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Steiner Waldorf Schools’ Code of Practice

Introduction

All members of the Steiner Waldorf Schools’ Fellowship and accredited institutions endorse the
principles of this Code of Practice. Sponsored schools work with the SWSF and their sponsors and
advisers to achieve implementation of the standards outlined in this document. Affiliated
organisations are non-accredited and may subscribe to the Code if they choose to do so.

The aim of the Code is to help schools evaluate the quality of their educational provision and
organisation practice. Individual institutions may wish to incorporate the standard requirements
contained in this document within their own individualised Code of Practice. Within the framework of
each school’s Development Plan, the Code of Practice provides a tool for self-evaluation, especially
for procedural aspects of this. The Code of Practice also provides guidelines for new and developing
schools to help them establish appropriate procedures in the first place. Furthermore the Code of
Practice provides a framework for school auditing by the SWSF or other external organisations.

Code of practice: aims and principles of Steiner Waldorf education
Member schools of the Steiner Waldorf Schools’ Fellowship aim to foster the healthy physical,
emotional and intellectual development of children, to support them in realising their potential to grow
as self-disciplined and self-directing adults with the skill and social ability to co-operate effectively
with others. The professional community of the school is organised collegially in order to complement
the learning of the children through the continuous professional development of staff. Understanding
that education is a collaboration of parental and pedagogical responsibilities, member schools
endeavour to arrange their policies and procedures accordingly and to operate to the highest
standards possible, informed by 5 key ideals:

Respect for the integrity (spiritual essence) of each individual and of the world in general

Interest in and Positive approach towards the potential for development in young people in particular
and humanity in general

Recognition of the central importance of lifelong learning

Commitment to the core task of educating children in the light of the above and to encourage, enable
and value the Contribution of individuals, groups and communities to the improvement of our
common heritage

The Code of Practice - supporting educational quality

The objectives of the Code of Practice are to ensure that the school’s organisational structures and
procedures support the primary activity, the education of the children. Leadership and vision are as
necessary as resources. Management and organizational structures, buildings, administration and
money are essential if the educational activity is to thrive.

Each area of activity within the social organism of the school needs to have a conscious relation to
the whole. It is the task of self-evaluation to stimulate the process of quality development. The core
question should always be - does this activity further the education?

The healthy social organism requires that each individual working within it feels that his or her
contribution is both rewarding and valued and that the school is able to harness the talents and
strengths of each individual to the central task.

Using the Code of Practice: steps of evaluation
This Code of Practice is intended for use by the Collegiate, executive staff and Trustees.

Using the Code of Practice as a tool for self-evaluation involves asking the following questions in
relation to the various areas outlined in the code: a) Do we do this? This clarifies whether a given
procedure is actually in place, and if the school fulfils at least standard practice. b) How is this
working? This requires an assessment of performance in relation to aims stated within the Code of
Practice and/or incorporated in a whole school policy statement (e.g. the educational development
plan). c) How do we know? This relates to the use of evaluation references, evidence and criteria,
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which enable us to judge or measure our level of success. d) What are we going to do now? This
relates to how we report such evaluations and how they are to be followed up. This will normally
result in the creation of an Action Plan, detailing an order of priorities, those responsible for
implementation, lines of reference, consultation and management, budget, and procedures for on-
going review and appraisal on completion.

(N.B. SWSF schools wishing to do so may invite assistance from the Steiner Waldorf Advisory
Service through its co-ordinator)

Code of practice: structure

The Code of Practice describes standard requirements, developmental goals for the improvement of
practice and specific examples of good practice. Examples of good practice are not prescriptive. They
are included here to provide a basis for colleagues in schools to create effective, Anthroposophically-
informed processes and procedures. All administrative structures and working practices in a Steiner
Waldorf school exist to support its core pedagogical purpose.
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1 Educational Development
This section covers organisational aspects of the education.

1.1 Summary of standard requirements - required by Ofsted and DfES
(see appendix 1)

a. Statement of educational aims and ethos including how the school
promotes the spiritual, moral and cultural development of the pupils.

b. Curriculum policies and schemes of work (timetables for school and Main
lessons for classes).

c. A school prospectus.

d. An equal opportunities statement.

e. Evaluation procedures for pupils and staff.

f. Special Educational Needs statement and policy.

g. Sufficient information concerning all the above for parents, updated on a

regular basis.

1.2 Education Development Plan (EDP)

The Collegiate has primary responsibility for providing and developing the

Educational Development Plan, though it may delegate responsibility for

carrying this to an individual or group. Trustees have specific and overall

responsibility for the school and its development.

Basic Practice:

Each school should have, or be working towards an Educational Development

Plan that:

a. States the primary educational aims. It also provides parents or
educational authorities with a curriculum statement and description of the
school’s educational ethos. This should include a social inclusion policy
and developmental goals associated with this.

b. Contains a curriculum statement. The Educational Tasks and Content of
the Steiner Waldorf Curriculum by T. Richter, edited by M. Rawson etc. al.
Fellowship Publications 2000) can serve as a basis for this statement.
Each school should add in floating pages where their approach or practice
varies from this document. This can then be used to inform Ofsted,
parents or any interested bodies. It is also necessary to document specific
curricular content not related to Steiner Waldorf, such as GCSE or As/A
level syllabuses.

c. Describes learning and developmental expectations for children
throughout the school and evaluation policies and procedures used to
assess these.

d. Linking ongoing action research to the school’s educational development
plan.

e. Describes learning support (and Special Educational Needs) policies,

which outline the school’s procedures for assessing children’s needs and

describes provision for special educational needs, internal and/or external.

Contains a statement of aims and intentions for future educational

development plans (e.g. expanding Upper School provision, reviewing

learning support, considering after school care etc.).

g. Outlines new resources that have been identified as needed to support
educational development.

Good practice:

h. Records the themes of pedagogical study and research currently being
carried out within the school, including plans for future work (including
INSET days, teachers’ workdays, individual or departmental study).

i. Outlines the procedures for departmental reviews and records their
outcomes on an annual basis.

j- Outlines the present teacher development policy and plans.

—=h
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k. The implications of such a plan are likely to involve the wider school
community.

1.3 Curriculum Development

Basic Practice:

The work of curriculum development includes:

a. ldentifying areas needing whole school research and study arising out of
the review and evaluation processes (e.g. the need to strengthen foreign
language teaching).

b. Planning what part of curriculum development comes into the work in
teachers’ meetings, inset days, departmental meetings etc.

c. Co-ordinating the feedback of research into the classroom including child
studies and the monitoring of curriculum change and connect to the
review of the development plan.

Good practice:

d. Monitoring external educational research and bringing relevant new
developments to the attention of colleagues.

e. Regular review of curricula and subject balance within the schemes of
work. Related to specific needs of classes and pupils.

1.4 Assessment

Basic Practice:

Evaluation and assessment are essential parts of educational development.

There are three aspects to this, the assessment of teachers, pupils and the

overall provision. Each school should have:

a. An educational review policy.

b. A staff appraisal procedure (see section 9).

c. A pupil evaluation policy and procedure.

