[image: keydocs-background-banner]
[image: T:\.CLOUD DATA TO TRANSFER\CLOUD - ADMIN\Logo Folder\St. Margarets at Hasbury Logo March 21.jpg]



Safeguarding & Child Protection Policy September 2022

	Mrs Sara Shepherd
	Designated Safeguarding Lead (DSL)
	sshepherd@hasbury.dudley.sch.uk
01384 818660

	Mrs Louisa Hill
	Designated Safeguarding Lead (DSL)
	lhill@hasbury.dudley.sch.uk 


	Mrs Michelle Stokes
	Designated Safeguarding Lead (DSL)
	mstokes@hasbury.dudley.sch.uk


	Ms Julia Balston
	Designated Governor
	jbalston@hasbury.dudley.sch.uk




	Approved by:                                                      Date:

	Last reviewed on: September 2022

	Next review due by: September 2021



Safeguarding Ethos
Children and young people have a fundamental right to be protected from harm. They have a right to expect schools to provide a safe and secure environment. It is a guiding principle of the law and children protection procedures that the protection and welfare of a child must always be that priority. Failure to provide an effective response can have serious consequences for the child.
Child Protection Policy Statement
St Margaret’s at Hasbury CE Primary School is committed to safeguarding and promoting the welfare of all children and young people both within the school environment and outside. Safeguarding and promoting the welfare of children is everyone’s responsibility. All staff who come into contact with children and their families and carers have a role to play in safeguarding children. In order to fulfil the responsibility effectively, the school will ensure their approach is child centred. This means they will consider, at all times, what is in the best interests of the child.
Because of our day-to-day contact with children and young people, education staff are particularly well placed to observe outwards signs of abuse, changes in children’s behaviour or their failure to develop. We need, therefore, to create a culture of vigilance, to be alert to the possibility of abuse occurring, and to be aware of and have confidence to follow these procedures if suspicions are raised.
This policy applies to all staff, governors and volunteers working in school.
[bookmark: _Toc44934613]1. Purpose and Aims
The school aims to ensure that:
Appropriate action is taken in a timely manner to safeguard and promote children’s welfare
All staff are aware of their statutory responsibilities with respect to safeguarding
Staff are properly training in recognising and reporting safeguarding issues
Some children have an increased risk of abuse, and additional barriers can exist for some children with respect to recognising or disclosing it. We are committed to anti-discriminatory practice and recognise children’s diverse circumstances. We ensure that all children have the same protection, regardless of any barriers they may face.
We give special consideration to children who:
Have special educational needs (SEN) or disabilities 
Are young carers
May experience discrimination due to their race, ethnicity, religion, LGBTQ+, gender identification or sexuality 
Have English as an additional language
Are known to be living in difficult situations – for example, temporary accommodation or where there are issues such as substance abuse or domestic violence 
Are at risk of FGM, sexual and criminal exploitation, forced marriage, or radicalisation
Are asylum seekers
Are at risk due to either their own or a family member’s mental health needs 
Are Children in Care or previously Children in Care 
[bookmark: _Toc44934614]2. Statutory Framework
This policy is based on the Department for Education’s statutory guidance Keeping Children Safe in Education (2022) and Working Together to Safeguard Children (2018), and the Governance Handbook. We comply with this guidance and the arrangements agreed and published by our 3 local safeguarding partners.
This policy is also based on the following legislation:
[bookmark: _Hlk45183627]Section 175 of the Education Act 2002, which places a duty on schools and local authorities to safeguard and promote the welfare of pupils
The School Staffing (England) Regulations 2009, which set out what must be recorded on the single central record and the requirement for at least one person conducting an interview to be trained in safer recruitment techniques
The Children Act 1989 (and 2004 amendment), which provides a framework for the care and protection of children
Section 5B(11) of the Female Genital Mutilation Act 2003, as inserted by section 74 of the Serious Crime Act 2015, which places a statutory duty on teachers to report to the police where they discover that female genital mutilation (FGM) appears to have been carried out on a girl under 18
Statutory guidance on FGM, which sets out responsibilities with regards to safeguarding and supporting girls affected by FGM 
The Rehabilitation of Offenders Act 1974, which outlines when people with criminal convictions can work with children
Schedule 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what ‘regulated activity’ is in relation to children
