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TOPFLIGHT COLLEGE STAFF GUIDING STATEMENTS 

 

Our school‟s Teaching & Learning Policy (T&L Policy) is the result of a deliberate 

effort from stakeholders of the school in response to both academic, ethical and Child 

Protection needs in achieving the school‟s strategic plan for 2024 - 2028.  

 
a) Our Teaching and Learning (T & L) Vision: 

 

Educating for self-awareness, curiosity and 
integrity in a changing world. 

 
b) Our T & L Mission: 

To ensure every staff member and student has valuable teaching and learning 
experience. 

 
c) How Will We Achieve this: 

a. By providing innovative learning experiences, promoting academic excellence, 

fostering normalization and mindfulness, modeling exemplary local and global 

standards, and upholding ethical, respectful, and honest behavior in all we do..” 

 

d) Our Core values: 

Relationships, Courage, Respect and Responsibility. 

 
Purpose 

 

This Code of Conduct is designed to give clear guidance of behaviour that all TFC staff are 

expected to observe. 

 
The school is responsible for notifying staff of this code and the expectations contained within. 
All staff new to the school will be required to read this policy as part of their induction 

programme  delivered by the school at the beginning of each school year. 

 
School staff (old and new, teaching and non-teaching) and must realize they are influencers 

and role models. Your position provides influence, lasting impact, and also dictates some action 

in students‟ lives.  

 

Therefore, staff members must adhere to behaviours which model the highest possible 

standards for  all the students within the school. 
 

Our Motto: 

“Don’t just do your best. 

Be (Do) the best!” 
 

As a member of TOPFLIGHT Community, each employee has an individual responsibility 

to maintain their       reputation and the reputation of the school, whether inside or outside 

working hours. 
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Core Principles & Duties 

 
1. The welfare of students is paramount regardless of gender, race, religion or personality trait. 

 

2. Staff are responsible for their own actions and behaviour and must avoid any conduct which 

would lead any reasonable person to question their intentions. 

 
3. Staff should work and be seen to work in an open and transparent way. 

 

4. Staff should discuss and take advice promptly from their line manager or other senior member of 

staff over any incident which may give rise to concern. Records should be made of any such 

incident and of decisions made, plus further actions agreed. 

 

5. All staff should know the name of their Child Protection and Safeguarding Lead – and this 

information can be found in the Safeguarding and Child Protection Policy published on the 

school website. 

 

6. All staff should be familiar with child protection arrangements and understand their 

responsibilities to safeguard and protect students. 

 
7. All staff should have done the professional Child Protection online training and collected certification 

by the six months. 
 

8. All Teachers are to go over and beyond the basic curriculum given and add relevant 

closely related topics or knowledge.  

 

9. Staff should be aware that breaches of the law and of other professional guidelines could 

result in criminal or disciplinary action being taken against them. 
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Who does the Code of Conduct apply to? 

This policy applies to all members at TOPFLIGHT COLLEGE (TFC), including volunteers, interns, 

corp members, external cover staff or invigilators and any other staff that will come in contact directly 

with    our students for more than two weeks. If a member of staff does not follow this code of conduct 

this may lead to disciplinary procedures. 

 

School employees should: 

● Read this policy every year at the start of the academic year. Time is allocated for this purpose. 
● Ensure they understand it. 
● Ask if there are any points which are unclear. 

● Use this code of conduct, alongside other school policies, to guide them in their role. 

 
  

Teachers make the education of their students their first concern and are accountable for achieving 

the highest possible standards in work and conduct. 

 Teachers must act with honesty and integrity; have strong subject knowledge; keep their 

knowledge and skills as teachers up to date; forge positive          professional relationships and work with 

parents in the best interests of their students.  

Our teachers are to: 

1. set high expectations which inspire, motivate and challenge students 

2. promote good progress and outcomes by students 

3. demonstrate good subject and curriculum knowledge. 

4. plan, prepare and teach lessons and learning aids that aim at being innovative and of the 

highest standards. 

5. adapt teaching to respond to the strengths and needs of all students. 

6. make accurate and productive use of assessments. 

7. submit students‟ assessments, reports and activities timely and with appropriate feedback. 

8. manage or regulate behaviours effectively to ensure a good and safe learning environment 

9. fulfil other professional responsibilities. 

10. read the Staff Handbook. 

11. make positive contributions to our school values, mission, and vision. 

12. develop effective professional relationships with colleagues, knowing how and when to 

draw on specialist advice and direction. 

13. take responsibility for improving teaching and pastoral care 

14. Embark on regular appropriate professional              development and behaviours in the school 

15. communicate effectively with parents and seek advice when questions need further 

direction from tutors, teachers and/or leadership team. 

16. never demean or undermine students, their parents or carers or colleagues. 

 

 
To ensure the best level of care for all the students at Topflight, all staff should be mindful of the 

level of   individual care needed for each student to make the very best of their time at school. Staff 

must also  protect themselves and their students from any situations which could be misundertood. 
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In general: 

● staff must comply with school policies and procedures which support the well-being and 
development of students 

● staff must cooperate and collaborate with their superiors and colleagues and with 
external agencies where  necessary to support the development of students 

● staff must follow reasonable instructions that support the development of students. 

 
Safeguarding students 

Staff must take the care of students under their supervision with the aim of ensuring their safety, 

welfare, and emotional well-being. Staff must not leave students unattended in class. 

