[image: ]Consortium Trust Staff Handbook 2026-2027

Welcome to Consortium Trust
Our Trust is founded on three key principles:
· Collaborative
· Ethical
· Authentic

These values shape our culture, relationships, and approach across all schools and settings within the Trust.
We are committed to continuous improvement and believe that through strong partnerships, shared expertise, and ongoing professional development, we can provide the very best opportunities and outcomes for all children and young people.
At the heart of our work is a commitment to ensuring that:
· Every setting is exceptional
· Every setting receives effective support
· Every setting benefits from strong partnerships

We recognise the importance of each school and setting within its local community and value the individuality of every learning environment while working together as one Trust family.
Consortium Trust exists to support schools, settings, communities, and young people through collaboration, innovation, and shared resources, always with the aim of delivering exceptional education and enabling every child to reach their full potential.
Further information about Trust schools and settings, including policies, guidance documents, employment opportunities, staffing details and links to individual school websites, can be accessed via the main Trust website.  Consortium Trust - Home.
This handbook provides key guidance and expectations for staff working across the Trust. Additional information, policies, and supporting documents can be accessed through the relevant links provided throughout the handbook.
While this handbook outlines Trust-wide expectations and guidance, each school or setting may operate additional local procedures relevant to its individual context and operational needs.
Staff are expected to familiarise themselves with all local arrangements, including safeguarding contacts, emergency procedures, communication systems, and operational routines specific to their school or setting.





TRUST INFORMATION

Equality
The Trust is committed to promoting equality, diversity, and inclusion in accordance with the Equality Act 2010.
We are committed to eliminating unlawful discrimination, harassment, and victimisation, and to fostering positive relationships amongst all members of the school community.
Each school or setting will promote respect, tolerance, and understanding of different backgrounds, beliefs, and cultures, while upholding shared values and expectations.
Please refer to the Trust website for the Single Equality Scheme Policy.

Disability and Access
Consortium Trust is committed to creating an inclusive environment where all staff, pupils, parents, carers, and visitors are treated with dignity, respect, and fairness.
The Trust and its schools and settings aim to ensure that reasonable adjustments are made, where appropriate, to support individuals with disabilities and to promote equal access to facilities, services, information, and opportunities.
Staff who require support, adjustments, or assistance in relation to a disability or medical condition are encouraged to discuss this with their line manager or the Trust HR team so that appropriate arrangements can be considered and implemented where reasonably practicable.
Each school or setting may have specific site access arrangements and accessibility procedures in place. Staff should familiarise themselves with local arrangements relevant to their workplace.
Please refer to the Trust website for the Disability Policy.

PROFESSIONAL EXPECTATIONS

Staff Code of Conduct
All staff are expected to follow the Trust’s Staff Code of Conduct and associated professional expectations at all times.
Staff should be aware that conduct both within and outside the workplace may have implications for their professional role and responsibilities.
A list of key policies and procedures relevant to staff responsibilities and professional conduct can be found within the Staff Code of Conduct documentation.
Please refer to the Trust website for the Staff Code of Conduct and all related policies and procedures.



Data Protection
The Trust and its schools/settings process personal data in accordance with data protection legislation.
Personal information relating to pupils, staff, parents, carers, and visitors is collected and processed to support the effective operation of the school and to meet legal obligations.
All staff are responsible for handling personal data securely and confidentially in line with Trust procedures.
Please refer to the Trust website for the GDPR Policy, Privacy Notices, and Online Safety Policy.

Health and Safety
All staff, governors, volunteers, visitors, and contractors are responsible for taking reasonable care of their own health and safety and that of others.
All members of the school community must cooperate to maintain a safe working environment and follow health and safety procedures at all times.
Staff should inform the Headteacher or line manager of any medical condition or circumstance which may affect their ability to undertake their duties safely.
Medicines brought onto site should be stored securely and in accordance with the school or setting’s procedures.
Please refer to the Trust website for the Health and Safety Policy and related guidance.