Statutory guidance on the Prevent duty, which explains schools’ duties under the Counter-Terrorism and Security Act 2015 with respect to protecting people from the risk of radicalisation and extremism
Information Sharing (2018) https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf 
The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018 (referred to in this policy as the 2018 Childcare Disqualification Regulations) and Childcare Act 2006, which set out who is disqualified from working with children
This policy also meets requirements relating to safeguarding and welfare in the Early years foundation stage statutory framework (EYFS) March 2021
https://safeguarding.dudley.gov.uk/safeguarding/partnership/meetings/safeguarding-children-partnership-group/  
3. The Designated Safeguarding Lead (DSL)
The DSL is a member of the senior leadership team. Our DSLs are Sara Shepherd (Headteacher), Louisa Hill (Deputy Headteacher) and Michelle Stokes (Inclusion Manager). The DSLs takes lead responsibility for child protection and wider safeguarding.
During term time, the DSL will be available during school hours for staff to discuss any safeguarding concerns.
When Sara Shepherd is absent, Louisa Hill/Michelle Stokes will act as cover.
During term time, the DSLs will be available during school hours for staff and agencies to discuss any safeguarding concerns. Sara Shepherd has provided the authority with her contact details (mobile number, email address) and is contactable out of school hours and during the holidays. In the absence of the DSLs, the most senior member of staff in school will assume responsibility for any child protection matters that arise.
The DSL will be given the time, funding, training, resources and support to:
· Work closely with teachers and share information & provide advice and support to other staff on child welfare and safeguarding and child protection matters
· Sets out procedures so that staff promptly share their safeguarding concerns in writing
· Help promote educational outcomes by sharing the information about the welfare, safeguarding and child protection issues that children, including
children with a social worker, are experiencing, or have experienced, with teachers and school and college leadership staff. Their role could include ensuring that the school or college, and their staff, know who these children are, understand their academic progress and attainment and maintain a culture of high aspirations for this cohort; supporting teaching staff to identify the challenges that children in this group might face and the additional academic support and adjustments that they could make to best support these children.
· Refer cases of suspected abuse and neglect to the local authority children’s social care as required and support staff who make referrals to local authority children’s social care.
· Refer cases to the Channel programme where there is a radicalisation concerns, as required, and support staff who make referrals to the Channel programme.
· Refer cases where a person is dismissed or left due to risk/harm to a child to the Disclosure and Barring Service as required
· Refer cases where a crime may have been committed to the Police
· Take part in strategy discussions and inter-agency meetings and/or support other staff to do so
· Contribute to the assessment of children, particularly in relation to Early Help
· Work closely with Mental Health Leads
· Refer suspected cases, as appropriate, to the relevant body (local authority children’s social care, Channel Panel, Disclosure and Barring Service, and/or police), and support staff who make such referrals directly
· The DSL will also keep the Headteacher informed of any issues and liaise with local authority case managers and designated officers for child protection concerns as appropriate.
The full responsibilities of the DSLs are set out in their job description
4. The Headteacher, Governing Body, Trustees, Proprietors 
The Headteacher is responsible for the implementation of this policy, including:
· Ensuring that staff (including temporary & supply staff) and volunteers are informed of our systems which support safeguarding, including this policy, as part of their induction
· Communicating this policy to parents when their child joins the school and via the school website
· Ensuring that the DSL has appropriate time, funding, training and resources, and that there is always adequate cover if the DSL is absent
· Ensuring that all staff undertake appropriate safeguarding and child protection training and update this regularly 
· Acting as the ‘case manager’ in the event of an allegation of abuse made against another member of staff or volunteer, where appropriate 
· Refer cases where a person is dismissed or left due to risk/harm to a child to the Disclosure and Barring Service/Teaching Regulatory Agency/TRA as required 
· Complete appropriate safeguarding and child protection (including online) training 
· Making sure each child in the Early Years Foundation Stage is assigned a key person

