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1. Chief Executive’s Infroduction

Dear colleague,

Welcome to the YES Trust Handbook and Code of Conduct, designed to help you
understand who we are as a Trust and the expectations we have of each other.

A copy of this document will always be available on the Trust intranet and via your office
manager.

The Youth Engagement Schools (YES) Trust is a multi-academy trust based broadly in the
North West. Together, we have developed a growing family of schools which makes a
difference for children and young people. As we continue to set and raise the barin all
the work we undertake, we are keen to maintain our national recognition as one of the
highest achieving alternative and SEN multi-academy frusts in the country.

Our ability to make that difference rests on our vision and ‘The YES Way’, which include an
absolute belief in the importance of collaboration and mutual support, and on our
recognition of the Trust as a family of schools in which colleagues are equally valued. We
want to continue this further, and to become the employer of choice for teaching and
support staff across the region.

Our ability to develop a reputation as an employer of choice depends on two things;
Firstly, we must have in place the systems for internal recognition and support which allow
colleagues to thrive and to develop in their role; Secondly, we must be clear about
reasonable professional expectations, so that colleagues understand what is required of
them, and are confident in their ability fo deliver.

The purpose of the Trust Handbook is to provide clarity and to share information on how
we support colleagues in the interests of the children and young people in YES Trust
academies. It applies equally to all employees and partners of the Trust.

| hope that you will find it useful.

With my very best wishes,

Mr. Nic Brindle
Chief Executive
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2. Who are we?

2.1 Our Vision

The YES Trust strives to provide an outstanding education for every vulnerable child under
its care. We work collaboratively to achieve the best possible outcomes for all young
people, in an environment where partnership is valued, and success is celebrated.

Our education delivers real life experiences for learners and promotes independent
enquiry and stimulates intellectual curiosity, whilst developing a strong sense of individual
inspiration and achievement along with personal belief and confidence. Our learners are
supported to fulfil their potential and make unparalleled progress. They leave our
academies prepared for the next phase of their education and with opportunities to
become future inspirers.

We believe:

e All children have aright to a quality education regardless of background or ability
and have an entitlement to the opportunity of a secure progression route in their
learning and development.

* Schools are stronger when they work in collaboration; operating within a ‘family’ of
schools and are open to a true sense of partnership.

e We grow the effectiveness and sustainability of our schools by developing and valuing
the people within them and believe that through shared and equitable responsibility
for quality and outcomes, we achieve more.

e The YES Trust aspires to improve the life chances of children and young people by
raising aspiration and fulfiling potential. Everything we do is about the future of our
children and learners.

2.2 Our Core Values
Transforming lives

We are:
e Child centred
¢ Adaptive and sensitive to need
¢ Authentic in our relationships

We strive for:

Solution-focused mindsets

A climate of reflection and feedback
Intrinsic motivation

Continual improvement



™8 YOUTH
L\ ENGAGEMENT

e A culture of collaboration

Our minimum expectations of our staff are:
Belief in our core values

Professional conduct at all times
Appropriate communication

Ability to follow direction

Kindness and compassion

Flexibility and adaptability

2.3 The Nolan Principals

The Nolan Principles of Public life apply to all employees, volunteers and contractors and
underpin all key employment policies. It is our expectation that these principals will guide
us as we work.

SELFLESSNESS. Holders of public office should act solely in terms of the public interest.

INTEGRITY. Holders of public office must avoid placing themselves under any obligation to
people or organisations that might try inappropriately to influence them in their work. They
should not act or take decisions in order to gain financial or other material benefits for
themselves, their family, or their friends. They must declare and resolve any interests and
relationships.

OBJECTIVITY. Holders of public office must act and take decisions impartially, fairly and on
merit, using the best evidence and without discrimination or bias.

ACCOUNTABILITY. Holders of public office are accountable to the public for their decisions
and actions and must submit themselves to the scrutiny necessary to ensure this.

OPENNESS. Holders of public office should act and take decisions in an open and
transparent manner. Information should not be withheld from the public unless there are
clear and lawful reasons for so doing.

HONESTY. Holders of public office should be truthful.

LEADERSHIP. Holders of public office should exhibit these principles in their own behaviour
and treat others with respect. They should actively promote and robustly support the
principles and challenge poor behaviour wherever it occurs.

2.4 Trust Governance

The YES Trust is a multi-academy trust (MAT) established in 2019. We sign one Funding
Agreement with the Department for Education on behalf of all the academies in the
group. The members are the subscribers to the Trust’'s Memorandum of Association. This
means they have an overview of the governance arrangements of the Trust and the
power to appoint and remove tfrustees. The Board of Trustees is the governing body for the
organisation and remains accountable in law and to the ESFA (Education and Skills
Funding Agency) for the exercise of its functions. The YES Trust acts as one employer across
all of the academies it operates.