Good practice:

d. There is a mandate for monitoring the quality of educational provision and
linking this to reviews of the Education Development Plan.

e. The school has its own pupil assessment regime that includes regular
teacher monitoring of individual pupils and recording of progress, regular
screening of literacy and numeracy levels at key ages (e.g. during Class
2, Class 5 and Class 8).

1.5 Learning Support (SEN)

Basic Practice

a. Policies and procedures to ensure the effective education of all children
are in place, including those of unusually high, or high specific ability (i.e.
“gifted and talented” pupils).

b. Specific and general educational needs are identified at the earliest
opportunity and plans for appropriate support put in place (this includes
an Individual Education Plan - IEP).

c. Each area of the School has a named member of staff responsible for
Learning Support - SENCO.

d. Suitable records are kept in the pupils’ files.

e. |EPs are regularly reviewed.

Good practice:

f. Suitably trained staff carry the responsibility for Learning Support needs
and co-ordinating the IEPs.

g. Curative Eurythmy and Art Therapy are available to help support
children’s development.

h. There are regular meetings between class teachers and Learning Support
teachers.

i. The school doctor is involved in all questions of therapy and educational
difficulties and case studies of children concerned.
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j- A named Trustee carries governance responsibility for this area.

k. All Pupils are screened at defined ages.

I. Training for all staff to support children with Special Educational Needs
is available.

m. Staff with responsibility for SPLD (special learning difficulties) update
their training regularly.

1.6 Staff Development

Basic Practice:

Each school should have (or be working towards) a staff development

policy. This should include:

a. Induction mentoring of new staff members which is distinct from any
assessment for confirmation of employment.

b. An induction session for all new staff, introducing basic policies and

procedures of the school, including fire/lemergency procedures. See

appendix 1.

Ongoing mentoring procedures.

The regular use of SWSF advisers.

A budget to support staff development.

A named person or group with responsibility for co-ordinating mentoring

and staff development.

Good practice:

g. The identification of individual needs for development and further
training (based on evaluation processes).

h. Identifying external opportunities for teacher development and enabling
staff to take advantage of this (e.g. attendance at the Easter Conference,
courses on learning support provision etc.).

i. Differentiation of induction mentoring and hosting of new staff.

j-  The school has a well-managed staff development policy, which has a
strong emphasis on giving staff the support they need to continue to
develop their skills.

k. The school has mentoring procedures for all staff, especially new
members. These mentoring procedures include regular peer-review,
mutual visiting of lessons, co-mentoring (e.g. sharing lesson planning,
problem solving, classroom management and relevant skills).

I. There should be annual reviews of induction and all mentoring
procedures.

m. The school has an individual or group with mandated responsibility to
implement regular staff appraisal and assessment procedures. These
would include regular assessments for all staff and annual appraisals.

n. Class teacher competency reviews during Class 1, Class 5 and Class 7,
carried out in conjunction with suitably qualified independent assessors
(additional to regular self-evaluation and peer-appraisal).

=0 oo

1.7 Informing parents about the Development Plan

Basic Practice:

a. Parents should have access to the school’s EDP, curriculum statements
etc. Since this is usually quite an extensive document or documents, it is
not necessary to provide parents with their own copy.

Good Practice:

b. ltis valuable to involve parents in the creation and reviews of the EDP.

c. The school’s overall development plan which includes the EDP and
sections covering different areas of its aims. The way in which the
school manages and administers this will form part of the schools
development plan.
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2 Admission Procedures

Basic Practice

a. Admission policy and procedures must take account of all relevant
legislation, in particular the Disability Rights Act 2001; see for example
DfES “Teachernet” website.

b. Parents receive adequate information about the school, its ethos, aims
and provision on application through the prospectus and Open Days etc.

c. Application forms should include request for permission to contact
previous school, relative to the pupil and payments.

d. Each school should publish an admissions policy and this should be
made available to enquirers. This should be part of the application pack
including information regarding the school doctor in relation to
admissions.

e. All children and parents are interviewed before being admitted to the
early years setting or school. Children should be interviewed by at least
two appropriately qualified and experienced members of staff.

f. At least two staff members conduct the educational part of the interview;
normally one of these would be the main teacher of the class concerned.

g. Pupils’ previous school records must be viewed by the interviewing staff
before admission. If not available verbal references should be sought.

h. Documentation of important records for each child should be kept
centrally from enrolment onwards.

i. The school provides a “home-school” agreement form to cover any
children admitted “as part-time” i.e. where the number of hours of
education falls significantly short of current DfES guidance. Such an
agreement involves the parent undertaking educational responsibility for
part of the day; this could be applicable in kindergarten (if less than 5
days) and lower classes (if not all afternoons).

j- Identification and assessment of any special educational needs

including developmental and behavioural concerns should be
established prior to or at interview and the parents informed (application
forms should request information prior to interview).

k. The final decision should be clear, objective and informed.

I. Once the child has been admitted appropriate details are entered into
the formal admissions register; even if this is a trial period of more than
one week - date of leaving must be entered against the entry in the
register.

m. In case of concern, children should initially be admitted for a trial period
(written notification of trial and length of is essential and part of the
contractual agreement) of not more than half a term. This trial period
should involve consultation and review involving the parents. This may
be extended by agreement (confirmed in written form), the child is
permanently enrolled following a review by the appropriate staff
involving the parents/guardian.

n. No child should be kept on review for more than a term except in
exceptional circumstances.

Good practice:

School admissions policy and procedures include the following points:

0. Where possible a qualified learning support teacher should be involved
in the interview procedure. (Small schools or developing schools could,
for example arrange interviews so that an experienced colleague from
the sponsoring school can be present where there are potential
concerns.).

p. Appropriate records and documentation must be kept in a consistent
manner, following established guidelines and criteria.

g. No final decisions should be taken before receipt of reports and records
from previous schools including appropriate direct contact with staff at
the previous school.
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Admission policies and procedures should be made available via the
Parents’ Handbook and with the application pack.

All staff receives clear guidelines regarding the conduct of interviews
which ensure that parents are asked for their consent before
answering personal questions about themselves or their children. Staff
asking questions should be able to give clear explanations for them
and describe what will be done with the information.

All staff should be informed of each new admission and any special
circumstances relating to it in writing or at a meeting at which all
relevant staff are expected.

The school provides staff training for the conduct of interviews.
There should be a written document that forms the legal and financial
contract between the parents and the school.

. The school has a “social contract” (parent/school agreement), outlining

expectations and obligations on the part of the parent and the school.
This would outline, for example: financial arrangements, attendance at
parents’ evenings, pupil’s attendance at school, school policies
(homework, nutrition, television watching, discipline and behaviour
expectations, dress code, bullying policy etc.).

The above contract is reviewed by the school in consultation with the
parents at regular intervals (e.g. every two years).

Parents should have the opportunity to receive some further induction
either before or shortly after joining the school where key questions
about the school’s philosophy, provision, expectations as to parental
involvement etc. are dealt with.

