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Barton Seagrave
Toolkit 2022

Please decide at what level you meet the criteria and then fill in the school evidence box with as much evidence as you see fit to prove that you meet the standard. The guidance and possible evidence box are there to help you, but if you feel there are other ways you can show it then please do include them too.  Reference any appendices and attach them to the email.

	We have a manageable and appropriate workload

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Is appropriate PPA time given?




Are staff meetings and briefings for an appropriate amount of time?

Is workload appropriate for the job description?

Do staff feel able to have a homelife with time for relaxing?





Is time provided for leading core subjects or other areas of responsibility?
	POSSIBLE EVIDENCE

Examples of release and duty timetables
Use of HLTAs’
Staff meeting timetables
Survey data




	SCHOOL EVIDENCE
PPA time is once a fortnight as a whole day away from the school premises: this is still preferred by staff, as there are no interruptions or distractions, therefore they can focus on their PPA. This has proven to be more productive. HLTAs cover PPA time for teachers.
Staff meetings are from 3.30pm until 4.45pm. If the meeting finishes early, staff fill the remainder of their directed time as directed by the Head Teacher (HT). 
Some staff members manage their time well and can separate their home and work life. This also depends on their role. Some staff members come to work early and leave later, so that their weekends are completely free. Others do not take work home at-all, as they are paid pro-rata. Some members of staff take work home, as they feel it ‘comes with the territory.’

Coordinator time is given for teachers’ area of responsibility and these times are covered by HLTAs. Coordinator is taken on school premises. 






	We value and prioritise staff’s health and understand the need to rest and recharge.

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Do you have quality facilities for all staff to eat at lunchtimes?
· Is there enough cutlery?
· Is there enough equipment? (Microwaves, stoves etc)
· Are there appropriate tables and chairs to eat effectively?
· Are there different choices of seats to sit on?
· Do staff get subsidised school meals?





















Do you provide refreshments free of charge?


Is your staff room welcoming?


Are there enough toilet facilities for all the staff?

Do staff feel able to ‘take a break’ at lunchtime as their workload allows it?
	POSSIBLE EVIDENCE

Photographs
Staff testimonials
Staff survey data
Site plan







	SCHOOL EVIDENCE
The staffroom has two microwaves and a large fridge with a small freezer. There is a dishwasher. We have a four-slice toaster. We have a ‘boiling water tap’. There is plenty of cutlery. We have 35 easy chairs and 11 side tables, plus a dining table and eight chairs. There is also a workstation with three desktops for staff use. Staff lockers and pigeon holes are also located in the staffroom. The staffroom door is kept closed to create a safe and confidential space for staff. The head teacher has recently donated his coffee machine to the staff room. 
I have suggested to the adult who collects the milk for staff drinks that the milk be stored in the larger fridge in another kitchen, as this will free up space for staff lunches in the staff room.  
EYFS has its own fully equipped kitchen.
Acorn (our before and after school club) has access to another of our kitchens, which is checked by the environmental agency. This is also a fully equipped kitchen.
In the centre of the school is another fully equipped kitchen with a large larder fridge (where the bulk milk for staff drinks is kept) and separate freezer. There are three picnic benches on the school field for staff use during the summer months.
Staff do-not get subsidised meals; however, they can pay for school dinners provided by Dolce (our outside catering company). With so many staff, there is not the budget to subsidise school lunches.
Tea, coffee, sugar and milk are provided with no charge to staff.
The staffroom is light and airy with good ventilation. Staff are encouraged to sit with different colleagues from across the school and this is led by example. 
There are five toilets plus four accessible toilets for staff use in school.
Staff are encouraged to take at least a 15-minute break throughout the day. I check in on staff that I am working with and encourage others to do the same. Other staff encourage colleagues to take a break throughout the day.








	We have a member of staff in charge of wellbeing who is not on SLT

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Is the role set out as part of a job description?

How does the Wellbeing Lead feedback to SLT?