The Governing body, Trustees or Proprietors will approve this policy at each review, ensure it complies with the law and hold the headteacher to account for its implementation.
The Governing Body/Trust will appoint a senior board level (or equivalent) lead [Safeguarding Governor, Julia Balston to monitor the effectiveness of this policy in conjunction with the full governing board. This is always a different person from the DSL.
The Chair of governors, Jane Price, will act as the ‘case manager’ if an allegation of abuse is made against the headteacher, where appropriate (see appendix 2). 
Our governing body will ensure they comply with their duties under legislation. They will have regard to Keeping Children safe in Education 2022 to ensure that the policies, procedures and training in our school are effective and comply with the law at all times and facilitate a whole school approach to safeguarding. 
Our Governors will be subject to an enhanced DBS and section 128 check 
All Governors have read and understood Keeping Children Safe in Education 2022.  (Part Two of this policy has information on how governors are supported to fulfil their role.)
Our governing body will ensure that: 
a) Safeguarding policies and procedures 
· appropriate policies and procedures are in place in order for appropriate action to be taken in a timely manner to safeguard and promote children’s welfare and these are shared with all appropriate persons. 
· our safeguarding/child protection policy will reference procedures which are in accordance with government guidance and local safeguarding arrangements; will be updated annually (as a minimum), and be available publicly either via our school website or by other means. 
· policies and procedures are followed by all staff. 
· appropriate safeguarding responses are in place to children who go missing from education. particularly on repeat occasions, to help identify the risk of abuse and neglect including sexual abuse or exploitation and to help prevent the risks of their going missing in future. 
· they are aware that the Data Protection Act and GDPR place a duty on organisations to process personal information fairly and lawfully and keep any information they hold safe and secure. 
· all staff hold a current DBS.
[bookmark: _Toc44934615]5. Safeguarding Policies and Procedures/Legal Responsibilities and duty to share information 
Our safeguarding responsibilities include:
Protecting children from maltreatment
Preventing impairment of children’s mental and physical health or development
Ensuring that children grow up in circumstances consistent with the provision of safe and effective care
Taking action to enable all children to have the best outcomes
Child protection is part of this definition and refers to activities undertaken to prevent children suffering, or being likely to suffer, significant harm. 
Abuse is a form of maltreatment of a child and may involve inflicting harm or failing to act to prevent harm.  See section 12 of the CP policy 
Neglect is a form of abuse and is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development. Section 12 defines neglect in more detail.
Sexting (also known as youth produced sexual imagery) is the sharing of sexual imagery (photos or videos) by children
Children includes everyone under the age of 18. 
The following three Safeguarding Partners are identified in Keeping Children Safe in Education (and defined in the Children Act 2004, as amended by chapter 2 of the Children and Social Work Act 2017). They will decide to work together to safeguard and promote the welfare of local children, including identifying and responding to their needs:  
The local authority (LA)
A clinical commissioning group for an area within the LA
The chief officer of police for a police area in the LA area
Roles and Responsibilities
Safeguarding and child protection is everyone’s responsibility. This policy applies to all staff, volunteers and governors/trustees in the school and is consistent with the procedures of the 3 safeguarding partners. Our policy and procedures also apply to extended school and off-site activities. 
All staff
All staff will read and understand part 1 and Annex A of the Department for Education’s statutory safeguarding guidance, Keeping Children Safe in Education, and review this guidance at least annually. 
All staff will be aware of: 


