
 

 

 
Briefing for School Leaders - Briefing 60 – 10th January 2020 

 

 

 

TRUST – LOVE - COURAGE – RESPECT – INTEGRITY 

 

Dear Colleagues 

 

“And going into the house they saw the child with Mary his mother, and they fell down and worshipped him. 

Then, opening their treasures, they offered him gifts, gold and frankincense and myrrh”  

(Matthew 2:11) 

 

Welcome back and Happy New Year!  

A warm welcome back to the start of the Spring term and I hope the slightly longer break has enabled you to relax and 

get some rest over the Christmas period. This week, the Church calendar celebrates Epiphany and the part of the 

nativity story which introduces the coming of the three wise men. 

Epiphany when translated literally means ‘revelation’ or showing – the star that shone brightly over Bethlehem lead 

the three kings to the birth place of Jesus where there were then able to offer their gifts. 

As we start a new year and a new term, a useful reflection for all of us might be what gifts and skills can we offer and 

bring in our role as school leaders which help children and staff to be their very best?  

I’m always struck by the words in the carol ‘In the Bleak Midwinter’ which so beautifully describes the reflections of a 

child talking about what can they give the Christ child: 

What can I give him?, Poor as I am, If I were a shepherd, I would bring a lamb 

If I were a wise man, I would do my part, Yet what I can, I give him, Give my heart 

 

School leadership & Central Trust Recruitment  

Following some changes to school and central staff posts announced before Christmas, I am pleased to provide an 

update on recruitment. We welcome Alex Clark, as interim Headteacher as Ashley CE Primary School who joined the 

Trust on the 6th January. Alex is a National Leader of Education (NLE) and will be a real asset to the Trust and Ashley 

school as it moves forward. Jackie Stevens returns to her role as Deputy Headteacher at Ashley and we thank her for 

her time as co-headteacher last term. We also say farewell to Janis Radcliffe at St Mary’s Chiddingfold who has 

decided to step down as Headteacher at the end of last term. We wish Janis well as she moves on and are grateful to 

her for all that she has achieved during her time at St Mary’s. We are grateful to Sheila Buckley, Deputy Headteacher 

at St Mary’s for being willing to becoming Acting Headteacher in the interim period.  

The Trust will be advertising for a number of posts this term including a Governance Support Officer and a member of 

the central Finance team as well as recruiting for leadership appointments in those schools where we now have the 

opportunity to appoint some new leaders. More details to follow.    



We look forward to seeing our Headteachers and Heads of School next week, 

Best wishes, 

 

 

Alex Tear 

Interim Chief Executive Officer 

Prayers for the week ahead 

 
 

God of all heaven and earth, 
From the breath of your love came the creation of the 

world.  
We are amazed at the vast beauty of the night sky and 
at the intimate nature of the love you have for us your 

children.  
Be our daily star, Guiding our lives to search for 

kingdom love.  
May we always follow your light of truth in all that we do,  

Forever trusting, hoping and believing in your word.  
Lift our eyes tonight to see your eternal life shining 

brightly,  
Leading us home.  

Amen. 

For those who seek a Saviour 
we lead them to the Stable 
To the One who was born 

To bring freedom 
Forgiveness 

Liberty 
For those who seek Assurance 

we lead them to the Light 
To the One who opens eyes 

to understanding 
God's Word 

Truth 
For those who seek Forgiveness 

We lead them to a Grace 
beyond comprehension 

To wholeness 
Healing 
Peace. 
Amen. 

 

Amanda Johnston 

Safeguarding 

Safeguarding Updates 

Finding your balance on and offline – Free open access e-learning that is suitable for all ages to supporting wellbeing, 

(produced by the Royal Society for Public Health) can be found here. The course aims to help social media users to 

build a meaningful, more balanced relationship with platforms. The programme focusses on awareness-raising - 

encouraging meaningful use by educating users on the potential harms and benefits of social media. 

Surrey Children’s Death Partnership – Surrey Schools: Please ensure that you are aware of the new arrangements 

regarding a child’s death. More information can be found here. 

