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Spencer Academies Trust 
 

Employee Handbook 2021-22 

 

Chief Executive’s Introduction 

 

Dear colleague 

Welcome to our Trust Employee Handbook and related Code of Conduct. 

A copy of the Handbook will be shared with all new colleagues as part of the Trust Induction Pack and 
will also form part of the annual ‘back to school’ induction at the start of the year. A copy is available on 
the Spencer Academies Trust website for reference http://satrust.com/policies/ 

Since 2011 together, across our academies and teaching school alliance we have developed a growing 
family of schools which makes a difference for over 16000 children and young people across the East 
Midlands; and which delivers on our commitment to be an exceptional regional trust with a national 
reputation for excellence.  

Our ability to make that difference rests on our shared principles, 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 recognise and value the important role our employees play in our pursuit of excellence.  In 2021-22 
we want to go further, and to embed our people strategies in becoming the employer of choice for 
teaching and education support professionals 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 role. Secondly, we must be clear about reasonable professional expectations in role, so that 
colleagues understand what is required of them, and are confident in their ability to deliver.  

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

I hope that you will find it useful.  

With my very best wishes, 

 

Paul West  

Chief Executive

http://satrust.com/policies/
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Introduction  

The Spencer Academies Trust (SAT) is a Multi‐Academy Sponsor with a clear geographical context in the East 
Midlands region. We combine a proven track record with the experience and capability to secure transformational 
change, and to deliver an outstanding quality of education. 

The purpose for which The Spencer Academies Trust is constituted is to use our nationally acknowledged school 
improvement capacity to provide tailored and specific solutions for the local needs of each of our educational 
communities. This is achieved through sharing of outstanding practice between academies within the Spencer 
group of schools. 

Mission - is to provide high quality education and deliver the best possible outcomes for children and young 
people. 

Vision - The Spencer Academies Trust is an exceptional Trust, which provides an outstanding education for local 
children.  

Beliefs - All children have a right 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; and schools are stronger when 
they work in collaboration; operating within a ‘family’ of schools and are open to a true sense of partnership. 

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

Structure 

SAT is a Multi‐Academy Trust (MAT) established in 2011. 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. They have an overview of the governance arrangements of the Trust and the power 
to appoint and remove Directors. The Board of Directors (BoD) is the Governing Body for the organisation and 
remains accountable in law and to OFSTED for the exercise of its functions. SAT acts as one employer across all 
the Academies it operates. 

Trust Directors 

➢ Paul West, Chief Executive 
➢ Donna Kinderman, Chair & Safeguarding Lead 
➢ Geoff Weightman 
➢ Michelle Thompson 
➢ James Smith 
➢ Malcolm Batchelor 
➢ Jonathan Dale 
➢ Gabriel Mukuka 
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Trust contacts 

Position Name  Contact 

Chief Executive Officer Paul West kerriebroderick@satrust.com 

Director of Primary Education Angela O’Brien  angelaobrien@satrust.com 

Director of Secondary Education Fraser Mitchell frasermitchell@satrust.com 

Director of Quality and Standards Lynn Cox lynncox@satrust.com 

Director of Teaching School and Professional standards  Tammy Elward  tammyelward@satrust.com 