[bookmark: _MON_1724157567][bookmark: _MON_1724420694]Our systems which support safeguarding, including this child protection and safeguarding policy, the staff code of conduct, the role and identity of the designated safeguarding leads (DSL) the behaviour policy, and the safeguarding response to children who go missing from education 
The Early Help process and their role in it, including identifying emerging problems, liaising with the DSL, and sharing information with other professionals to support early identification and assessment 
The process for making referrals to local authority children’s social care and for statutory assessments that may follow a referral, including the role they might be expected to play
What to do if they identify a safeguarding issue or a child tells them they are being abused or neglected, including specific issues such as FGM, and how to maintain an appropriate level of confidentiality while liaising with relevant professionals 
The signs of different types of abuse and neglect, as well as specific safeguarding issues, such as child exploitation (CSE/CCE), indicators of being at risk from or involved with serious violent crime, FGM and radicalisation 
All staff members will undertake safeguarding and child protection training, including online safety training, at induction, together with managing allegations and whistle-blowing procedures, to ensure they understand the school’s safeguarding systems and their responsibilities, and can identify signs of possible abuse or neglect. This training will be regularly updated and will be in line with local and statutory guidelines.
All staff will have training on the government’s anti-radicalisation strategy, Prevent, to enable them to identify children at risk of being drawn into terrorism and to challenge extremist ideas.
Staff will also receive regular safeguarding and child protection updates (for example, through emails, e-bulletins and staff meetings) as required, but at least annually.
Volunteers and Contractors will receive appropriate training, if applicable.
The DSLs
The designated safeguarding lead will take lead responsibility for safeguarding and child protection matters and their role will be made explicit in the job description. 
The DSL (and any agreed deputies) will be given the time, training, resources and support to provide advice and support to other staff on child welfare and child protection matters, to take part in strategy discussions and inter-agency meetings and to contribute to the assessment of children. 
The DSLs will liaise with the local authority and work with other agencies as required. During term time the designated safeguarding leads will always be available (during school hours) for staff  in the school to discuss any safeguarding concerns.
The DSLs will undertake child protection and safeguarding training at least every 2 years.
In addition, they will update their knowledge and skills at regular intervals and at least annually (for example, through e-bulletins, meeting other DSLs, or taking time to read and digest safeguarding developments).  They will also undertake Prevent Awareness training.
Governors
All governors receive training about safeguarding, to make sure they have the knowledge and information needed to perform their functions and understand their responsibilities.
As the chair of governors may be required to act as the ‘case manager’ if an allegation of abuse is made against the headteacher, they receive training in managing allegations for this purpose.
Staff who have contact with pupils and families
All staff who have contact with children and families will have supervision which will provide them with support, coaching and training, promote the interests of children and allow for confidential discussions of sensitive issues.
Roles and Responsibilities of Volunteers, Work experience and Students: 
A member of the Safeguarding team will explain to volunteers, work experience and students the responsibility of reporting any concerns about children’s safety and welfare to the DSL. Further, they will be briefed on the required policies which include code of conduct, behaviour, safeguarding and child protection and the confidentiality standards that we expect from all in our school. 
Therefore, volunteers and students have the responsibility to: 
Work within the school’s code of conduct, KCSIE 2022, safeguarding/child protection policy and confidentiality/information sharing expectations; and Immediately share any concerns about a child’s welfare with the DSL. 
[bookmark: _Toc44934618]6. Confidentiality
The Data Protection Act 2018 and GDPR do not prevent the sharing of information for the purpose of keeping children safe. Fears about sharing information must not be allowed to stand in the way of the need to promote the welfare and protect the safety of the children.
Understanding that ‘safeguarding of children and individuals at risk’ is a processing condition that allows practitioners to share special category personal data. This includes allowing practitioners to share information without consent where there is good reason to do so, and that the sharing of information will enhance the safeguarding of a child ina. Timely manner. It would be legitimate to share information without consent where: it is now possible to gain consent; it cannot be reasonably expected that a practitioner gains consent; and, if to gain consent would place a child at risk…(KSCIE 2022, PG 31)
Child protection information will be dealt with in a confidential manner, Staff will be informed of relevant details only when the DSL feels that those staff having knowledge of a situation will improve their ability to deal with an individual child and/or family. A written record will be made of what information has been shared with whom, and when. It is made very clear to staff that fears of sharing information must not stand in the way of the need to promote the welfare, and protect the safety of children. Everyone which is in contact with children at St Margaret’s understand that timely information sharing is essential to effective safeguarding and therefore record information in a timely manner (straight away).
Child protection records are stored securely in a central place (CPOMS) separate from academic records. Individual files will be kept for each child: the school will not keep family files. Files will be kept for at least the period which the child is attending the school, and beyond that in line with current data legislation and guidance (see Data Protection policy).
If staff need to share ‘special category personal data’, the DPA 2018 contains ‘safeguarding of children and individuals at risk’ as a processing condition that allows practitioners to share information without consent if it is not possible to gain consent, it cannot be reasonably expected that a practitioner gains consent, or if to gain consent would place a child at risk. If staff are in any doubt sharing information, they should speak to the DSL.
You should note that:
[image: Shape, arrow