Safer Internet Day – A reminder that resources are available here for 11th February 2020. 

Parent mental health – Some helpful guidance for professionals can be found here. 

Managing Transitions – A useful one-page resource for parents and teachers can be found here. 

Health Protection – The Health Protection Agency have updated the guidance on absence from schools due to 

common medical issues/illnesses, which can be found here. 

Private Tuition – Safeguarding information can be found here. 

Children in the Care System – The Children’s Commissioner has produced a report about how children in the system 

feel and what can be done to support them. 

Social Media – Information about the current regulations and next steps being considered can be found here. 

Prevent – Some interesting information on referrals and current trends that may be of assistance with training etc. 

https://www.rsph.org.uk/our-services/e-learning/courses/free-courses/looking-after-your-selfie.html?utm_campaign=2494151_Looking%20after%20your%20selfie%20e-learning%20launch&utm_medium=email&utm_source=The%20Royal%20Society%20for%20Public%20Health&dm_i=2LGE,1HGHZ,4Y70EL,4ZCHP,1
https://surreycountycouncil.newsweaver.co.uk/icfiles/1/31744/73505/6265887/56e614843a27b4d018c090d2/surrey%20child%20death%20partnership%20newsletter%201.pdf
https://www.saferinternet.org.uk/safer-internet-day/safer-internet-day-2020/i-am-educator
https://www.acamh.org/app/uploads/2019/10/The-Bridge-Web-Version.pdf
https://beaconhouse.org.uk/wp-content/uploads/Supporting-Transitions-2.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/789369/Exclusion_table.pdf
https://www.fenews.co.uk/fevoices/39394-tackling-the-issue-of-safeguarding-in-private-tuition
https://www.childrenscommissioner.gov.uk/wp-content/uploads/2019/12/cco-pass-the-parcel-children-posted-around-the-care-system.pdf
https://commonslibrary.parliament.uk/science/technology/social-media-how-much-regulation-is-needed-2/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/853646/individuals-referred-supported-prevent-programme-apr2018-mar2019-hosb3219.pdf


 

NEW Safer Recruitment Training 

Recently, we have received several requests from schools to offer safer recruitment training. I am pleased to inform 

you that we are now able to provide this training free of charge to all of our schools.  

Sessions will be face to face and are suitable for anyone who may be involved in the recruitment process within the 

Trust, including office staff, middle and senior leaders, LGC members and Trust Directors. Participants will learn about 

the importance of the recruitment process and how to undertake it safely in line with current statutory DfE guidance 

and local Trust policy and process. The session will take participants through the recruitment process from pre-

advertisement, through to induction, probationary periods and how to maintain ongoing vigilance. We are initially 

offering this training in Spring 1 on three different dates and at different times, so that we can reach as many people 

as possible, as quickly as possible. Sessions will then be regularly planned into the training calendar moving forwards. 

The initial dates are listed below: 

28th January 9-12noon 

5th February 1-4pm 

6th February 5-8pm 

Please click here to book your place on one of these sessions. You will be asked to select your preferred date on the 

registration screen. Participants should only attend one of the sessions and will receive a certificate of completion. We 

look forward to working with you. 

 

Effective Record Keeping 

I have recently been working with some of our schools on effective child protection record keeping, which is an 

essential element of safeguarding. It is not a requirement for schools to have an electronic system such as CPOMS, 

although many do. However, whatever system is used should be clearly understood by all staff, so that concerns can 

be reported and reviewed for action without delay. The quality and effectiveness of record keeping will be reviewed 

during an Ofsted inspection and Trust safeguarding audit. Some key points for action: 

 Records should be kept in one place – if you are using an electronic system, ensure that you are scanning 
in/uploading letters etc. to maintain a single chronology 

 Records must be kept separately from the main pupil file – some schools find it helpful to place a coloured dot 
on the front of a child’s main pupil file, to indicate that there is also a child protection file separately available 

 Records must be kept securely and only be accessible to authorised staff 

 Records should contain a front sheet with key contacts, admin details etc. 

