE lesson (Period 3)

Every Friday

08.15 – 8.30
Communications meeting for all staff in staff room (Mondays, Wednesdays and Fridays)


Department meetings in dept areas (Thursdays)


Tutor Meetings in allocated area (Tuesdays)
08.30 – 8.50

Registration / assembly
08.50 – 9.40

Period 1

9.40 – 10.30

Period 2

10.30 – 11.20
Period 3 (PSHE)

11.20 – 11.40
Break
11.40 – 12.30
Period 4

12.30 – 1.20

Period 5

1.20 – 2.10 

Lunch

2.10 – 3.05

Period 6

All lessons are 50 minutes, with the exception of P6 which is 55 minutes.

Please note that there are no bells to indicate the start/end of lessons
2.  TERM DATES 

2010 - 2011
Term


School starts


School ends

Autumn 10

Mon 6 September (Inset)

Fri 17 December

Spring 11

Mon 4 January (Inset)

Thur 14 April 
Summer 11

Tues 3 May



Fri 22 July

Half-terms

Autumn 10

Mon 25 October to Fri 29 October

Spring 11

Mon 21 February to Fri 25 February

Summer 11

Mon 30 May to Fri 3 June

Inset Days this Year
Monday 6th September
Tuesday 4th January  
Monday 28th February

Friday 15th April (Coursework Assessment Day in Departments, prov)

Twilight Inset sessions this year
Tuesday 2nd November

Tuesday 15th February

Bank Holidays

2nd  May 2011

Refer to the Calendar in the school website (For Parents section) for a comprehensive list of dates and activities which run throughout the school year.

A weekly diary is available on the home page of the school website
3.  WHO’S WHO AT NICHOLAS BREAKSPEAR 2009
There are about 100 staff at Nicholas Breakspear.  It will take a while for you to get to know all of them!  There is a full list of staff, together with their responsibilities, available in the main office.  On the wall outside the staff room there is also a photo of most of the present staff. A school photographer will be at the school in the Autumn term. Please turn up for your photograph on the 3rd Nov (room 60)
NEW STAFF AUTUMN 2010
	NAME
	QUALIFICATIONS
	DEPT
	INITIALS

	Ms T. Angus
	Bed (Hons)
	Sports Partnership Development Manager
	TAS

	Miss E. Beard
	BA, PGCE
	Inclusion Leader – Upper School

Religious Education
	EBD

	Mr C. Bell
	MSc(Arch), BSc(Hons), Cert Ed, MCIOB MCMI
	Deputy Head of Sixth Form/Tech, Resistant Materials/
	CBL

	Mr S. Boatwright
	BA(Hons), PGCE
	Deputy Headteacher Curriculum
	SBT

	Mrs A. Borrill
	BA(Hons), PGCE
	Head of Expressive Arts/Art
	ABL

	Mr S. Borrill
	BA(Hons)Ed
	Assistant Headteacher/Drama
	SBL

	Mrs J. Brennan*
	
	ICT Maternity cover
	JBN

	Ms C. Bromley
	BA (Hons) PGCE
	Head of English
	CBY

	Mrs E. Brown
	BA(Hons), PGCE
	Maths
	EBN

	Mr D. Bunce
	BEng(Hons) PGCE
	Teaching and Learning Co-ordinator/Maths
	DBE

	Mr D. Carrassco-Morley
	BA(Hons) PGCE
	Head of Humanities
	DCY

	Mr D. Church
	BA(Hons) PGCE
	Assistant Headteacher/ Director of Sixth Form and 16-19 Curriculum /Humanities
	DCH

	Ms S. Collins
	BA(Hons) PGCE
	Teaching and Learning Coordinator, Sixth Form/English
	SCS

	Mrs Y. Cormack
	
	Art 
	YCM

	Miss L. Daly
	
	Science/Maths
	LDY

	Mr P. Dean

Long term absence
	BSc(Hons), PGCE
	Science/i/c Physics
	PDN

	Ms D. Domogala
	Cert Ed
	English
	DDA

	Ms D. Edwards
	BEd, Dip Ed Home Econ
	Technology/Textiles


	DES

	Mrs J. Edwards


	BA(Hons) with QTS
	Physical Education

Second in Department
	JES

	Ms S. Elfons 
	BSc PGCE
	Science
	SEG

	Mr P. Fahy
	
	RE/ Second in Department
	PHY

	Ms J. Fisher
	BSc(Hons) PGCE
	Head of PE
	JFR

	Miss L. Fitzgerald
	BA(Hons)
	English
	LFD

	Miss V. Fitzgerald
	
	Geography
	VFD

	Mrs M.Fitzpatrick
	BSc, PGCE
	Science
	MFK

	Mrs L. Foreman
	Cert Ed, RSA Cert SplD
	SENCO Co-ordinator
	LFN

	Mr M. Forni
	BA(Hons)
	Pastoral Learning Co-ordinator – Year 10/ Religious Education
	MFI

	Ms G. Fullman
	BSc (Hons)
	Head of Science
	GFN

	Mr O. Giles
	
	Physical Education
	OGS

	Mrs R. Gwilt

(Maternity Leave)
	BSc(Hons), PGCE
	Business Studies
	RGT

	Mrs. E. Harwood
	BA(Hons) PGCE
	MFL/ Second in Department
	EEL

	Mr P. Hearn
	BA(Hons), PGCE
	Assistant Headteacher/Art
	PHN

	Mr N. Jeyaratnam
	
	PE
	NJM

	Mr P.  Jakszta
	BA, PGCE, NPQH
	Headteacher
	PJA

	Mrs. M. John
	
	Assistant Headteacher/Maths
	MJH

	Mrs L. Jones
	
	Art
	LJS

	Miss A. Kenneally
	BA(Hons), PGCE
	Pastoral Learning Co-ordinator – Year 9/ Geography
	AKY