Staff have a duty of care to safeguard students from physical abuse, sexual abuse, emotional abuse, 

and neglect. Staff suspecting any of these instances will communicate this to the Child Protection and 

Safeguarding Lead and/or leadership team. 

Please for an in-depth understanding, read our Child Protection and Safeguarding Policy available on 

our school website. 

 
Communication with students (Including the use of technology) 

Communication between students and adults, by whatever method, should take place within clear and 

professional boundaries. This includes wider use of technology such as mobile devices, text 

messaging, emails. Staff are not allowed to communicate with students via third party websites, 

social networking sites, online gaming, and blogs. Adults should be extremely careful when 

sharing any personal information with students. Staff should not request, or respond to, any 

personal information from the student other than that which might be appropriate as part of their 

professional role. Adults should ensure that all communications are transparent and open to 

scrutiny. 

 
Communication with ex-students who are over 18 is left to staff discretion but the school highlights to 

staff those ex-students may be in contact with current students and communication may be passed on. 

The school advises that it is best practise to not communicate with ex- students, over the age of 18, via 

social networking sites, until the ex-student has left the school for a minimum of two years. 

The school strongly advises TOPFLIGHT staff to monitor and control the use of social networking 

sites for personal use. Profiles and photos of the member of staff should be “locked down” as private 

so that students or parents do not have access to your personal data or images. 
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All in all, staff should: 

● only release their personal contact details to students, including mobile telephone number, 
for professional reasons and with the knowledge of their line manager. 

● only contact students for professional reasons and via emails. 

● only communicate within the TOPFLIGHT Google Domain (Email, Classíoom, Hangouts, 

Meet) when íepíesenting the school. 

● only hold visual images of students for a period of two weeks in your photographic device, then 
save them into your Wolfert Google Drive account. Delete all visual images afterwards from your 

camera 
● lock down their profile to ensure that data and images are not freely available and do not permit 

students to have access to their profile 
● ensure all passwords are kept strong and secure (staff are advised to change their passwords 

regularly). 

 
Social Contact 

 
Staff should ensure that any friendships that arise between them and student families retain a clear 

distinction between personal and professional lives so that no gain or favour can be inferred or 

misconstrued. 

 
This means that staff should: 

● always approve any planned social contact with students with senior colleagues, for example 

when it is part of a reward scheme, associated with a tutorial meeting or pastoral care 

programme 
● advise the Leadership Team of any regular social contact they have with a student or parent 

which could give rise to concern. 

 
Physical Contact 

 
There are occasions when it is entirely appropriate and proper for staff to have physical contact with a 

student, but it is crucial they only do so in ways appropriate to their professional role. 

 
A „no touch‟ approach is impractical and in certain circumstances inappropriate for most staff 

particularly with young children. When physical contact is made with students this should be in 

response to their needs at that time, of limited duration and appropriate to the child. 

 
This means staff should: 

● never touch a student in a way which may be considered indecent. 

● always be prepared to explain actions and accept that all physical contact be open to scrutiny. 
● in terms of physical intervention, always seek to defuse situations and always use minimum 

force for the shortest period necessary. 
 

Care, Control and Physical Intervention 
 

Staff must legitimately intervene to prevent a student from committing a criminal offence, 

injuring themselves or others or causing damage to property. Staff may also intervene to maintain 

good order and discipline. Staff should have regard to the health and safety of themselves and others. 

Under no circumstances should violence or physical force be used as a form of punishment, in accordance 
with The 
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Human Rights Act 1998 and the European Convention of Human Rights, particularly Article Three on 

protection against torture, inhuman or degrading treatment or punishment. 

 
Where reasonable force is needed to quickly remove a child e.g., from harm to him/herself or to 

others, this should be reported to a member of the LT and in all cases where physical intervention is 

deemed necessary, the incident and subsequent actions should be documented and reported. 
This means staff should: 

● always seek to defuse situations. 

● always use the minimum force for the shortest period necessary. 

 
Students in Distress 

 
There may be occasions when a distressed student needs comfort and reassurance. This may include 

age-appropriate physical contact. Staff should be always self-aware in order that their contact is not 

threatening, intrusive or subject to misinterpretation. 

 
This means staff should: 

● consider the way in which they offer comfort to a distressed student. 

● always tell a colleague when and how they offered comfort to a distressed student. 

● record situations which may give rise to concern. 

 
One-to-One situations 

 
Staff working in one-to-one situations with students should recognise the possibility of allegations and 

plan and conduct meetings safely. Every attempt should be made to ensure the safety and security both 

of staff and students are met. 

 
This means staff should: 

● never conduct meetings with students in remote or secluded areas of the school. 

● ensure there is visual access and/or an open door in one-to-one situations. 

● inform other staff of the meeting beforehand, assessing the need to have them present or close 
by. 

● do not use “Engaged” or similar signs such as „Do Not Disturb‟ when meeting with students 
(„Meeting‟ or „Exam in Progress‟ signs are appropriate). 

● always report any situation where a student becomes distressed or angry to a colleague. The 
process is always to gather evidence and support in the form of a written statement with date 
and time of the incident. 
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Sexual Contact with students 

Any sexual behaviour by a member of staff with or towards a student is both inappropriate and illegal. 