 Records should also have a full chronology behind the front sheet – this should clearly record all actions 
taken, by who, when and reference any documents associated with the action within the file 

 Records must be kept of all concerns, discussions and decisions made including, what actions were taken (by 
who and when) and the reasons for those decisions being taken 

 

One way of organising the files might be in five sections: 

1. Front sheet and chronology 
2. Internal information (including concerns forms) 
3. External information 
4. Meeting records 
5. Child protection plans and other legal documents 
6. As always, please don’t hesitate to contact me if you require any assistance 
 

Education and Training 

 

REMINDER: Heads of School Day – 22nd January 

The booking link is live. Please click here to book your place if you have not done so already. Please email any dietary 

requirements that you may have to: admin@goodshepherdtrust.org.uk by the 20th January. The agenda was 

distributed by email to all invited participants on the 7th January. We look forward to welcoming you. 

 

https://www.eventbrite.co.uk/e/safer-recruitment-tickets-87044736149?aff=SaferRecruitment
https://www.eventbrite.co.uk/e/heads-of-school-day-tickets-84437529925?aff=affiliate1
mailto:admin@goodshepherdtrust.org.uk


REMINDER: All Heads Day (Headteachers and Executive Headteachers only) – 15th January 

The booking link is live. Please click here to book your place if you have not done so already. Please email any dietary 

requirements that you may have to: admin@goodshepherdtrust.org.uk by the 13th January. The agenda was 

distributed by email to all invited participants on the 19th December. We look forward to welcoming you. 

 

REMINDER: Twilight CPD Programme 

We have set up the booking links for the remainder of the academic year. Please visit our CPD or Events page on the 

Trust website, to see what is on offer and to book your free places in just the click of a button! For ease, I have 

included all of the non-safeguarding sessions that are scheduled for Spring 1 with the respective booking links below.  

Of particular note are the sessions that were specifically requested for Middle Leaders and on SIAMS self-evaluation, 

where external trainers will be leading these sessions. 

 

 
January 

15/1/2020 Moderating Writing for Class Teachers  

22/1/2020 Middle Leader Accountabilities and Expectations for Middle 

Leaders 

29/1/2020 Taking Learning Outside the Classroom for Class Teachers  

 

 February 

4/2/2020 Induction for new LGC members 

5/2/2020 Planning for Progression in Spelling for English Leads and Class Teachers  

12/2/2020 SIAMS: Taking the framework into effective self-evaluation for School 

Leaders 

 

Please can I remind everyone to book on the sessions if you wish to attend. Booking generally closes a week before 

each session is due to be held. Our amazing staff are putting a lot of effort into organising these sessions and it is 

disappointing when we have to cancel or are let down when participants say they are attending and then do not. We 

are now operating a minimum numbers tariff and if that number is not achieved a week in advance of the training, we 

will cancel the session. Thank you for your support and co-operation. 

Ready Reckoners and Transition Matrices – KS2 and KS4  

If you have not yet located these on the DfE website, they can be found here for KS2 and here for KS4. 

No More Marking 

A reminder that the Year 1 writing window opens on Monday (13th January) next week. 

NFER Papers 

In the briefings before Christmas, we asked that all remaining papers for the Spring and Summer terms were collected 

by the end of the autumn term. We are assuming that this has now taken place and that those remaining are now 

spares. If this is not the case, please ensure that you collect the requisite papers as soon as possible. 

Tackling Inequality in Education and Deep Learning 

Fair Education Alliance have produced a helpful guide to reducing educational inequality, which can be found here. 

Additionally, a useful article on deep learning and planning for knowledge transfer can be found here. 