Director of Finance and CFO Rachel Hudd rachelhudd@satrust.com 

Director of HR Alison Smith alisonsmith@satrust.com 

Director of Estates and Facilities  Malcolm Lucas  malclucas@satrust.com 

General Enquiries   admin@satrust.com 

Trust Academies 

Ashwood Spencer Academy www.ashwoodspencer.com  

Arnold Hill Spencer Academy www.arnoldhillspencer.com  

Brackensdale Spencer Academy www.brackensdalespencer.com  

Castleward Spencer Academy  www.castlewardspencer.com  

Chellaston Fields Spencer Academy www.chellastonfieldsspencer.com  

Chetwynd Spencer Academy www.chetwyndspencer.com  

Clover Leys Spencer Academy www.cloverleysspencer.com  

Derby Moor Spencer Academy www.derbymoorspencer.com  

Fairfield Spencer Academy  www.fairfieldspencer.com  

Farnborough Spencer Academy www.farnboroughspencer.com  

George Spencer Academy www.george-spencer.com  

Glenbrook Spencer Academy  www.glenbrookspencer.com  

Highfields Spencer Academy  www.highfieldsspencer.com  

John Port Spencer Academy  www.johnportspencer.com  

Heanor Gate Spencer Academy  www.heanorgatespencer.com  

Hilton Spencer Academy  www.hiltonspencer.com  

Long Field Spencer Academy www.longfieldspencer.com  

Inkersall Spencer Academy www.inkersallspencer.com  

mailto:kerriebroderick@satrust.com
mailto:angelaobrien@satrust.com
mailto:frasermitchell@satrust.com
mailto:lynncox@satrust.com
mailto:tammyelward@satrust.com
mailto:rachelhudd@satrust.com
mailto:alisonsmith@satrust.com
mailto:malclucas@satrust.com
mailto:admin@satrust.com
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http://www.arnoldhillspencer.com/
http://www.brackensdalespencer.com/
http://www.castlewardspencer.com/
http://www.chellastonfieldsspencer.com/
http://www.chetwyndspencer.com/
http://www.cloverleysspencer.com/
http://www.derbymoorspencer.com/
http://www.fairfieldspencer.com/
http://www.farnboroughspencer.com/
http://www.george-spencer.com/
http://www.glenbrookspencer.com/
http://www.highfieldsspencer.com/
http://www.johnportspencer.com/
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http://www.hiltonspencer.com/
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The Mease Spencer Academy www.themeasespencer.com  

Portland Spencer Academy www.portlandspencer.com  

Rosecliffe Spencer Academy  www.rosecliffespencer.com  

Rushcliffe Spencer Academy www.rushcliffespencer.com 

Sunnyside Spencer Academy www.sunnysidespencer.com  

St. Giles Spencer Academy  www.stgilesspencer.com  

Wyndham Spencer Academy www.wyndhamspencer.com  

Millside Spencer Academy  Opening September 2022 

Employee Information  

The Spencer Academies Trust has a supportive working culture which is designed to support employees and 
volunteers.  

Together, we share a mission to improve educational standards across trust schools, and work in collaboration to 
deliver on our goals. Above all, we understand that Spencer academies are communities; and that we all benefit 
from creating a working environment in which teachers and education support professionals feel valued and able 
to derive satisfaction from their work.  

As part of this: 

▪ We recognise the importance of our commitment to employee wellbeing, mental health and a managed 
workload, and the place that wellbeing plays in the recruitment and retention of employees.  

▪ We encourage all employees to undertake training and development, and where appropriate, to explore new 
challenges within the group. Professional development is central to the annual professional performance review 
framework.  

▪ 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. 

▪ We provide a comprehensive range of employee benefits and salary sacrifice schemes.   
 

Further information about The Spencer Academies Trust can be found through our website at www.satrust.com. 

Core principles 

The Spencer Academies Trust recognises shared responsibilities as underpinning education delivery.  

A shared sense of responsibility and commitment to trust goals 

The Spencer Academies Trust works to provide the best in education opportunities and outcomes for children and 
young people in the communities we serve. We expect staff and volunteers of the trust to use their best endeavors 
to deliver against our shared goals.  

 

 

http://www.themeasespencer.com/
http://www.portlandspencer.com/
http://www.rosecliffespencer.com/
http://www.rushcliffespencer.com/
http://www.sunnysidespencer.com/
http://www.stgilesspencer.com/
http://www.wyndhamspencer.com/
http://www.satrust.com/


 
 

5 | P a g e  
Author: Central HR Team 

 

Shared responsibility for maintaining a safe and secure working environment 

All employees are responsible for creating a safe and secure working environment in which to support children and 
young people. All staff are expected to actively promote a safeguarding culture; are responsible for health and 
safety in school and are expected to exercise reasonable care at all times across their working or volunteering 
practice.  

