September 2011


Wellbeing Guidance 

A Whole School Approach


[image: image1.wmf]
Version 1 - 2011

Author : Alison Bennett

School Workforce & Governance Development
CONTENTS

Rationale







Page 3

Who to engage with?






Page 3

Headteacher Wellbeing





Page 4

Actions for the Governing Body to consider


Page 6

What are the benefits of good staff wellbeing?


Page 7

Wellbeing in Practice





Page 8

Examples of current good practice within Ealing


Page 9

Where to find policies and other guidance on the EGfL

Page 10

Unions and Associations & Support Networks contact details
Page 11

Examples of good practice from other Local Authorities

Page 13

Further support and information about the Online Audit
Page 14

Rationale

The most important investment a school can make is an investment in its people. Staff wellbeing is key to school success. A school with a culture and ethos of supporting wellbeing will enable all staff as individuals and groups, to manage successfully the pressures they face.

If we can’t look after the people who look after the children, 

who is going to look after the children?
The purpose of this guidance is to provide a document that embraces the many school practices that support staff health and wellbeing, to minimise the harm from stress and ensure there is cohesion and progress in working towards the health and wellbeing of all staff.   

Who to engage with?

EVERYONE

All staff, agency workers, volunteers, the headteacher and Governing Body, everyone should take an interest in and ownership of wellbeing in their school. It may be appropriate to have a named governor with responsibility in school for wellbeing and a champion or /focus group to promote it within the school. Strong leadership of wellbeing is essential to its success.

A school as the employer have responsibilities for the health and safety of their employees and pupils. They are also responsible for any visitors to their premises such as  suppliers and the general public. The Health and Safety at Work etc Act 1974 is the primary piece of legislation covering work-related health and safety in the United Kingdom. It sets out a lot of your employer’s responsibilities for your health and safety at work.

It is the responsibility of the governing body for:

· ensuring that “their headteacher has a reasonable workload, in support of a reasonable work/life balance, having regard to their health and welfare.”
and

· providing headteachers with a “dedicated time that recognises their significant Leadership responsibilities for their school”
What constitutes a reasonable work/life balance will be specific to the individual.  Headteachers have a responsibility for their own work/life balance but do not always recognise this.  Governing Bodies need to be proactive in exploring this issue with their headteacher, to challenge them and to watch out for indicators such as health issues, stress, reduced attendance etc.

Headteacher Wellbeing

Dedicated Headship Time

“Headteachers must have dedicated time to lead their schools, not just manage them.”   

Since September 2005 governing bodies have had a statutory responsibility to ensure that the Headteacher has dedicated headship time during the school week. It is particularly important that governors take an active role in strategically monitoring the use of this time where headteachers have a heavy teaching timetable or where the management aspects of the role leave little time for leadership.  

The headteacher needs time to focus on the important, rather than the urgent, in order to develop the necessary vision and direction to improve the quality of education and raise standards.

What the law says

The National Workload Agreement places the responsibility on governing bodies for:

· providing headteachers with “dedicated time that recognises their significant leadership responsibilities for their school”
The Teachers Pay & Conditions Document states that:

· “a headteacher shall be entitled to a reasonable amount of time during school sessions, having regard to his teaching responsibilities, for the purpose of discharging his leadership and management responsibilities”  

and

· “a headteacher who participates in the teaching of pupils at the school shall have (an) entitlement to planning and preparation time.”

How much time should be given?

· PPA is 10% of timetabled teaching time

· There is no prescribed amount of, or guidance on what is, a reasonable amount of Dedicated Headship Time (it is suggested 10% of the working week)

The reasonableness of the amount of time will depend on a range of factors: 

· amount of teaching commitment

· staffing structure – amount of other management time/support available

· the scope, nature and breadth of responsibilities of the post

· time must be allocated during the school day (i.e. time when pupils are in attendance)

· it is probably most beneficial for time to be allocated in a single block to allow a reasonable period of uninterrupted time

· this time may be spent off site

Clearly, this time alone will not be sufficient for heads to complete all of their strategic activities.   However, it will ensure at least some highly productive, dedicated time, free from interruptions to lead rather than just manage their schools. 

What is the time for?

The aim of Dedicated Headship Time is to free headteachers for strategic activity - in other words time to think, analyse, plan and carry out any of the associated activities to manage strategically rather than operationally.

Heads may focus on: 

· School improvement

· Raising standards

· School development/improvement

· Improved monitoring and evaluation

· Improved well-being of staff and pupils

Dedicated Headship Time should not be interrupted by 

· Routine matters

· Phone calls, enquiries in person

· Requirements to cover

· Visitors – internal or external

It is not for the Governing Body to specify what the headteacher does during this time, but they should ensure the time is taken and may ask for feedback to ensure its effectiveness.