5
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When we refer to "governance” we mean, the systems by which the Trust is controlled
and operates, and the mechanisms by which it, and its people, are held to account,

Our Trustees

Mavureen Brettell - Nic Brindle - CEO Tim Haselwood - Vice-Chair
Chair

Helen Davies Mark Heywood Rob Halsall (on approved sabbatical)

Charles Whittle lan Carden Kerry Inscker Dr Philip Sheldon
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2.5 Trust Central Team

Website: www.theyestrust.org | Phone Number: 01260 490042

CEO:
Nic Brindle | ceo@theyestrust.org | 07597 526160

Director of Business / CFO:
Chris Heptinstall | dob@theyestrust.org | 07394 566490

Director of Education:
Helen Phillips | doe@theyestrust.org | 07936 943996

Director of People:
Leanne Takaki | L.iakaki@theyestrust.org | 07979 796680

Finance Manager:
Linda Povey | L.povey@theyestrust.org | 01260 420042

Senior Governance Officer:
llona Adu-Gyamfi | i.adu-gyamfi@theyestrust.org | 01260 490042

Senior Finance and Payroll Officer
Bethany Taylor| b.taylor@theyestrust.org | 01260 490042

Senior HR Officer:
Jayne Crouch | j.crouch@theyestrust.org | 01260 490042

Trust Administrator:
Marie Davidson | m.davidson@theyestrust.org | 01260 490042

2.6 Academy Contactis

b Chair of Education Review Group: Helen Phillips
" Headteacher: Simon Cotterill
“ FERMAIN www.thefermainacademy.org
>
> Chair of LSB: Darren Gallimore
'Ol‘nel‘stone Headteacher: Damien Sweeny

ACADEMY www.cornerstoneap.org

Chair of LSB: Julia Murray

A/ Is Headteacher: Dan Blundred www.theaxisacademy.org
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THE Chair of LSB: Nic Brindle (interim Chair)
N KEYSTONE Headteacher: Alison Bellaby
ACADEMY www.thekeystoneacademy.org

THE Chair of Education Review Group (ERG): Helen Phillips
RA' S E Headteacher: Paul Eager

www.theraiseacademy.org
ACADEMY

Chair of Priority Education Review Board: Helen Phillips

v THE Campus Lead: Helen Phillips
KAI Ro s www.kairos.blackcouniryap.org

ACADEMY

Chair of Priority Education Review Board: Helen Phillips

Headteacher: Lindsay Watson
VI R E o www.vireo.blackcountryap.org

3. What do we expect from each
other

3.1 Introduction
The YES Trust has an open, supportive working culture for all staff and volunteers.

Together, we share a mission to improve educational standards across Trust schools, and
work in collaboration to deliver on our commitments to learners. Above all, we understand
that YES Trust academies are communities; and that we all benefit from creating a
working environment in which all staff feel valued and able to derive satisfaction from their
work.

As part of this:

* We recognise the importance of staff welfare and a managed workload, and the place
that wellbeing plays in the recruitment and retention of staff.

* We encourage staff to undertake fraining and development, and where appropriate, to
explore new challenges within the group. Professional development is central to the
annual appraisal framework.

8
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* We encourage staff to feel a sense of ownership for their working environment, actively
engaging in positive teamwork and maintaining the physical environment around them.

* We are open to ideas which help to improve the employee experience and encourage
the sharing of good practice between schools.

* We are clear about our expectations of employees and offer a transparent and
supportive working culture in return.

3.2 Academy Induction

On arriving on site, colleagues will be asked to register their presence in school, and to
complete or to provide proof of confirmation for the basic safeguarding checks required
of all visitors, colleagues and volunteers.

New colleagues should be met by their line manager, with the line manager responsible
for ensuring that the induction checklist has been fulfilled.

New colleagues should previously have been infroduced to their line manager if this was
not part of the interview process.

A copy of the Induction Checklist is provided below.
It is the line manager’s responsibility to provide a tour of the site, including emergency
protocols, parking availability and arrangements for registration of presence on site. Site-

specific information is available for line managers where helpful.

The line manager will often be the academy headteacher or a member of the school
Senior Leadership Team.

Line managers should be the first port of call for any queries or questions.
The academy induction programme should include:
* Aninduction timetable including a diary of induction meetings/briefings;

* An induction checklist of the policies, procedures, employee protocols, including dress
code, and training to be covered;

* A ssite tour with emergency exits and entrances clearly indicated;
e A copy of this Handbook and Code of Conduct;

» Copies of key policies including the academy Safeguarding, Health and Safety, and
Data Protection policies;

* Details of any probationary arrangements where appropriate; and
It is the line manager’s responsibility to ensure that the induction process is further adapted

fo the employee’s needs, is appropriate to their level of responsibility and previous
experience; and to provide additional support where required.
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Induction Checklist

A copy of the standard Induction Checklist is shown below.

Employee Name. . ..o

Startingdate......cocoviviiiiin..

Line Managers are responsible for arranging collation of PRE | W1 | M1 | M2-
information/meetings with key staff unless otherwise 6
indicated.

Pre-joining Arrange for the return of all necessary

information paperwork to HR contact — Offer Letter —

Health Form — Verified References - DBS
Complete Safeguarding & Prevent
Training (before starting unsupervised work)
(Line manager) Arrange for individual
email address and other IT access to be
set up ready for induction

Getting Arrive at reception for ID badge and
Started infroductions

Tour work area and infroduction to work
colleagues and work area

General housekeeping arrangements
and location of facilities. Confirm parking
arrangements

Review Code of Conduct and confirm
hours of work, break and lunch
arrangements, dress code, personal
mobile and social media and other
standard expectations

Team, department, academy and Trust
structures explained

Review absence noftification procedure
(sickness and / or holidays)

ICT and resources familiarisation with
email, infranet and printing. Protocols for
use of telephones/ mobiles