Duty of mutual tolerance and respect 

Employees of the Trust are expected to treat each other with consideration and respect. Where there has been any 
diminution of confidence or failure to reach the standards that we set ourselves, the trust and employees of the 
Trust are expected to take responsibility; working to restore confidence and positive working relationships. 
Particularly, we are expected to treat colleagues, parents, and others as we would hope to be treated ourselves and 
evidencing professionalism and courtesy at all times.  

An open and transparent working culture 

The Spencer Academies Trust promotes an open, transparent working culture, in which employees are able to share 
information – including protected disclosures - in a supportive environment. In return, employees are expected to 
positively comply with disclosure requirements, including relevant changes in personal circumstances.   

Where colleagues are not confident that they understand disclosure requirements, it is their responsibility to ensure 
that they seek guidance from an appropriate officer of the Trust. Failure to disclose relevant information will be 
considered within the range of reasonable responses.  

Clearly communicated expectations and working practices  

Academy expectations and working practices are set out in the trust body of policies, which includes statutory 
documents shared at trust and academy level. 

It is the responsibility of the employee to be familiar with all relevant trust and local policies, and to ensure that 
their working practice is contingent with policy requirements. 

Additional non-policy expectations of colleagues are set out in contracts, in guidance accepted by the trust including 
The Teachers’ Standards, and in the trust Code of Conduct, which is replicated below.  

Shared Responsibilities 

Safeguarding  

The Spencer Academies Trust regards our safeguarding responsibilities as being of paramount importance. All 
employees and partners of the trust are expected to do their part to create a healthy safeguarding culture in school.  

All employees and volunteers of the Trust must complete an enhanced DBS check, Prevent KCSIE Part 1, and Level 
2 Safeguarding Children in Education training before taking up their role, with staff working in academies expected 
to maintain their safeguarding knowledge through additional training in school and an annual update training KCSIE 
Part 1 through the Trust on line training system.  

All colleagues should be familiar with school Safeguarding and Child Protection policies and be confident of their 
responsibilities in the event of a disclosure; whether made by a pupil or student of the school, or by a colleague. If 
you are worried about a child or young person, you must speak to a member of the safeguarding team in school. 
Designated members of the safeguarding teams are identified in all academy receptions and on posters throughout 
schools.  
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Health and safety  

Health and Safety is a shared responsibility. Health and safety training will be offered as part of induction and 
additional training will be offered annually helping you to become familiar with relevant sections of the Health and 
Safety at Work Act. Colleagues are asked to familiarise themselves with their work area, including any temporary 
work area, and are expected to exercise due care and attention to minimise risk to themselves or others.  

Presence on site 

All site registration protocols must be observed, and identification worn at all times when in school. 

Data Protection 

The Spencer Academies Trust is a GDPR compliant organisation observing relevant data protection legislation. 
Training on GDPR is shared for new employees as part of the induction process; at which time you will also be asked 
to sign the consent documents required to maintain your own employment record.  

Following data protection training, staff are expected to understand data protection risks and requirements 
appropriate to their role, and to observe best practice in accordance with the Trust Data Protection Policy and GDPR 
Handbook. A copy of the GDPR Handbook and the Data Protection Policy used across the Trust can be found at 
www.satrust.com. 

Use of social media 

Employees, volunteers, and partners of The Spencer Academies Trust are required to act responsibly online, and to 
ensure that they are using the highest level of privacy protections on social media networking sites. Use of 
networking sites including Facebook, Twitter, and Instagram to make contact with students is prohibited. No 
partner or employee of the trust should use social media to put themselves in a position which could not be 
defended as constituting reasonable conduct within schools.   

Information governance and security 

As part of your contract of employment at The Spencer Academies Trust you may be supplied with IT or other 
equipment.  

