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STAFF INFORMATION HANDBOOK

Introduction

Wellsprings School is situated in the north of Taunton.

The school, which was built in 1950, enjoys attractive spacious grounds including an environmental area and two playgrounds.  The school backs onto adjoining parkland.

The present number of children on roll is about 300 aged from 4- 11 most of whom come from the immediate neighborhood.  In addition, there are places for nursery children who attend on a part time basis. 

The brick built accommodation is exceptionally large for a primary school and in recent years, large areas of the school have been remodeled.

There is lots of space inside the school!

The school fields are used for football, rounders, athletics, summer playtimes, sports days and summer fetes, as well as there being a large conservation area.

Please refer to our schools policies for further guidance which can be found on our school website: https://www.wellsprings.somerset.sch.uk/page/policies/151333 

In particular our Safeguarding policy, Health and Safety policy, Behaviour policy, Whistleblowing policy and staff code of conduct.









DAILY TIMETABLE


School Day begins	8.45 (Reception/KS1/KS2) *9.00 (Nursery)
 					
		
Assembly				See “Assemblies” for times

Break		KS1			10.45 - 11.00
		Y3/4                    10.20 – 10.40
		Y5/6			10.45 – 11.05
Lunch			KS1			12.00 - 1.00
		KS2			12.30 - 1.30
		KS1 Break		 2.30  - 2.45

School Day Ends	 				3.15 
					3.00 Nursery

Nursery Sessions			Monday – Friday
Mornings     9.00  - 11.40
Afternoons 12.00  - 3.00
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ABSENCE 
If you are on a course, please ask the office to arrange cover for your class.

Please inform Key Stage lead in the first instance or the office if you will be absent from school (telephone numbers on staff list).  Please ensure this is done on the evening before your first expected day of absence in the case of a short-term illness.  If you are unable to make a decision before the morning of your day of absence, please phone between 6.30 and 7.00 a.m.

In the case of self-certificated absence, it would be helpful if you or someone acting for you would ring the school each day by 3 pm to update us so that if a substitute has been employed they may be asked to continue the following day. From the completion of the seventh calendar day i.e. on the eighth day of absence, you must obtain a Doctor’s Medical Certificate.

Please speak directly to the Head/Assistant Head/Office staff whenever possible rather than relay messages through a third party, or via electronic message.

ACCIDENTS
Any accidents to staff or pupils should be recorded in the accident books. There is an accident book kept with first aid equipment in the front entrance hall. The accident book for staff is kept in the office. Any child suffering any type of head injury should take home a head injury form found in the first aid basket.  Class teachers should be notified of any significant injury.

Please ensure that any injuries to you are reported to the Head.

ASSEMBLIES
All children are expected to attend assemblies at all times unless parents have made a specific request to the contrary. 

Children are expected to walk quietly to and from assembly, and to respect others by sitting quietly whilst assembly is held.  Members of staff, unless involved in the assembly, sit by their classes and are responsible for them.  

APPOINTMENTS (STAFF) 
It is much preferred that routine medical appointments are made by staff out of school hours. This is because there is no short term cover. Please inform the Head of any emergency appointments that will require classroom cover. Supply cover is available for hospital visits. 

APPOINTMENTS (CHILDREN)
No child may leave school before the end of the school day without being accompanied by their parent/guardian. All children leaving or arriving at school during the school day should be signed in or out in the book by the front entrance.

BLINDS
The vertical blinds in school have delicate mechanisms.  Children are not permitted to operate them and staff are requested to keep the windowsill area clear at all times so that the blinds hang correctly.

CLOTHING
All staff are requested to wear appropriate clothing and jewellery to enable them to fulfil their professional duties.  The dress code for day to day is smart casual.

CLUBS
Teaching staff are encouraged to run either lunchtime or after school clubs to benefit the children. In the event of a club being cancelled, parents must be notified either on Facebook, Parentmail or in person. The children must be supervised while awaiting collection by parents.

COMMUNICATIONS
There is generally a weekly whole school staff meeting each Wednesday from 3.30 – 4.30.  The Agenda for this meeting is emailed to all staff.