Threshold criteria and procedures for transition from kindergarten to
Class 1 and from the lower to upper schools should be made available
to all parents on admission regardless of the class into which the child
is placed.

The child concerned may be invited to visit the class for a few days as
part of the interview process if this is deemed helpful the reasons for
this must be clear and understood by all. This should not exceed one
week.

Records relating to pupils

Records relating to pupils are sensitive documents and should be
maintained in the light of the need for proper confidentiality and
appropriate access.

3.1 Pupils’ Annual Reports
Basic practice

a.

The school will have a clearly stated policy on annual reports and
clarity on their content and which teacher is responsible for what
section and the overall report per pupil.

Reports include brief summaries of work covered during the year,
comments from the relevant teachers about the pupils’ learning
identifying areas of concern, and potential improvement and showing
ways in which parents can provide support.

Pupil reports are written by each teacher of the pupil and sent to
parents (copies sent to all those with parental responsibilities provided
the school has the addresses) at least once a year.

A copy of each report must be kept in the pupil’s file in the school.
Report guidelines should be available in the staff handbook and a
summary published in the parents’ handbook.

The school should define a deadline for when the reports will be sent.
Reports should be handled in the light that they are legal documents
and represent the school.
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Good practice:

h. Pupils overall development is monitored through observation and
evaluation and recorded by the class and subject teachers. This forms
the basis of the pupils report. Where there are concerns this should be
taken to the appropriate meeting during the school year.

i. Children presenting with learning difficulties or differences have an
Individual Education Plan, which includes an assessment of their needs,
strategies for support and monitoring timetable of progress.

j- A summary of Report guidelines should be published in the parents’

handbook.

k. Before distribution, all reports have been checked for accuracy and
appropriate content by at least one independent colleague (content and
proof-reading).

I. The reports include data to show the pupil’s punctuality, attendance
(percentage or number of days out of total), record of homework
completion etc.

m. Annual summative reports are based on regular formative appraisals.

Such annual reports are distributed on or just before the end of the

school term.

0. Reports include a space for recipient comments and may including pupil
comments in the case of older students.

>

3.2 Pupil Records and Files
Basic practice
a. All Pupil files should be kept in a secure central place that is available to
staff. Pupil and family records are confidential information covered by
the data protection act and as such must remain on site.
b. Each file should contain the following:
¢ Reports from previous schools including educational psychological
reports and/or doctors reports when relevant.
o Admissions forms (containing child’s full name, address, address(es)
of parents, daytime contact telephone numbers, important medical
information (diabetic, special medication etc.).
¢ On-going pupil evaluation in the form of formative assessment,
referenced to lesson planning objectives.
¢ All school reports.
e Individual education plans, learning support assessments.
¢ Reference to the existence of medical reports kept by the school
doctor.
c. There should be a policy regarding the copying of records for reference
by appropriate members of staff.
Good practice
d. A named person should be in charge of the files and authorises any
copying and holds the data protection awareness.
e. Annual reports should be issued to parents for children from the age of
five up.
f. Agreed notes from all meetings with parents should be in the files.
Notes from Child studies should be in the file with any action points.
When a child moves to another school initial information sent should not
include test results or any quantative information. When the child has left
all files or copies of should be sent to the new school.
i. The information to be retained is dates of attendance, dates of birth,
address, class teacher and any exam results including which board.
j- Parents are permitted to see the child’s file on request within 15 days of
the request.
k. Parents shouldn’t see anything relating to any other pupil.

JQ
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I. Child protection files are excluded from the above and should be filed
securely and separately and managed by the child protection officer
only.

m. Information about transfer should include an outline of the distinctive
features of Waldorf education (e.g. a prospectus).

3.3 Pupil attendance

Basic practice

a. All schools are required to maintain daily pupil attendance registers for
morning and afternoon sessions. This should be done according to the
required basic practice as indicated in all standard school registers.
Coding should indicate at least attendance, absence, authorised and
unauthorised, late arrivals and medical.

b. School must fulfil the DfES requirements to return statutory forms re

attendance and truancy.

There should be a policy re effective education and irregular attendance

with standard procedures to support this.

d. There should be a policy whereby requests for exceptional absence can
be addressed and responded to e.g. holidays, funerals, and weddings.

e. There should be a policy that covers insufficient attendance to enable

effective education and the obligation to report to the LEA education

welfare officer.

Children who leave not apparently going to another school should be

notified similarly to the education welfare officer. This includes home

schooling.

Good practice

d. Inthe case of irregular or insufficient attendance the school will invite the
parents to a meeting to discuss the situation.

h. Registers are checked daily and non-notified absences followed up.

i. Missing child policy should be in place which will be activated for any
lesson to which the child does not attend.

j- Attendance issues relative to health should be dealt with supportively
and clearly and special measures provided for these children.

o

—h

4 Behaviour, Discipline and Exclusions:
Through the curriculum and ethos the school promotes social, emotional
and behavioural skills, understanding and compassion for each other.

To be able to provide effective education for all children within the school it
is a requirement to have a behaviour and discipline code, and an exclusion
policy. Enabling all pupils to access the education requires suitable
classroom management and policies upheld by all members of staff. This
will be supported by an equal approach to recognition and positive support
of all pupils. Policy and practice takes account of equal opportunities.

4.1 Behaviour

Basic practice

a. The school will have a clear behaviour policy available to staff, parents
and pupils. The main points of this should be in the parent’s handbook
and the entire policy in the staff handbook and should form part of the
induction for new staff.

b. Conduct and behaviour in the school is regularly reviewed by staff
members and amendments to policy and procedures made when
necessary.

c. A confidential record should be kept of unacceptable or violent
behaviour of pupils kept centrally. (a separate record should be kept of
staff incidents). There should be a policy for the use of this book that
relates to what triggers information to be given to class
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teacher/guardian, when parents are informed and when disciplinary
action is instigated. Appropriate records relating to incidents should be
kept in the relevant pupil files. Incidents recorded in this book will be
mentioned or reviewed in appropriate teachers meetings.

d. The behaviour code will be such as to support and encourage respect
between pupils, staff and visitors.

e. The school will have a policy regarding the physical handling of pupils.

f. Staff will behave in such a way as to encourage suitable imitation.
Policy and procedure takes account of school attendance as a
possible indicator of behavioural issues such as general class
discipline or bullying.

h. The school will endeavour to encourage the pupils to be responsible
citizens in all areas of their lives.

i. Suitable and sufficient supervision of children at all times of the school
day to minimise disciplinary situations and to support the safety of
children.

Good practice:

j- An appropriate member of staff is designated for the pastoral care of
all pupils as appropriate to their age.

k. The appropriate teacher will talk to each class about the behaviour
code each year in an age appropriate manner.

4.2 Discipline

Basic practice

a. The school will have a behaviour and discipline policy which is clearly
supported by suitable procedures which are age appropriate and
implemented by all members of staff.

b. Disciplinary matters arising in each department of the school (Kg,
lower school etc) are reviewed and discussed by the relevant staff
(e.g. weekly).

c. Procedures will cover informing parents at the earliest stage (in many
cases on the same day).

d. Class teachers and guardians will inform all staff of particular special
needs that may have an effect on behaviour.

e. There will be a policy and procedures for drugs and substance abuse

by pupils.