Introduction to senior colleagues'
probationary arrangement explained
Health & Health and Safety Procedures relating to
Safety an individual’'s work environment
Complete H&S or health risk assessment if
necessary (check medical form)
Procedures in event of emergency/fire
Awareness of hazards as applicable

First aid and first aiders

10
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Trust
Information

Provide staff list for Trust — website

Complete GDPR input and / or training

Employee wellbeing and benefits

Academy
Information

Tour of academy and facilities

Introduction to the academy DSL and
deputy DSL's

Safeguarding induction and further
details (where applicable)

Job
description &
arrangements
with line
manager

Discuss duties of job description and
specific area of responsibilities, including
duties or expected afttendance at
events

Planned meetings with key people e.g.,
Headteacher and Pastoral Lead (if
different)

Discuss support available from line
manager

Agree regularity of meetings with line
manager, and any preferred methods of
communication

Review training requirements and
development needs agreed and note
any requirements to be shared

Confirm arrangements for induction,
probationary period and performance
management

Probation review meeting. Agree action
plan to deal with any outstanding
items/training

Team setup

Staff meetings/team meetings regularity
& location

Share schedule for Trust and school INSET,
CPD, Twilight and other scheduled
training sessions

Computer
access af
school

Demonstrate use of email/how to access
servers/intranet & resources available
online

Discuss internet code of practice for
schools & staff (incl. Facebook)

Information on staff drives

Understand
requirements
of your role

Ensuring compliance with data
protection on all areas of work

Supporting colleagues within the team
when needed

11
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Safeguarding | Keeping Children Safe in Education -
and Child required reading:
Protection Part 1T — All employees (Educare)

Full document — DSL and senior leaders
Safeguarding & Child Protection Policy,
Behaviour Policy and processes for
children missing education

3.3 The Probationary Process
Introduction

YES Trust contracts include a probationary period of six months. The purpose of the
probationary period is to support regular review of integration info a new role, and to
allow additional support to be given where required. During this period, your line manager
will meet with you on at least one occasion to discuss how you are settling in, how your
role is going in term of your targets and professional development, and to help correct
any issues.

Completion of the probationary period for support staff will be based on a satisfactory
progress and performance review as agreed and communicated.

Completion of the probationary period for teaching staff, learning mentors and teaching
assistants will be based on having delivered against reasonable expectations as set out in
the teachers’ expectations document and other guidance.

In the event of concerns, these will be communicated as soon as possible and an action
plan including support will be put in place.

If performance/ behaviour continually falls below reasonable expectations, the
probationary period may be extended for up to 6 months further or the contract may be
ended on the grounds of suitability for the role with 4 weeks' noftice.

Statutory employment rights are not affected.
For more details, please see the Trust Probationary Policy.
3.4 Your wellbeing at work
Ofsted lists the main elements of wellbeing as:
¢ health (how we feel physically and mentally)
¢ relationships with others at work
e purpose (including clarity of goals, motivation, workload, ability to influence
decisions)

e environment (work culture, facilities and tools)
e security (financial security, safety, bullying/harassment)

YES Trust Academies take the following measures to support your wellbeing:

12



¥ YOUTH

W ENGAGEMENT

The school day in most academies finishes at 2.30/2.40 pm, to allow for a break,
preparation, debrief and to maintain parental contact during school hours.

Academies provide tea, coffee and lunch free of charge to all staff to encourage
the building of positive relationships with children and colleagues.

There is a performance management process which allows for feedback and
reflection.

The Trust facilitates and supports collaboration within specialisms across academies
to share best practice, problem solve and help reduce professional isolation.

The Trust provides a wealth of external support including:

o Education Mutual - medical, face to face counselling, physiotherapy,
mental health and physio services, nurse helpline, stress awareness and
menopause advice

o Perkbox - flexible benefits including free gifts, helpful discounts, access to
wellbeing apps, prescription services and car leasing*

The YES Trust has adopted a Menopause Policy and seeks to provide a menopause
friendly working environment for all our employees. All headteachers have
received training in menopause awareness in support of all staff.

The YES Trust has a supportive Parental and Family Leave Policy, regularly updated.

The Trust has a transparent and supportive Attendance Policy, reviewed and
updated every year.

The Trust runs regular Academy level staff surveys to allow for confidential
feedback.

3.5 Managing Performance and Capability

Performance management, appraisal and capability processes are managed under a
cenftral Trust policy.

The Trust Appraisal and Capability Policy, a copy of which can be accessed via
www.theyestrust.org or on the infranet. The Trust sets out expectations of staff in its teacher

expectations documents, within contracts and through personal targets in performance
management.

Performance management cycles are predicated on:

13

* The setting of clear, reasonable objectives appropriate to the employed role,
and set before or as soon as is practicable after, the start of the appraisal period;

* Observation of classroom practice;
* Regular self-review to identify progress against agreed objectives and standards;

* Annual performance management review, held ordinarily in the autumn term.
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Recommended suitability for pay progression will be made by the appraiser subject to the
maximum of the employees pay range or grade, in accordance with the Trust Pay Policy.

Capability procedures will be applied only where serious concerns have been identified
that the performance management process has been unable to remediate. Performance
management and appraisal processes are managed through the Trust Appraisal and
Capability Policy.

3.6 Disciplinary Policy — where we have a concern about you

All our academies follow the Trust Disciplinary Policy. details of which can be found on the
infranet or via office managers.

The policy sets out our process where there is suspected misconduct, breaches of the
code of conduct or our policies and procedures. There are a range of reasonable
responses from no action, informal action through to formal written warnings and dismissal.