Is there a Staff Wellbeing Working Party (or similar) and who sits on it?
	POSSIBLE EVIDENCE

Job descriptions
Staff survey data

	SCHOOL EVIDENCE
I have two separate job descriptions; one for my Wellbeing Coordinator role and the other for my HLTA role.
I give ongoing verbal feedback along with a written report to the headteacher and deputy headteacher. 
There is not currently a Staff Wellbeing Working Party, however there are colleagues who help with any events that are organised by me. All staff are encouraged to organise events for the school: this could be as a whole school or within year groups or Key stage groups. A year six member of staff organised a whole school sweepstake for Strictly Come Dancing and the PE teacher organised a World Cup Football sweepstake. 
A year four teacher organised a Red Nose Day event. These were warmly welcomed and well supported. We have a Macmillan coffee morning once a year, organised by me and another HLTA. 
EYFS have attended an offsite charity event, that was organised by a member of their team.
Year Five supported a colleague who directed a pantomime for her local amateur dramatic group. 



	Wellbeing is covered in CPD sessions 3 times a year

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Is wellbeing CPD available to all staff?



Are practical wellbeing strategies introduced?

Is health advice incorporated into CPD?
	POSSIBLE EVIDENCE

Staff meeting agendas

Training timetables
Staff testimonials



	

Wellbeing is constantly considered and spoken about throughout the year, especially at staff meetings, when the Headteacher is mindful of time. 

We have a caring team who support each other. I signpost colleagues who need extra support. The staff noticeboard has details of an outside agency.

Our latest training day was to allow all staff to come together to discuss the 2023 / 2024 academic curriculum. To enable year groups to share good practice, plan to enable best use of teaching time and so feel less pressure and to lighten the workload for the whole school and so help to improve wellbeing.
The feeling was that staff liked the day and thought think that the curriculum spread across the year is better than across a term. Year groups have been encouraged to make decisions that best suit them and their team.
Jane Powell led the training, which gave a less corporate feel; allowing staff to speak out more. Jane explained that some things are out of leadership control, however they are very aware of the expectations being asked of staff. This day was to try and lessen the pressures.
Subject leaders spoke and said that they are always available if anyone needs them and were reminded of where to find resources etc.
Chester House is the venue for our next training day on 5th June 2023. This will be a special day for all staff. Lunch is to be provided for everyone. There will be activities to enjoy. It will be a time to work as a whole school team. I cannot provide a timetable for this, as the agenda is yet to be finalised.








	We operate flexible working strategies

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Is there flexible access to school during the holidays?


Is PPA allowed to be taken at home?




Does your school offer part time and job share contracts when available?


Are staff allowed (within reason) to attend their own children’s school events?


Does your email policy allow people to work at a time that suits them without disturbing others?


	POSSIBLE EVIDENCE

Staff testimonials
Staff survey data
Staff list with days shown
School policies




	Yes. The site supervisor informs staff as to when the school will be open and when he will be in school. The bursar and office staff are contracted to work for part of the school holidays.
PPA is permitted to be taken at home and this is preferred by staff.
Part time and job share contracts are available in the school. We currently have one Reception class, one Year One class and one Year Six class who are job shares. These members of staff cover each other’s PPA. 
We accommodate staff’s requests to attend their own children’s school events where it is reasonably possible to do so.
The email policy was part of the agenda at the Wellbeing session when Ross Gill visited the school on 16th March 2022, with a follow up session on 23rd March 2022.  It has been noted that emails have reduced since the training days. Staff are reminded that it is their choice whether they answer emails etc out of directed hours. Email recommendations will be included in the Staff handbook as of September 2023. It is also included in the draft Wellbeing policy.
We have a draft Wellbeing policy (attached) that must be sent to Governors for approval before it can be shared with staff.







	We implement the Find Fifteen Initiative

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

How do you encourage staff to ‘Find Fifteen’? 
 
How are lunch and break duties allocated to allow everyone a chance for a proper break? 
 
Do all staff have to attend assemblies? 
 
Do support staff have to work at lunch times? When else do they have a break? 
 
Do leaders and heads schedule time for a break during the day? 

	POSSIBLE EVIDENCE 
 
Duty timetables 
Staff testimonials 

	Although I have not posted a ‘Take Fifteen’ in staff pigeon holes this academic year, we all constantly ask if each other are ok. We make sure that we all have comfort breaks throughout the day and have time to eat and drink.

Lunchtimes are staggered for the children, allowing Teaching Assistants to have lunch and cover a duty, if required. SLT cover lunchtimes to ensure all staff have at least 30 minutes break for lunch.

	
Staff absence is managed effectively and is as low as possible

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

What percentage of your budget is spent on supply?

Do you provide private health care?

Is there access to free advice and support?








How do you promote good health?



Is it easy for your staff to eat and drink healthy choices during the school day?