4.3 Bullying.

Basic practice

a. Through the curriculum and school ethos a culture of anti-bullying and
social inclusion is encouraged, procedures will include pedagogical
stories, discussion on aspects of bullying, race relations etc.

b. The school’s policy is clearly disseminated to the whole school
community. Suitable procedures are established to support this.

c. Initial and on-going in-service training is provided for all staff. Please
refer to DfES document entitled ‘Tackling Bullying’.

d. The policy ensures there is a good quality of listening from the staff
and suitable investigation and communication to parents from the
earliest stages. The procedure ensures that parents of children
involved in incidents of bullying receive regular communication on how
the issue is being dealt with.

e. Policy for behaviour and disciplinary matters is developed in such a
way that the pupils are engaged in the process as appropriate to their
age.

f. Arecord should be kept of all reported incidents of bullying and actions
taken.
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4.4 Suspensions, Exclusions

Basic practice

a. Before considering suspension suitable procedures to support the
child’s on-going education should be put in place and reviewed
regularly with the parents and suitable staff.

b. All policies and procedures need to be informed by the Disability and
Discrimination act.

c. Suspensions and exclusions will be covered by a whole school
policy and age appropriate procedures which include sufficient
information and conversations with parents. All conversations with
parents should be minuted and ratified copies held by both parties.
All conversations with parents and/or pupils relative to serious
behavioural or disciplinary issues will be held with two members of
staff.

d. Policy and procedures in the previous areas of this section are
designed and implemented in such a way as to reduce the need for
suspension and exclusion.

e. All suspensions and exclusions and the lead up to possible
suspensions must be worked at with and through College or a
suitable College mandate. No teacher should act individually.

f. Normally there should be no exclusion without prior disciplinary
action and communication with parents. The only exception to this is
extreme violence or substance abuse or other criminal activity.

g. No child should be sent home without prior communication with
parents for any reason.

h. In the case of suspension the school must provide on-going
educational support such as work to be done from home.

4.5 Other codes relative to behaviour:

4.5.1 Dress code

a. Dress code will be such as to support the education, respect
practicalities of daily life within the school.

b. ltis usual to have a separate dress code for special days such as
festivals and public performances.

c. Codes for specific lesson activities such as games, crafts, sciences
are indicated in the parent handbook and sustained in each class for
which this is appropriate. (in certain cases this will be supported by a
risk assessment relative to the activity).

4.5.2 Food Policy

This should reflect the ethos and the school’s approach to nutrition and

foods to support suitable behaviour at school.

4.5.3 Boundaries play areas, on-site, off-site policies

Appropriate policies concerning boundaries, play areas, on-site, off-site

issues and the care of children both on and off site should be

established to support behaviour and discipline concerns.

4.5.4 Child protection and Pastoral Care

Providing a safe and secure learning environment is fundamental to the

well being of everyone in the school. Policies and procedures in this

area take account of the developmental needs of the children and of all
requisite laws and regulations.

Pastoral Care

Basic practice

a. Suitable training will be provided for all staff. There should be
appropriate structures making it clear who is responsible. Clear lines
of communication are available to all staff and parents.

b. The school will have a suitably qualified professional to call on when
necessary. (This could be the school doctor.)
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Good practice:
c. The school provides pupil mediation and/or counselling to support
behaviour procedures.

5 Child Protection:

Child protection issues are potentially among the most difficult concerns

faced by members of staff. Specific guidance and training in the objective

handling of child protection is prerequisite. Ultimately this area involves
special care of the soul of the child and protection for their development.

Basic practice

a. ltis a legal obligation for a School to have a named Child Protection
officer (CPO).

b. There is at least one named Child Protection officer who keeps up-to-
date with legal requirements and has a basic level of CPO training.

c. Schools procedures should be in line with the LEA procedures.

d. Suitable records of all concerns and allegations should be kept in the
utmost confidentiality in a locked file.

e. All staff are provided with a general code of practice relating to their

behaviour with pupils. This is supported by Inset training as

appropriate. This training should be provided by a suitably qualified
person.

At least one Trustee has child protection training and responsibility to

the Trustees.

g. All concerns about pupil behaviour relative to sexual behaviour or
abuse will be brought to the child protection officer’s attention and their
advice will be sought before any action is taken. Reference to this
should be in all staff handbooks.

h. Child protection issues will not generally be discussed in staff
meetings unless the CPO feels it is necessary.

i. The CPO will keep the Trustee responsible suitably informed of all
issues and concerns and how the school is dealing with it.

j- All people coming into contact with children at the request of the
school including help with class trips and other volunteers will have
prior CRB checks.

k. The Trustees have a specific policy with regard to dealing with
incidents concerning members of staff, including any allegations that
implicate a CPO.

Good practice:

I. To have a child protection officer of each sex both of which are fully
trained.

—=h

6 Communications and information to parents and

wider school community
Steiner Waldorf schools have collaborative organisational structures, with
many specific areas of responsibility delegated or mandated in co-
responsibility to individuals or groups, rather than to a head teacher. It is
therefore important that it is made very clear who is responsible for what
(e.g. for admissions, curriculum development, finance, who chairs the
various meetings etc.). All school must incorporate the statutory procedure
for independent schools (see DfES - framework for inspection).
Information should be clear, relevant, objective, and accessible. There
should be the right amount of information for parents to make informed
judgements and to feel they are involved in the school community

Page 13 of 26
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6.1 Prospective parents:

Basic practice

a. Each school should have a prospectus which sets out its aims and
intentions, and the main characteristics of Steiner Waldorf education,
gives a brief history of the school, range of provision/ages. This also
includes basic financial information.

b. Written information about school policies, processes, procedures and
structures should be set out in the form of a Parent Handbook,
provided to all parents on enrolment (at latest).

c. These documents are regularly reviewed. Annual updates are
introduced as necessary.

Good practice:

d. Open days are held in which there is an opportunity to learn about the
education, hear about the life of the school and the finances. There is
space available for questions and answers.

e. Prospective parents may have an exploratory discussion with a

teacher. School tours are arranged for groups of parents and

prospective parents to visit lessons and see school activities.

There is opportunity to talk to current parents and pupils at these

events.

g. The school has a website on which prospectus-type information and
parent handbook is available. This can also include information on
events, staff, press articles etc.

h. There is a clear separation between the prospectus for potential
parents and the detailed parents’ handbook information.

—=h

6.2 Current Parents:

Basic practice

a. The school should provide a regular news sheet/calendar of events to
all parents/guardians and staff.

b. Trustees, parents and staff should be given regular information about
staff changes and pupil numbers.

c. Parents and staff should be given regular information about the
school’s finances (see section 6).

d. The role of the Steiner Waldorf Schools Fellowship should be
described in the prospectus and handbooks.

e. There is a list available to parents and staff of key roles and the
person(s) with specific responsibility for each area within the school,
with contact details.

f. If the school conducts public examinations the results should be made
available with the prospectus and to current parents (and SWSF).

g. Information on dates and events is given to the school community with
sufficient reasonable notice e.g. via annual school calendar and/or
newssheet.