The policy gives examples of misconduct and sets out the process in detail including
timescales and rights to be accompanied.

The process follows the principles of natural justice and the ACAS Code of Conduct.
3.7 Trust Grievance and Resolution Policies — where you have a concern about us

Trust grievance and resolution policies are the mechanism for resolution of concerns raised
by employees.

Any employee of the YES Trust may register a grievance under the Trust Grievance Policy,
a copy of which can be accessed via the intranet.

The grievance process is designed to allow the employer to be held to account, including
for decisions made by employees in their capacity as a manager within the organisation.
Sample issues that may lead to registration of a grievances include: terms and conditions
of employment; concerns regarding health and safety within the organisation; new
working practices and organisational change, and discrimination.

Grievance processes should not be used to resolve interpersonal challenges with
colleagues; to unreasonably delay or undermine disciplinary or capability processes, or to
challenge requirements that would be part of ordinary expectations within the workplace.
Where colleagues experience interpersonal difficulties or are otherwise unable to fulfil
standard expectations within their role, they are required to report to their line manager as
the first point of contact, to use their best endeavours to resolve the situation and to
accept reasonable offers made in resolution including the offer of mediation.

Use of the Trust Grievance Policy where this would tend to, or is intended to cause worry,
upset, annoyance or embarrassment to individual colleagues is not appropriate, and may
result in use of the Trust Grievance Policy being determined as vexatious.

Complaints relating to bullying or harassment should be registered under the Trust Bullying
and Harassment Policy, which can be accessed at www.theyestrust.org.

While the YES Trust seeks to be a positive and supportive employer, the Trust reserves the

14
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right to respond appropriately to complaints or grievances which may reasonably be
determined to be vexatious in nature.

Further information on the definition of a vexatious or unreasonable complaint or
grievance may be found in the under Vexatious Complaints in the Trust Complaints Policy
or in the Trust Grievance Policy which can be accessed at www.theyestrust.org or via the
infranet.

3.8 Pay and Expenses

Salaries are paid on 15" month (or before when this falls at the weekend or bank holiday).
Some changes are made effective on the following month if instructions are received
after the cut-off point. Salaries paid on the 15t of the month are for the whole month. i.e.
if you are paid on 15" October — this is for the period 1st October — 315t October.

The YES Trust has a central Pay Policy detailing salary scales and salary review
arrangements. The Trust seeks to have a fair and equitable approach to pay and benefits.

If you know there has been a mistake with your pay, please contact your office manager
Qs soon as possible.

All salary decisions are based on performance and the Trust’s ability to pay.

All expense claims should be agreed in advance with your line manager. Any claims for
reimbursement for anything other than business mileage, should only be done as a last
resort, and must never exceed £50. The purchase of goods for academies should always
be done through the school office, in line with the Trust financial procedures.

3.9 Annual Leave and Leave of Absence

Decisions on leave of absence are an operational matter, and will be made in the first
instance by the headteacher in accordance with policy requirements: however, the Trust
recognises that it may not always be appropriate to prescribe rigid rules in respect of
leave of absence, particularly in respect of requests received on compassionate grounds.

Where possible, it is expected that employees will arrange leave of absence during school
holiday periods. There is no provision for an annual leave entitlement for teachers, and we
should therefore not normally receive any requests from teachers to take a holiday within
term-fime.

The headteacher or their appointed representative has authority to grant leave of
absence of up to five days, without pay within a 12-month period. Any request for leave of
absence of over five days will be considered on an individual basis by the CEO. The
headteacher or their appointed representative may grant discretionary leave with or
without pay for domestic reasons.

15
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4. Trust Code of Conduct

4.1 Introduction

The Code of Conduct applies to all academies within the YES Trust. The directors may
approve a transitional code for recently converted academies in exceptional
circumstances.

This document sets out the Trust and individual academy’s employee expectations and
Code of Conduct and covers all employees and volunteers. Throughout the document
reference to employees includes volunteers.

The purpose of the Code of Conduct is to:

* provide information about expectations for all employees in relation to standards
of conduct;

* enable employees to know and understand the conduct deemed to be
acceptable within the Trust; and

* to provide advice and guidance covering expectations of employees, and to
promote an understanding that breaches of conduct rules may result in disciplinary
action.

In accordance with the latest DFE (Department for Education) ‘Keeping Children Safe in
Education’ this code has been adopted by the YES Trust in order for all employees 1o be
fully aware of the standards of personal and professional conduct in relation to various
aspects of their role. The code will be shared and discussed during the course of
employment to ensure that working practices and expectations are mutually understood,
positively promoted and that performance against expectations is regularly monitored.

As part of their induction, every employee and volunteer working within the YES Trust will
be asked to read, sign and date the Code of Conduct.

Expectations and Standards of Conduct

It is the expectation of the YES Trust that all employees will conduct themselves in a
manner commensurate with the highest standards in order to maintain public trust and
confidence and be beyond reproach in the performance of their duties. Employees are
also expected to behave in a fair, courteous and supportive manner to colleagues within
the academy and the wider Trust, and to operate within the academy’s policies and
procedures. Physical violence, verbal abuse and swearing are unacceptable and will not
be tolerated.