Colleagues are expected to take reasonable care of equipment both on site and if equipment is taken home. No 
data or information belonging to students, pupils or other stakeholders of The Spencer Academies Trust should be 
put at risk because of the removal of equipment from site, or remote access to information from outside site. 
Expectations governing access to and use of data and equipment are set out in the Trust Data Protection and 
Information Governance policies and procedures, which can be found at http://satrust.com/policies/ 

Induction Process  

The Induction Process is designed to allow you to make the best possible start to your role with The Spencer 
Academies Trust, or to a new role within the Trust. Colleagues joining the Trust will be offered induction at trust 
and academy level, while colleagues who have previously been through Trust induction may be offered a more 
limited induction process at academy level. The aim of induction at academy level is to allow colleagues to become 
familiar with health and safety and other requirements within a new academy.  

Trust induction is through information shared on our Trust website, virtual sessions maybe held remotely and where 
appropriate across member schools or via a virtual presentation available on the Trust website.  This is designed to 
place the work of Spencer academies in the broader Trust context.  Academy induction should be scheduled from 
your first day in role and is a flexible process designed to enable effective working in a specific academy and role. 

http://www.satrust.com/
http://satrust.com/policies/
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Whereas trust induction is delivered through a webinar by colleagues from the central services team, induction at 
academy level is the responsibility of a line manager.   

A separate induction process is provided for colleagues working in central services, including those with contracts 
which require working across the academy body.  

Colleagues should receive an induction programme as part of the induction pack offered on their first day in school. 

Trust Induction  

Trust induction is an opportunity to learn about the wider work and impact of The Spencer Academies Trust, our 
shared values and trust-wide policies and working practices. 

Academy Induction  

On arriving on site, colleagues will be asked to register their presence in the academy, 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 introduced 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 from line managers.  

Line managers should be the first port of call for any queries or questions.  

The academy induction programme should include: 

▪ An induction 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; 
▪ Overview of your line management relationships and details of the permissions and accounts that have been 

allocated to you; 
▪ A site map with emergency exits and entrances clearly marked; 
▪ A copy of the Induction Handbook including the Code of Conduct; 
▪ Copies of key policies including the IT, Safeguarding, Health and Safety, and Data Protection policies; 
▪ GDPR confirmation slips and consents, including consents allowing you to establish the level of information 

about you that the academy is able to share online, or to demur from this if it is your preference. Consent forms 
should be filled in and returned to HR contact in school prior to the end of your first week in role; 

▪ Details of work shadowing and other training to be provided; 
▪ Details of any probationary arrangements where appropriate; and 
▪ Details of the team, department, academy and Trust structures as appropriate to the role. 
It is the line manager’s responsibility to discuss other areas that may impact on you during your employment, 
including training needs, professional performance review, and other opportunities that may arise. It is the line 
manager’s responsibility to ensure that the Induction process is further adapted to 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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Network Groups 

The Trust encourages co-operation and encourages collaboration across our family of schools.  There are a number 
of network groups available for you to join including for example teaching year groups and specialisms, office 
managers, data managers and safeguarding.   

Induction Checklist 

A copy of the standard Induction Checklist is shown below.  Each academy will have their own arrangements for 
employee induction.  
 

Induction Checklist for………………………………………………………………. Starting date……………………………….  
Line Managers are responsible for arranging collation of information/meetings with key staff unless otherwise 
indicated. 

PRE W1 M1 M2-6 

Pre-joining information Arrange for the return of all necessary 
paperwork to HR contact 

    

 
Complete Level 2 Safeguarding Training and 
KCSIE Part 1.  