6.2.1 Complaints:

a. All channels of communication should be outlined for parents and staff
in the handbooks. There should be an identified person(s) to whom
parents and staff can bring questions and concerns (e.g. the current
Chairperson of the Collegiate).

b. Process whereby complaints is outlined in the parent and staff
handbooks and others who enquire.

c. The school’'s complaints procedure must incorporate the statutory
procedure as set out in the DfES (Registration and Inspection of
Independent Schools documents).

d. The written procedure should give notice that parents and teachers
make use of the SWSF complaints procedure once and if all the
member school’s procedure has been completed and the matter is still
unresolved.
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e. Statistics relevant to the school’s complaints procedure must be made
available to parents and prospective parents on request.

f. Records must be kept confidential, but made available to Ofsted (for
inspections) or Registration Authority when required.

Good practice

g. The school reviews its staff and parent handbooks at least every three
years.

h. Named individuals are responsible for the preparation, contents,
distribution and upkeep of both the staff and parent handbooks. This
includes managing the process of compiling, reviewing and amending
the contents.

i. Existing parents are encouraged to participate in Open Day type events.
These may have a specific focus, such as Early Years, Upper School,
movement and eurythmy etc.

j- Parents are invited to attend a short induction course to learn about the
principles of the education. These are arranged at times when both
parents can attend (e.g. mornings during main lesson time and repeated
evenings so that working parents can attend). These sessions are open
to any parents. There may also be a follow-up course for parents in
Classes 7 or 8 to introduce the Upper School.

k. Induction courses can be supplemented by parent study groups, which
may wish to deepen their understanding of different aspects of the
education, or to practise artistic work. Courses can also be offered on
topics such as celebrating the festivals or dealing with TV and
computers.

I.  Each class has a parental class contact who works with the class
teacher or guardian to co-ordinate work with the parents. The class
guardian also has the function of informally mediating between the
teachers and the class parents, e.g. to raise general areas of concern,
that do not constitute a complaint.

m. The school has parent-school (or home-school) agreements which

outline the expectations parents (guardians) can have of the school and

the school has of parents. This can include a section for older pupils
commitment to the schools expectations.

The school’s concerns procedure distinguishes between advice,

investigation, mediation and/or formal conflict resolution for matters that

arise between parents and the school.

0. A person or group with appropriate training to deal with such matters

including conflict situations is available.

There is an independent Ombuds person for parents.

The school supports study groups exploring educational topics with

parents locally.

The school has a Parent Teacher Association (PTA) or School

Association or general forum for parents and staff, enabling discussion

of areas of shared concern/interest, support for the life of the school and

to develop the general culture of the school.

The school Association or general forum has an annual meeting open to

the whole school community for school development consultation.

>

LT

-

12

6.3 Former parents and students:

Good practice:

a. There is active communication between the school and former parents
and old scholars.

b. The school maintains database or similar records of achievement of past
pupils and supports a continuing relationship.
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7 Personnel Matters

Good procedures protect the school and the children’s education as well as
providing support and care of staff. This needs a suitable structure and
support systems to work morally and legally with staff and volunteers. These
procedures are designed to support the school’s most valuable resource as
well as meeting the standard requirements of employment law.

7.1 Equal Opportunities
The school must have an Equal Opportunities Policy which is consistently
applied from the advertising through all stages of employment.

7.2 Job Advertising
All vacant positions must be openly advertised and there is are agreed
minimum number of placements for such advertising.

7.3 Appointment responsibilities
a. There is a defined role for an individual or group who are responsible for
all appointment procedures. These procedures will include:
e Specifying how vacancies are identified.
e Formulating agreed job descriptions and person specifications.
¢ Interview and appointment procedures.
e Pay and terms and conditions.
b. Suitable procedures for staff deployment must be established and
maintained. Individuals or groups need to be appointed for:
e Deployment issues.
e Lesson loading.
o Allocation of teaching loads.
e Timetabling needs and priorities.

7.4 Terms and Conditions, forms and other information

Basic practice:

a. Each member of staff must be given a copy of the Statement of Terms
and Conditions, including grievance and disciplinary (concerns)
procedures and a staff handbook, which forms part of the staff “contract”.

b. Application forms should be completed by all applicants, including:

e Previous employment and training details and permission to contact
previous employer.

Names and contact details of referees.

Reasons for applying.

Willingness to comply with CRB check procedures.

e Medical questionnaire.

c. No staff should be engaged without at least two written references and
appropriate direct contact to referees and previous employer(s). In the
case of a Steiner school the professional reference must be ratified on
behalf of whichever group has been authorised by the Trustees (as
employers) to deal with such matters (normally the Collegiate).

d. The “contract” should make a clear condition of a probationary year and
induction mentoring and appraisal (e.g. information in staff handbook).

e. All new staff should have a host/mentor during their provisional period of
employment. There should be written guidelines for the responsibilities
of hosts/mentors.

f.  All staff should be aware of Child Protection legislation and procedures
and who carries post of Child Protection Officer(s) for the school.

Good practice:

g. A Trustee takes specific responsibility for employment and care of staff.
Ideally this person holds/or applies for affiliate membership of the
Chartered Institute of Personnel and Development (and is bound by their
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code of conduct).

7.5 Staff Evaluation, Information and Care
a. There should be regular evaluation for all staff (re DfES for
independent schools).
b. There should be a staff handbook as this forms part of the legal
contract. This should include:
e The staff handbook includes all areas of school policies and
procedures relevant to all staff.
e Code of conduct which includes a section on sexual harassment.
¢ Policy relating to sexual harassment and staff bullying.
e Questions relative to staff use of drugs and substances (normally
included in terms and conditions of employment).
e Clear indications concerning handling/non handling of pupils.
e How to deal with sexual issues relative to pupils.
e Personal use of equipment, materials and other school facilities
including telephone, email and internet access.
e The main health and safety policy and were to find other policies,
risk assessment forms and trip forms.
e How the school operates, management structures, mandates and
areas of responsibility.
¢ How staff should deal with expenses and other financial matters.
c. The school must seek CRB clearance for all staff at enhanced level
before confirming any appointment.

7.6 Induction:

Basic practice

a. There is an induction process to help the new staff member to settle in.
The procedural part of this includes an introduction to the school’s
Child Protection Policy and introduction to named child protection
officers and LEA contact; and staff development policies (including
attendance at inset, staff training days); staff evaluation procedures;
educational development planning procedures; concerns procedures
including intra-staff and staff/parent conflict resolution policies; rights
and responsibilities of teachers; guidelines for report-writing and
record keeping; guidelines on lesson planning; school dress code (if
any);

b. All staff appraisal is based on transparent criteria and procedures of
which all members of staff have been informed.

c. The school has a coherent set of procedures covering recruitment
through to induction, mentoring and formal capability procedure.

d. A clearly identified member of staff will give references on behalf of the
Collegiate relative to former staff which should seconded by the
College Chair or administrator.