Description automatically generated]Timely information sharing is essential to effective safeguarding
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Description automatically generated]Fears about sharing information must not be allowed to stand in the way of the need to promote the welfare, and protect the safety, of children
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Description automatically generated]The Data Protection Act (DPA) 2018 and GDPR do not prevent, or limit, the sharing of information for the purposes of keeping children safe
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Description automatically generated]If staff need to share ‘special category personal data’, the DPA 2018 contains ‘safeguarding of children and individuals at risk’ as a processing condition that allows practitioners to share information without consent if it is not possible to gain consent, it cannot be reasonably expected that a practitioner gains consent, or if to gain consent would place a child at risk
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Description automatically generated]Staff should never promise a child that they will not tell anyone about a report of abuse, as this may not be in the child’s best interests
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Description automatically generated]The government’s information sharing advice for safeguarding practitioners includes 7 ‘golden rules’ for sharing information, and will support staff who have to make decisions about sharing information
If staff are in any doubt about sharing information, they should speak to the Designated Safeguarding Lead (or deputy)
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Description automatically generated]Confidentiality is also addressed in this policy with respect to record-keeping in section 10

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1062969/Information_sharing_advice_practitioners_safeguarding_services.pdf

7. Communication with parents
Where appropriate, we will discuss any concerns about a child with the child’s parents. The DSL will normally do this in the event of a suspicion or disclosure. 
Other staff will only talk to parents about any such concerns following consultation with the DSL. 
If we believe that notifying the parents would increase the risk to the child, we will discuss this with the local authority children’s social care team before doing so.
In the case of allegations of abuse made against other children, we will usually notify the parents of all the children involved.
If parents have any concerns about any children they should report these immediately to Dudley Children’s Services on 0300 555 0050

8. Whole Staff Responsibilities
All Staff, volunteers and governors must follow the procedures set out below in the event of a safeguarding issue.
If a child is suffering or likely to suffer harm, or in immediate danger
Make a referral to Multi Agency Safeguarding Hub (MASH on 0300 555 0050) and/or the police immediately if you believe a child is suffering Tell the DSL as soon as possible if you make a referral directly.
Dudley Report it page:  https://safeguarding.dudley.gov.uk/tell-us/ 
If a child discloses a safeguarding issue to you, you should:
Listen to and believe them. Allow them time to talk freely and do not ask leading questions
Stay calm and do not show that you are shocked or upset 
Tell the child they have done the right thing in telling you. Do not tell them they should have told you sooner
Explain what will happen next and that you will have to pass this information on. Do not promise to keep it a secret 
Write up your conversation a (log onto CPOMS) s soon as possible in the child’s own words. Stick to the facts, and do not put your own judgement on it

At  St Margarets at Hasbury CofE we make it our business to know children and families well. Because of these strong relationships, parents and children feel safe in school and therefore will approach staff for support.
9. Record keeping
· We will hold records in line with our records retention schedule. 
· All safeguarding concerns, discussions, decisions made and the reasons for those decisions, must be recorded in writing. If you are in any doubt about whether to record something, discuss it with the DSL. 
· Non-confidential records will be easily accessible and available. Confidential information and records will be held securely and only available to those who have a right or professional need to see them. 
· Safeguarding records relating to individual children will be retained for a reasonable period after they have left the school. 
· If a child for whom the school has, or has had, safeguarding concerns moves to another school, the DSL will ensure that their safeguarding & child protection file is forwarded promptly and securely, and separately from the main pupil file.  In addition, if the concerns are significant or complex, and/or social services are involved, the DSL will speak to the DSL of the receiving school and provide information (using the pupil safeguarding form) to enable them to have time to make any necessary preparations to ensure the safety of the child. 