Is ventilation adequate?











Does your school hold back to work interviews?
	POSSIBLE EVIDENCE

Budget data
Healthcare information








	
	We have continued to keep our supply spending very low. To date we have spent 0.01% on supply. (This is a confidential document.) Members of staff who job share cover each other’s PPA.
We do not provide private healthcare.
Staff have free access to Medi-gold health, which is an Employee Assistance Programme designed to help staff deal with personal and professional problems. The helpline is available 24/7 365 days a year. Details of this are on our staff notice board located in the staff room.
We do promote good health by encouraging good use of time management; teachers are allocated a full day for coordinator time and management time. PPA is taken off site to avoid distractions. 
We have an excellent cleaning regime that is provided by our housekeeping staff. The housekeeping staff also clean the staffroom thoroughly throughout the day. It is habitual for staff to ‘look out for each other’. We will make each other drinks. Many members of staff took part in the Christmas sharing lunch with colleagues. Those with allergies joined us in the staffroom, but organised their own lunches. 
The school is well ventilated; classroom windows are slightly open during the day and classroom doors are open to the outside during breaks.
Staff are always paying compliments to each other. They will put a little treat in a colleague’s pigeonhole as a thank you, or if they are looking / feeling down they will ask if they would like to talk. I have been the recipient and giver of these acts of kindness. I received an email from a colleague who I don’t usually work with. She saw that I was upset and wanted to check in on me.
If there has been a long-term absence, MK and MC will contact staff via phone calls to check on their wellbeing. I will also message colleagues to see how they are and ask if they need anything. Prior to returning to work, staff are encouraged to liaise with their colleagues to ‘get up to speed’. On returning to work, MK or JP meet with the returning member of staff to ensure that they are happy about returning to work. I have compiled a short questionnaire for any returning member of staff to complete, just to check that everything is in place for their return and they are happy. 




	Our staff enjoy working at our school and are happy with their job.

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

Does your staff survey reflect that?


Were there any 1-4 values noted in the range for the survey analysis? How are you addressing these?



How long do staff stay (on average) at your school?

	POSSIBLE EVIDENCE

Staff survey data







	I Enjoy My Job - Average score: 8:2   Range: 4 -10
I Feel Happy at Work – Average score: 7:9 Range: 3-10
End of term pressures were addressed at our training day on 31st March 2023. Teaching staff were told that the curriculum was to be delivered throughout the academic year rather than as a block. This was seen as a positive move by the staff and felt the feeling of being overwhelmed would be reduced and targets being more realistic and achievable.

The shortest term (as of March 2023) is four months. Our longest serving member of staff is 29 years. I cannot provide evidence for this, as it is a confidential document.








	Our wellbeing offer is fair and inclusive for all staff.

	FULLY MET / PARTIALLY MET / DEVELOPING

	GUIDANCE

What different strategies/initiatives have you put in place for non-teaching members of staff to reflect how their needs may be different?

How are religious/cultural needs taken into account?







Think about different members of staff and their needs, such as menopause, maternity, supporting ECTS, ensuring men have a support network. 


How is diversity embraced to give everyone a voice and representation?
	POSSIBLE EVIDENCE

Staff survey data
Photos
Policies
Testimonials






	SCHOOL EVIDENCE

There are TA meeting times – to share good practice etc. These are held during an assembly by a member of SLT. We have an ‘open door’ policy which enables and encourages sharing of good practice between teams at any time.
As a school, we recognise and celebrate different religions and cultures through our teaching. To raise everyone’s awareness, we encourage the children and adults to share their own family experiences with their peers at any given opportunity (birthdays, Christmas, Diwali, Easter, Eid, and Chinese New Year…). We recognise different religious festivals during assembly time and have display boards around the school to celebrate different events.
We always endeavour to accommodate staff and their differing needs. Recently, a member of staff commented to me of how she felt our headteacher and bursar were compassionate to her when she went to them regarding a very personal matter.
This question is a difficult one to answer, as here at Barton Seagrave Primary we continue to employ people on their merit, regardless of religion, cultural beliefs, creed, ethnicity, gender, sexual orientation, physical ability, age or background. We continue to embrace all and see everyone as equal, whilst also treating people fairly and with respect. We provide fair opportunities for all and always encourage CPD. I received praise for completing my Counselling Level Three course and was asked if I had felt it useful and what my next steps would be.
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