Good practice

e. The school has an individual or a group with delegated or mandated
responsible for staffing. They identify needs and vacancies, define
roles, advertise the posts, arrange interviews, seek references and
deal with all correspondence in relation to staffing matters. This group
has a clearly defined role, which, for example, specifies who has the
final say on salaries and staff benefits, and draws up employment
contracts. This group has a clear mandate from the Council of
Management/Trustees to staff the agreed educational provision.

f. New positions, such as arise through extending the age range of the
school, or through adding new subjects that lead to an overall increase
of provision and therefore costs, have first to gain the consent of the
Council of Management/Trustees, having been agreed by the
Collegiate as part of an overall strategy of educational development.
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g. The school has an individual (or group) responsible for staff

development, including the hosting and induction of new teachers,
co-ordinating mentoring, planning teacher development and
administering a teacher development budget. The priorities of
teacher development are identified through the educational
development planning process.

h. The school distinguishes between the roles of professional induction
mentoring and hosting involving induction and support for the new
teacher in social and practical aspects of the school and its
community.

i. The school has regular staff development days, during which training
is offered in areas of general relevance such as working with
learning differences, discipline, child protection and positive
handling, lesson planning and curriculum development. An individual
or group is responsible for co-ordinating and planning teacher
development.

j- There is a signed record showing date of receipt of staff handbook,

and the employees willingness to comply with the schools policies
and procedures.

8 Finances

The basic principle underlying financial procedures is clarity of context

and transparency of information. For those with financial responsibility,

access to full and appropriate information is essential. Parents and other

contributors need concise and accurate overview of the whole situation

in order to make appropriate decisions. Employees too need to be

consulted and informed in order to carry their responsibilities within the

organisation.

Basic practice

a. Financial management should be in accord with current Charity and
Company Law (including the SORP).

8.1 Parents and Staff

Basic practice:

a. Parents and staff should be informed of the principles upon which
the financial arrangements are based and these should be available
in staff and parent handbooks. The practical procedures related to
finance:

o Fees structures/guidelines for contributions, recommended
minimums.

Reduced fee contracts/bursaries.

Billing procedures explaining all aspects etc.

Interview procedure.

Periods of notice.

Methods of payments.

Debt and defaulting.

Extra charges.

Other expectations of parental contributions.

Staff salary structures and benefits - as appropriate.

The names of those responsible for financial management

should also be made known to the school community.

b. Parents should be able to receive a statement of payments to date
on request. This should only be available to those carrying the
financial responsibility to the school.

c. Annual accounts are made available to parents and staff on request
and comprehensive summaries of the school’s financial situation are

O O O O 0O O O O O O
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published when appropriate in the school newsletter or letter to all
parents.

8.2 Budgeting and Management Accounts

Basic practice

a. There is an annual budget and termly management accounts made
available to Trustees and College.

b. Budget planning should be done in light of priorities established as part
of an overall development plan for the school.

c. Appropriate bank accounts should be held - all cheques and major

financial operations signed for by two appropriately appointed

individuals. Appointments agreed by Trustees, suitably minuted.

Financial matters should be carried and cared for by a finance group,

which includes a Trustees, appropriate staff and as necessary other

persons.

e. The school should have a policy for authorisation of expenditure.

f. There should be a clear policy re fundraising, they should be
coordinated with the schools overall development plan.

Good practice

g. Parents, guardians, or those carrying financial responsibility for the
child(ren) concerned receive an annual statement of their payments
etc.

h. A yearly letter to parents about budget, fee rises, or contribution
expectations to arrive at latest in the term before any increase is due to
commence - prior to the minimum notice period required of parents.

i. Parents should be reminded of the school’s minimum notice period
along with yearly information about finances and expenses.

o

9 Premises and Accommodation:

9.1 Buildings

a. All schools will endeavour to provide clean, bright, beautiful and
suitably coloured working environment for the pupils.

b. Within available circumstances and resources schools do all possible
to provide attractive, aesthetically sensitive surroundings for children
both inside and outside the buildings.

c. There are DfES guidelines concerning the amount of space per child
within the classrooms and number of toilet facilities per number of
pupils for different age groups. There are also guidelines concerning
provision of out door space (please refer to health and safety section
of this document).

d. Care for spaces should take into account questions of allergies and
general health and hygiene for all concerned.

e. Regular cleaning should be organised by a team of parents or
professional cleaners on a sufficiently regular basis to support the daily
sweeping done by children and teachers.

f. Schools are required to meet minimum and maximum temperature
regulations for the pupils’ well being.

9.2 Furniture and Equipment

a. Teachers need lockable spaces within the classroom for matches and
any other dangerous equipment.

b. Desks and chairs should be of suitable height and shape to provide
healthy posture for pupils at work.

c. The blackboard should be sufficiently large and well positioned and lit
to enable convenient use by the teacher and clear visibility for all

pupils.
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d. Internal access to toilets is available for all pupils and staff during
lesson time.
e. There must be separate toilet provision for staff.

9.3 Reception, offices, staff room and sick room

a. The reception office will be sited in a position convenient to parents,
deliveries, and the general public. It should be a dedicated space; this
is an important area for public relations and general impression of the
school. This needs to be suitably placed so that all visitors naturally
pass through and therefore protects the pupils from the incursion of
strangers.

b. There should be clear signage to the reception office.

There should be a dedicated space for staff for breaks or preparation.

The sick room is provided with its own sink and is in reasonable

proximity to a lavatory.

oo

9.4 Insurance

a. Schools must have suitable insurance to cover buildings and public
and employer liability.

b. Boarding Facilities.

c. All boarding arrangements organised through the school will require
registration with the Commission for Social Care Inspectorate and
compliance with the National Standards for boarding schools.

10 Health and Safety

The objectives of Health and Safety are to protect children and adults as

far as possible within the school grounds and to meet legal requirements

without unnecessarily inhibiting educational practice. Health and Safety
involves extending consciousness beyond the immediate with the well
being of everyone involved or in the vicinity of the activity. The ability to
assess risk and take due precautions is an essential aspect of the
children’s learning. See DfES and HSE regulations.

Legally, it is the Chair of Trustees who will face court if there are serious

allegations of breaches of procedure and care.

Good practice:

a. A member of staff is trained in Health and Safety for schools. Various
courses are available, best practice would be trained to NEBOSH
standards. Maintenance staff should also have training in health and
safety relative to tools and construction and the safety of children
around work areas.

b. An anthroposophical doctor visits the school regularly.

c. There is a Health and Safety review by an external auditor at least
every five years, preferably one with experience of schools.

10.1 Risk assessment:

Basic practice

a. There should be a Health and Safety policy covering all aspects of the
school, incorporating a regular and ongoing risk assessment.

b. There should be a specified member of staff and a Trustee with overall
responsibility for this area.

c. There must be specific guidelines and checklists (risk assessments)
for staff particularly in areas of crafts, science, games and school trips.