St Margaret’s at Hasbury CofE uses an electronic platform to store all safeguarding records. This is password protected. Staff can add information but cannot access information. Only DSLs can access information, this ensures confidentiality. Information is shared through this platform, through meetings or password protected emails.
Reporting Concerns
If you have concerns about a child (as opposed to believing a child is suffering or likely to suffer from harm or is in immediate danger) Figure 1 illustrates the procedure to follow if you have any concerns about a child’s welfare.
Where possible, speak to the DSL first to agree a course of action.
If in exceptional circumstances the DSL is not available, this should not delay appropriate action being taken. Speak to a member of the Senior Leadership Team and/or take advice from Local Authority Children’s Social Care. Referrals should be made by completing a Multi-Agency Referral Form [image: ](or MARF) and returning it to MASH_Referrals@dudley.gov.uk or contact 0300 555 0050.
Make a referral to Local Authority Children’s Social Care directly, if appropriate (see ‘Referral’ below). Share any action taken with the DSL as soon as possible.
You can also seek advice at any time from the NSPCC helpline on 0808 800 5000. Share details of any actions you take with the DSL as soon as practically possible.
If you have concerns about a child (as opposed to believing a child is suffering or likely to suffer from harm or is in immediate danger) Figure 1 illustrates the procedure to follow if you have any concerns about a child’s welfare.
Where possible, speak to the DSL first to agree a course of action. 
If in exceptional circumstances the DSL is not available, this should not delay appropriate action being taken. Speak to a member of the Senior Leadership Team and/or take advice from Local Authority Children’s Social Care.  Referrals should be made by completing a Multi-Agency Referral Form (or MARF) and returning it to MASH_Referrals@dudley.gov.uk  or contact  0300 555 0050.
To refer into Dudley Exploitation hub (DEx): CS.Hub@dudley.gov.uk    also complete a MARF.  Head of DEx Service: Lorna Nolan
Make a referral to Local Authority Children’s Social Care directly, if appropriate (see ‘Referral’ below). Share any action taken with the DSL as soon as possible.
You can also seek advice at any time from the NSPCC helpline on 0808 800 5000. Share details of any actions you take with the DSL as soon as practically possible. 
Referral
If it is appropriate to refer the case to Local Authority Children’s Social Care or the Police, the DSL will make the referral or support you to do so.  If you make a referral directly you must tell the DSL as soon as possible.
The Local Authority will decide within 1 working day of a referral about what course of action to take and will let the person who made the referral know the outcome. The DSL or person who made the referral must follow up with the Local Authority if this information is not made available, and ensure outcomes are properly recorded. 
If the child’s situation does not seem to be improving after the referral, the DSL or person who made the referral must follow local escalation procedures to ensure their concerns have been addressed and that the child’s situation improves.
Figure 1: procedure if you have concerns about a child’s welfare (as opposed to believing a child is suffering or likely to suffer from harm, or in immediate danger)
(Note – if the DSL is unavailable, this should not delay action.)
[image: ]

10. Dudley’s Thresholds and Early Help 
If early help is appropriate, the DSL will generally lead on liaising with other agencies and setting up an inter-agency assessment as appropriate. Staff may be required to support other agencies and professionals in an early help assessment, in some cases acting as the lead practitioner.
The DSL will keep the case under constant review and the school will consider a referral to local authority children’s social care if the situation does not seem to be improving. Timelines of interventions will be monitored and reviewed. 
Level 1 - No referral is required. Professionals should contact Dudley’s Family information Service on 01384 814398 to obtain information about support available for children, young people and families.
Level 2 - Partner agencies should complete their own internal assessment as appropriate and forward this to the relevant Family Centre. Alternatively, an Early Help Assessment can be completed and forwarded to the appropriate Family Centre Cluster.
Level 3 - Referrals should be made by completing an Early Help Assessment and forwarding it to the appropriate Family Centre Cluster.
View more information on Dudley Early Help.
https://dudleysafeguarding.org.uk/children/professionals-working-with-children/safeguarding-children-procedures/ 