The week’s events are written up on a whiteboard in the staff room and staff are invited to add any relevant information to it.

There is an additional whiteboard in the staff room which is used for general information, news, events and again, staff may make additions to it.

The school diary in the office should be updated regularly by staff with details of courses and visits.

We have an active document in the A drive (Teaching and Learning Planner 2025-6) which documents the weekly events over the course of the year. Staff are encouraged to add information on the diary after consultation with the SLT.

CORRIDORS
The children and staff are encouraged to walk at all times along the corridors on the left hand side.  

Staff are responsible for ensuring the corridor areas outside their rooms are tidy and well presented.  Any work stations or displays should be carefully maintained and kept free of clutter.

CURRICULUM RESPONSIBILITIES 
These are listed on the attached staff list.

BREAKFAST CLUB
This is an early morning breakfast/activity club provided for children within school. It takes place between 8.00-8.45 and children attending should arrive in class on time, the current cost is £2.00 payable/bookable via Parentmail.

DISCIPLINE
We encourage a high standard of respect from, and for, all people and property at all times. Verbal reprimands should be made as quietly and calmly as possible. We encourage the children to move quietly around the school. Please follow the behaviour policy and make parental contact as soon as possible when there is a concern.

DISPLAY
We like our displays to be a celebration of the work which the children are currently undertaking and should reflect the school’s high standards.  Work should be carefully mounted and presented well.

DUTIES 
A staff duty rota for teaching staff and assistants is displayed in the staff room. This Duty Rota can also be found in the back of this book.  Duty staff should supervise children throughout the morning break.  During wet play times all Duty Staff are asked to supervise the children in the classrooms. Rotas are drawn up by Key Stage Co-ordinators for each key Stage. 

EMERGENCY PROCEDURES
In case of heavy snow/flooding the decision to close the school will be made by the Chair of Governors and the Head. This will be announced on the local radio, Wellsprings Facebook page, the school website, Parentmail and notices posted at entrances to the school. On these days, having tried to get to your nearest Local Authority establishment and failed, stay at home and keep warm!!

EMERGENCY CONTACTS
For the staff they are on the attached staff sheet. For children they are kept on the shelf on the office corridor and are updated regularly.

END OF THE DAY 
KS1 Staff are asked to ensure that carers/parents are ready to collect the children from the class collection points.
KS2 Staff are asked to escort the children from their classes down the stairs and ensure that they leave the cloakroom area in a calm and orderly way. 

CHILDREN LEFT AT THE END OF THE DAY
If children are left, in the first instance the class teacher is asked to try and contact the parent or another emergency contact. If this fails, please contact the Head / Key Stage Co-ordinator.  On no account should a member of staff leave the premises without referring the child to their line manager.

EXERCISE BOOKS
All books should be clearly named with the child’s full name and the purpose of the book on the front cover.  All work must be dated.  Subsequent books should be clearly numbered.  Final books for a year should be passed on to the next teacher or kept when a child remains in a class for more than one year.

EXPECTATIONS
At the beginning of the year each class teacher should negotiate rules for their class and clearly indicate expectations.  The golden rules should be re-established for each new class.  The children should also be encouraged to use a large number of strategies before turning to the teacher in independent work sessions.  

The school has updated their expectations around handwriting and presentation. These can be found in the A drive Curriculum  Presentation.

FIRE DRILLS 
We should have one each term. The signal is a continuous ring on the school bell. Procedural notices are displayed near the exit door in each classroom and all other rooms and public areas. Fire extinguishers or blankets are positioned as indicated on the school plan.

When the fire bell is heard, each class walks to their designated space on the KS2 playground.  Any child who is out of their classroom at the time of the bell should walk sensibly straight to the playground.  They should not return to their classroom.  Mrs Staple and Mrs Ball are responsible for bringing the registers and pupils in/out book onto the playground. Individual children may have a PEEP: a personal evacuation plan. The Inclusion Lead/Head need to ensure all staff are aware of the detail of procedures outlined in these plans to ALL staff.

Each member of staff calls out their register and returns to their class once the all clear has been given.  Please refer to the Corporate Fire policy for further instruction. 