	Mr G. Kiely
	BA(Hons), PGCE
	PE/Asst HOY 8
	GKY

	Mr C. Laing
	GTP
	Humanities/History/Physical Education/ Asst HOY 7
	CLG

	Mr  A. Lambert
	
	Head of ICT
	ALT

	Mr R. Langford
	BSc(Hons), PGCE
	Inclusion Leader – Middle School

Modern Languages
	RLD

	Mrs M. Larkin
	Licence de Lettres, Maîtrise de Lettres, PGCE
	Modern Languages
	MLN

	Mrs C. Maddocks
	
	English GTP
	CMS

	Ms J. Masson
	BA(Hons), PGCE
	Head of Sixth Form
	JMN

	Miss S. Moran
	
	Science
	SMM

	Ms E. McCarthy
	BA.Th(Hons), HDE
	Head of Religious Education
	EMY

	Mr P. McGarvie


	BSc(Hons), PGCE
	Head of Maths
	PME

	Miss R. McMeel
	BA(Hons) PGCE
	i/c Drama
	RML

	Mrs A. Myles
	BSc(Hons), PGCE
	Science
	AMS

	Mrs R. Nevers Wright
	BA, PGCE
	Science
	RNT

	Mr P. Newbery
	BEd(Hons)
	Teaching and Learning Coordinator, Sports Specialism/PE
	PNY

	Mrs. N. O’Brien
	
	Technology
	NON

	Mr B. O’Sullivan
	BA(Hons)
	Religious Education/Outreach Co-ordinator/PSHE/Careers
	BON

	Mrs R. Persaud


	BA(Hons) PGCE
	ICT/Business Studies
	RPD

	Mr A. Pisani
	
	Maths/ Asst HOY 9
	API

	Miss K. Price
	BSc(Hons) , PGCE
	Inclusion Leader-Transition
Physical Education
	KPE

	Miss N. Renowden
	BSc(Hons), PGCE
	Dance/PE
	NRN

	Mr M. Roberts
	BSc(Hons)
	Pastoral Learning Co-ordinator-Year 8/Science
	MRS

	Ms C. Ruane
	BA(Hons)
	Modern Languages
	CRE

	Mr A. Ruxton
	
	Geography P/T (Tues, Weds)
	ARX

	Miss R. Saxby
	BA(Hons), PGCE
	Music/Asst HOY 10
	RSY

	Mr T. Short
	BA(Hons)
	Humanities/Agricultural Science
	TST

	Miss A. Speechley
	BSc(Hons) GTP
	Pastoral Learning Co-ordinator-Year 11/Psychology
	ASY

	Mrs A. Spohn
	Cert Ed
	Modern Languages
	ASN

	Ms. G. Stephens
	
	Music
	GSS

	Mrs. N. Sushack
	
	Science
	NSK

	Dr. P. Sutton
	
	Science/ Second in Dept

	RSN

	Mr L. Thomas
	Bed(Hons) 
	Head of Technology
	LTS

	Mrs. S. Twombey
	
	Politics
	STY

	Mrs B. Whittle
	BSc, MA, PGCE
	Deputy Headteacher: Inclusion
	BWE

	Mrs H. Wright
	BA(Hons), PGCE
	Head of Modern Languages
	HWT


Support Staff

	Mrs L. Allen
	
	Inclusion Secretary
	

	Mrs L. Arnull
	
	Departmental Assistant
	

	Ms P. Ault
	
	Cover Supervisor
	PAT

	Mrs A. Brunt
	
	Learning Support Assistant
	

	Mr T. Cahill
	
	Cover Supervisor
	TCL

	Mrs L. Card
	
	Learning Support Assistant
	

	Ms A. Chisholm
	
	Business Manager
	

	Mrs T. Clamp
	
	Attendance Officer/First Aid
	

	Mrs R. Copeland
	
	Learning Support Assistant EAL
	

	Mrs S. Cresswell
	
	Science Technician
	

	Mrs C. De Bellis
	
	Library Assistant
	

	Mrs J. Dickie
	
	Finance Assistant
	

	Mrs. N. Gull
	
	Exams and data Officer
	

	Ms A. Harvey
	
	Receptionist
	

	Mrs K. Hatherley
	
	Finance Manager
	

	Mrs E. Hilton
	
	Learning Support Assistant
	

	Mr. L. Filmore
	
	ICT Technician
	

	Mrs S. Johnson
	
	Headteacher’s PA
	

	Mr S. Johnson
	
	Learning Support Assistant
	

	Ms L. Kelly
	
	Catering Assistant
	

	Mrs M. Keohane
	
	PA to Deputy Headteacher’s/Business Manager/Office Manager
	

	Ms S. Kielty
	
	Senior Science Technician
	

	Mr J. Mallory
(until Easter)
	
	Finance Manager
	

	Ms S. Moloney
	
	Catering Assistant
	

	Mrs D. Parsonage
	
	Science Technician
	

	Ms S. Pearson
	
	Catering Assistant
	

	Mrs R. Ratcliffe
	
	Administrator/Sixth Form
	

	Mr C. Reeve
	
	Learning Support Assistant
	

	Mrs S. Roberts
	
	Data Manager
	

	Mr G. Rose
	
	Site Manager
	

	Mrs D. Stevens
	
	Departmental Assistant
	

	Ms H. Swinyard
	
	Librarian
	

	Ms L. Thomas
	
	Data/Exams Administrator
	

	Mrs U. Walsh
	
	Learning Support Assistant
	

	Ms M. Ward
	
	Learning Support Assistant
	


There is a map of the school site in appendix 6
4. CATHOLIC SCHOOL ETHOS

At Nicholas Breakspear School our school community is based on the values and principles of the Gospel and wherever possible we endeavour to follow the four gospel values of Peace, Justice, truth and Love.  