All employees are expected to obey the law relating to their work and general conduct. If
they break the law outside of working time and the offence is one that could damage
public confidence or have a direct effect on their work, the employee may be subject to
disciplinary procedures. It is an expectation that employees will declare all information
relevant to the Trust or to their contract of employment. It is the employee’s responsibility
to understand relevant disclosure rules, or to seek further guidance where required.

16
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Employees must not undermine fundamental values, including those of democracy,
individual liberty and mutual respect, and tolerance of those with different faiths and
beliefs.

Employees must have proper and professional regard for the ethos, policies and practices
of the academy and Trust and maintain high standards in their own conduct,
performance, attendance and punctuadlity.

Employees should ensure that personal beliefs are not expressed in ways which exploit
learners’ vulnerability or might lead them to break the law or breach the policies and
procedures of the academy / Trust, and always show respect for the rights of others.

Teachers must have an understanding of, and always act within, the statutory frameworks
which set out their professional duties and responsibilities. The conduct of all teachers must
always be in line with the standards set by the Trust and where appropriate leadership
standards. Where employees are members of professional bodies, they must also comply
with any standards of conduct which are set by that body.

Employees are expected to provide the highest possible standard of service. Where
employees are aware of any contraventions of this Code, illegality, misconduct or breach
of procedure they should notify the headteacher or their line manager. Where the
concern relates to their line manager it should be raised with the headteacher or another
senior leader. Where the concern relates to the headteacher it should be raised with the
CEO and if the concern relates to the CEO the concern should be raised with the Chair of
the Trust Board.

Where the concerns are of suspected wrongdoing, malpractice, or dangers in relation to
the academy’s activities concerning matters of public interest, employees should refer to
the Whistleblowing Policy. Matters of a personal or more general concern are covered by
the Trust Grievance Policy, or in specific circumstances, by Anti-Bullying and Harassment
Policies.

The Code does not seek to address every possible circumstance, and simply because a
particular action may not be addressed within the Code, this does not condone that
action by omission.

4.2 Safeguarding

Employees must safeguard children’s well-being, in accordance with statutory provisions,
the Local Safeguarding Children Board (LSCB) procedures and the academy Policy for
Child Protection to Safeguard and Promote the Welfare of Children. Safeguarding policies
are maintained at academy level to ensure best safeguarding practice.

Employees must immediately report any safeguarding concerns relating to learners to the
designated safeguarding lead and ensure the headteacher is also informed. Where the
concern relates fo another employee, they must report their concerns to the headteacher
immediately. Any safeguarding disclosure made by a child, made to any staff member,
must be reported immediately to the designated safeguarding lead (DSL).

Employees must not promise confidentiality to a child and always ensure that any actions
they take are in the interests of a child. All employees have a responsibility to take
appropriate action and work with other services as needed.

17
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All employees must be fully aware of the academy / Trust policies and procedures relating
to safeguarding and given their position of trust, must ensure that they do not put
themselves in any situation where their conduct or behaviour with any learner could be
misconstrued.

All employees must be aware that it is a criminal offence under the Sexual Offences Act
2003 (as amended) for anyone to engage in a sexual relationship or grooming for such a
relationship with a child aged under 18 with whom they are in a position of frust. It is vital
that employees work within appropriate professional boundaries at all fimes with children
and young people with whom they are in a position of trust. If employees are unsure
about what action to take or how they should respond to any situation they must
immediately contact the designated safeguarding lead or academy headteacher.

Any concerns about an inappropriate relationship between an employee and a learner
(irespective of their age) will be fully investigated under the Trust Disciplinary Policy as a
potential matter of gross misconduct.

Our Trust is committed to maintaining the highest standards of honesty, integrity, and
accountability. All staff have a responsibility to report any concerns about malpractice,
wrongdoing, or risks to pupil or staff safety.

The Trust's Whistleblowing Policy provides guidance on how to raise concerns
confidentially and without fear of reprisal. Staff are encouraged to refer to the policy for
full details.

A copy of the Whistleblowing Policy can be accessed at www.theyestrust.org or via the
infranet.

Relationships and contact between academy employees, public, parents and learners

Personal contact other than in certain exempted circumstances between employees and
current/former learners of academy age outside the normal academy work environment
is not permitted. Any proposed work-related contact, outside of the normal working
environment, must be agreed in advance by the headteacher and an appropriate
programme to record and monitor exceptional circumstances put in place. Unexpected
contact with learners should be kept to a minimum, for example a brief greeting. Any
transport of learners must be agreed in line with the academy policy and always agreed
with the headteacher or their appointed representative and the person having parental
responsibility.

Correspondence received by an employee from former learners, the public or parents
should always be reported to a line manager/headteacher and filed with any response in
the appropriate academy records system.

Employees should be extremely cautious when using social networking sites outside of
work and avoid publishing, or allowing to be published, any material, including comments
or images that could damage their professional reputation and/or bring the academy
into disrepute. Where employees do use social networking sites profiles must be set as
‘private’ and under the terms of the Trust Data Protection Policy, the highest security
settings used. Under no circumstances should employees allow access to learners, their
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families or carers.

Employees should not give their personal details such as home/mobile phone number;
home or email address to learners unless an exceptional circumstance requiring this is
agreed with the headteacher. Where this is the case, correspondence including contact
with learners of the Trust or their families should be kept to a minimum and be professional
at all times in accordance with the ethos of this code.

Where former learners who are under the age of 18 and still in receipt of education in
whatever educational setting make contact, the employees must refer to the ‘Contact
between employees and pupils outside the work context’ and discuss their response to
any such significant contact with their current line manager/headteacher.

