TENDRING HUNDRED PRIMARY SCITT

Staffing Policy

Aims and values:

Tendring Hundred Primary SCITT is committed to ensuring that its provision complies with the current requirements and guidance from the Training and Development Agency for Schools.  Tendring Hundred Primary SCITT is committed to a staff development programme.  The terms of conditions for staff are as laid down in Tendring Hundred Handbook – and are linked closely with the staffing policy for Chase Lane Primary School (the Lead School).
The Staffing Structure:
The staffing structure is as shown on Appendix 1.
Staff employed by the Lead School shall consist of a Programme Manager, SCITT Administrator and an Admin. Assistant.

Their roles and responsibilities are as laid down in the Tendring Hundred Primary SCITT Handbook and in the Financial Regulations.  Their terms and conditions are as laid down in their contract of service.  Payments will be made to external consultants when applicable, as agreed by the Finance Committee of the Governing body of the Lead School. This will be reviewed annually by the Finance Committee.

Subject Advisers, Training Managers and Teacher Mentors:
These staff will be sought from the Partnership and Associate Schools operating within the Tendring Primary SCITT programme.

Each school offering to provide Training by staff will be allocated an amount each year towards the cost of release time in order to deliver training.

Staff Training:

The Programme Manager, SCITT Administrator and Admin/Library Assistant will be expected to attend training that is provided by the TDA throughout the year.

Professional development for Training Managers, Mentors and Subject Advisers will be delivered either by members of the Management Board or representatives from the LA.  Each year, all trainers will attend training.  They will be provided with training manuals and handbooks with the relevant paper work/proformas.

Cluster meetings will be held throughout the year for Advisers, Training Managers and Mentors to provide further training: updates to the course: evaluations.  These sessions will also be utilised for moderation processes.

Concerns and Issues relating to Staff:
The Programme Manager will report to the Training and Assessment Committee on staffing issues related to Training Managers, Subject Advisers and Mentors.

The Line Manager for the Programme Manager will be the Head of the Lead School.
Any issues or concerns relating to the SCITT Administrator or Admin. Assistant will be reported to the Head of the Lead School.  This may in turn be reported back to the Management Board.
The Management Board is responsible for:

· Appointing the Programme Manager
· Evaluating the quality of provision of the Training Programme
· Selection and de-selection of schools: staffing from those schools
· Reviewing the roles and responsibilities of all of the Partnership schools each year

· Appointing external moderators
· Ensuring the policy is working in practice

· Quality Assurance delegated person - Head of the Lead School
The Training and Assessment Committee is responsible for:

· Ensuring all evaluation forms on the course completed by Trainees are scrutinised and acted upon

· Ensuring all evaluation forms completed by Subject/Professional Advisers, Training Managers and Mentors are scrutinised and acted upon

· Monitoring and evaluating the effectiveness of the Training Programme

and delivery thereof

· Updating course material

· Providing ongoing training for Advisers, Training Managers and Mentors

· Reporting their findings to the Management Board
The Finance Committee is responsible for:

· Internal quality assurance undertaken by the Responsible Officer
· Reporting to the Management Board

The Programme Manager is responsible for:

· Ensuring that evaluation forms are completed by Trainees at the end of each training session

· Ensuring that end of term course evaluation forms are completed by Trainees

· Ensuring that evaluation forms on their training and the placements are completed by Mentors, Training Managers and Advisers

· Ensuring that all data from the above evaluations is scrutinised and acted upon

· Visiting Partnership schools to ensure quality training is being delivered

· Liaising with the External Moderators and reporting their findings to the Management Board 
Procedures:
Members of the Management Board will make “spot” checks during the year to schools and training sessions. The Programme Manager will visit schools and sit in a selection of training sessions to ensure quality training and support. 

Cluster meetings of Mentors, Training Managers and Advisers will take place throughout the year for discussions and moderations.

External Moderators (one for each Pathway) will make visits to Trainees during their block practices and also moderate assignments and PDP entries.
Monitoring:

· All data from completed application forms will be analysed each year and acted upon to improve the process

· Feedback from the reports of the Recruitment, Training and Assessment Committee, Finance and Trainee Committees will be published in their minutes
· All data from evaluation forms will be analysed and acted upon

· Members of the Management Board and the Programme Manager will complete a Placement Visit Form each time they visit a school

· Feedback from these visits will be shared at Management Board meetings

Staff Grievances:
Any grievances by staff should be dealt with as a matter of urgency.
Grievances should be dealt with initially by the Line Manager.  It may be that the Line Manager will need to pass this on to the Management Board.

All grievances will be dealt with in line with the Lead School and Essex staffing policy.
Training and Development:

Headteachers of the Partnership schools will be informed of the procedures related to this policy.

Training of Mentors, Training Managers and Advisers will build on previous training and data collected from evaluations will be used to inform future policy and procedures.

Publishing Policy:

This policy will be made available to all Partnership schools and their staff. A copy will be kept in the library at the Lead School and on the website.

Review date for the Policy:

This policy is reviewed by the Management Board annually in the Spring Term.
Policy written: July 2006 

Ratified by Management Board: 10th July 2006

Last Reviewed:  5th February 2010
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