FIRST AID
A first aid box and basket are situated in the entrance foyer and in the sandwich area. Travel first aid kits are kept in the staffroom. Inhalers are kept either with the children or with the class teacher. Teaching assistants are expected to have a small First Aid kit out on the playground each lunchtime.  Children requiring medicine during the school day, parents will need to sign a consent form in the office. Office staff will administer the medicine. Medicines are not administered by the class teachers or teaching assistants.

GOVERNORS
A list of current governors is included in the appendix.

HEADLICE
We do everything we can to prevent the spread of head lice.  If children are seen to have live lice in their hair and not just nits (eggs), parents need to be notified to ensure that the child receives appropriate treatment.

HEALTH AND SAFETY
The Headteacher has responsibility for monitoring and reporting any concerns connected with health and safety.

HOMEWORK
This should be set as the school policy dictates. When homework is set for children, whether it be reading, learning spellings or tables or a more demanding task, please ensure that children see that teachers check whether this has been done and reward positive efforts. 

KEY HOLDERS
A list of key holders can be found in the office. 

LEAVE OF ABSENCE
Please refer to the attached Leave of Absence Policy. Any leave of absence should be requested with the Headteacher and is under agreement from the school. This leave may be granted, but NOT paid.

LETTERS HOME
Whenever possible please ensure that letters home are typed and that they give reasonable notice of events, e.g. - a week for class assemblies.  Try to write letters home in praise of the children’s efforts as well as for problems - how about in the balance five letters of praise to one for problems.  At the back of the book is a standard letter for general injuries.  

LOST PROPERTY 
The lost property is kept near the bottom of the first stairwell.  From time to time this lost property is sorted.  If it’s not named, it is washed and then passed on to the office as second hand uniform. Valuables such as watches, earrings etc. are kept in the office.

LUNCH BOXES 
Lunch boxes should be stored on the appropriate class trolley located in the Dining Hall.
  
LUNCHTIMES 
The teaching assistants are in charge of overseeing the children in the dining rooms and playgrounds or in the classrooms during wet lunch times. Problems are referred to the class teacher in the first instance at the end of lunch for minor problems, or to the Head or appropriate Key Stage Co-ordinator. There are two sittings for lunch.  Key Stage 1 start their lunch at 12.00 and Key Stage 2 at 12.30. Generally, children with packed lunches eat their lunch in the sandwich room and children with lunches provided by BAM Catering eat their lunch in the dining room. 

MEDICINES  
We prefer not to have medicines on site especially short term prescriptions. If children need medication during the day, parents/carers are required to complete a consent form in the office. Should a child need an inhaler and staff are happy to oversee the administration thereof, it will need to be kept safely. 
 
MONEY
Money collected in the classroom must be recorded on the sheets provided, and sent to the school office in the appropriate class money box. 

MUGS
At present we do not have a dishwasher, please take responsibility for the items you use and wash, dry and return them to the relevant cupboards.

OFF-SITE ACTIVITIES
Please ensure that every pupil taken on an off-site visit has a parent’s permission slip filled in and signed.  Phone calls on the day of a visit may be necessary to prevent a child from missing out.
PARENT CONSULTATION EVENINGS
In the Autumn Term there is an opportunity for parents to meet their child’s teacher and discuss targets for the year.  In the Spring Term meeting, the focus will be progress. Curriculum focus evenings may also be held during the year to help parents’ understanding of the curriculum. Parents who wish to discuss their child’s summer term report will be given the opportunity. In many instances, these consultations may take place by a telephone appointment.

PARENTAL INVOLVEMENT
Parents are encouraged to help in school in a variety of ways. Please remember that they must complete DBS clearance and be cleared before helping in school. The process is now completed online, please advise the office of an email address, name and date of birth to initiate the process. Visitors should sign in and wear a pass from the office.

P.E.
Children are expected to wear black shorts and white T-shirts for P.E. and games and to have bare feet or appropriate footwear in the hall. Staff should either wear suitable footwear or be barefooted. Children should be supervised when setting up and dismantling apparatus. Children will only be excused from P.E. when the teacher has been notified by the parents. Contact should be made with parents when children fail to bring PE kit by the class teacher.  A standard letter can be found in the appendix.