Relationships between staff members must be disclosed to your line manager to ensure
there is no conflict in the duties that are assigned to each member of staff, and that the
reputation of the school and Trust is protected. The Trust may need o put in place
arrangements for protecting staff in these instances.

4.3 Standards of Dress

It is expected that all employees will dress in a way that clearly reflects, and is reciprocal,
of the standards of the academy within its community and the wider Trust. All employees
must have regard for health, safety and welfare at work, and dress to convey a sense of
professionalism, authority and purpose.

The purpose of the dress code is to establish basic guidelines on appropriate clothing and
designed to enable the YES Trust to:

* promote a positive, professional image;

* where possible, respect religious, racial and gender-specific clothing
requirements and those of staff with disabilities;

» fake account of health and safety requirements;
* help staff decide what clothing is appropriate for work;

e clothes should provide sufficient cover so as not o risk offence to members of the
community in which they work.

Different departments may have specific requirements that result in particular clothing
demands, for example, because their work raises health and safety risks. It is important
that all staff dress in a manner appropriate to their working environment and the type of
work they do.

Work wear for all employees should be that which would be appropriate within the
working environment whilst maintaining a professional image. This can be that male
employees wear a shirt, tie, jacket/jumper, and trousers and that female employees wear
a dress, trousers or skirt, top, cardigan or jacket.

Staff should not wear casual, gym (unless required for teaching a PE lesson) or beachwear
to work. This includes track suits, sweat-shirts, casual or sports t-shirts, shorts, combat
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trousers, jogging bottoms or blue jeans. Items of clothing should not carry slogans, wording
or images that might be offensive or cause damage to the reputation of the Trust. It is
inappropriate to wear clothing such as cut-off shorts, crop tops, see through material or
clothes that expose areas of the body ordinarily covered at work.

Footwear should be appropriate to a busy environment. Flip flops or flimsy sandals are not
deemed suitable on health and safety grounds.

Employees may wear religious and cultural dress including clerical collars, head scarves
and turbans provided that such items do not breaches the Code of Conduct or
unreasonably compromise the health and safety of the wearer or any other person. It is
important that employees appear clean and smart at all times when at work, particularly
when they may be in contact with learners, parents or the general public.

On inset days, and during school holidays for employees who work during these periods,
the dress code may be relaxed. Employees present on site outside teaching time are
permitted to wear the clothes that they feel best reflects the nature of the work to be
completed, provided that no risk to health and safety is incurred.

Employees must wear their ID badges at all times.

Line managers are responsible for ensuring that the standards set as part of the dress code
are maintained.

4.4 Inclusivity

The YES Trust is committed to inclusivity and equality of opportunity and will not tolerate
any harassment, intimidation, unfair discrimination or victimisation by employees.
Employees must adhere to equality policies in relation to employment and to their duties
and responsibilities.

No act of discrimination will be tolerated with regards to a person’s age, disability, gender
reassignment, marital or civil partnership status, pregnancy or maternity, race, colour,
nationality, ethnic or national origin, religion or belief, sex or sexual orientation.

4.5 Health and Safety

It is the responsibility of all employees, governors and visitors to the academy to take
reasonable care for the health and safety of themselves and others, and to assist in the
creation of a safe work environment. Employees have a responsibility o inform the
headteacher or their line manager of any medical condition/iliness experienced during
their employment, and which may impact on their overall fitness to undertake their duties,
or on the health and safety of themselves, learners, other employees, volunteers or
governors. Reasonable adjustments will be considered and implemented as appropriate.

4.6 Disclosure of Information and Confidentiality
The YES Trust is compliant with the General Data Protection Regulation (GDPR) and with
data protection requirements observed in schools, including requirements for staff training

and consents.

Consent is required for data processing and disclosure, except for where required by
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safeguarding or other legislation. No commitment can be given that any safeguarding
disclosure will not be shared.

The Data Protection Officer (DPO) at the YES Trust is Judicium Consulting Limited. Advice
should be sought from the DPO on any question of the appropriate use of data and
disclosure of information held at academy or Trust level. Judicium Consulting Limited can
be contacted at:

Email: dataservices@judicium.com

Web: www.judiciumeducation.co.uk

Telephone: 0345 548 7000 option 1 then option 1 again
Lead Contact: Craig Stilwell

Academy employees should not use confidential information obtained in the course of
their employment with the academy for personal use, nor should they pass it on to others
who might use it for unauthorised purposes. Information governance and security
standards set out in the Trust Data Protection Policy must be observed.

Employees and governors should be mindful that requirements in relation to maintaining
the confidentiality of learners, their families, colleagues and any other matter apply to all
forms of communication, including verbal, written and social media (irrespective of
privacy settings).

4.7 Use of Recording Devices

Staff must not make audio or video recordings of meetings or conversations with pupils,
parents or colleagues without the prior knowledge and consent of all participants. Covert
recording is strictly prohibited and may be treated as a disciplinary matter.

4.8 Use of Academy Equipment / Vehicle

If there is a requirement in the employee’s role to take photographs of children for
academy purposes this must be carried out using academy equipment that will be
provided and with the agreement of the headteacher and in line with the agreed
academy procedures.

Employees may be issued with equipment including laptops, tablets, cameras and other
equipment designed to be used as part of their ordinary working duties. Employees are
responsible for the use and security of any equipment in their possession, including
maintaining security protocols for passwords and log in details.