The school offers a variety of opportunities and times for religious and spiritual development and staff at Nicholas Breakspear are encouraged to help students in their spiritual development.  

A theme for weekly assemblies is linked to the liturgical cycle, important events or special occasions in the life of the school.

There is also a religious focal point in all classrooms, in the form of a cross or Religious icon, which adds a direction to students’ reflection.
Collective Worship
Every morning at the beginning of registration a prayer is said in each form room.  Students often do this on a rota basis.  Each form tutor should have a form prayer book to help with prayers.
Year group assemblies take place each week in the Main Hall and assemblies are linked to themes.  The assemblies for the week are printed in the weekly diary. 

Liturgies and masses take place throughout the year either as whole school, half-school or as a year group.

Retreats 

Every form group or year group attends a retreat with their form tutor at the pastoral centre for a whole day once a year.  This takes place on a Tuesday.

Some weekend retreats are also offered to groups of students during the course of the year.

5. BEING A FORM TUTOR

If you are a form tutor it is important to create a good environment within your classroom during registration and pastoral lessons.  

DAILY ROLE:
· Begin registration at 8.30 am. It is imperative that the form tutor or cover teacher remains with students during the whole registration and pastoral lesson.  This is not a time for photocopying etc. All registers are taken using the SIMS system, so you will need your lap-top with you at all times during registrations.
· Begin with a prayer (am only)

· Call the register in silence

· Read out announcements from the communications meeting

· Have quiet reading time from 8.40 am onwards (All students are expected to have a reading book with them every day) 

· Reinforce positive attitudes

· Provide a ‘good’ start to the day

ADDITIONAL ROLES:

· Check and sign homework diaries fortnightly

· Chase up attendance issues, particularly any three-day absences. Students must bring in a note for any absence.  If a parent has telephoned the school then you can authorise the absence for that day but you will still need to see a note

· Absence notes should be kept in the back of the register.  These will be collected in at the end of each week

· Deal with various administrative matters

· Matters of confidentiality.  Any correspondence regarding confidentiality must be filed away immediately.  Form tutors will need to inform the appropriate Head of Year

REGISTERS/REGISTRATION:
· The school uses the SIMS system for taking registers (see appendix 5)
· If you are not sure about doing these registers you will be shown at the beginning of term by a Head of Year

· The register is an important legal document and should be filled in carefully

· All the students must be punctual both for morning and afternoon registration 

· Students should remain seated on a chair throughout

· All chairs and bags should be on the floor during registration

· At the end of registration the room must be left in a well-ordered and acceptable way ready for the next lesson

PASTORAL LESSONS: (PSHE)
· This takes place every Friday 
· There is a programme for the year co-ordinated by Barry O’Sullivan. Your Pastoral Learning Co-ordinator will advise you as to what is on the programme.  It is important that form tutors are given sufficient time to prepare for the pastoral lesson

· This is treated as a normal lesson both in preparation and delivery

· Homework diaries should be set out on the desks during this period

· Pastoral homework is set.  This is monitored by the Pastoral Learning Co-ordinators
FORM ROOMS:
· Form rooms are accessible to students at the start of the day as a PRIVILEGE.  Therefore students have the responsibility to respect the room and its contents at all times

· No food or drink should be consumed in the form rooms

· The form room is a facility for quiet study or discussion.  Students should be seated when in the form room

· Each form will have a designated area for notices and information.  The notice board should have the following notices: Title card, Mission Statement, Code of Conduct, list of positive referrals gained and information relating to any other achievements.  It is the form’s responsibility to keep the information relevant to the term

· Each form room is specifically allocated for the use of that form only.  Meeting with other members of other forms should be in communal parts of the school.  

· Any materials or equipment, including information left on the board left by the subject teacher, must not be tampered with

· It is the responsibility of each member of the form to maintain the quality of the room.  Students must report to the form tutor if any problem arises
6. BEHAVIOUR MANAGEMENT

Care, courtesy and concern at all times forms the basis of behaviour at Nicholas Breakspear Catholic School.  Staff should be consistent in their expectation of a high standard of behaviour.  Even one tutor/teacher with lower expectations undermines the standards of the school and confuses the students who then challenge authority.  A well-ordered registration provides a great start to the day.

The open school policy at Nicholas Breakspear allows student free, unsupervised access to all areas of the school – on arrival in the morning. At lunch times and break times, when the weather is fine students should either be in the canteen and hall or outside the building. Otherwise wet weather rules apply.
At Nicholas Breakspear staff endeavour to be consistent in Behaviour Management so that students are aware of the rewards for good behaviour as well as the sanctions for unacceptable behaviour.  The school has a Behaviour Management policy with specific sanction ladders.  You will find this and the new Behaviour Management policy on the teachers’ section of the school website.
The school has a system of merits which are used for positive affirmation and negative referrals for unacceptable behaviour.  A ‘Your Choice’ system has been introduced to deal with low level disruption. This has been formalised so that students are aware of the consequences of unacceptable behaviour in the school community.

7. COMPUTERS AND ICT EQUIPMENT
Staff have access to computers in the ‘quiet room’ which is situated at the end of the staff room.  There are also computers in the Learning Resource Centre, and one in the Trinity staff room. You need to see the network manager (Laurence Filmore), to set up a password in order to use the network.