Good practice:

d. The responsible staff member for individual areas, such as crafts,
science, trips out etc. is made known to parents via the Parent
Handbook, or similar publication. New health and safety requirements
are regularly monitored and information circulated to staff. Each place
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of activity within the school has its own risk assessment and safety
procedures (e.g. science labs, craft workshops, gymnasium etc.).

10.2 Truancy and Missing Children:

Basic practice

a. Suitable procedures will be in place relative to register taking to
check for missing children.

b. Missing child procedures should be drawn up for children who go
missing during the school day which clarify at what point parents
and policy are notified.

10.3 School Trips

Basic practice:

a. Parents should be asked to sign consent forms before teachers
take children off site or before undertaking any unusual activities
under school supervision.

b. School policy on trips and off site activities will take into account
the DfES guidelines and requirements.

c. The school must have adequate insurance cover for trips and
activities.

d. All trip policies and procedures must be available to all staff,
Trustees and other relevant people, including insurance assessors.

e. Parents should be informed of the educational aims of each trip.

10.4 First Aid:

Basic practice

a. A sufficient number of appropriately qualified First Aiders will be on
duty during school hours. All First Aiders should be retrained as
recommended by the relevant training body.

b. During any supervised activities outside school hours (camps etc.)
or off-site during the school day (e.g. educational visits) schools
should ensure that there is adequate first aid provision.

c. There should be a First Aid policy, which includes guidance on the
dispensing of treatment and medicines, including information on
designated personnel.

d. The school has a policy and procedure to inform staff or others
responsible of pupils with severe allergic or specific health
problems and appropriate means to deal with any emergencies
relating to this is kept to hand.

e. The school provides an appropriate room for sick children, or after
minor accidents to allow waiting until parent or guardian is able to
collect (see buildings).

f. A medical form is required to be filled out by all parents indicating:
e Pre-existing health conditions.
¢ Related medication.

o Allergies.

e Agreement to the use of homeopathic medication (where
relevant).

e Vaccinations.

e Emergency health care agreement.

g. Copies of pupils’ medical forms will be kept available for First
Aiders.

h. Any medication is appropriately and securely stored.

Good practice

i. A designated First Aider is available In the event of a pupils
needing to be taken hospital etc. until a parent can take charge.
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10.5 Environmental:

Basic practice

a. Staff and visitor presence on the school site should be recorded at
all times for personal safety reasons. This is usually done with a
signing in and out book with appropriate sections.

b. The school has systems for the reporting of and remediation of
health and safety hazards arising as a result of damage or wear and
tear of fabric or general school activities.

10.6 Food Preparation:

Basic practice

a. The policy will cover where food is consumed, when and the type of
food consumed including suitable reference to allergic sensibility.

b. Food prepared by classes and at the school is considered as
preparing food for the public therefore members of staff involved in
food preparation should have food preparation certificates or involve
an extra person who has such a qualification.

c. Premises should be kept according to Environmental Health
standards and will be liable for inspection.

10.7 Fire:

Basic practice

a. The school will follow the guidance of the local Fire Officer to ensure
the buildings are up to standard and suitable evacuation and
emergency procedures are in place and practiced.

b. Records should be kept of fire practices - this is a requirement of the
insurance policy. There should be a designated member of staff as
Fire Officer.

11 Organisational structures and school management
The school will have a clearly worded description of the organisational
structures and responsibilities outlining how the school works in the parent’s
handbook and staff handbook, as well as some indication of this in the
school prospectus.

The Collegiate and the Council (Trustees) will have clear terms of reference

which include how these bodies interact and share various responsibilities

for the well-being of the pupils, staff and organisation.

Basic practice

a. Eachrole, area of responsibility, group and official position (e.g. Chair of
Collegiate, mandates, administrator, trustees) should have a written role
description, terms of reference and accountability in relation to the
school’s management structures. These descriptions are available on
request to parents and staff. These roles and their documentation are
reviewed every two to three years.

b. A list of staff and their areas of responsibility, subjects and so on is
published each year in September. A list of Trustees and name of chair
is made available to parents and staff.

c. The trustees and college and other appropriate members of staff will
establish, review and renew a development plan to use to inform all
levels of decisions relative to the life of the school.

d. Charity law as applicable to schools is used to inform choices and
decisions particularly in areas of finance, reporting, and asset
management.

Good practice:

e. The school provides training in making agendas, chairing and facilitating
and other organisational matters.

f. There are clearly defined procedures for the recruitment and induction
of responsibility holders.
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APPENDIX 1
DfES Policy and Record Keeping Requirements
for Independent Schools

(as understood from Registration Information Pack - 2005)

This is not a definitive list but simply an aid to working on the issues of policy and government
requirements. Further information can be found by working in depth with the above mentioned
document, with the Teachernet website www.teachernet.gov.uk/atoz/policies or

....... atoz/modelpolicies.

1.Main Policy Documents etc.

1. Curriculum Policy and schemes of work.

2. Policies and procedures for Work, Progress, and Assessment.

3. Promoting good Behaviour, and sanctions and records for misbehaviour.

4. Anti-Bullying Policy and procedure (see DfES guidance “Bullying” document) and records of
incidents and actions taken.

5. Safeguarding and promoting Health and Welfare of children (Child Protection).

6. Health and Safety of pupils on educational trips and risk assessments of activities and

performances.
7. Fire Precautions and Risk Assessment. (1997 regulations - ‘workplace’).
a) Fire Risk Assessment.
b) Requirement for fire detection and warning.
c) Means of escape.
d) Fire fighting equipment and Maintenance and testing of fire safety equipment.
e) Planning for emergency (insurance requires a Disaster recovery/Emergency plan) and
staff training. (inc regular fire drill and accompanying records).
f) Minimum Syearly Risk Assessments.
8. Police check policy - CRB Disclosure Forms for all proprietors of the school - and all staff
including:
a) All Trustees/Directors.
b) All staff/volunteers.
c) And Policy to cover the management this, including data protection.
9. First Aid provision (and Policy), and proper records (accident book and RIDDOR).
10. Boarding Policy - (see National Care Standards - National Minimum Standard -
www.doh.gov.uk/ncsc).
a) Welfare Policy and procedures.
b) Organisation and Management.
c) Welfare and Support and to boarders (plus ‘guardianship’ of those living abroad).
d) Staffing - police check etc.
e) Premises - guidelines and suitability.
11. Attendance-
a) inc Requirements to keep Registers and
b) returns of Attendance stats
c) non regular attendance resulting in insufficient access to education to be reported to
LEA.
12. Admissions (see Educational Regulations 1995 - ‘Pupil Registration’) inc proper enrolment
records.
13. Medical Fitness Policy / Disabled staff. (staff).
14. Employment Procedures - (see page 17).
15. Complaints policy and procedures - see Regulation 7 of ‘Educational Regulations’.
(Independent Schools Standards 2003). (Also, see ‘Policies and Procedures’- p.19).