Professional Outlook
All staff are expected to maintain a professional appearance and conduct at all times when interacting with pupils, colleagues, parents, carers, and visitors.
Staff should ensure that clothing and footwear are appropriate to their professional role and working environment. 
Professional conduct extends to online activity and the use of social networking platforms. Staff must ensure that their digital presence upholds the reputation and values of the Trust and their school or setting.
Mobile phones should only be used in accordance with local procedures and safeguarding expectations.
Please refer to the Trust website for the Staff Code of Conduct and associated policies.

Social Media and Communications
Staff are expected to maintain professional standards when communicating online or using social networking platforms.
Staff should not post comments, images, or content which may bring the Trust, individual schools/settings, colleagues, pupils, or the wider school community into disrepute.
Communication with parents, carers, and pupils should only take place through approved school or Trust communication systems and in accordance with safeguarding expectations.
Please refer to the Trust website for the Staff Code of Conduct, Online Safety Policy, and Safeguarding & Child Protection policy.
EMPLOYMENT INFORMATION
Terms and Conditions of Employment
All staff employed within the Trust are subject to the terms and conditions outlined in their individual contract of employment, together with relevant national and local agreements applicable to their role.
Staff are responsible for ensuring they understand the conditions relating to their employment, including professional responsibilities, working arrangements, and any role-specific expectations.
Further information relating to employment terms and conditions can be obtained from the Trust’s HR team or through the Trust website.

Contract of Employment
Staff should ensure that personal details held by the Trust remain accurate and up to date and should notify the relevant school or Trust representative of any changes.
All employees will receive a contract of employment and supporting documentation confirming the main terms and conditions of their appointment.  A copy will also be saved to your Every HR portal.
This documentation will include details such as:
· Job title and duties
· Salary and pay arrangements
· Hours and pattern of work
· Place of work
· Notice periods
· Annual leave entitlement (where applicable)

Pension Membership
Eligible employees will normally be automatically enrolled into the appropriate workplace pension scheme in line with current pension regulations.
Teaching staff are generally enrolled into the Teachers’ Pension Scheme, while support staff are generally enrolled into the Local Government Pension Scheme (LGPS), unless alternative arrangements apply.  Information regarding pension contributions, membership, and opt-out procedures is available through the relevant pension provider and the Trust’s HR or payroll team.

Sickness Absence and Attendance
Staff are expected to attend work regularly and punctually and should follow the absence reporting procedures for their individual school or setting.
In the event of sickness absence, staff must notify the appropriate person within their school or setting as early as possible and in line with local reporting procedures.
Medical certificates or fit notes must be provided where required. Return-to-work meetings should be carried out following periods of absence in accordance with Trust procedures.
Requests for medical appointments during working hours should be discussed with the relevant line manager in advance wherever possible.
Please refer to the Trust website for the Sickness Absence Management Policy and associated procedures.

Leave of Absence and Flexible Working
Requests for leave of absence, special leave, compassionate leave, parental leave, or flexible working arrangements should be submitted in accordance with Trust procedures and local school or setting requirements.
Where applicable, requests should be submitted via Every HR system and authorised by the appropriate manager.
Please refer to the Trust website for Leave of Absence Policy & Leave Absence Guidance and Flexible Working Policy. 

Probationary Periods
Where applicable, new employees will be subject to a probationary period in accordance with their contract of employment and Trust procedures.
The probationary period provides an opportunity for staff to receive support, guidance, and feedback in relation to their role and responsibilities.
Please refer to the Induction & Probation Procedures and the Trust website for further information regarding probation arrangements. 

Personal Possessions
Staff are responsible for ensuring personal possessions are stored securely. Personal items are brought onto site at the owner’s risk.
Mobile phones and personal devices capable of taking photographs or recording video must be used in accordance with safeguarding expectations and the school or setting’s procedures.
Such devices should not normally be used during contact time with pupils unless authorised for professional purposes.
Please refer to the Trust website for policies relating to Safeguarding & Child Protection Policy, Online Safety Policy.

Pay Arrangements
The Trust uses the Edupay payroll system for salary payments and payroll administration.
Salaries are paid monthly on the 19th of each month, or the nearest working day where this falls on a weekend or bank holiday.  Monthly salary payments are made part in arrears and part in advance. 
Any additional hours, overtime, or approved claims submitted through the relevant payroll process will normally be paid in the following month’s salary, subject to payroll deadlines and authorisation procedures.
Staff should ensure that all claims, timesheets, and personal details held within Edupay are accurate and submitted in accordance with local payroll arrangements and deadlines set by the Trust or individual school/setting.