There are six main network rooms in the school – The Learning Resource Centre, The HPL and rooms 43, 56, 57 and 61.  These are situated near the main staff room.  If staff from other subject areas wish to use a network room a booking folder is kept in the ‘quiet room’ ICT rooms need to be booked well in advance. Projectors and Projector screens may be booked for your lesson or assembly from Laurence Filmore. Again, please give him plenty of notice. A Digital Camera may also be used on a short term loan from the ICT Department. Room 61 and 56 are locked and need a code to access them. Please take note of the ICT documentation in appendix 1,2 and 3 of the new staff handbook which explains code of conduct regarding the use of ICT equipment for both staff and students.

(Appendix 1 is in the process of being up-dated)
8. BREAK AND BUS DUTIES

You are expected to carry out statutory duties.  This comprises of one break and bus duty per week.  The break and bus duty list is on the notice board in the staff quiet room.  It also shows you where your duty is for break time and between 15.05 and 15.25.  It is important that you are punctual for your duty and that you are pro-active during the duty.  

If you know that you will be away on a duty day, you need to arrange a swap so that your duty is covered.  Details of the duties are posted in the staff quiet room.  You will also receive a copy of duty rotas during the first week of term.
All members of staff are required to do break and bus duty.  Each duty team will have a team leader appointed to ensure the smooth running of the duties.  Break and bus duties will be fixed for the whole term.  It is essential that staff check their duty areas as specified on the wall in the Quiet Room.  Team leaders may ask staff to change their duties if necessary.  Attendance to these duties will be monitored by a member of SLT.

BREAK DUTY:

The purpose of this duty is to ensure the safety of students and to ensure that the NBS code of conduct is observed at all times.  The main areas to be covered are as follows:

(particular attention should be paid to litter and the school policies in respect of uniform and eating and drinking outside the NBS Diner)

	Inside (if raining):
	Continuous patrol of corridors, classrooms, staircases and toilets.

	Outside:
	Continuous patrol of the playground, fields, cycle area and pathways.  

	On doors:
	Ensure that pupils do not enter the building unless they are attending a club or a detention.


	1.Team Leader:

General Walkabout
	Patrol all duty areas. Check that all staff are in position. Please let PHN know, if they are not.

	2. Dining room entrance:
	Ensure that the fire doors are opened at the start of break, and ensure that pupils line up and enter the dining room in an orderly fashion.

	3. Cafeteria queue:
	Ensure that food is not being stolen from the cafeteria.  Pupils should not put items of food in their pockets or eat it before they pay for it.

	4. Dining room:


	Ensure that pupils tidy up after themselves and that they get to their next lesson in good time.

	5. Hall/dining room entrance:
	Ensure that pupils tidy up after themselves and that they get to their next lesson in good time, and that they do not take food out of the dining hall

	6. Foyer:
	Ensure that this area is kept clear and that pupils have a good reason for being in the building.

	7. Main door Humanities block (opp. Sixth Form ):
	Do not allow pupils access to the Humanities stairs.  They are allowed through the Quad or to a detention.

	8. Main door English:
	Ensure pupils have a good reason for being in the building.

	9. Trinity building (Languages):
	Check behind the small BTEC block.  Do not allow pupils in the buildings and keep them off the fields during winter.  

(Summer) Patrol the field: ensure that all pupils get to their next lesson in good time (ask them to go in 5 minutes before break ends).

	10/11Trinity building (RE/Music/Drama)

(11 break or bus duty only)
	Do not allow pupils in the buildings and keep them off the fields during winter.  (Summer) Patrol the field near Science. Ensure that all pupils get to their next lesson in good time (ask them to go in 5 minutes before break ends).


[image: image2.wmf]
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If a member of staff knows that they are going to be away from school on a duty day it is their responsibility to ensure, by mutual arrangement, that a colleague undertakes the duty instead.  It is only by duties being undertaken conscientiously and efficiently that the school can function for the good of all.  The rest of the team will cover any member of staff who is away unexpectedly.  The team leader should check on absences and make such adjustments as necessary.

END OF DAY BUS DUTY:

The purpose of this duty is to ensure the safe and orderly embarkation of students onto their buses.  Staff should ensure that they are punctual for their duty and go directly to their designated positions at 3.05 pm.  

There should be no reason for students to be on the car park before an adequate number of supervisory staff.

Duty should be seen as a priority and classes taught by duty staff may be dismissed a little early and come to the car park with the member of staff.
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BUS DUTY POSITIONS:

1.
Team leader

2.
Playground Year 7/8 queue

3.
Playground Year 9 queue

4.
Playground Year 10/11 queue

5.
Playground (ramp/runner)

6.
Main bus area (at foot of steps)

7.
Main bus area (Sixth Form canopy)

8.
Car park entrance (by speed bump)

9.
Public bus stop 

10/11
Trinity car park (for students being picked up)

1.
Team Leader – supervises the overall operation.  Refer to bus duty list.

2,3,4,    Playground duty:  Staff should ensure that students are in the appropriate areas on the playground and allow students on to the ramp only when the coach is called.

5.
Playground ramp: assists team leader in maintaining good order while students are waiting to board buses and calls pupils to their buses when they arrive.

6.
Ensure that pupils move onto the buses or into the playground as quickly as possible.

7.
As 6 – clear this area.

8.
Stopping cars coming into front of school and ensuring students (including 6th form) do not board buses until the bus entrance is over the speed bump.

9.
Public Bus stop – please ensure that pupils board the public bus in good order. Move to main car park when movement stops in this area.

10/11
Trinity Building car parks – ensure that students only get into cars on the car park.  Please move to main car park area when movement stops in this area.