    

 
Familiarise yourself with documents in the 
induction pack and policies at www.satrust.com 

    

 
(Line manager) Arrange for individual email 
address and other IT access to be set up ready 
for induction 

    

Getting Started  Employee met at the Academy main reception 
for introductions 

        

 
Collect ID badge  

    

 
Tour work area and introduction 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 notification procedure 
(sickness, LOA and holidays) 

    

 
ICT and resources familiarisation with email, 
intranet and printing. Protocols for use of 
telephones shared. 
Equipment Responsibility form completed 
where appropriate for laptop, mobile phone 
etc. 
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Introduction to senior colleagues 

    

 
Probationary arrangement explained  

    

Health & Safety Health and Safety Procedures relating to 
individual’s work environment  

        

 
Complete H&S risk assessment if necessary  

    

 
First aid including details of first aiders and how 
to obtain first aid assistance and any other 
relevant information 

    

 
Procedures in event of emergency/fire 

    

 
Awareness of hazards as applicable 

    

      

Trust Information  Provide staff list for Trust – website  
    

 
Complete GDPR training 

    

 
Employee wellbeing and benefits explained   

    

 
Trust induction arrangements  

    

Academy Information Tour of Academy and facilities           
Introduction to the Academy DSL and Deputy 
DSL’s move to getting started. 

    

Job description & 
arrangements with line 
manager 

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

        

 
Planned meetings with key people 

    

 
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 at school Demonstrate use of email/how to access 
servers/intranet & resources available on-line 

        

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

    

 
Information on staff shared drives  
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Understand requirements of 
your role 

Ensuring compliance with data protection on all 
areas of work 

        

 
Supporting colleagues within the team when 
needed 

    

Safeguarding and Child 
Protection 

Keeping Children Safe in Education - required 
reading: 

    

 
Part 1 – All employees.  

    

 
Annex A – Employees working with children 

    

 
Part 2 – DSL and senior leaders 

    

 
Child Protection Policy, Behaviour Policy and 
processes for children missing education. 

    

 
Guidance for Safer Working Practice for Adults 
who work in Education settings 

    

  Prevent         

Probation  As required 
    

Professional Performance 
Review (Appraisal) 

As required 
    

Further mandatory training  As required         

 

Employee Training Portal 

As part of the onboarding, induction and on-going CPD you will be assigned a number of mandatory training courses 
to be completed online through the Trust training provider.    Other courses are recommended depending your role 
and can be discussed as part of your annual performance review and CPD processes.   

Spencer Apprenticeships  

The Trust offers training opportunities to new and existing employees to undertake an apprenticeship programme 
provided by Spencer Apprenticeships for teaching and teaching assistants or through external providers for other 
education support professionals.  If you are interested in undertaking an apprenticeship programme please speak 
to your line manager.   

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.  

Trust Code of Conduct 
This document sets out the Trust and individual Academy’s employee expectations and Code of Conduct and covers 
all employees and 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 
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• to provide advice and guidance covering expectations of employees, and to promote an understanding that 
breaches of conduct rules may result in disciplinary action.  

Expectations and Code of Conduct policy is published at http://satrust.com/policies/ 

As part of their induction and on-going employment, every employee and volunteer working within The Spencer 
Academies Trust will be asked to read, sign and date the Code of Conduct.  

 

Employee wellbeing and family friendly policies can be found at 

http://satrust.com/policies/ 

Employee wellbeing 

The Spencer Academies Trust works to maintain our status as an employer of choice. We recognise that meeting 
our recruitment and retention targets depends on creating a support offer which promotes employee wellbeing 
and allows colleagues to access opportunities including employee benefits and wellbeing support.  The employee 
wellbeing package is open to all colleagues, and has been designed to be attractive for colleagues within a range of 
personal circumstances.  

Where possible, benefits are cost-neutral for employees. Where an employee contribution is required: inclusion 
within a defined benefit scheme is elective and every effort has been made to keep costs low. Any charge to be 
passed on to employees will be disclosed prior to a decision being taken.  

The Spencer Academies Trust offers employees a range of employee wellbeing rewards and benefits.  