P.E. EQUIPMENT
Please count P.E. equipment in and out and return it tidily to the P.E. store after use. The cupboard is kept locked when not in use.  The key is kept in the office. Children should not access this cupboard unaccompanied by an adult.

PLANNING  
Medium term planning should be done with your partner teachers.  Only one set of medium term plans needs to be produced for parallel classes.  These should be kept and built on each time an area is taught. Copies of plans should be kept for subject co-ordinators to monitor and review.

PLAY TIMES 
There are two playgrounds - one for each key stage. At the end of playtime on the Key Stage 2 playground the teacher on duty blows a whistle. The children stand still and are then asked to walk quietly into school a class at a time at a signal from their teacher. 

On the Key Stage 1 playground, a bell is rung and the children go to their designated spaces. During wet play times children stay in their own classrooms and are supervised by the assistants and teacher on duty.

PHOTOCOPYING 
ALL STAFF ARE ASKED TO BE ECONOMICAL WITH THE USE OF THE PHOTOCOPIERS and to ensure they leave the photocopier room tidy.

P.T.A.
Please try to support every PTA activity whenever it is possible. The PTA make our jobs much easier by fundraising and it can only be good for relationships if we are seen to work together.

PUPILS 
Induction.  For children new to the school, please try to encourage one or two children to take them under their wing to introduce them to school.
 
Records. All children have a personal file which is kept outside the Head's office and contains their personal details and any reports from outside agencies. Children new to the school should have their original Pupil Admission form put into this personal file.  Copies of school reports should also be placed in these files. Teaching staff will need to keep notes about children in their class.  A comment pro-forma is included in the staff planning file. These notes may be requested by outside agencies/line managers when additional support is needed. If a teacher has concerns about an individual child such as unexplained bruises or if a change in home circumstances is reported, the Child Protection Officer should be informed with any written details provided. Curriculum records should be kept as agreed by school policy. Each child also has a contact with parents form.  This should be updated after any significant/relevant meeting with parents.

SAFEGUARDING  
We at Wellsprings School take our Safeguarding responsibilities very seriously.   This means that we have ensured (and will continue to do so) that everyone working in the school has successfully completed the necessary clearances to enable them to work with our children.  It also means that we have a staff member who is specifically trained and nominated as the Designated Child Protection Leads with school.  These are Mark Lunn (DSL) and Nicky Hatton, Catherine Lang and Jane Holcombe (all Deputy DSLs).

Records of children leaving the school need to be updated before they are sent on to the next school.

REGISTERS
Please complete registers at the beginning of the morning and afternoon sessions promptly. This is vital because parents of absent pupils may be contacted shortly after registration closes.

Children who arrive between 9.00 & 9.30 should be marked as late (L), it is possible to add how many minutes late to the register. Arrivals after 9.30 should be marked as U. 

Absences If a child is absent a verbal or written message from the parent is required.  After completing the register, any absence needs to be recorded using the relevant codes.  When the office receives absence reasons, the office staff will mark the registers accordingly. Agreed leave is only authorised under exceptional circumstances.

REPORTS 
A written report goes out each year toward the end of the Summer Term.

RESIDENTIAL VISITS
The children in key stage 2 have at least one opportunity to attend a residential camp, in Key Stage 2.  Parents are informed by letter and a meeting is arranged where details of the activities undertaken on the camp will be discussed.
RESOURCES
Storage
Many of the resources are stored centrally on the first floor.  There are separate stock rooms for art & craft & humanities.  Science and Maths apparatus are stored in drawer units stored on the Key Stage 2 upper corridor.  As all staff have access to these resources, it is essential that they are returned neatly.

Control 
In these days of tight budgets please do all you can to ensure that resources are not lost or “borrowed” or wasted.

Resources 4 learning – Mrs Lang co-ordinates materials borrowed from Resources 4 Learning, which includes the museum service.

Children are not allowed to enter the stockrooms.