 

 

https://www.eventbrite.co.uk/e/gst-all-heads-day-tickets-71814247347
mailto:admin@goodshepherdtrust.org.uk
http://www.goodshepherdtrust.org.uk/1409/continuing-professional-development
http://www.goodshepherdtrust.org.uk/931/events-calendar
https://www.eventbrite.com/e/moderating-writing-for-gst-class-teachers-tickets-68766421217
https://www.eventbrite.com/e/middle-leader-accountabilities-and-expectations-tickets-68766988915
https://www.eventbrite.com/e/middle-leader-accountabilities-and-expectations-tickets-68766988915
https://www.eventbrite.com/e/taking-learning-outside-the-classroom-tickets-68767364037
https://www.eventbrite.co.uk/e/gst-induction-for-new-lgc-members-tickets-71650106397
https://www.eventbrite.com/e/planning-for-progression-in-spelling-for-english-leads-and-class-teachers-tickets-68767785297
https://www.eventbrite.com/e/siams-taking-framework-into-effective-self-evaluation-for-school-leaders-tickets-68813279371
https://www.eventbrite.com/e/siams-taking-framework-into-effective-self-evaluation-for-school-leaders-tickets-68813279371
https://www.gov.uk/government/publications/ready-reckoners-and-transition-matrices-for-key-stage-2?utm_source=44268d84-abb6-4585-878f-ff28e44318bc&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate&fbclid=IwAR0x2Eea1AqKbjUb4Zn8Wu4ujn1eWR21TwGqPiaYbwbQSfUIOMb8pJ4Db54
https://www.gov.uk/government/publications/ready-reckoners-and-transition-matrices-for-key-stage-4
https://drive.google.com/file/d/1TGSKHDKp7DaDAHcNfZT0J71ijwqVnin2/view
https://improvingteaching.co.uk/2019/10/20/deep-learning-planning-for-knowledge-transfer-responsive-teaching-update/


Governance  

Scheme of Delegation 

A reminder that the new scheme of delegation should now be in operational use within all Trust schools. The scheme 

can be downloaded from GVO or via our website. This scheme replaces any and all previous versions, applies to all 

schools within the Trust and is quite different in both its layout and operational delegations. The scheme cannot be 

amended or made bespoke to any particular school. Please take some time as an LGC/IAB to look at and discuss this 

as a group, to ensure that there is clarity as to where the actions and responsibilities are placed in all key areas of 

school life. If you have any questions about the scheme or are not clear where a task or responsibility lies, please do 

contact me. We intend to make this a substantive item at the next Chairs and Clerks meeting on the 25th February 

(click here to book your place). This will provide some time for schools to start using the scheme and to raise any 

queries that you may have encountered in using the document, during the first half of the spring term. The scheme 

should be to hand and readily referenced throughout every LGC/IAB meeting and referred to when decisions are 

being made, to ensure successful and appropriate compliance for all schools. 

Staff LGC Election Process and Documentation 

Please note that this documentation has been updated and can be found On GVO. The new terms of reference  allow 

for one staff member per LGC, in addition to the Principal School Leader (Executive Headteacher/Headteacher). 

Clerks Briefing – 30th January 

A reminder that our next gathering will primarily be a CPD session focussed on three topics: Exclusion panels, Minute 

taking & Scheme of Delegation. The session will run from 10am – 12 noon. Please click here to book your place if you 

have not already done so. We look forward to welcoming you. 

Admissions Policy Consultation 

The consultation period closed on Monday 6th January 2020 and all schools should have now removed the draft 

policies and consultation information from their websites. We have reviewed the responses that have been received 

(in order to recommend any suggested changes to policies), for the Trust Board to determine by the 28th February. 

After the Trust Board have determined the policies, you will be sent a final version for publication on your school’s 

website, which must be completed by the 15th March 2020. Please contact me if you have any queries. 

A reminder that we are offering a CPD session on Admissions Appeals for school leaders and those who manage 

admissions in the school office on the 22nd April. Please click here to book your place. 

LGC Training Opportunities 

The next available sessions for LGC members are: 

4/2/2020 Induction for new LGC members 

4/3/2020 Local Governance in a Church School for LGC Members  

 

Please click on the respective hyperlinks in order to book your place. LGC members are also welcome to attend the 

safer recruitment training (see safeguarding section above). 

We are always happy to come to LGC meetings to provide bespoke training or to answer any questions you may 

have. Please contact us and we will endeavour to arrange a suitable date, time and focus that will meet your needs. 

NGA Membership and E-Learning 

A reminder that all our Trust Directors and LGC members have membership to the National Governors Association. 