The bus duty should end at 3.30 pm with the exception of the person on late bus duty.  This person will be required to stay late to ensure the safe dispatch of any late transport.  Details of this are on the late bus duty rota, displayed in the Quiet Room.

It is the responsibility of the team leader to ensure that there is a full complement for any duty team.

BUS DUTY PROCEDURE:

At 3.05 pm students are to walk to the front of the school to board buses.

If their transport has arrived they may board immediately.

If their transport has not arrived they should go immediately to the playground and wait in an orderly manner in the area allocated to them.  The students should form orderly lines in Year groups and wait to be called for their bus.

No student is to remain at the front of the school after 3.15 pm except 6th formers, who may wait under the main entrance canopy.

Students who assemble in the playground should wait there until called by a member of staff assigned to checking coaches in.  The students should then walk to the coach under the supervision of a member of staff.

Students being picked up by car must wait in front of the Trinity building.  It is very dangerous for students to get into or out of cars in Colney Heath Lane.  Pick-ups cannot be allowed on the main car park and all duty staff must ensure that buses and coaches have unimpeded access.
9. DINNER DUTIES

Lunch duties are not part of directed time and are undertaken voluntarily by members of staff, with the exception of members of the SLT, for which they are compulsory.
Lunch duties are paid for by the school on the following basis:

£7.30 for a 30 minute lunch time session (check with Jason Mallory)
OR
5 days of free meals for a 30 minute lunch time session. Please see PHN for more information.
10. COMMUNICATIONS

There is a meeting of all staff in the staff room at 8.15 on Mondays, Wednesdays and Fridays.  The purpose of the meeting is for important whole school information and Key Stage information to be imparted to staff.  It is important to have your diary with you so that you can make a note of any notices, which apply to you or to your form group. A printed copy of the notices appears on the general notice board by first lesson for anyone who is late or absent that day. 

On Tuesdays all tutors and attached teachers meet with their respective Head of Year at 8.15.  On Thursday all staff have a departmental meeting at 8.15.
11. STAFF COVER

Cover
Under the new requirements teaching staff will be required to do no more than one cover lesson per term.  The cover board is situated to the right as you go into the main staff room.  You will need to check every morning and afternoon in case you are being used for cover.  The cover sheet states which lesson, room and class you are covering.  

If there are any problems with the cover please see Bernie Whittle or a member of the SLT.  Bernie Whittle is in charge of cover.
An ABC of NBS

Absence
Known absence

Permission for non-compassionate leave of absence such as interviews, moving house, should be sought in good time from the Deputy Headteacher (Bernie Whittle) for teaching staff or the Business Manager for support staff.  Leave of Absence for Professional Development and trips should also be sought from the Deputy Headteacher, Bernie Whittle.  The ‘Request for Cover’ should then be completed (available from the office, and pinned to the staff room notice board) and passed onto Bernie Whittle. These forms should also be filled in regarding lesson observations and internal meetings or examinations.  Please inform your Head of Department as well so that he/she is aware of classes being covered on that day.  Appropriate work should be left for all classes with registers in the classroom and a copy of the cover work should be put by the cover board in the main staff room as well.

Requests for compassionate leave of absence (illness of relative, funerals, paternity leave, etc) should also be made to the Deputy Headteacher, on the ‘Request for Personal Leave of absence’ form.Please see Appendix 4 for more information (Staff attendance Policy)
Unknown absence

If you are unable to come to work through illness you must telephone the school either the previous evening or before 7.30 am.  If the switchboard is not manned you may leave a message on the answerphone.  The number for the answer-phone and the school office is the same - 01727 860079. ext 228 (Leave a message with Mikki Keohane)
It is also helpful to contact your Head of Department so that he/she is aware of cover lessons that day.

When you know the date of your return to school you must confirm this with the office.  After an illness you must also see the Headteacher on your return to work.  Please refer to the staff attendance policy, which deals with this issue in more detail. (See Appendix 4)
Activities Week
Activities week now takes place in June/July and gives subject or pastoral leaders the opportunity to take whole yr groups on Curriculum trips. Year 10 Work Experience also takes place at this time. The whole timetable is suspended for three days.
Assemblies

Assemblies for year groups take place between 8.30 and 8.50 in the Main Hall. (Pope John Paul II Sixth Form Block for Year 12/13) The Senior Leadership Team and Heads of Year take most assemblies.  There are also form assemblies from time to time. These will follow a theme and will be lead by the Form tutors. 

If a year group has an assembly the forms must come straight to the Main Hall for 8.30 prompt.  Registration of students takes place in the Hall at the end of the Assembly.
Attendance Registers in lessons
Register your students on SIMS during the first ten minutes of each lesson so that regular absence or truancy can be picked up.  In addition, if a problem occurs during a lesson then staff can easily identify who was not in lessons.

Calendar
The school calendar is collated in the summer term and published in September for all staff.  All key dates for the year are entered into the diary.  A termly diary is also sent to parents. Trips for the year are also published in the diary.  Any extra trips need to be accepted by the Trips Co-ordinator (Jane Giles).
Child protection

Any matters concerning child protection should be referred to Bernie Whittle: Deputy Headteacher.
Classroom area rules

Students are not allowed to eat or drink in classrooms or in corridors. Students are only allowed into their own form room and must meet friends in the common areas of the school.  During lunch time while the weather is fine students are to go outside. 