SCHOOL VISITS
School visits are encouraged throughout the year, preferably one visit each term, but consideration should be given to the cost.  Before the visit takes place, parental permission should be sought, by letter, and permission slips signed and returned to school.  Risk assessment forms also need to be completed and handed to the External Visits Co-ordinator, and signed by the Headteacher.

Supervision is maintained according to Somerset LA – at least one adult to every 15 children (for Year 5/6) and lower in number in KS1 (1:10) and FS (1:8). A higher staff to pupil ratio is encouraged where possible.

If parents wish to subscribe to it, a separate insurance for personal cover can be obtained.  The Headteacher has information relating to this.

Staff are encouraged to make greater use of the local environment. 

SNACKS AND TOYS 
Children are provided with fruit and vegetables in KS1 which is eaten in the classroom before morning break.  Water or milk from the dairy is also provided. Children in KS2 can buy fruit or bring their own to school. Toys brought to school by children are their responsibility and should be discouraged. 

SICK CHILDREN
Pupils who feel unwell should normally be sent home. The list of parent contacts is kept in the office, it should be noted that the most up to date information is always on SIMS.  Children should not be left unattended if sent to sit on the sickbed.

SMOKING/VAPING
The school buildings and grounds are a non-smoking environment at all times.


STAFFROOM 
It is the responsibility of all staff to put their own cups, plates etc. away and to help keep the staff room tidy. Please return all used plates and cutlery to the kitchen. Payment for refreshments is £5 every half term which should be paid as early as possible. Please try to be aware of the presence of visitors to the school in the staffroom. Especially avoid adverse comments about individual children at these times and remember that parents and visitors may also use this space from time-to-time.

STAFF PROPERTY 
Personal belongings are the responsibility of individuals.
Lockers are sited in the ground floor and 1st floor staff toilets, and staff are encouraged to use these to store valuables.  Please see the office for availability.

STOCK CUPBOARD
The main stock cupboard is located on the first floor.  Children are not permitted to return or obtain stock at any time.  All containers should be neatly returned with equipment in good order.  Any offcuts and scraps should be kept in class.

STOCK ORDERING
A bulk order for consumables is made annually with all classes being equipped in a similar fashion.  Occasional “top ups” are made throughout the year as necessary.
Please notify Mrs. Lang when items are low and need re-ordering.

STAFF EMERGENCY PHONE NUMBERS
All staff should provide the school secretary with an emergency contact number in case of personal accident or illness at school. A list of current numbers is included in the appendix.

STAFF MEETINGS
A weekly staff meeting takes place each Wednesday from 3.30 – 4.30. These may be whole staff meetings or Key Stage Meetings. Focus subject group meetings may also take place on these sessions as part of the school improvement agenda. Each week time should be spent with your partner teachers in planning and preparation. 

STUDENTS IN SCHOOL
Mrs Lang co-ordinates teaching and work experience students in the school.

SUPPLY COVER
In the event of planned absence, teachers are requested to ask Mrs Staple or Mrs Ball to arrange staff cover.  A list of supply cover can be found in the office.

SWIMMING
The children in Year 3/4 swim on a rota basis throughout the year.  Swimming is £3. each week.  This covers the cost of transport and hire of the pool.  Money is recorded on a class list and is then sent to the school office. 

TESTING
Writing, Reading Maths assessments are undertaken each term. Phonics tests are also completed at the beginning and end of the year.  SEND pupils may also complete BST tests. If a child, particularly in KS2, achieves the highest age score in the SALFORD test, then he/she should not need to repeat the test throughout the year. The Foundation Unit assess their children throughout the year using the FS profile to track development. All assessments are placed upon ‘DC Pro’.  

TIDINESS 
General tidiness around the school is a corporate responsibility, i.e. we all need to do our bit!

UNIFORM
Please check that children are wearing correct school uniform each day, especially footwear.  Any issues with uniform please contact parents direct, then inform the Head if the problem persists.  Boys’ hair should be no shorter than grade 2, (with no extreme styles), and stud earrings are the only forms of jewellery allowed.