Please contact your clerk if you have any queries regarding access to this. If you have not yet explored the Learning 

Link section, there are a number of helpful e-learning modules that you may wish to explore individually or as an LGC, 

including: exclusions, health and safety, safeguarding, academy finance, pupil premium and the role of the SEND 

LGC member. 

Legal Support 

We are delighted to announce our new partnership with Anthony Collins, who are supporting the Trust with legal 

matters. If you have any queries that may require legal involvement (e.g. data protection, safeguarding, land, parents 

etc), please contact a member of the central Executive Team, who will then seek support on the Trust’s behalf from 

the relevant team member at Anthony Collins. 

http://www.goodshepherdtrust.org.uk/905/local-governing-committees
mailto:governance@goodshepherdtrust.org.uk
mailto:https://www.eventbrite.co.uk/e/chairs-and-clerks-meeting-tickets-71645639035
http://www.goodshepherdtrust.org.uk/905/local-governing-committees
https://www.eventbrite.co.uk/e/gst-clerks-briefing-tickets-71649119445
mailto:governance@goodshepherdtrust.org.uk
https://www.eventbrite.co.uk/e/gst-admission-appeals-for-school-leaders-and-admission-officers-tickets-71651336075
https://www.eventbrite.co.uk/e/gst-induction-for-new-lgc-members-tickets-71650106397
https://www.eventbrite.com/e/local-governance-in-a-church-school-for-lgc-members-tickets-68815798907
https://www.eventbrite.co.uk/e/safer-recruitment-tickets-87044736149?aff=SaferRecruitment
mailto:governance@goodshepherdtrust.org.uk
https://www.anthonycollins.com/


 

Copyright Licenses 

The DfE have updated the statutory guidance on how copyright affects schools, which can be found here. Heads 

(operationally) and LGC’s (strategically) have a responsibility to ensure that: 

 all intended activities are covered adequately by the licences 

 all staff follow the terms and conditions 
 

School Closures 

A reminder about the Trust policy, should you be considering the need to close your school site or are experiencing 

significant buildings/site issues: 

The decision to close a school is determined locally by the Headteacher or Executive Headteacher for each school. 

In the case of a school with a Head of School, the situation should be discussed and agreed with the Executive 

Headteacher, who will determine the decision. 

In making the decision, you should undertake a risk assessment that includes the following as a minimum: 

 

 The journey/transport to and from school for both staff and pupils 

 The conditions for movement around the school site 

 The ability to provide a safe and adequately supervised environment 

 The provision of appropriate heating, hot water, safe drinking water and school meals 

 Impact on educational outcomes for the length of the closure 

 Reputational impact of the closure 
 

Any closure decision should be made as early as possible and parents also informed as early as possible. In the 

event of a decision to close, the Trust must be informed immediately via the CEO’s mobile. If the CEO is 

unavailable, the Directors of Education should be contacted instead. 

Please ensure that your Business Continuity plans are up to date and that the Trust centre hold a copy of these by 

emailing them to Jo Cambra. Locally staff and parent contact details should also be up to date. 

 

Contacting the Trust 

We have welcomed Ben Cambra this term who is temporarily assisting us in the office. He should now be the first 

point of contact for any general enquiries regarding the Trust. 

Please contact him on admin@goodshepherdtrust.org.uk 

 

 

 

 

 

 

 

 

 

TRANSFORMING SCHOOLS – TRANSFORMING LIVES 

In the name of Jesus, The Good Shepherd.  

A multi-academy trust for schools in the Church of England Diocese of Guildford (a charity exempt from registration and a company 

limited by guarantee no. 8366199) Academies Office, Larch Avenue, Guildford, Surrey GU1 1JY 

https://www.gov.uk/guidance/copyright-licences-information-for-schools?utm_source=f991193c-1909-466f-a3b1-9d7f995bcc46&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate&fbclid=IwAR0xraFTVthunmqwyLIirp4RuBXNlXDAu3fFngozVEKJkrzu_1-v18AaTdY
mailto:joanne.cambra@goodshepherdtrust.org.uk
mailto:admin@goodshepherdtrust.org.uk
tel:8366199