And will result in immediate termination of appointment and police involvement or arrest.  

This means staff will: 

● not pursue sexual relationships with children and young people either in or out of our school. 
● avoid any form of communication with a child or young person which could be interpreted as 

sexually suggestive or provocative, i.e., verbal comments, letters, notes, email, phone calls,  

texts, physical contact etc. 

 

Transporting students 

 
When transporting children wherever possible and practicable, do not use your own vehicle. if there 

is an urgent need to do so, at least one other adult or school driver is present to act as an escort. 

Ensure that you notify the tutor or line manager of the situation explaining the need. 

 
This means staff should: 

● plan and agree arrangements with all parties in advance. 

● ensure that they are alone with a child for the minimum time possible. 

● be aware that the safety of the student is their responsibility until they pass the child over to a 
parent/carer. 

 

Intimate Care 

All students have a right to safety, privacy and dignity when contact of an intimate nature is required 

(for example assisting with toileting or removing wet or soiled clothing). For all children who present 

needs in this respect, the appropriate care plan should be drawn up and agreed with parents. Only staff 

of same gender can render such help and must have consent from parent and supervisor. 

Students should be encouraged to act as independently as possible and to undertake as much of their 

own personal care as is practicable. When assistance is required, staff should ensure that another adult 

is in the vicinity and is aware of the task to be undertaken. 

This means staff should: 

● make other staff aware of the task being undertaken. 

● explain to the student what is happening. 

● consult with colleagues if there is to be any variation from any previously agreed actions. 

● record the justification for any variations from the above and share this information with 

parents. 

 
Propriety and Behaviour 

All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and 

best interests of students. They should adopt high standards of personal conduct. 

 
Honesty and Integrity 

Staff must maintain the highest standards of honesty and integrity in their work. This includes the 

handling and claiming of money and the use of school property and facilities. 
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All staff must comply with the Dutch Bribery Act 2011. A person may be guilty of an offence of bribery 

under this act if they offer, promise, or give financial advantage or other advantage to someone; or if
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         they request, agree, or accept, or receive a bribe from another person. 

There are occasions when students or parents wish to pass small tokens of appreciation to staff, for 

example at Christmas or as a Thank you, this is acceptable. However, it is unacceptable to receive gifts 

on a regular basis or of any significant value. Any member of staff concerned that they may be at risk of 

giving or receiving a bribe should contact the principal. Any member of staff receiving a single gift or 

entertainment valued at more than €100 from one family must disclose this to the principal. 

Members of staff may not give personal gifts to students. It is acceptable for staff to offer prizes or 

rewards of small value for tasks or competitions. 

 

Dress and Appearance 

Staff should consider the manner of dress and appearance appropriate to their professional role. We 

always expect professional appearance for staff. 

 
Staff should ensure their appearance and clothing: 

● promote a positive and professional image. 

● are not likely to be viewed as offensive, revealing or sexually provocative. 

● do not distract, cause embarrassment, or give rise to misunderstanding. 

● are absent of any provocative religious, moral, ethical, or politically contentious slogan or words 

against the school‟s or accepted community values. 

 
Socialising 

Staff must consider both the safety of the students and the image that alcohol consumption portrays. 

At TOPFLIGHT we have a responsibility to educate our students on sensible issues such as drugs. 

 
This means staff should: 

 
● not behave in a manner which would lead any reasonable person to question their suitability 

to work with students or act as a role model. 

● not purchase alcohol for students. 

● not drink alcohol when supervising students during trips or acting in loco parentis. 

 

Photography 

Many school activities involve recording images; these may be undertaken as part of the curriculum, 

extra-curricular activities, for publicity or to celebrate achievement. Careful consideration should be 

given as to how these activities are organised and undertaken. 

Using images of students for publicity purposes has already been agreed individually with parents and 

the wishes of each parent are recorded as part of GDPR compliance. Images must not be displayed on 

other websites, in publications or in a public place without additional consent. 

This means staff should: 

● ensure all images are acceptable and in line with school values 
● be able to justify images of children in their possession 

● avoid making images in one-to-one situations. 

 
This means staff should not: 

● have images of students stored on personal cameras, devices or home computers beyond two 
weeks from when they were taken. 
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● make images of students available on the internet, other than the school network, without 
permission from parents and line managers. 

 
Conduct Outside the Workplace 

 
Staff must not engage in conduct outside work which could seriously damage the reputation and 

standing of the school or the employee‟s own reputation or the reputation of other members of the 

school community. Any such conduct could lead to dismissal. 

 

Crime and Violence 
Criminal offences that involve violence or possession or use of illegal drugs or sexual misconduct will  

be regarded as unacceptable and could lead to dismissal. 

 

Information Technology 
Staff should 

● exercise caution when using information technology and be aware of the risks to themselves 
and others e.g., Snapchat and Twitter 

● not engage in inappropriate use of social network sites with students or former students, which 

may bring themselves, the school, school community or employer into disrepute. Careless 

comments, even of a harmless nature on social websites, could be misconstrued and must be 

avoided 

● exercise caution when using social media and be aware that „liking‟ items may associate 
themselves or the school with other users or attach their profile to other threads or feeds 

● only use a school email account when communicating electronically with students, parents, 

and colleagues on school matters. Staff must communicate with students using their school  

account 

● hold a separate email account for any other private business. 