Under Provision of Information to Parents:
16. Statement of School’s ethos and aims.
17. (see 12a) Policy arrangements for Admissions.
18. (see 6) Policy arrangements for Discipline.
19. Policy arrangements for Exclusions.
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20. SEN provision and policy (see page 21).
21. EFL provision and policy.
22. Policy of information on educational achievements of each pupil i.e. min Annual report for
each child of school age (therefore for Kindergarten children from 5yrs).
(-All inspection reports must now be send/made available to all parents.)
23. Prospectus etc.
a) Publish suitable information to assist parents in making choice of education.
b) Increase awareness of education provided.

24. Accessibility Plan and Policy (3yr)
a) Increase access for disability (buildings).
b) Improve delivery to disabled pupils of information provided to all pupils.
(see pages 34/35) .
25. Publish return information on Truancy.(see 11,b).
26. Publish information on exam results.(also via return of stats).
27. Health and Safety at work policy.
28. Sex Discrimination, Race Relations and Equal Opportunities Policies for pupils and staff (for
staff see employment policies - see no.14 above).
29. Food and Hygiene Policy.
30. Policy on restraint and handling of pupils.
Some other areas that are advisable to have policies on are -
access to information and confidentiality
lost children
photography
smoking (staff and pupils where applicable)
Siaff appraisal and training
fees and finances

SOANLN~

2. Laws that Independent Schools need to comply with as per Registration pack:

Educational Policies Regulations 2003 (Provision of information - Independent Schools).
Educational Regulations 2003 (Independent Schools Standards).
Educational Regulations 2003 (Independent Schools Inspection Fees).
Educational Regulations 1999 (School premises).
Circular DfES/0278/2002 - Child Protection.
Circular 10/95 - Protecting Children
Circular 10/98 (section 550A) - use of force to control or restrain.
Compliance with Disability and Discrimination Act 1995.
Education Regulations of Sept 1999 concerning suitable and effective education
.. and many others including ‘duty of care’ - staff and pupils.

CeNoThWN =

3. Information to communicate to DfES:

Change in age range. (such as KG to Class V then KG to class VIII)

Change in numbers (significant).

Change of address.

Change in proprietor (inc police checks on new chair of ‘governors’ - CRB via DfES and CRD
checks via ordinary route for other Trustees).

Teacher/Staff who leave as inappropriate to work in school or serious misconduct.

Fire regs clearance.

Pophb=
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APPENDIX 2

Codes of Practice for SWSF, SWAS and Administrative staff

This Code of Practice has come about through the wish of members for a basic description of agreed
requirements for institutions operating under the (Rudolf) Steiner/Waldorf name and the recognised
need for institutions to act in an accountable manner. The SWSF provides an associative structure for
mutual help and support between school facilitated by its employees (the Executive, or Steering
Group).

The aims of the SWSF are set out in its legal objects and expanded upon at www.swsf.org.uk. The
Council of SWSF comprises trustees drawn from full member schools. Schools seeking full
membership, referred to as “sponsored schools” undergo a process of accreditation intended to lead
to full membership. The Code of practice informs the accreditation process. Early Years’ centres that
are not within schools have a process of accreditation appropriate to their work. Affiliated
organisations are non-accredited by SWSF as are registered Interest Groups.

1 The Executive Group - of the Fellowship Code of Practice
The Fellowship Steering Group (SG) works within its own Code of Practice. This includes the
following aspects:
1. Roles and priorities within the SG, which are determined by the SWSF Development Plan
(agreed by SWSF Council).
SG member job descriptions.
Task and role review and appraisal procedures.
Contractual terms and conditions of employment for SWSF employees.
The SWSF equal opportunities policy.

arwn

2 Advisory Service: SWAS

The Steiner Waldorf Advisory Service was set up by to provide professional support and to share
good practice between schools. The aims of the service are to provide help for individual staff
members & to support schools in reviewing their work through observation and consultation, in-
service courses, the provision of coaching and other forms of professional development. This service
is co-ordinated by the SWSF steering group and is made possible through the collegial and
associative working of schools as a “fellowship.” SWAS can also provide help to non-teaching staff
and advise whole schools on organisational matters, including preparatory consultations prior to
Ofsted inspection. Regular meetings of schools administrators provide a focus for in-service training
and collaborative work on areas of policy and procedure that enable the educational work to take
place.

SWAS can give advice on professional appraisal and assessment of staff. Please refer to SWAS
Guidelines (sent to member schools each year).

Standard practice:
a) An adviser visits all teachers and other key staff in their first year as “external mentor”.
b) The adviser speaks with the teacher before visiting a lesson a timetabled feed-back session is
provided after the observed lesson(s).
c) Inthe probationary period the in-house mentor invites the adviser and is involved in the
consultative sessions.
d) General consultation is given to the Collegiate but personal professional confidentiality of
adviser to teacher is maintained.
e) All members of staff receive periodic advisory visits as part of continuing professional
development.
Good practice
f) Afirst term advisory visit for teachers (and other key staff) in their first post is arranged by the
school.
g) All key staff have advisory visits at agreed points in the job (such as class 1, 4/5 and 7) oron a
regular 3 to 5 yearly cycle depending on the post.
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h) The member of staff with responsibility for CPD co-ordinates the advisory visits and meets the
adviser for consultation as well as making sure information is given to collegiate and, as
appropriate, to the Trustees.

i) The school has individual Individual Professional Development plans for all staff.

j) The school should recommend suitable staff on sabbaticals to apply to join the advisory team as
part of their personal professional development.

3 Administrators work and meetings

In most SWSF schools there are few administrative staff and the administrator finds herself or himself
in a singular and somewhat solitary position. The area of expertise needed to do the job is extensive
and complex as a result administrators work with the SWSF administrative co-ordinators to share
expertise, questions, concerns and train and update expertise approximately six times a year. Some
of the sessions organised can be useful for Bursars and College Chairpersons or trustees also.

Standard practice

a) The school enables and encourages the administrator or other appropriate staff to attend these
meetings/training sessions regularly.

b) The school will provide a mentor for key new administrative staff. If there is nobody suitable
within the school an experienced administrator from another school can be asked to provide
regular conversations and occasional visits. An appropriately qualified Trustee may be able to
provide mentoring or professional support for such staff.

c) Meetings are structured and membership of school teams is constituted so as to ensure
colleagueship, monitoring and support for all key staff. The need for good communication and
informed decision-making is embodied in clear procedures and effective processes.

d) At least one member of the administrative staff attends collegiate or other key school meetings.

Good practice

e) The school provides opportunities, supported by a budget, for training in specific aspects of
administrative work as needs are identified and includes them in the staff member’s Individual
Professional Development plan, e.g. to learn a new computer programme, meeting facilitation
skills, receive coaching in aspects of personal planning and time management.

f) The school provides opportunities for administrative staff to spend some time observing work in
the classroom.

g) Administrative staff provide occasional coaching based on their areas of competence to
teaching staff in order to enhance general staff competence and understanding of work issues.
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