For example, but not exhaustive:  

▪ Sector competitive pay and conditions of employment  
▪ Defined benefit pensions LGPS and TPS including life assurance  
▪ Automatic performance related pay for non-management roles 
▪ Recognition of additional responsibilities 
▪ Annual cost of living adjustment 
▪ Salary sacrifice schemes 
▪ Free onsite parking  
▪ Access to Health Assured wellbeing services and occupational health services   
▪ Access to flu jabs, eyes tests and where criteria is met replacement glasses as appropriate 

 

The capacity of The Spencer Academies Trust to offer additional negotiated agreement benefits to colleagues 
depends on our ability to manage delivery across the trust. 

Employee Wellbeing Policy 

This policy sets out our commitment to our employees’ health and wellbeing, provides a wellness action plan and 

details the responsibilities of managers and others for maintaining: 

▪ psychological and physical health; 

▪ healthy promotion initiatives; 

▪ communication and training on health issues; 

▪ a range of support available for the maintenance of mental health; 

▪ a range of employee benefits; 

▪ an organisational commitment to handling individual issues.   

http://satrust.com/policies/
http://satrust.com/policies/
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SAT has developed a number of employee support guides including:  

▪ Managing Stress 
▪ Menopause 
▪ Domestic abuse 

 
SAT offers a range of family friendly policies in relation to maternity, adoption, paternity and parental leave and 

flexible working arrangements.  

Health Assured  

SAT has partnered with Health Assured to provide a confidential employee assistance programme (EAP) designed 

to help you deal with personal and professional problems that could be affecting your home life or work life, health 

and general wellbeing.  The service provides a complete support network that offers expert advice and 

compassionate guidance 24/7, covering a wide range of issues.  

Health Assured offers cover for you and your immediate family members, 24 hours a day, 7 days a week, 365 days 

a year: 

▪ Life support: including structured telephone counselling or face-to-face counselling sessions (employees only). 

▪ Legal information.  

▪ Bereavement support.  

▪ Medical information.   

▪ CBT online.  

In addition to the counselling support and advice, they also offer a virtual library of wellbeing information.  To find 

out more information on what services Health Assured can provide, please visit www.healthassuredeap.com  or 

contact 0800 028 0871.   

Health e-Hub Mobile App offers access to holistic health and wellbeing support at the tap of a finger anywhere and 
anytime.   

Access to Work – mental health support  

The Trust will work with The Access to Work Mental Health Support Service funded by the Department for Work 

and Pensions.  The service provides confidential support to help you remain in your job.  

Advisers will help with:  

▪ Workplace support for nine months  

▪ Coping strategies  

▪ A wellbeing plan – also see SAT wellbeing policy 

▪ Workplace adjustments  

▪ Working with SAT to support you, if you’d like them to. 
 

You can apply for this service if you:  

Are in permanent or temporary employment (working or signed off sick), have a mental health condition that has 

made you miss work, or is making it difficult to remain in work. 

http://www.healthassuredeap.com/
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To get in touch: Telephone 0300 456 8114  

▪ a2wmhss@remploy.co.uk  

▪ www.remploy.co.uk/mentalhealth 

▪ Applications are subject to a decision by Access to Work advisers. 

 
For wellbeing support please see the SAT website or speak to your HR contact in school. 
 

Staff Pulse 

Staff pulse is an online employee wellbeing survey.  In order to work with colleagues, we will be rolling out an 

anonymised employee wellbeing survey through Staff Pulse in the second half of the Spring Term.  This will enable 

you to give us feedback and for us to respond to you individually and/or to make changes at trust and academy 

level as appropriate.  Each survey contains 10 wellbeing questions generated randomly from a bank of questions 

together with 3 questions from the HSE stress survey. The survey is posted to all employees through their work 

email on a two-weekly basis.  You are encouraged to take part in the survey and make a difference.   

Employee Policies – can be found at http://satrust.com/policies/ 

The Probation Process  

Where appropriate, Spencer Academies Trust contracts may include probationary period of up to six months. The 
purpose of the probationary period is to support regular review of integration into a new role, and to allow 
additional support to be given where required.  