No equipment should be left accessible while the user is absent, including at home. All use
of equipment must be in accordance with the guidance set out in the Trust Data
Protection Policy.

On leaving the employment of the YES Trust or when otherwise required, employees must
return all property belonging to the academy in good condition please refer to the ‘off-
boarding process.’

Trust vehicles must be treated with respect and any damage must be reported
immediately. Only members of staff who have completed the appropriate driver
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paperwork can drive academy vehicles. Any penalties or fines incurred while driving
academy vehicles will be payable in full by the driver personally.

4.9 Alcohol, Smoking and Drugs
Alcohol must not be consumed during or before working hours.

The YES Trust operates a no smoking policy. Smoking and the use of e-cigarettes are
prohibited on academy and Trust sites, including operational facilities, vehicles and those
where academy/Trust services are provided.

Staff may not smoke or vape if fransporting students in their own vehicles.

It is expected that employees will attend for work in a fit state to carry out their duties.
Employees found under the influence of drugs or alcohol will be deemed to be unfit, and
an investigation under the Academy’s Disciplinary Policy will follow. Employees must be
conscious of the Academy’s Drug Policy when discussing such issues, particularly the use
of illegal substances, with learners.

4.10 Private Vehicles

Employees’ registration numbers are held on the database and it is important that
employees inform Reception if their number changes. All employees who are attending
courses or meetings on behalf of the academy or as part of their professional
development must ensure that they have an appropriate level of insurance cover in
place. All employees using the car for academy / Trust purposes must provide a copy of
their licence for conviction checks, a valid MOT (vehicles three years and older) and valid
insurance.

No Trust or academy equipment or data should be left in private vehicles when the driver
is absent. It is the employee’s responsibility to ensure that insurance cover is in place for
any eventuality relating to the carriage of Trust equipment.

4.11 Trust Communications Standards
Introduction

The YES Trust works to involve children and young people, families and carers in decisions
about their education and the services delivered by the Trust.

Employees should consider and use competently the best approaches to communication
with the individuals they support, including considering barriers to effective
communication, and considering that good communication creates opportunities,
relationships and environments that allows individuals to respond in kind.

Our internal communications standards are:

» Clear expectations: The Trust produces prospectuses and other guidance to help
parents and stakeholders understand our expectations of conduct in academies.
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* Best practice: Trust employees are expected to model the standards of
communication that we expect from others, including in our relationships with
colleagues and external stakeholders.

* While we endeavour to achieve good communication across the Trust, there is no
place for abusive or threatening communications or conduct in academies.
Colleagues experiencing abusive conduct of any kind should consider use of the
Trust Bullying and Harassment Policy, or where experienced from parents and
carers, report this fo the headteacher who will report it to the chair of the local
board for further action.

4.12 Communications with Other Employees

All employees are entitled to feel safe and secure at work and be free from intimidation or
bullying behaviour. Employees are expected to always show professional courtesy and
respect to others working within the Trust or academy. Where employees feel that they
have not been freated with the appropriate levels of courtesy or respect, this should be
reported using the mechanisms set out in the Trust Bullying and Harassment Policy.

4.13 Parental Contact

The YES Trust expects that employees will always act swiftly and professionally. This is
particularly important where parents have contacted the academy with a concern or
complaint relating to the education of their child. Where an error has been made, we will
investigate and will seek to apologise and correct the mistake. The Trust Complaints Policy
is available for parties seeking redress, and is available at www.theyestrust.org

4.14 Communication and Team Work

Effective teamwork is critical to the successful working culture at every academy. Every
employee is responsible for promoting and creating the culture of teamwork. It is the
responsibility of team leaders and senior leadership teams to develop and promote
teamwork through supportive communication, fraining and team building.

4.15 Breaches of the Employee Expectations and Code of Conduct

Trust Disciplinary Policies may be applied to breaches of the Code of Conduct, with
sanctions up to and including dismissal. If an investigation is initiated resulting from an
alleged breach of this code, employees may be accompanied by a companion who
may be a colleague or a tfrade union representative.

All employees should report to their line manager or an appropriate senior manager any
breaches or suspected breaches of the Code of Conduct.

4.16 Focus on Learning

Following appropriate training employees are expected to follow the Trust's standards for
teachers or other appropriate Standards; Trust Pay Policy, and, in particular, to:

* Plan for lessons using the relevant attainment targets appropriate for each class.

* Prepare for all ability levels within the group indicating what all / most / some
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students should be able to achieve indicating the levels / grades associated with
each activity.

* Plan accelerated learning cycle whereby each lesson connects the learning,
activates, demonstrates and consolidates.

* Use a variety of teaching and learning strategies and multiple intelligences
appropriate to the learning objectives.

* Use data to inform teaching as well as to motivate students.

* Use new technologies to increase enjoyment and speed up the rate of learning.

* Use constructive assessment and marking for improvement.

* Develop clear opportunities to read and embed reading into every lesson.
Employees are expected to plan collaboratively; and to work together to develop
resources, share teaching practices and provide mutual support within high performing
teams.

Additionally, employees are expected to support Trust practice and principals in order to:

* Promote academy values including self-governance and independence.

* Prioritise learner engagement, and to avoid any action disruptive to learning
including strike action.

* Be flexible and adaptable in response to changing academy days and to reflect
upon new learning opportunities, including early morning or evening working.