● be reminded that school data, including emails, is open to Subject Access Requests under the 
Freedom of Information Act. 

 

Social Situations 

As a school community, social contact with parents outside school is both inevitable and at times 

unavoidable. Staff who are also parents of students may find themselves in situations where school 

business and possibly other students are being discussed. In these situations, staff must be extremely 

cautious and: 

 
● remove themselves from the conversation or situation 

● take great care that no comment or action, however minor, could be taken as a sign of 
agreement or other kind of affiliation to the conversation. 

 
Staff must understand the damaging effect on TOPFLIGHT and its reputation that careless comments 

may cause. The inability to adhere to this advice may result in an official warning from the Leadership 

Team. Should such an event be repeated then this could lead to disciplinary action. 

 

Employment and Business Interests 

Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict 

with the interests of the school and is not to a level which may contravene the working time regulations 

or affect an individual's work performance. 
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All members of staff must declare any business interests outside of school that may be connected 

either to the supply of goods/services to the school or be rewarded through association with the school. 

 

Staff as Parents/Parents as Staff 
 

Once you become a professional teacher, your standing as a member of the wider community is open 

to scrutiny and criticism by members of TOPFLIGHT, other parents and the public who you may 

meet. This makes it very difficult to engage in some social activities as a Parent and Teacher. 

Colleagues who fall into this category should consider the below: 

 
● Evaluate each social situation sensibly and with caution. Never put themselves in a position 

where their actions could be misconstrued by others. 

● Staff whose children attend TOPFLIGHT need to follow the same procedures for all 
parents when issues are raised related to the care, wellbeing, and progress of their children. 

● members of staff with children in our school must exercise caution when discussing their 
children with colleagues. This is to ensure that everyone‟s professionalism is upheld. 

● Where there are issues in progress that concern the children of staff members, no staff member 
will disclose information in any informal settings to others. 

● staff as parents have access to information that other parents do not. High levels of self- 
awareness and respect need to be exercised to protect the reputation and privacy of our school 

community and all its members. 

 
Any colleagues in doubt should speak to their line manager or a member of the Leadership Team for 

advice. 

 

Confidentiality 

 
Where staff have access to confidential information about students or their parents or carers, staff must 

not reveal such information except to those colleagues who have a professional role in relation to the 

student and have the authority to know that information. 

 
All staff are likely at some point to witness actions which need to be confidential. For example, where a 

student is bullied by another student (or by a member of staff), this needs to be reported and dealt with 

in accordance with the appropriate school procedure. It must not be discussed outside the school, 

including with the student‟s parent or carer, nor with colleagues in the school except with a senior 

member of staff with the appropriate role and authority to deal with the matter. 

 
However, staff have an obligation to share with their line manager (Curriculum Leader or Heads) any 

information which gives rise to concerns about the safety or welfare of a student. Given these 

circumstances, staff must never promise a student that they will not act on information, especially if it 

is related to child protection issues and actions. If staff are unsure, they must speak to the school child 

protection and safeguarding lead, so concerns can be addressed and documented. 

 
When discussing sensitive issues relating to a student or other member of staff, colleagues should be 

aware of their surroundings. Conversations of this nature should not be held in public areas of the 

school premises, the wider community or where there is a risk of being overheard. 

Sharing Concerns and Recording Incidents 

 
All staff should be aware of the school‟s child protection and safeguarding policy procedures and do 

the online training via Educare and Optimus. 
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In the event of an incident occurring which may result in an action being misinterpreted and an 

allegation being made against a member of staff, the relevant information should be clearly and 

promptly recorded and reported to a member of the Leadership Team. 

 

Admitting to Convictions 
 

All staff have a duty to inform a member of the Leadership Team should they receive a caution or charge 

from the Police (national or international) during their time of employment at the school. All members 

of staff must renew their VOG, or Police check every two years at TOPFLIGHT. This is in line 

with Child Protection and Safeguarding procedures. 
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Appendix 1 – Aide memoire for all staff 
 

When we speak to others we will: 
● Use a positive statement rather than a negative one so that students can learn what we expect of 

them in any situation. 

● Always use a respectful tone of voice, to explain something to or instruct the children, so that they 
can follow our words without feeling threatened or uncomfortable. 

● Be careful when using a sarcastic tone or phrases as these may demean students (especially if 
they are EAL) and prevent them from developing high self-esteem. 

● Always speak respectfully to other adults, even if we disagree with them. 

 

As professionals we will: 
● Avoid workplace malicious gossip and negativity, as this breeds resentment, cynicism and 

becomes a roadblock to effective communication and collaboration. 

● Remember our duty of care to take active steps to divert conversations away from this if we come 
across it. 

● Maintain confidentiality about anything that we see or hear in the school, so that parents and 
students can trust us, and as a way of showing respect to our fellow professionals. 

● Work as part of a team, contributing to as well as learning from others and helping to build up a 
strong workforce so that we can provide the best possible learning opportunities for the 

students. 

● Work within the school‟s policies and practices, so that what we do is consistent with what has 
been agreed between all members of the staff. 

● Treat everyone with respect. 
● Dress appropriately, so that we set a good example for the children and to show that we are here 

to work. 

● Behave in a positive way despite any personal problems that we may have, especially in front of 
the children. 