Completion of the probationary period for education support professionals will be based on a satisfactory report 
having been received from the line manager; or where this is not available, for the Trust to be otherwise satisfied 
that the employee has demonstrated the level of capability for, and commitment to the role that could reasonably 
be expected from an employee in the appointed position. 

Completion of the probationary period for teaching staff and teaching assistants will be based on having delivered 
against reasonable expectations as set out in the Teachers’ Standards and other guidance.  

Statutory employment rights are not affected.  

Any probationary period should begin with an initial meeting between the employee and line manager. Topics to 
be discussed at the initial meeting should include: 

▪ What the employee is expected to achieve in their role during the probationary period and thereafter; 

▪ What successful integration into role might look like, and how this could be evidenced.  

▪ How any emerging training needs or challenges in role might be identified, and the processes for secure 
additional support. 

▪ The dates that probationary period review meetings will become due, and what to expect from the mid-
probationary period review and probationary period completion meetings.  

Review meetings will be held in line with the SAT Probation Policy.  

In line with the SAT Professional Performance Review (Appraisal) Policy, objectives will not be set until the 
probationary or ECT period has been successfully completed.  

http://satrust.com/policies/
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Successful completion of any probation period will be marked by a successful completion letter to confirm the 
appointment.  

Professional Performance Review (Appraisal)  

Professional Performance processes are managed the Trust Professional Performance Review (Appraisal)Policy.  

Professional Performance Review cycles are predicated on: 

▪ 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 or other practice appropriate to the role; 
▪ Regular self-review to identify progress against agreed objectives and standards; and 
▪ Annual performance management review, held ordinarily in the summer or autumn term. 
Recommended suitability for pay progression will be made by the reviewer subject to the maximum of the 
employees pay range or grade, in accordance with the Trust Pay Policy.  For main pay range teachers and education 
support professionals in non-management roles pay progression will be automatic unless they are subject to a 
formal support plan or formal capability process.    

Annual Leave and Leave of Absence 

Decisions on leave of absence are made by the Principal in accordance with policy requirements, however, it is 
recognised 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 outside of their normal working day or 
during school holiday periods. There is no provision for an annual leave entitlement for teachers and term time only 
employees. The Annual Leave and Leave of Absence Policy. 

Attendance Management  

The Spencer Academies Trust reserves the right to manage attendance in accordance with the Attendance 

Management Policy.  This Policy is designed to support the recording and management of absence, underpinning a 

positive regime which allows problems to be identified at an early stage and the costs and disruption of absence to 

be minimised.  

Capability 
Capability procedures will be applied only where serious concerns have been identified that the performance 
management process has been unable to remediate. Capability processes are managed under the Trust Capability 
Policy, a copy of which can also be accessed through the trust website.  

Trust Grievance and resolution policies 

Trust grievance policies are the mechanism for resolution of concerns raised by employees. Any employee may 
register a grievance under the Grievance Policy. 

Complaints relating to bullying or harassment should be registered under the Trust Bullying and Harassment Policy 

Whistleblowing concerns should be registered using the Whistleblowing Policy. 

The Spencer Academies Trust seeks to be a positive and supportive employer, the trust reserves the right to respond 
appropriately to complaints or grievances which may reasonably be determined to be vexatious in nature.  
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Off-boarding and Leaver Process  

Employees who have submitted notice or whose term of employment at The Spencer Academies Trust has 

otherwise come to an end are expected to positively comply with expectations for ‘off boarding’ the process by 

which the contribution of a departing employee is celebrated, and the continuance of their work assured. This 

includes: 

▪ Returning all equipment and Trust assets, in good condition, to a line manager, and supporting line managers in 

ensuring that asset registers are updated accordingly 

▪ Identifying additional responsibilities carrying access to information, so that access can be suspended when 

legally appropriate to do so 

▪ Helping to hand over work including current projects 

▪ Supporting the recruitment and training of additional employees 

▪ Engaging with the Trust exit survey and academy exit interviews and other processes designed to promote 

continuous improvement of services and support improved recruitment and retention 

 


