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Safeguarding Statement 
At St Elizabeth Catholic Primary School, we respect and value all children and are committed to providing a 

caring, friendly and safe environment for all our pupils so they can learn, in a relaxed and secure atmosphere.  

We believe every pupil should be able to participate in all school activities in an enjoyable and safe 

environment and be protected from harm.  This is the responsibility of every adult employed by, or invited to 

deliver services at St Elizabeth Catholic Primary School.  We recognise our responsibility to safeguard all who 

access school and promote the welfare of all our pupils by protecting them from physical, sexual and 

emotional abuse, neglect and bullying. 
 

Equality statement 
As a school we are committed to ensuring that equality principles are embedded within all school policies and 

procedures, as we endeavour to:  

• Eliminate discrimination, harassment and victimisation. 

• Promote equality of access and opportunity within our school and within our wider community.   

• Promote positive attitudes to difference and good relationships between people with different 

backgrounds, genders, cultures, faiths, abilities, sexual orientation, and ethnic origins.  
 

School Values  
As a Catholic school with a strong Christian ethos we actively support and promote a value-based education. 

By living out our 4Rs – Relationships, Resilience, Responsibility and Respect, we encourage the whole school 

community to: 

• Think about and reflect upon positive Christian, British and Universal values 

• Experience how living out these values impacts on themselves and others, in school, in the wider 

community and in the world 

• Instil a sense of belonging to the school, the local community, the country they live in and the wider 

global community 

• Inspire individuals to choose their own positive personal social, moral and spiritual values 

• Promote an inclusive school ethos and a learning climate that will raise aspirations and achievement 

• Raise self-esteem and encourage children to take more responsibility for their own behaviour and 

learning 
 

British Values 
At St Elizabeth, we recognise and promote the fundamental British values of democracy, the rule of law, 

individual liberty, and mutual respect and tolerance of those with different faiths and beliefs.  Through this 

provision of SMSC, the school will: 

• enable pupils to develop their self-knowledge, self-esteem and self-confidence; 

• enable pupils to distinguish right from wrong and to respect the civil and criminal law of England; 

• encourage pupils to accept responsibility for their behaviour, show initiative, and to understand how 

they can contribute positively to the lives of those living and working in the locality of the school and to 

society more widely; 

• enable pupils to acquire a broad general knowledge of and respect for public institutions and services 

in England; further tolerance and harmony between different cultural traditions by enabling pupils to 

acquire an appreciation of and respect for their own and other cultures; 

• encourage respect for other people; and 

• encourage respect for democracy and support for participation in the democratic processes, 

including respect for the basis on which the law is made and applied in England. 
 

Data Protection 
The General Data Protection Regulation (GDPR) ensures a balance between an individual’s rights to privacy 

and the lawful processing of personal data undertaken by organisations in the course of their business. It aims to 

protect the rights of individuals about whom data is obtained, stored, processed or supplied and requires that 

organisations take appropriate security measures against unauthorised access, alteration, disclosure or 

destruction of personal data.  

The School will protect and maintain a balance between data protection rights in accordance with the GDPR. 

This policy sets out how we handle the personal data of our pupils, parents, suppliers, employees, workers and 

other third parties. 

Changes to data protection legislation will be monitored and further amendments may be required to this 

policy in order to remain compliant with legal obligations. 

All members of staff are required to familiarise themselves with its content and comply with the provisions 

contained in it. Breach of this policy will be treated as a disciplinary offence which may result in disciplinary 

action under the School’s Disciplinary Policy and Procedure up to and including summary dismissal depending 

on the seriousness of the breach. 

 

 



Introduction 

The School is committed to providing equality of opportunity in employment and to developing 

work practices and policies that support work-life balance. We recognise that, in addition to 

helping balance work and personal lives, flexible working can raise staff morale, reduce 

absenteeism and improve our use and retention of staff. 

This policy gives eligible employees an opportunity to formally request a change to their 

working pattern and all employees an opportunity to do so informally. Line Managers and the 

Headteacher are encouraged to facilitate requests unless they cannot be accommodated for 

business or operational reasons.  

No employee who makes a request for flexible working will be subjected to any unlawful 

detriment or lose any career development opportunities as a result. 

The School is committed to a programme of action to make this policy effective and to bring it 

to the attention of all employees. 

The Flexible Working Policy applies to employees only.  It does not form part of any individual’s 

terms and conditions of employment and is not intended to have contractual effect.  However, 

the policy does reflect the School’s current practice and all employees are encouraged to 

familiarise themselves with its content.  The School reserves the right to amend this policy from 

time to time. 

Who may make a statutory request to work flexibly? 

Employees with at least 26 weeks' continuous service with the School have a statutory right to 

request flexible working. That right is recognised by the formal right to request procedure in this 

policy.  