● Make every effort to carry-out difficult conversations or disputes in a private setting. 

● Always inform the Leadership Team of any new charges or cautions which have been committed 
since our last police check on our files. 

● Always inform the school of any medication we are taking which might affect our duty of care 
towards children. The School, Counsellor and Child Protection Lead will advise the Leadership 
Team about the best way forward whilst respecting confidentiality. 

● In all cases where physical intervention is deemed necessary the incident and subsequent actions 
should be documented and reported. This means staff should: 

o Always seek to defuse situations. 

o Always use the minimum force for the shortest period necessary and seek the support of 

other members of staff. 

● In the event of an incident occurring which may result in an action being misinterpreted and an 

allegation being made against a member of staff, the relevant information should be clearly and 
promptly recorded and reported to a member of LT. 

● Any issues of misconduct by staff should first be reported to the Leadership Team. 

● Any member of staff needing personal support in any way can seek help from the Leadership 
Team or the school Staff confidant
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Appendix 2 - PERSONAL AND PROFESSIONAL CONDUCT 
 

A teacher is expected to demonstrate consistently high standards of personal and professional 

conduct. The following statements define the behaviour and attitudes which set the required standard 

for conduct throughout a teacher‟s career. 

 
1. Treating students with dignity, building relationships always rooted in mutual respect and 

observing proper boundaries appropriate to a teacher‟s professional position. 

2. Having regard for the need to safeguard students‟ well-being, in accordance with the law. 

3. Showing tolerance of and respect for the rights of others. 

4. Not undermining fundamental values, including democracy, the rule of law, individual liberty and 

mutual respect and tolerance of those with different faiths, beliefs, sexual orientation, and 

diversity needs. 

5. Ensuring that personal beliefs are not expressed in ways which exploit students‟ vulnerability or 

might lead them to break the law. 

6. Teachers must have proper and professional regard for the values, vision, mission, policies, and 

practices of the school and maintain high standards in their own attendance and punctuality. 

 
Teachers must always act within the statutory frameworks which set out their professional duties and 

responsibilities established within the Nigerian Law, especially the Child‟s Rights Act and or 

Lagos State Qulaity Assurance arm of the Ministry of Education.  

 

To ensure all teaching staff deliver high-quality, engaging, and effective instruction that 

supports student learning, holistic development, and behavioral growth. 

Expectations: 

1. Professional Development 
o Teachers must participate in regular trainings and workshops on prevailing educational 

methodologies and best practices relevant to their subject areas. 

o Staff should continuously update their knowledge of teaching tools, curriculum changes, and 

emerging pedagogical strategies. 

2. Lesson Preparation & Instructional Materials 
o Teachers must create concise, comprehensive, and engaging notes and slides to support 

lessons. 

o Use concrete aids, audio-visual tools, and demonstrations to enhance understanding and 

retention. 

o Materials should be well-organized, visually clear, and aligned with learning objectives. 

3. Effective Instruction & Student Engagement 
o Provide instructions that are easy to understand and follow for all students. 

o Apply teaching strategies that actively engage learners, encourage critical thinking, and 

support diverse learning styles. 

o Anticipate and preempt negative student behavior by maintaining classroom management, 

positive reinforcement, and proactive guidance. 

4. Assessment & Feedback 
o Regularly assess students’ understanding through formative and summative methods. 

o Provide constructive, timely feedback to guide improvement and celebrate achievements. 

o Adapt teaching strategies based on assessment outcomes and student needs. 

5. Professional Conduct & Collaboration 
o Demonstrate respect, fairness, and professionalism in all interactions with students, 

colleagues, and parents. 

o Collaborate with colleagues to share best practices, resources, and instructional innovations. 
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o Engage in reflective practice to continually improve teaching effectiveness. 

Implementation & Monitoring: 

 School leadership will monitor adherence to these guidelines through classroom observations, peer 

reviews, and student feedback. 

 Teachers are expected to maintain records of lesson plans, training attended, and instructional 

materials for accountability and continuous improvement. 

Outcome: 
Consistent application of these guidelines ensures a high standard of teaching, supports student success, and 

fosters a positive, engaging, and well-managed learning environment. 
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Appendix 3 – SCHOOL STAKEHOLDERS & JOB DESCRIPTIONS 

School stakeholders are the individuals and groups who contribute time, effort, resources, or expertise to 

help the school achieve its goals and objectives. 

Here is a list of school stakeholders: 

SCHOOL OWNERSHIP & GOVERNANCE 

1. Chairman 

2. Proprietor / Proprietress 

3. Board of Directors 

2: SCHOOL LEADERSHIP, ADMINISTRATION & MANAGEMENT 
4. Principal 

5. Head of School 

6. Vice Principal 

7. Assistant Heads of School 

8. School Administrator 

9. School Bursar / Accountant 

10. School Secretary 

3: TEACHING & LEARNING TEAM 
11. School Supervisors 

12. Classroom Teachers 

13. Caregivers (for lower school, boarding, or welfare units) 

14. Clubs Facilitators / Life Skill Trainers 

4: OPERATIONS & SUPPORT SERVICES 
15. School Cleaners 

16. School Logistics / Clerical Staff 

17. School Security Staff 

18. School Transport Officer / Bus Driver 

19. Hostel Parent (House Matron/Patron) 

20. Pastoral Care Officer / Counsellor 

21. Librarian 

22. Technical / Lab Assistant 

23. Facility Manager 

5: PARENT & COMMUNITY STAKEHOLDERS 
24. Parents      25. Local community at Large 
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HERE IS A BRIEF OVERVIEW OF THEIR JOB DESCRIPTIONS. 