Contracts

If you have any problem with your contract or your salary slip, then please see the Finance Manager (Jason Mallory) in the finance office in the main admin area.  If you have gone through the Threshold it is advisable to inform the Finance Manager.
Courses

If you are applying for in-service training you need to fill in a school in-service training form and get it signed by your Head of Department/area.  These forms are available from Paul Hearn.  The form must then be given to the Assistant Headteacher in charge of staff development (Paul Hearn) who will then check whether you can go on the course.  Factors which determine acceptance are school/department/personal priorities, school commitments on that date, cost, location and budget.  If you are accepted on the course Jean Day will book it for you.  Before you go on the course you must remember to fill in a Request for Cover form which must be signed by the Deputy Headteacher. (Bernie Whittle)

Cover system

You will be required to do no more than one cover lesson per week.  The cover board is situated to the right as you go into the main staff room.  You will need to check every morning and afternoon in case you are being used for cover.  The cover sheet states which lesson, room and class you are covering.  If there are any problems with the cover please see the member of staff in charge of cover in the office immediately.
Cleaning and Maintenace

If you have any issues with cleaning please write comments in a comment book in the school office or e-mail cleaning. Any requests for jobs for caretakers must be e-mailed to maintenance.
Detentions

Departments and Individual teachers organise their own department detentions for students.  Your head of department will let you know of the system in your department.
Duties

Teaching staff have to do a break and bus duty once a week.  The rota is on the duties notice board in the ‘quiet room’ and is changed every term.  You should go to the duty position indicated on the rota.  Staff willing to do a lunch time duty are either paid or given free lunches for the week.  Please see the Paul Hearn if you wish to do lunch duties.
Fire drill
The fire alarm is a continuous two-tone pitch.  If the fire alarm goes off you should wait for one minute.  If it continues after this time you should vacate the building as quickly as possible and bring your class to the main playground and go to the designated area.  The following procedures should be followed on vacating the building:

· Ensure that all windows are closed.
· Lead the students out of the classroom and appoint a student to be the last out to ensure that the door is closed.
· Students must walk quietly so they can hear any instructions from you.

· Once the students leave the building they must not re-enter it.
· Students should line up in the main playground in form groups with the rest of their year in designated areas – Years 7, 8 and 9 in the tennis court area, Years 10, 11 and 6th form in the playground area by the field.

· If you are a tutor, register your form group and report any missing students to the Head of Year immediately.
· If you are attached to a year group, report to the Head of Year.
· If you are unattached, report to the Business Manager.
· If you are a trained Fire Warden you should do a sweep of your allocated area.
Once everyone is accounted for by the Heads of Year and the Business Manager, these people are to report to the Fire Officer, Graeme Rose.

A practice fire drill takes place once a term.

Health and Safety

There is a Health and Safety Policy in the school handbook.  If there are any concerns about health and safety speak to either the site manager or the Headteacher.

Holiday opening times

The school is open most weekdays during the holidays.  The site manager puts times of opening at the front entrance.

Homework and Homework diaries

All students up to the Sixth Form have a set homework timetable which is in written in the back of their homework diaries.  Copies of the homework timetable are kept on the Key Stages board in the main staff room.
All students have homework diaries.  During lesson time students should put them out on the tables even if it is not a homework night.  Homework diaries can be used to communicate messages to parents and to indicate when a student has received an award or a detention.   
Individual Education Plans
How to find Student IIP’s

Dept Folders Edgroups(Q)

Then go to

SEN shared

Then go to

IEP view

Then go to the year group you want

Improvement Plans

The school has an annual cycle of School Improvement plans (SIP), Department Improvement plans (DIP) and Personal Improvement plans (PIP).  The Personal Improvement plan is part of the Performance Management process.

Interim Grades and Predicted Grades

At specific dates in the Autumn term grades are required for students in term of attitude to study, completion of work and homework as well as predicted GCSE/AS level grades with appropriate years at Key Stage 4.  Detailed grading criteria are available in the Assessment, Recording and Reporting policy available on the network.  Grades are entered on the network and the school then sends the interim reports and grades home.

Learning Support/SEN
Lillian Foreman is the Learning Support Co-ordinator.  If you need any information on a student regarding special needs she has detailed files on all of these students.  Brief information about students who are on the Special Needs register appears with the student groups on the network.

The school has a number of support staff who help to ensure that learning takes place as much as possible.  Learning Support Assistants may be allocated to some of your groups.  Please help them by ensuring that they know as much as possible about what you are teaching and discuss the best way to help the students they are assigned to.  If you want any more advice see Lillian Foreman.

Learning Resource Centre

The Learning Resource Centre is situated on the ground floor of the main building.  If you wish to take books out you need to see the librarian to arrange this.  In addition, if you wish to bring a class into the library you will need to book this with the librarian.

Line management
At NBS the Headteacher is the line manager of the Deputy Heads and Assistant Headteachers, the Senior Leadership Team are line managers to the Heads of Department/Area and the Heads of Departments/Area are line managers to staff in their department or area.  For support staff the Business Manager is the line manager.  Issues are usually discussed through line managers and, in most cases, the line manager is also the person responsible for Performance Management reviews
Lunchtime procedures

Students who eat in the NBS diner go into lunch on a rota basis which is printed at the top of the weekly diary.  If students need to be with you for a club or practice you will need to give them a signed early lunch pass. On fine days all other students should be outside.
Medical Information of students

Any medical information regarding students is usually placed on the year board in the staff room.   

Medical Room and First Aid

The medical room is situated off the administration corridor between the office and the staff room.  Unless it is an emergency students who are unwell should report to the school attendance officer, Tracey Clamp, with a movement slip, before being sent to the Medical room. Mikki Keohane is in charge of first aid.  In an emergency ring the office or send a student to fetch a first aider. Qualified first-aiders at the school are Mikki Keohane, Karen Hatherley and Lynn Allen.
Meetings

A cycle of meetings takes place throughout the year, usually on Tuesdays between 15.25 and 16.25.  The following meetings take place on a regular basis throughout the year: Curriculum Managers, Heads of Year, Department planning, Tutors and full staff meetings. 