What could dedicated headship time look like?

It will vary from head to head, because of the nature of the specific role and the needs of the individual in that role.  Governors will need to discuss this with the headteacher and this discussion may involve consideration of the following:

Individual Time

· Time to read, reflect upon, interpret and consider the implications of Government or LA documents, initiatives etc.

· Time to consider the broader strategic aims for the school and how these match up to national and local agendas

· Time for longer term strategic thinking, to consider what is on the horizon and how best to lead the school to meet these challenges

With a partner

· Head and Deputy to look at broad strategic issues

· Head and Chair of Governors to consider implications and role for the Governing Body

With other headteachers

· An opportunity to ‘bounce’ ideas off trusted and respected colleagues for planning, sharing ideas and challenge

· As a group sharing views on national/local issues, joint planning, partnership working

· Attending conferences to maintain a fresh ‘bigger picture’ view

With other professionals

· Time with other professionals to discuss and share strategic issues

· With a mentor/coach to develop key issues which may be problematic

What should Governors consider in relation to the Headteachers’ wellbeing? 

Governors should ensure strategies and resources are in place to limit the requirement on headteachers to provide cover for absent colleagues.  Governors should challenge headteachers who continue to provide cover.

Administrative tasks are often used as a distraction from other tasks.  Some headteachers have difficulty in relinquishing control over certain tasks and others perceive it to be more efficient to perform tasks themselves.

Governing Bodies need to challenge their headteachers on these matters and ensure that sufficient resources (e.g. personnel, training etc) are available to free them from the burden of routine administration.

Governing Bodies should ensure sufficient cover across the school day and beyond to avoid the headteacher having to act as receptionist, cleaner, key holder, cover organiser and IT technician and should consider where these functions could be dealt with by other members of the leadership team such as a school business manager.

Exemplars of good practice:

· Providing a mentor or professional support for new head or new to the LA: The GB can agree the need and support with the LA, need to consider benefits to school (less isolation, less stress and provides emotional buffer), as well as potential risk and costs to school

· Private medical insurance for the Headteacher: The GB can research and implement, need to consider benefits (reduced sickness / absence, well being and quick response to serious illness) and the costs and any risk to the school. 

Wellbeing – Actions for the Governing Body to consider

The governing body can review its structures and processes:

· What could the governing body do to reduce the number and length of meetings?  

· Could meetings be more focussed?  Are meetings timetabled for the year and are they time restricted?  Could more decisions be delegated to committees?

· Does the governing body have an efficient and effective committee structure?

· Could the number of committees and the frequency of meetings be reduced?  

· Is it necessary for the Headteacher to attend all committee meetings?  Could another member of the SLT take the lead?  

· Could some meetings take place during school time?

· Does the governing body expect a formal written report at every full governing body meeting?  Is this necessary or could a written report alternate with a verbal update or presentation? 

· Does the governing body have appropriate and effective administration arrangements, including clerking, for all governing body and committee meetings?

· Completion of the School Profile is the governing body’s responsibility.  Has the governing body made arrangements for this or is its completion left to the Headteacher? 

· When a vacancy arises, does the governing body review its staffing structure with a view to securing a better work/life balance for its staff?

What are the benefits of good staff wellbeing?

· A more contented and committed workforce

· Better staff retention

· More people interested in joining your school

· Increased productivity and effectiveness -Improved school results

· Lower absenteeism and reduced supply costs

· Reduction in work related stress

· Better work life balance

· Improved self esteem and health

· Staff feel confident and valued

· Open and respective climate and enhanced professional relationships

· Improved communication

· Opportunities to celebrate success and achievements

· Meeting the employer’s duty of care

Wellbeing in Practice

Embedding wellbeing into the culture of the school is crucial to its success. Engaging with the whole school and emphasising everyone is responsible for increasing awareness of emotional, mental and physical wellbeing, and allowing time for staff to contribute to initiatives and develop ideas and feedback on concerns.

An effective leader and your Governing Body need to promote wellbeing and champion it in your school and consult with your staff.  

It is important to remember that wellbeing and what it means to individuals is likely to differ and to consider that staff needs may be different. There should be a mechanism for regular review on wellbeing in your school and for all staff suggestions to be considered so that staff continue to feel involved and valued.  

It is important that you have a nominated champion of wellbeing in your school and that there is a mechanism set up to make sure that wellbeing issues are discussed. All staffs views should be represented and a focus group that consists of different categories of staff in your school would allow for all to become involved in the wellbeing agenda and feel fully involved. 