A:    SCHOOL OWNERSHIP & GOVERNANCE 

1. The Chairman/Chairperson (Board of Governors) 

 Makes final investment decisions for the school 

 Oversees financial direction and long-term strategy 

 Recruits and manages the School Director 

 Leads management and board meetings 

 Approves school projects and major expenditures 

 Represents the school in investor relations 

2.  Proprietor / Proprietress 

 Creates the school’s vision, mission, and long-term goals 

 Makes operational and recruitment decisions 

 Ensures availability and effective use of school resources 

 Bridges the gap between school needs and school performance 

 Represents the school in associations, community events, and public functions 

 Interfaces with parents to support retention and enrollment growth 

 Provides overall supervision of academic quality and standards 

 Creates a positive learning environment across the school 

3.  Board of Directors 

 Provides strategic advice on school progress and operations 

 Reviews and advises on investment and recruitment decisions 

 Offers guidance on contracts, agreements, legal and tax matters 

 Supports governance and long-term planning. 

 Can become shareholders of school. 

 
B:  SCHOOL LEADERSHIP & MANAGEMENT 

4. Principal 

 Directs and interprets the academic operations of the school 

 Reviews and recommends curriculum content 

 Monitors classroom instruction and ensures teaching quality 

 Guides teachers in improving teaching and learning techniques 

 Leads innovations in content delivery and student assessment 

 Works with parents on academic and disciplinary issues 

 Addresses academic concerns and ensures classroom safety 

 Sets learning objectives for all classes 

 Participates in teacher recruitment 

 Plans field trips, excursions, sports, and academic events 

 Assigns supervisors and manages duty rosters 

 Drives achievement of high academic standards 

5. Head of School 

 Supervise academic and non-academic operations within their departments 

 Ensure curriculum delivery, lesson planning, and assessment quality 



20 

 

 

 Mentor teachers and oversee student welfare 

 Report performance trends to the Principal 

6. Vice Principal 

 Supports the Principal in administrative and academic operations 

 Oversees daily school routines, discipline, and teaching quality 

 Coordinates examinations, timetables, and school activities 

 Acts for the Principal when absent 

7. Assistant Heads of School 

 Assist Heads of School in monitoring teachers and learners 

 Handle assigned administrative tasks and student discipline 

 Support curriculum implementation and data reporting 

8. School Administrator 

 Oversees all administrative duties in the school 

 Facilitates communication between school, parents, and the community 

 Works with parents on fees, debt management, and student documentation 

 Resolves administrative concerns and ensures school safety 

 Ensures teaching and non-teaching staff have required resources 

 Ensures compliance with government and Ministry of Education regulations 

 Supports event planning and curriculum implementation 

 Manages school image, front desk, and parent relations 

 Supervises the care and maintenance of school facilities 

9. School Bursar / Accountant 

 Manages school finances, budgeting, and expenditure 

 Oversees fee collection, receipts, and financial reporting 

 Ensures financial compliance and accuracy 

 Supports audits, payroll, and budget planning 

10. School Secretary 

 Manages office records, documentation, and correspondence 

 Supports communication with parents and visitors 

 Maintains student files and school schedules 

 Handles front-desk operations and phone communication 

 
3. TEACHING & LEARNING TEAM 

11. School Supervisors 

 Monitor lesson delivery and classroom behavior 

 Support teachers in lesson planning and classroom management 

 Ensure learning environments are safe and conducive 

 Report classroom observations to school leadership 
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12. Classroom Teachers 

 Deliver lessons using approved schemes of work 

 Manage classrooms, assess learners, and provide feedback 

 Maintain discipline and create a positive learning environment 

 Communicate academic progress to parents 

 Participate in professional development 

13. Caregivers (for lower school, boarding, or welfare units) 

 Oversee students’ welfare, hygiene, and emotional support 

 Assist young learners with daily routines 

 Support teachers in classroom supervision 

 Report health or safety concerns promptly 

14.  Clubs Facilitators/ Life Skill Trainers  

(Coding & Robotics, Club Facilitators, Chess, Dance, Elocution & Public Speaking, Foreign Languages, 

etc.) 

Position Summary: 
Life Skill Trainers support students’ holistic growth by delivering specialized training in 

extracurricular and enrichment programs. These trainers help students develop critical thinking, 

creativity, communication, and real-world competencies beyond the standard curriculum. 

Key Responsibilities: 

 Design and deliver engaging lessons or club activities in their area of specialty (Coding, Robotics, 

Chess, Dance, Languages, Public Speaking, etc.). 

 Prepare instructional materials, hands-on projects, demonstrations, or club schedules. 

 Foster a positive, inclusive, and supportive learning atmosphere. 

 Identify and nurture students’ talents and interests through personalized guidance. 

 Organize events, presentations, competitions, or showcases related to the skill area. 

 Evaluate student participation and provide feedback to support growth. 

 Collaborate with teachers and school leadership to integrate life skills with academic learning. 

 Ensure safety and proper use of materials, equipment, and tools. 