Minibus

The school has two minibuses which may be used by staff provided they have passed a minibus test.  Staff wishing to do the test should ask the bursar to be put on the waiting list for testing.  Staff who have passed the test must book the minibuses in advance through Jason Mallory
Mobile phones.
There has been a minor change to the school’s policy regarding mobile phones.  The policy regarding pupils and mobile phones has always been that they hand their mobile phones into the school office in the morning and collect them at the end of the school day.  However, for some time now this policy has become difficult to manage and is not proving to be effective.  It is for this reason that we have decided that, as from September 2010, it will no longer be compulsory for pupils to hand in their mobile phones to the school office.  However:
1. We still strongly advise that pupils hand in their mobile phones to the school office for the day, to ensure that they are kept safe from damage and secure.  If pupils fail to follow this advice, the school will not take responsibility for damage to or loss of mobile phones

2. If pupils choose not to hand in their mobile phones to the school office, they must NOT be used at ANY time during the school day.  If pupils have a mobile phone in their possession during the school day, it must be kept switched off and out of sight for the entire day (including break and lunch times).

3. If a pupil gets their mobile phone out at any time during the school day, if they use it during the school day or if it is heard during the school day, it will immediately be confiscated by a member of staff.  If this happens the mobile phone will only be returned when a parent collects it from the school office.  In basic terms the pupils can remember this rule as ‘see it, hear it or use it… you’ll lose it’!
Money

Students are asked not to bring in large amounts of money.  If they do so for a good reason, it must be handed into the office for safekeeping.  Money from students for school trips should be handed directly in to the office by students in an envelope with the name of the student and the trip clearly marked on it.

Movement slips

Students should not leave the classroom during lesson time, even to go to the toilet.  If a student has to leave the classroom for any reason staff must fill in a movement slip for that student which is located at the back of their diary.
Negative Referrals
Yellow negative referral slips are available from the ‘quiet room’.  If an incident occurs in the department the negative referral should be passed to the Head of Department for countersigning.  If an incident occurs elsewhere the referral should be passed straight to the Head of Year. A green tray for referrals for each Head of Year is situated in the ‘quiet room’. Please refer to the staff discipline procedures for further guidance.
Newsletter

A half-termly newsletter is sent home for parents, students and governors.  This covers a range of events that have happened in school as well as information for parents.  Anyone wishing to contribute to the newsletter must give items to Jason Mallory by the deadline given.
Open Evening

The Open Evening on the 22nd September is when prospective parents have the opportunity to look around the school.  Departments open up their areas and many departments have volunteer students to show prospective parents and students what the subject is like. The day is a half day to give departments a chance to prepare displays, rooms and activities. Departmental helpers must be booked well in advance.
Open Mornings
Parents will visit the school, and will be given guided tours around the school from 10.00 pm until12.00 pm from the 27th Sept until the Autumn half term on most days with the exception of the target setting days

Parents Consultation Evenings

With the exception of Yr 12/13 and Year 8 these take place during the Spring term usually on a Thursday evening from 4.30 to 7.00 p.m.  They always take place in the Main Hall and NBS diner. The teacher will make appointments with pupils the week before. 
25th Nov: 
Year 8 Parents Evening

9th Dec:
Year 12/13 Parents Evening

20th Jan:
Year 11 Parents Evening

10th Mar:
Year 9 Parents Evening

17th Mar
Year 7 Parents Evening

31st Mar
Year 10 Parents Evening

Performance Management

The NBS Performance Management policy and Performance Management booklet is available on the network in ‘Edgroups’ in the file ‘Performance Management’.  New staff will need to arrange a Performance Management objective setting meeting with their team leader within the first half-term. The deadline for all initial reviews and target setting meetings to take place is the 31st Oct 2010. The Performance Management booklet and hints sheet will help you through the process.  The Assistant Headteacher i/c Staffing oversees the Performance Management process and you can see him if you need any help.  Classroom Observation for the Performance Management process takes place in the Spring term and the review meeting takes place in September on an INSET day.

Photocopying

If you want anything photocopied in bulk please give it to Debbie Stephens, who is in charge of reprographics in the John Paul II Sixth Form Centre. (A form needs to be filled in and signed by a Head of Department for large quantities) Requests for photocopying can also be e-mailed to Debbie. If you want to do your own photocopying there is a photocopier in the staff quiet area. You will need a Departmental code from your Head of Department or line manager. 

Policies

All schools have whole school policies and there are too many to mention here.  The school policies are on the staff section of the school website and your mentor will go through them with you whenever necessary. They will also form part of the new staff support programme.  The policies, which you need to be most familiar with initially, are the Rewards and Sanctions policy and Assessment, Recording and Reporting policy.  

Presentation Evening

Presentation Evening takes place on the evening of 12th July 2011. All staff are invited to attend.  It is an opportunity to celebrate the achievements of the A-Level and GCSE students as well as to give specific prizes to students who have done particularly well.  A guest speaker is invited. 
Professional Associations

It is advisable to join one of the Professional Associations, which can offer legal advice and support, preferential insurance schemes and general professional advice.  The three main unions NUT, NAS/UWT and ATL are all represented.  The following staff are the union reps:

NUT


TBA
NAS/UWT

Lillian Foreman

ATL


TBA

Unison

TBA
Professional Development
If you are an NQT, apart from the in-house training offered to you, you will be given the opportunity to attend Hertfordshire Educational Service’s NQT Induction and follow-up courses.