HR System – Every HR
The Trust uses Every HR platform for HR administration and employee records.
Staff can access a range of employment-related documents and information through Every HR, including:
· Contract of employment
· Job description
· Employment documents and correspondence
· Absence records
· Leave information

Staff should also use Every HR to submit leave requests and other relevant HR-related requests in line with Trust and local school/setting procedures.
Employees are responsible for ensuring their personal information held on the system is accurate and kept up to date. Support and login details can be obtained from the relevant school office, HR team, or line manager.
STAFF WELLBEING AND SUPPORT

Staff Wellbeing
Consortium Trust is committed to promoting and supporting the health, safety, and wellbeing of all staff. We recognise that staff wellbeing is essential to maintaining a positive, supportive, and effective working environment across all schools and settings.
We aim to foster a culture where staff feel valued, supported, and able to maintain a healthy work-life balance. Staff are encouraged to speak with their line manager or senior leaders if they require support relating to workload, wellbeing, or personal circumstances impacting their work.
Each school or setting may also have local wellbeing initiatives, support systems, and a Wellbeing Champion to support staff.
Please refer to the Trust website for relevant wellbeing guidance.

Employee Assistance Programme (EAP)
The Trust provides access to an Employee Assistance Programme (EAP) to support staff wellbeing via HealthShield. 
The EAP offers confidential advice, guidance, and support on a range of personal and professional matters, which may include:
· Emotional wellbeing and mental health support
· Financial and legal advice
· Family and relationship support
· Work-related concerns
· Counselling services

Details of how to access the Employee Assistance Programme are available through the Trust website, HR team, or individual school or setting leadership team.



SITE EXPECTATIONS
Parking Arrangements
Parking facilities at Trust schools and settings may vary from site to site. Staff should follow the parking arrangements, restrictions, and any permit requirements in place at their individual school or setting.
Vehicles are parked on Trust premises at the owner’s risk. Staff should ensure that vehicles are parked considerately, safely, and in a manner which does not obstruct access routes, emergency exits, pedestrian walkways, neighbouring properties, or designated safeguarding areas.
Visitors and contractors should follow local signing-in procedures and any site-specific parking instructions provided.
Smoking and Vaping
All Trust schools and settings operate as non-smoking sites.

Smoking and vaping are not permitted anywhere on school or Trust premises, including buildings, grounds, playgrounds, entrances, and car parks, except in any designated areas where applicable.
Staff are expected to support and uphold the Trust’s commitment to providing a safe and healthy environment for pupils, staff, visitors, and the wider community.
Please refer to the Terms & Conditions on the Trust website for smoking and vaping guidance.

Site Security
All staff share responsibility for maintaining a safe and secure environment for pupils, staff, and visitors.
Staff should follow local procedures relating to site access, visitor management, safeguarding, signing in and out, security systems, and reporting concerns regarding site safety or security breaches.
Any concerns regarding site security should be reported immediately to the appropriate member of staff.

HEALTH, SAFETY AND SAFEGUARDING
Safeguarding
Consortium Trust is committed to safeguarding and promoting the welfare of children and young people, and expects all staff, volunteers, and visitors to share this commitment.
All staff are responsible for safeguarding pupils and must follow local safeguarding procedures, including reporting any concerns promptly to the Designated Safeguarding Lead (DSL) or appropriate safeguarding personnel within their school or setting.
Staff must familiarise themselves with:
· The Safeguarding and Child Protection Policy
· Keeping Children Safe in Education (KCSIE)
· Staff Code of Conduct
· Local safeguarding and reporting procedures

Each school or setting will provide staff with details of safeguarding contacts and site-specific procedures during induction.
Please refer to the Trust website for all safeguarding policies and guidance.
ICT and Acceptable Use
All staff are expected to use Trust ICT systems, devices, email, internet access, and digital platforms responsibly, professionally, and securely.
Staff must ensure that passwords and login details remain confidential and that Trust systems are accessed in accordance with safeguarding, data protection, and cyber security expectations.
Use of personal devices, remote working arrangements, artificial intelligence tools, social media, and online communication platforms must comply with Trust policies and local school or setting procedures.
Please refer to the Trust website for Online Safety, GDPR Policy, and related procedures.