 Maintain accurate records of attendance, progress, and club achievements. 

Skills & Qualifications: 

 Expertise in the specific skill area (e.g., Coding & Robotics, Chess, Dance, Languages). 

 Ability to engage and motivate students of different ages. 

 Strong communication and interpersonal skills. 

 Creativity and passion for student development. 

 Previous experience working with children is an added advantage. 

 
4. OPERATIONS & SUPPORT SERVICES 

14. School Cleaners 

 Ensure classrooms, offices, hostels, and school premises are clean. 

 Arrives early to ensure rooms and offices are ready for use. 
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  Maintain sanitation and hygiene standards. 

 Assist with event setup and basic facility care 

15. School Logistics /Clerical Staff 

 Support movement of materials and school supplies 

 Assist with school errands and operations 

 Ensure functional setup of school events and activities 

16. School Security Staff 

 Protect school property, staff, and students 

 Manage access control and monitor school gates 

 Enforce safety policies and ensure a secure environment 

 Report suspicious activities or safety hazards. 

17. School Transport Officer / Bus Driver 

Job Summary: 
Responsible for the safe, timely, and efficient transportation of students to and from school, school 

events, and field trips, ensuring adherence to traffic regulations and school policies. 

Key Responsibilities: 

 Drive school buses safely, following designated routes and schedules. 

 Conduct pre-trip and post-trip inspections to ensure vehicle safety and maintenance. 

 Assist students when boarding and alighting from the bus. 

 Maintain discipline and ensure student safety during transit. 

 Report any incidents, accidents, or mechanical issues promptly. 

 Keep accurate records of trips, mileage, and vehicle maintenance. 

Qualifications: 

 Valid commercial driver’s license (CDL) or local equivalent. 

 Proven experience driving buses or large vehicles safely. 

 Knowledge of traffic laws and safety regulations. 

 Good communication and interpersonal skills. 

 Reliability, punctuality, and a student-focused attitude. 

18. Hostel Parent (House Matron/Patron) 

Job Summary: 
The Hostel Parent provides daily care, supervision, safety, and emotional support to boarding 

students, ensuring a homely, structured, and nurturing environment within the school hostel. 

Key Responsibilities 

 Oversee the welfare, behavior, and daily routines of all boarding students 

 Maintain discipline and ensure compliance with hostel rules 

 Supervise wake-up, lights-out, meals, prep time, and personal hygiene routines 

 Monitor students’ health, report concerns to the school nurse/administrator 

 Keep accurate records of student attendance, incidents, and welfare reports 
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 Ensure cleanliness, orderliness, and proper use of hostel facilities 

 Build positive relationships with students, offering guidance and emotional support 

 Communicate regularly with parents and school leadership on student progress 

 Respond to emergencies and ensure round-the-clock supervision 

 Work with security and admin teams to maintain a safe boarding environment 

Required Skills & Qualities 

 Warm, nurturing, and firm personality 

 Strong communication and conflict-resolution skills 

 Ability to manage adolescents with patience and authority 

 Organizational and record-keeping skills 

 Experience in caregiving, hostel management, teaching, or counseling is an advantage 

 
19.  PASTORAL CARE OFFICER / COUNSELLOR 

Job Summary: 
The Pastoral Care Officer supports students’ emotional, social, spiritual and behavioral development, 

providing guidance, counseling, and interventions that promote student well-being and character 

development. 

Key Responsibilities 

 Provide one-on-one counseling sessions for students with academic, emotional, or social concerns 

 Monitor student behavior and implement character development programs 

 Serve as the first point of contact for students facing personal or disciplinary issues 

 Support conflict resolution and peer mediation 

 Maintain confidential records of counseling sessions 

 Organize life-skills, mental health, and values-education programs 

 Work with parents, teachers, and administrators on student support plans 

 Identify at-risk students and provide early interventions 

 Promote a positive school climate that aligns with the school’s mission and values 

 Support discipline management and promote excellent behavior 

Required Skills & Qualities 

 Degree in Guidance & Counseling, Psychology, Education, or related fields 

 Strong listening, empathy, and communication skills 

 Ability to maintain strict confidentiality 

 Experience working with adolescents 

 Ability to manage crises and provide pastoral support with sensitivity 

 

20. LIBRARIAN 

Job Summary: 
The Librarian manages the school library, ensuring access to quality learning resources while supporting 

reading culture, research skills, and digital literacy across the school. 

Key Responsibilities 
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 Manage the cataloguing, lending, and return of books and digital resources 

 Maintain an organized, safe, and learner-friendly library environment 

 Teach library and research skills to students 

 Support teachers with instructional materials and reference sources 

 Promote reading culture through programs such as book clubs and reading challenges 

 Keep accurate inventory and update library records regularly 

 Select, purchase, and maintain books and learning materials 

 Monitor student behavior within the library 

 Facilitate access to online learning and digital resources 

Required Skills & Qualities 

 Degree or diploma in Library Science or related field (an advantage) 

 Strong organizational and record-keeping skills 

 Passion for books, research, and learning 

 Ability to work with students and staff at different learning levels 

 Basic ICT skills and familiarity with library software 

21. Technical/ Lab Assistant 

Job Summary: 
The Lab Assistant supports the daily operations of the school’s ICT or science laboratories, ensuring all 

devices function properly and assisting students and teachers during digital learning sessions. 