An online wellbeing questionnaire has been devised and is available from the School Workforce and Governance Development Team and can be used to survey staff opinion on wellbeing. The questionnaire has been designed for staff to fill in anonymously and online and is suitable for all staff in your school.  Raw data can be extracted from the survey and the school can be provided with a summary of findings, the school can then share with staff the main findings from the survey  and make an action plan as appropriate.

The online survey can be requested from the School Workforce and Governance Development Team who will also be able to offer appropriate advice and support on the administration of the survey within your school. Once the data has been collected school workforce can assist you with devising plans to work on areas that have been highlighted as causing staff concern. There may be additional charges for this service depending on the buy back arrangements your school has.

Examples of  current good practice within Ealing

This list includes some examples of the ideas you may wish to introduce within your schools but it is important to discuss with staff which are the right ones for your school. Setting up a wellbeing focus group which is representative of the staff groups within your school to champion wellbeing will help you to consider if some of these examples would work.

· Focus on communication on wellbeing issues with all staff 

· Whole school commitment to feedback on what is working well and if something needs to be addressed

· SLT level involvement in wellbeing

· Using MLE (Fronter) as a communication tool – cuts down on time and paper

· Additional timetabled time for teachers for marking in KS2

· Additional and embedded time for leadership duties

· Whole school development time 

· A listening culture

· Agendas and meeting set up and circulated in advance to avoid waste of time at meetings

· TA’s and SMSA’s given paid time during the day to meet with SLT member to discuss live issues

· Positive suggestions book

· Lockers for staff create sense of belonging and security

· Pigeon holes for staff communication

· Named Governor responsible for wellbeing in school

· “Ask Me What I Did” stickers for staff so children and other adults can ask staff member and can celebrate successes or achievements

· Regular newsletter to all staff so staff feel informed

· Making life easier – if contacts exist to set up services such as  car mechanic/laundry service collection at school facility, this can help make staff  less stressed 

· Family events such as graduations/school sports days etc – where possible try to accommodate flexibly

· A celebration event to celebrate achievements and successes within school

· CPD opportunities encourage individuals to apply 

· Use performance management in a positive way

· Encourage an open and respectful climate in school

· Access to professional providers such as care first for counselling and advice

Where to find policies and guidance on the Egfl

There are useful guidance and policy documents available on the Egfl via the following link. The sub categories within this link are listed  below.

http://www.egfl.org.uk/categories/personnel/
HR and Workforce Development

Employee Relations

Recruitment and Induction

Reward

Safer working practices

Workforce Development

Contact us

Unions and Associations contact details

Links will open in a new browser window.

Association of Teachers and Lecturers (ATL) 
The ATL exists to protect and improve the status of teachers, lecturers and support staff who are directly involved in the delivery of education, and to promote the cause of education generally.

Contact: www.alt.org.uk
National Association for Headteachers (NAHT) 
The National Association of Head Teachers provides a professional service exclusively for school leaders.

Contact: Hans Formella @ Grange Primary School

National Association of School Masters/Union of Women Teachers (NASUWT) 
NASUWT is committed in working to influence the education policy of the government and employers. NASUWT is a member of the TUC and is linked to other national and international trade union organisations and represented on a wide range of professional, educational and advisory bodies.

Contact: Helen O’Neill, honeill@dairy-meadow.ealing.sch.uk
National Union of Teachers (NUT) 
The NUT plays a leading role in influencing education policies at national and local levels and in national negotiations relating to teachers' conditions, salaries and pensions. The Union is represented on major national education bodies and makes representations to central government on all matters affecting teachers and schools.

Contact: Nick grant Ealing NUT Branch Secretary  - 07958 542 872

secretary@ealing.nut.org.uk
Voice Union

http://www.voicetheunion.org.uk/
Sound advice from the union for education professionals in  teaching, childcare and support staff and students
Contact: www.voicetheunion.org.uk
Association of School and College Leaders (ASCL) 
ASCL is a professional association for leaders of secondary schools and colleges. Members of ASCL are entitled to personal advice and guidance from a network of local and national officials, support through national branches and meetings, and a number of member benefits. 

Contact: Via the National Office

www.unison.org.uk
UNISON is Britain and Europe's biggest public sector union with more than 1.3 million members. Our members are people working in the public services, for private contractors providing public services and in the essential utilities. They include frontline staff and managers working full or part time in local authorities, the NHS, the police service, colleges and schools, the electricity, gas and water industries, transport and the voluntary sector. Last year UNISON recruited 137,000 new members - 375 per day.