The criteria for deciding who is eligible to follow the formal procedure are set out below. 

Employees whose requests for flexible working are accepted under the formal procedure will 

have changes made to their contracts of employment to reflect their new working 

arrangements.  

Any employee interested in flexible working is advised to request an informal meeting with the 

Headteacher to discuss their eligibility, the different options and the effect of their proposed 

work pattern on colleagues and service delivery before submitting a formal or informal request. 

It may be that a short term adjustment can be accommodated by the School without 

instigating the statutory flexible working process. 

Those working at management level have a specific responsibility to set an appropriate 

standard of behaviour, to lead by example and to promote the School’s aims and objectives 

with regard to flexible working.  

To facilitate this process, Line Managers will be given training on equal opportunities awareness 

and best practice and encouraged to seek advice from the Headteacher on flexible working 

issues. 

All members of staff are responsible for the success of this policy and must ensure that they 

familiarise themselves with it and act in accordance with its aims and objectives. Those involved 

in management or recruitment may request specific training and address any questions about 

the content or application of this policy to the Headteacher. 



Forms of flexible working 

Flexible working can incorporate a number of changes to working arrangements: 

• reduction or variation of working hours; 

• reduction of the number of days worked each week; and/or 

• working from a different location (for example, working from home). 

Such changes may involve: 

• starting a job share;  

• working a set number of hours per year, rather than a week (annualised hours); 

• working from home (whether for all or part of the week);  

• working only during term-time (part-year working);  

• working compressed hours;  

• working flexi-time.  

Making an informal flexible working request 

Employees who wish to make an informal request for flexible working may make a request to 

the Headteacher who will consider it according to the School’s academic and operational 

requirements. 

It will help the School to consider your request if you: 

• make your request in writing and confirm whether you wish any change to your current 

working pattern to be temporary or permanent; 

• provide as much information as you can about your current and desired working 

pattern, including working days, hours and start and finish times, and give the date from 

which you want your desired working pattern to start; 

• think about what effect the changes to your working pattern will have on the work that 

you do and on your colleagues, as well as on our service delivery and that of your team 

or department; and  

• If you have any suggestions about dealing with any potentially negative effects, please 

include these in your written application. The School can then consider whether they are 

workable. 

The School will advise you what steps will be taken to consider your request, which may include 

inviting you to attend a meeting, before advising you of the outcome of your request.  

Eligibility for the formal right to request procedure 

Requests under the formal procedure set out in this policy can only be made by employees 

who meet the criteria set out below. 

To be eligible to make a request under the formal procedure, you must: 

• be an employee; 

• have worked for the School continuously for 26 weeks at the date your request is made; 

and 

• not have made a formal request to work flexibly during the last 12 months (each 12-

month period runs from the date when the most recent application was made). 

If you are not eligible to make a formal request, you may make an informal request as noted 

above. 



Making a formal flexible working request 

If you are interested in flexible working you should speak with the HR Administrator to discuss 

your eligibility and any options before submitting an informal or formal flexible working request. 

You will need to submit a written application if you would like your flexible working request to be 

considered under the formal procedure. 

Your written and dated application should be submitted to the Headteacher and, in order to 

meet the requirements of the formal procedure, should: 

• provide as much information as you can about your current and desired working 

pattern, including working days, hours and start and finish times, and give the date from 

which you want your desired working pattern to start; 

• explain the reasons for your request; 

• address the effect the changes to your working pattern will have on the work that you 

do; that of your colleagues and on service delivery. If you have any suggestions about 

dealing with any potentially negative effects, please include these in your written 

application; 

• provide information to confirm that you meet the eligibility criteria set out in this policy; 

and 

• state that it is a formal flexible working request and whether you have made a previous 

formal request for flexible working and, if so, when. 

Applications from classroom-based/teaching staff should be submitted to the school at the 

earliest possible opportunity, bearing in mind the difficulties of arranging changes to the 

timetable mid-year. Employees who are not classroom based should submit requests at least 

two months before they wish the requested changes to take effect. 

The School might be able to agree your proposal without the need for a meeting.  If that is the 

case, the School will write to you, confirming the decision and explaining the changes that will 

be made to your contract of employment. 

If your proposal cannot be accommodated, discussion between you and the Headteacher 

may result in an alternative working pattern that can assist you. Where your request cannot be 

agreed, the Headteacher will normally arrange to meet with you to discuss your application. 

The School will endeavour to arrange this meeting without unreasonable delay. 

You may bring a colleague (who may be a trade union representative) to the meeting as a 

companion if you wish. Your companion will be entitled to speak during the meeting and 

confer privately with you, but may not answer questions on your behalf.  