Key Responsibilities 

 Prepare the ICT lab for lessons and assist teachers during ICT classes 

 Provide basic troubleshooting for computers, projectors, and network issues 

 Maintain and update hardware and software under supervision of ICT Head 

 Ensure proper handling, safety, and security of ICT equipment 

 Monitor students in the lab to ensure responsible use 

 Manage login access, printing, and digital resource usage 

 Keep inventory of all ICT devices, accessories, and consumables 

 Support e-learning platforms, digital assessments, and student projects 

 Report technical issues to the ICT Coordinator for repairs and upgrades 

Required Skills & Qualities (Lab Technician) 

 Basic knowledge of computer hardware, software, and networking 

 Ability to support ICT lessons and assist students 

 Problem-solving and troubleshooting skills 

 Good communication and teamwork skills 

 Experience working in a school ICT environment is an advantage 

22.  Facility Manager  

Position Summary: 
The Facility Manager oversees the daily maintenance, safety, and functionality of all school buildings, 

equipment, and grounds. This role ensures that the learning environment is clean, secure, and conducive to 

academic excellence. 

Key Responsibilities: 
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 Ensure effective maintenance of school buildings, classrooms, laboratories, offices, and outdoor 

spaces. 

 Supervise cleaning staff, security personnel, and maintenance teams. 

 Monitor and manage utilities, including electricity, water, and HVAC systems. 

 Conduct routine inspections to identify repairs, safety issues, and improvement needs. 

 Manage facility budgets, equipment inventory, and procurement of maintenance supplies. 

 Coordinate with vendors, contractors, and service providers for repairs and projects. 

 Ensure compliance with health, safety, and environmental regulations. 

 Oversee emergency preparedness procedures (fire drills, safety equipment checks). 

 Report facility-related issues to school management and recommend long-term upgrades. 

Skills & Qualifications: 

 Strong organizational and leadership abilities. 

 Knowledge of facility maintenance, safety standards, and building systems. 

 Good communication and problem-solving skills. 

 Experience in facility management or a related role. 

 

 
5. PARENT & COMMUNITY STAKEHOLDERS 

23.  Parents 

 Support their children’s learning and school activities 

 Engage with the school through PTA and conferences 

 Uphold school policies and values 

 Partner with teachers to monitor academic and behavioral progress 

24. Outside Community  
(Includes Local Government Representatives / Education Officers, NGOs, Business, Church, 

Community Leaders / Chiefs / Elders, Alumni / PTA Members from the Community) 

 Participate in school events, inspections, and policy discussions. 

 Provide guidance on compliance with education regulations and community standards. 

 Support school initiatives that benefit the wider community. 

 Attend school functions and cultural events. 

 Advocate for the school within the community and foster local partnerships. 

 Support programs that enhance student welfare and community engagement. 

 Participate in fundraising, mentorship, and skill-sharing programs. 

 Help organize community outreach and social responsibility projects. 

 Serve as a bridge between the school and the local community, supporting enrollment and student 

development. 
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Appendix 4 – ICT Online Internet Safety Protocols in school 
 

Internet access - You must not access or attempt to access any sites that contain any of the following: 

child abuse; pornography; promoting discrimination of any kind; promoting racial or religious hatred; 

promoting illegal acts; any other information which may be illegal or offensive to colleagues. 

Inadvertent access must be treated as an incident and reported to the Leadership Team. 

 
Social networking – is allowed in school in accordance with this policy. Staff using social networking 

for personal use should never undermine the school, its staff, parents, or children. Staff should not 

become “friends” with students on personal social networks and take care when accepting parents as 

“friends”. 

 
Use of Email – staff should not use school email addresses for personal business. All email should be 

kept professional. Staff are reminded that school data, including emails, is open to Subject Access 

Requests under the Freedom of Information Act. 

 
Passwords - Staff should keep passwords private. There is no occasion when a password needs to be 

shared with another member of staff or student or with IT support. It is good practice to change your 

passwords regularly. 

 
GDPR – If it is necessary for you to take work home, or off site, you should ensure that your device 

(laptop, USB pen drive etc.) is safe and not accessible to anyone. On no occasion should data 

concerning personal information be taken off site on an unencrypted device. 

 
Personal Use of School ICT - School ICT equipment for personal use is possible, but staff need to 

ensure that access to all accounts is protected by strong passwords and two-factor 

authentication, and that careful attention is provided to logging in and out of devices. Staff is 

warned that personal use does not mean that the equipment is used for inappropriate content 

that could lead to risks, misunderstandings, and use of time for unprofessional purposes. 

Images and Videos - You should not upload onto any internet site or service images or video of staff or 

students without consent. This is applicable professionally (in school) and personally (i.e., staff 

outings). 

 
Use of Personal ICT - use of personal ICT equipment is at the discretion of the Leadership Team. 

Permission must be sought stating the reason for using personal equipment; a risk assessment will be 

carried out by IT support. 

 
Viruses and other malware - any virus outbreaks are to be reported to the IT support desk as soon as 

it is practical to do so, along with the name of the virus (if known). 

 
e-Safety – like health and safety, e-safety is the responsibility of everyone to everyone. As such you will 

promote positive e-safety messages in all use of IT whether you are with other members of staff or with 

students. 

 