Contact: Mary Lancaster ealingunison@ealing.gov.uk 0208 825 7999

www.gmb.org.uk
GMB is a general union - which means that anyone can join us. GMB has almost 610,000 members working in every part of the economy.   Every day of the year GMB offers protection at work and solves problems for GMB members. GMB provide back up, representation and advice on every issue related to members life at work. 

Contact: Dean Gilligan  GMBTradeUnion@ealing.gov.uk 0208 825 8796
Support networks
Need a listening ear? 

Care First  (employee assistance programme) 
A helpline service available to Ealing school staff (if the school buys in). 
Tel: 0800 174 319  
Managers can get their free managers guide to Care First support by contacting the Occupational Health unit, tel: (020) 8825 7400.

Ealing employees and their immediate family can ring the helpline on 0800 174319 for advice, information and counselling.

The free 24 hour helpline, provided by Care First, gives you professional, confidential counselling for work or personal issues. There is no limit to the number of times you can call.

Care First online

Counselling, support and advice via a real-time chat. This service is available from 8am – 8pm, Monday to Friday, and can be accessed on www.care-first.co.uk Go to log in, client area and then enter the username and password as below:

Username: eal001 
Password: ling1234

Teacherline /Teacher support network (TSN) 
For free, confidential counselling, support and advice on any problem. 
Tel: 08000 562 561 
Teacher Support Network is a group of independent charities and a social enterprise that provide practical and emotional support to staff in the education sector and their families
DAWN - Dignity at Work Now 
Support and campaign group for anti-bullying in the workplace.

Examples of good practice from other Local Authorities 
· Limits are placed on teachers’ time in school – the headteacher and senior management set the example for others to follow. Each week on one day all staff are expected to leave early. 

· Set times are put to one side to discuss and review workloads with a supportive partner. (One staff meeting each half term)  This may well provide material to be discussed in a more formal system. 

· A mentor system applied to the whole staff. Each member of staff was paired up with a Buddy to focus on both personal and professional issues. The system was particularly useful at times of stress and change as a first point in managing a situation. Various trust activities were developed to encourage staff relationships. Staffs have training in listening and responding skills.

· Staff are urged to only arrange one full staff meeting per week and no more than one other. A maximum of two in one week.

· A celebration of staff achievement is planned for each term. 

· The school negotiates corporate membership (cheaper) for all staff members at a local leisure centre.

· Schools provide staff with time to take opportunities to use leisure facilities 

· Schools involved in looking after their staff lifestyle and health – this includes measuring blood pressure and cholesterol.

· Staff plan changes to the staff room to include redecorating, water tower, new cooker, new furniture and seats for all staff! The room is to be smoke free and includes space for health and lifestyle information. 
· Groundrules that provide the basis for staff relationships are developed and displayed in the staffroom. 

· Leisure classes in school for staff could include Tai Chi, aromatherapy and yoga.  

· Stress busting activities at lunchtime 

· Senior managers attend training to examine and make more effective -processes of team-work, decision making and handling committees. Staff agreed that a meeting is to have agendas, all papers to be sent out beforehand and it is to be made clear what the decision making process is i.e. consensus; majority; consultation only and decisions taken elsewhere. Minutes taken and time limits to be agreed at the start of the meeting.  

· An audit showed that year heads were doing a high level of extra paperwork – often very mundane- a part time clerk with ITC skills was appointed to do much of this work. All the school felt the benefits of year heads being able to apply their time to pupil and staff concerns.    

· Developed an acknowledgement book kept in the staff room that  recorded all the  positive comments made about the school and staff. These were managed/changed to ensure they were seen as for the school. All staff recognised they relied on each other and they were valued.  

Further support and online Wellbeing Audit information 

Further information and support on wellbeing and on the online wellbeing audit tool is available from the School Workforce and Governance Team. 

Alison Bennett – School Workforce and Governance Development Consultant  

0208 825 6689

abennett@ealing.gov.uk
Therese McNulty – School Workforce and Governance Development Adviser 

0208 825 8542

tmcnulty@ealing.gov.uk
External Organisations

www.worklifesupport.com
Tel: 0845 873 5680 (office hours 8.30 to 5.00)


Worklifesupport is an external organisation that help schools and other public and not-for-profit organisations achieve their full potential by focusing on the wellbeing and motivation of their staff. There is a charge for this service

Currently Featherstone Primary, Lady Margaret Primary, Horsenden Primary and Oldfield Primary are working with Worklifesupport to conduct an audit of their staff wellbeing if you wish to have more information on this organisation please contact them directly.
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