In most cases, the meeting will be held at your usual place of work. However, the School will 

ensure that the meeting is held at a time and place that is convenient to you. 

The meeting will be used to consider the working arrangements you have requested.  You will 

also be able to discuss what impact your proposed working arrangements will have on your 

work and that of your colleagues and/or your department or team.  

If the arrangements you have requested cannot be accommodated, discussion at the meeting 

will also provide an opportunity to explore possible alternative working arrangements.  

The Headteacher may suggest starting new working arrangements under an initial trial period 

to ensure that they meet your needs and those of your department or team. 
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Following the meeting, the School will notify you of the decision in writing as soon as reasonably 

practicable and normally within 14 days. 

If your request is accepted, or where the School proposes an alternative to the arrangements 

you requested, the School will write to you with details of the new working arrangements, details 

of any trial period, an explanation of changes to your contract of employment and the date on 

which they will commence.  You will be asked to sign and return a copy of the letter. This will be 

placed on your personnel file to confirm the variation to your terms of employment.   

There may also be some additional practical matters such as arrangements for handing over 

work that will be discussed with you.   

You should be aware that (unless specifically agreed otherwise) changes to your terms of 

employment will be permanent. In addition, you will not be able to make another formal 

request until 12 months after the date of your original application. 

If the school needs more time to make a decision, it will notify you of this and the reasons for the 

delay.  For example, more time may be required to investigate how your request can be 

accommodated or to consult several members of staff. 

There will be circumstances where, due to academic and/or operational requirements, we are 

unable to agree to a request.  In these circumstances, the School will write to you: 

1. giving the academic/operational reason(s) for turning down your application;  

2. explaining why these reasons apply in your case; and 

3. setting out the appeal procedure. 

The eight reasons for which we may reject your request are: 

• the burden of additional costs; 

• detrimental effect on the ability to meet the needs and the demands of the School’s 

students; 

• inability to reorganize work among existing staff; 

• inability to recruit additional staff; 

• detrimental impact on quality; 

• detrimental impact on performance; 

• insufficiency of work during the periods that you propose to work; and 

• planned changes. 

Appeal 

If your request is rejected, you have the right to appeal. 

Your appeal must: 

• be in writing and dated; 

• set out the grounds on which you are appealing; and 

• be sent to the Headteacher within 14 days of the date on which you received the 

written rejection of your request.  

The Headteacher or Chair of Governors will arrange for a meeting to take place as soon as 

reasonably practicable and normally within 14 days of receipt of your appeal. The meeting will 

be held at a convenient time for all those attending and, as at the meeting that considered 

your request, you may be accompanied by a colleague or trade union representative.  
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An independent and impartial Appeals Officer will be selected, specifically for the appeal, from 

either the Governing Body or the Senior Leadership team of the School. 

You will be informed in writing of the Appeal Officer's decision as soon as reasonably 

practicable and normally within 14 days of the date of the appeal meeting.  

If your appeal is upheld, you will be advised of your new working arrangements, details of any 

trial period, an explanation of changes to your contract of employment and the date on which 

they will commence.  You will be asked to sign and return a copy of the letter. This will be 

placed on your personnel file to confirm the variation to your terms of employment.   

There may also be some additional practical matters, such as arrangements for handing over 

work that the Headteacher will discuss with you. 

You should be aware that (unless specifically agreed otherwise) changes to your terms of 

employment will be permanent and you will not be able to make another formal request until 

12 months after the date of your original application.  

If your appeal is rejected, the written decision will give the academic/operational reason(s) for 

the decision and explain why the reason(s) apply in your case. You will not be able to make 

another formal request until 12 months after the date of your original application.  

Withdrawing a Request 

If you withdraw a formal request for flexible working, you will not be eligible to make another 

formal request for 12 months from the date of your original request.  

In addition, in certain circumstances, a request made under the formal procedure will be 

treated as withdrawn.  

This will occur if: 

• you fail to attend without good cause two meetings which we have sought to arrange 

with you to discuss your request; or 

• you unreasonably refuse to provide the information we require to consider your request. 

In such circumstances, the School will write to you confirming that the request has been treated 

as withdrawn. 

Extending time under the formal procedure 

The School will communicate any final decision in regards to a formal flexible working 

application within 3 months of receipt. However, there may be exceptional 

circumstances/occasions when it is not possible to complete consideration of your request 

within the expected time limits. Where an extension of time is agreed with you, the 

Headteacher will write to you confirming the extension and the date on which it will end. 

Monitoring and review of the policy 

This policy is reviewed each academic year by the Headteacher.  Recommendations for any 

amendments are reported in the first instance to the Headteacher.  

The School will continue to review the effectiveness of this policy to ensure it is achieving its 

stated objectives. 
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