The school is allocated an in-service training budget from HES (called the Standards Fund). Training requirements are prioritised in the following way dependent on funding:

· School Improvement priorities

· Department Improvement priorities

· Personal Improvement priorities

Training needs must be linked to one of the above.  Performance Management reviews also indicates professional development needs.  Funds are then allocated depending on the priorities for the year and on the budget available. 
It is important that you discuss with your line manager your professional development so that he/she is aware of your needs.  
.

Promoting the school
The school is always seeking to promote itself in the local press and in the Catholic community.  If you have anything which you would like to promote please see the Director of Marketing, Paul Hearn. 
PSHE programme

All students follow the PSHE programme during the pastoral lesson.  This programme is organised by Barry O’Sullivan in conjunction with the Heads of Year.  If you have any questions about the pastoral programme ask your Head of Year. The Pastoral lessons follow a rolling programme on the timetable.
Reporting system

During the course of the year parents receive an interim grade (Autumn term), have an opportunity to meet teaching staff at a Parents Consultation Evening (Spring term) and they receive a full written report at the end of the year (Summer term) apart from Years 11, 12 and 13 who receive reports in the Spring term.  Details of the reporting system are in the Assessment, Recording and Reporting policy on the For Teachers section of the school website. Dates of deadlines for data collection are in the school calendar.
           Registers
A register must be taken at the start of each lesson using the SIMS system. See appendix 5 for further details
School trips

The school has a school trips policy which is available on the network.  Staff organising any school trip must follow the procedures laid down in the policy.  If you need any help/advice speak to the Trips Co-ordinator: Paul Hearn
Senior Leadership Team

The Senior Leadership team consists of the following staff:

Headteacher:






Philip Jakstza
Deputy Headteacher:

Inclusion/Curriculum
Bernie Whittle
Acting Deputy Headteacher:    
Timetable/Curriculum
Stuart Boatwright
Assistant Headteacher:

 KS3 Curriculum/SEF
Stuart Borrill
Assistant Headteacher:

 KS4 Curriculum

Merry John

Assistant Headteacher: 

14-19 Curriculum

David Church
Assistant Headteacher: 

Staffing/SIP/Marketing
Paul Hearn
Assistant Headteacher:

 Director of Specialism
Tanya Angus 

School Business Manager





Angela Chisholm
These staff are on call if you have a serious problem which cannot be dealt with by your Head of Department.  If such a case arises send a student to the office to ask for a member of senior staff.
  SIMS
All registers, reports and student data is kept on SIMS. If you have any problems accessing SIMS please see Suzanne Roberts, the data manager in the main office. You should be issued with a lap-top which must be returned to the school when you leave.                                                                  
Smoking

Nicholas Breakspear is a non-smoking school. Staff are not allowed to smoke on the premises.  Students who are caught smoking on the premises are immediately suspended.

Staff dress code

Staff are expected to dress appropriately, maintaining high standards of presentation which are expected of professionals.  Male staff are asked to wear a collar and tie.  Items such as shorts and leggings are considered to be inappropriate.
Student illness in lessons

If a student says he/she feels unwell during your lesson, send them to Tracey Clamp, the attendance Officer, in the Inclusion offices with a movement slip.  In an emergency telephone the school office or send a student for a first-aider. (Tracey Clamp or Mikki Keohane)
Target Setting/Review Days
All students from Years 7 to 12 have an opportunity to discuss their progress with their form tutor during a mentoring interview once a year. 
This Year these days take place on the following days, where there is no formal timetable: 

Thursday 14th October: 
Target Setting Day 1

Friday 15th October: 
Target Setting Day 2

Monday 1st  July:

Target Review Day 1

Tuesday 2nd July:

Target Review day 2
Teaching for Learning

All new staff will have an induction session about the policy and will be given a hard copy of the Teaching for Learning policy and handbook. 
Transport

Most of our students are transported to and from school by coaches arranged by Hertfordshire County Council.  If you have any queries about transport see Andrea Harvey, Transport Co-ordinator.
Webmail
This is a useful form of internal communication within the school

Webmail is available to all staff from home (and anywhere else in the world, for that matter!). As long as you have an internet connection, you should be able to access your emails in the following manner:

 
1. Open Internet Explorer. (Although you can use other browsers such as Firefox, Opera and Safari, Webmail works best in Explorer) 

 
2. Type https://mail.nicholasbreakspear.herts.sch.uk into the address bar. (Note that it is https:// and not http://) 

 
3. You will be asked about a security certificate. Press Yes or Continue. (Depending on your browser, the message will be slightly different) 

 
4. You will not be prompted for a username and password. Type in your username (the same username as you use to logon to the computers in the school) with domain\ preceding it. For example, if your username is smithj then when logging into Webmail from outside the school, type domain\smithj into the username box. Your password remains the same password as you use to logon here. 

 
5. You should now be in Webmail. 

 
6. Remember to click Log off when you have finished, especially if you are using a public computer (i.e. in a Library or Internet Café). 

 
If you have any questions regarding Webmail, please contact Laurence Filmore.
 
Website
If you want anything to appear on the school website, particularly if it relates to supporting Independent Learning, please e-mail any material to Paul Hearn, who will put it in your Departmental area on the website. 
Working Groups

From time to time working groups are set up on a voluntary basis to consider certain issues to help the school to improve.   Working groups in the past four years have included the following: Rewards and Sanctions, Home-School agreement, Leadership and Management, Literacy, Accommodation, Assessment, Recording and Reporting, Assemblies, Performance Management, Bullying and Teaching for Learning and the 6th Form.
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