Whistleblowing and Professional Concerns
The Trust is committed to maintaining a culture of openness, honesty, and accountability.
Staff are encouraged to raise concerns regarding safeguarding, professional conduct, malpractice, wrongdoing, or unsafe practices through the appropriate procedures without fear of discrimination or disadvantage.
All staff are expected to report concerns appropriately and in line with Trust procedures.
Please refer to the Trust website for the Whistleblowing Policy.
Please refer to the Trust website for relevant leave and flexible working policies.

Induction and Mandatory Training
All staff are required to complete induction arrangements relevant to their role, school or setting, and statutory responsibilities.
Staff are expected to participate in ongoing professional development and maintain the knowledge and skills required for their role.
Please refer to the Trust website and local school or setting guidance for training requirements and professional development opportunities.

DAY TO DAY PROCEEDURES
Behaviour and Discipline
Each school or setting within the Trust will have specific behaviour management procedures and systems in place. Staff should familiarise themselves with local procedures.

The Class Teacher will normally deal with behaviour and discipline concerns in the first instance. 
More serious concerns should be referred to the appropriate member of the leadership team in line with the individual school or setting’s procedures. Parents and carers should be kept informed where appropriate.

Please refer to the Trust website for the Behaviour & Inclusion Policy and related procedures.



Fire Alarm Procedure
Each school or setting will have specific fire evacuation procedures which all staff must follow.

In the event of a fire alarm, staff and pupils should leave the building immediately using the nearest safe exit and assemble at the designated assembly point in accordance with the individual school or setting’s evacuation procedures.

Teaching staff are responsible for supervising pupils and completing registration procedures as directed by the school or setting. Senior leaders and designated staff will oversee the evacuation process and confirm that all pupils, staff, and visitors are accounted for.

Lockdown Procedure
In the event of a lockdown or invacuation, staff should follow the individual school or setting’s emergency procedures immediately.

Specific signals, communication systems, and staff responsibilities may vary between schools and settings. All staff are expected to familiarise themselves with local lockdown arrangements and participate in relevant training and drills.

Playtime Supervision
Staff should follow the duty rota and supervision arrangements set by their individual school or setting.

During wet play or indoor breaktimes, staff should supervise pupils in accordance with local procedures and risk assessments.

Any accidents or incidents occurring during playtimes must be recorded in line with the school or setting’s accident reporting procedures.

First Aid
Qualified First Aid staff will respond to accidents, injuries, and medical needs in accordance with the school or setting’s procedures.

First Aid equipment, medication, and emergency medical supplies will be stored in designated locations identified by each school or setting.

Staff should familiarise themselves with local First Aid arrangements, including procedures for pupils with medical conditions.  Staff should refer to the First Aid in Schools Policy.

Accident Reporting
All accidents, injuries, and incidents involving pupils, staff, or visitors must be recorded in accordance with the procedures of the individual school or setting and recorded on Every Compliance.  Relevant documentation should be completed promptly and parents or carers informed where appropriate.



End of Day Routine
Staff should follow the individual school or setting’s arrangements for the safe dismissal and collection of pupils.

Children should only be released to authorised adults unless alternative arrangements have been communicated in line with school procedures.  Any pupil not collected at the end of the day should be supervised and reported in accordance with local safeguarding and collection procedures.

Visitors
All visitors must report to the school office or reception on arrival and follow local safeguarding and visitor procedures, including signing in and wearing identification where required.

Visitors may be required to read safeguarding and health and safety information relevant to the school or setting.

Complaints
Where concerns cannot be resolved informally, the matter should be referred in accordance with the school or setting’s complaints procedure.

Parents and carers with concerns should normally be encouraged to discuss these initially with the relevant member of staff.

Please refer to the Trust website for the Complaints Policy.
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