4.17 Supervision and Contribution to the Wider Aspects of Academy Life

Teachers and support staff are, where appropriate, expected to take part in support and
relationship building with students at break times, and before and after academy hours.

Education is more than timetabled lessons. At every academy we have a wide range of
extra — curricular activities, competitions, sports, etc. which take place at lunch times, after
academy hours, at weekends and outside the academy terms. We appoint employees
who are prepared to support and/or lead activities within our programme to continue to
provide students with new opportunities and experiences.

Employees must not use the academy’s premises or facilities for activities which are not
connected with their employment at the academy, without agreement from the
headteacher. This includes the personal use of the academy email, telephones,
computers, photocopiers, or other equipment.

Internal email systems and academy computer equipment should always be used in
accordance with the appropriate academy policies.

An acceptable us of all ICT equipment statement is signed by all members of staff during
the induction process.
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4.18 Employees, Volunteers or Governors Facing Criminal Charges

Anyone who during the course of their employment with the Trust faces criminal charges
or who receives a new reprimand, caution or conviction must inform their line manager
and the academy headteacher without delay, including outside of term time. It is the
responsibility of the employee to make sure that they understand the requirements for
disclosure and live up to expectations.

4.19 Conflict of Interest

Your official duties must always take precedence over your private interests.

Employees must disclose to the headteacher/CEO/Board of Directors any financial
interest or other connection that you, your partner or either of your families has with any
firm or organisation that has any involvement with the Trust. This includes any organisation
which is tendering for or already has a contract with the academy/Trust. You should also
declare your membership of any organisation or club if people might think that your
involvement could cause a conflict. If in doubt — disclose this to the Director of Business.

Personal relationships should not be allowed to affect your work, influence staff
appointments, or bring criticism on the school. You must not use your job to gain a benefit or
special treatment for yourself, your family or friends. You must declare any personal interest
that could bring about conflict with the Trust / academy’s interests. Academy employees
must declare to their headteacher/line manager any financial interests or non-financial
interests which could or could be perceived to conflict with their role within the academy.

4.20 Acceptance of Gifts

It is reasonable for employees to accept modest gifts, for example, in recognition of the
teaching or pastoral support that they have given to an individual student or the
confribution that they have made to a school throughout a teaching appointment. The
giving of gifts should be in line with the agreed Trust policy.

4.21 Time Keeping and Attendance

Punctuality is key to running a successful educational establishment and students and
employees are expected to attend all lessons on time and to remain on-site throughout a
normal working day.

All members of staff are expected to arrive to their place of work prior to their contracted
start time and be ready to work at their agreed start time. Any changes to this must be
agreed in writing with line managers/headteachers. Any staff member that is not going to
be ‘work ready’ at their normal start time must inform their line manager, and failure to do
so may result in disciplinary procedures. Consistent poor timekeeping or lateness, will be
treated as a conduct/disciplinary matter. The headteacher has sole discretion to allow
staff to leave early for appointments / personal matters — any examples of this will be
logged on the employee’s personnel file.

For employees who work during the school holiday periods their hours of work remain the

same but there can be flexibility on start and finish times as agreed with their line
manager.
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Bank Holidays (Part-time Staff)

If a bank holiday falls on a normal working day, staff are not required to work. If a bank
holiday falls on a non-working day, no pay adjustment or compensatory time off is
required. Term-time only (TTO) staff are paid for an appropriate proportion of bank
holidays as set out below and have appropriate time off during school closures.

TTO employees are entitled to a pro-rata allocation of public holidays that occur during
the leave year. This entittement is unaffected by whether the public holiday occurs on a
normal working day for the employee. This will be accounted for in the pay calculation.

4.22 Honesty and Integrity
All employees must:

* Maintain high standards of honesty and integrity in their work, this includes the
handling and claiming of money, following correct procedures in all financial
matters and the use of academy property and facilities.

*» Complete any documentation and forms honestly, without damage, alteration or
falsification. Employees should never conceal any matter that should be reported.

* Ensure that money, property and other funds belonging to either the academy or
to others are properly used and protected from misappropriation.

* Report to their line manager or the Director of Business, if they suspect any financial
iregularities have occurred and to co-operate fully with any subsequent
investigations.

* Ensure that they conduct themselves in a manner which does not discredit them or
the academy or which might compromise the mutual frust and confidence that
exists between the two.

e Ensure that they do not use their official position or information acquired in the
course of their duties to further their private interests or those of others.

e Serve the academy faithfully in the performance of their duties and not act
unreasonably against the interests of the academy.

e Ensure that all communications from the media regarding academy business is
directed to the headteacher.

4.23 Conduct Outside Work

Employees must not engage in conduct outside work which could damage the
reputation and standing of the academy or the employee’s own reputation or the
reputation of other members of the academy community.

Employees should be careful to ensure that nothing they say or do brings the Trust or
individual academy or its name info disrepute. Offensive comments that are defamatory,
discriminatory or falsely stated in our communities or on social networking sites can
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damage a reputation that has taken a considerable amount of time to establish.

Criminal offences that involve violence, possession or misuse of drugs or sexual misconduct
will be regarded as unacceptable and may constitute gross misconduct.

Additionally, employees are expected to support local support boards in the promotion of
the Trust’s values and culture at all times.

| have read and understood the Yes Trust Handbook and Code of Conduct
Name:
Signature:

Date:
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