VOMIT
It is better if the vomit can be cleared as soon as possible. The cleaners will assist clearing up when they are on the premises. At lunchtime it is the responsibility of the teaching assistants to clear up vomit. 

Requests for Leave of Absence by Staff members

As the school has grown and developed in the last few years, it has become necessary to develop a more equitable policy for granting staff leave of absence.

The Personnel Manual also outlines in greater detail the number of leave days allowed for these activities and whether they are with or without pay;

· Compassionate reasons for example the death of a close relative e.g. spouse, cohabite, child, parent, parent-in-law, grandparent, brother, sister or the serious illness of a close relative, requiring constant care which only the employee can provide;
· Attendance at funerals; (without pay)
· Jury or Court duty; (reimbursement should be sought from the  officer of the court)
· Meetings of Examiners; (costs can normally be reclaimed)
· Interviews for new appointments;
· Duke of Edinburgh Gold Awards
· Degree, Diploma or Passing Out ceremonies for self/spouse/son/daughter;
· Service in the forces or Territorial Army;
· Moving House; (one day)
· Weddings; (own, relative’s or friends’) leave without pay for the minimum  period necessary
· Ante Natal classes;
· Examinations and qualifications;
· Attendance at games and athletics meetings at County, Regional, National or International level;
· Visits to Schools, Colleges or other Institutions;
· Union Duties;
· Membership of School or College Governing Body;
· Candidates for Parliamentary or Local Authority Elections
· Membership of Local Authority or other statutory bodies or their committees and sub-committees
· Magisterial Duties
· Education Committee

If such request is to be made with regards to a “holiday” it will need to be put in writing to the Chair of the Governors at the school, at least one month before the proposed date of absence.

The Governors will consider any such request and inform the applicant of their decision, stating why they have reached their stance on the issue.
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	Subject
	Lead

	English (including Reading)
	Aurelie Broadway

	Maths
	Abi Barker/Martin Fowle

	STEM lead (including Science)
	Sarah Williams

	R.E.
	Jo Adams

	P.E.
	Abby Hawthorne

	Art
	Charlotte Stuart

	Music
	Stephanie Hill

	History
	Mark Lunn/Amy Shah

	Geography
	Clare Fearn

	Design & Technology
	Sarah Williams/Annie Cross/Mark Lunn

	Computing
	Luke Jones

	Citizenship
	Hannah Lawrence

	Modern Foreign Languages
	Catherine Lang

	P.S.H.E./RSE
	Hannah Lawrence

	Inclusion- SEND/PP/CLA/EAL
	Jane Holcombe

	Mental Health Champion
	Nicky Hatton

	Foundation Stage
	Catherine Lang

	Curriculum overview
	Catherine Lang




	Area of responsibility
	Staff responsible

	Equal opportunities
	Mark Lunn

	Assessment & SATS
	Mark Lunn

	Assigning Nursery places
	Catherine Lang/Suzie Tiffany

	Child Protection co-ordinator
	Mark Lunn/Nicky Hatton/ Jane Holcombe/Catherine Lang

	Staff notice file for school letters
	Office

	Staff Development & Training
	SLT

	Pre-school induction
	Catherine Lang

	Secondary Liaison
	Y5/6 teachers

	Assessment, Recording & Reporting
	Luke Jones/SLT

	Museum Service & Library Service
	Catherine Lang

	First Aid
	Julie Staple

	Lost Property
	All

	T.A.’s
	Teachers/SLT/Jane Holcombe

	Foundation Students
	Catherine Lang

	Students
	Luke Jones

	Work experience
	Catherine Lang

	P.T.A.
	Mark Lunn

	Keeping areas around school tidy – all staff have a designated area
	Catherine Lang /Luke Jones

	Stock Ordering
	Catherine Lang /Luke Jones

	Class lists
	ML/teachers

	Supply Teachers
	Office

	Induction tutor
	Catherine Lang /Luke Jones/Mark Lunn

	Collections for staff leaving etc.
	Office

	Tea/coffee money 
	Office

	Notice Boards
	Office

	Press Officer – publicity & keeping scrap book of cuttings
	ALL
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