11. When to be concerned 
All staff, but especially the designated safeguarding lead (and deputies) should consider whether children are at risk of abuse or exploitation in situations outside their families. Extra-familial harms take a variety of different forms and children can be vulnerable to multiple harms including (but not limited to) sexual abuse (including harassment and exploitation), domestic abuse in their own intimate relationships (teenage relationship abuse), criminal exploitation, serious youth violence, county lines, and radicalisation.  
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing to act to prevent harm. Harm can include ill treatment that is not physical as well as the impact of witnessing ill treatment of others. This can be particularly relevant, for example, in relation to the impact on children of all forms of domestic abuse. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be used to facilitate offline abuse. Children may be abused by an adult or adults or by another child or children.
Signs and Symptoms of Abuse
Abuse, including neglect, and safeguarding issues are rarely standalone events that can be covered by one definition or label. In most cases, multiple issues will overlap. 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and adverse effects on the child’s emotional development. Some level of emotional abuse is involved in all types of maltreatment of a child, although it may occur alone.
Emotional abuse may involve:
Conveying to a child that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person
Not giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate
Age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond a child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction
Seeing or hearing the ill-treatment of another
Serious bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of children

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether the child is aware of what is happening. 
 The activities may involve:
Physical contact, including assault by penetration (for example rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing
Non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet)
Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children.
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. 
Once a child is born, neglect may involve a parent or carer failing to:
Provide adequate food, clothing and shelter (including exclusion from home or abandonment)
Protect a child from physical and emotional harm or danger
Ensure adequate supervision (including the use of inadequate caregivers)
Ensure access to appropriate medical care or treatment
It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
12. Specific Safeguarding Issues
This section is based on the advice in Annex B of Keeping Children Safe in Education – you should adapt it to reflect your local context. 
Annex B also includes information on further issues to be aware of, including children’s involvement in the court system, children with family members in prison, and county lines. If you wish to cover these in the policy, consider including:
· An explanation of what the issue is and how your school approaches it (e.g. any preventative measures in place, training you provide for staff)
· What staff should be aware of and actions they should take
· How your school links with external agencies, where relevant

Child on child abuse - Allegations of abuse made against other pupils –
victims should be taken seriously, kept safe and never be made to feel like they are creating a problem for reporting abuse, sexual violence or sexual harassment.
We recognise that children can abuse their peers. Abuse will never be tolerated or passed off as “banter”, “just having a laugh” or “part of growing up”. 
We also recognise the gendered nature of child n child abuse. However, all child on child abuse is unacceptable and will be taken seriously.
Most cases of pupils hurting other pupils will be dealt with under our school’s behaviour policy, but this child protection and safeguarding policy will apply to any allegations that raise safeguarding concerns. This might include where the alleged behaviour:
Is serious, and potentially a criminal offence
Could put pupils in the school at risk
Is violent
Involves pupils being forced to use drugs or alcohol
Involves sexual exploitation, sexual abuse or sexual harassment, such as indecent exposure, sexual assault, up skirting or sexually inappropriate pictures or videos (including sexting)
If a pupil makes an allegation of abuse against another pupil:
You must record the allegation and tell the DSL, but do not investigate it
The DSL will contact the Local Authority Children’s Social Care team and follow its advice, as well as the police if the allegation involves a potential criminal offence
The DSL will put a risk assessment and support plan into place for all children involved (including the victim(s), the child(ren) against whom the allegation has been made and any others affected) with a named person they can talk to if needed
The DSL will contact the Children and Adolescent Mental Health Services (CAMHS), if appropriate
We will minimise the risk of Child on Child abuse by:
Challenging any form of derogatory or sexualised language or behaviour, including requesting or sending sexual images 
Being vigilant to issues that particularly affect different genders – for example, sexualised or aggressive touching or grabbing towards female pupils, and initiation or hazing type violence with respect to boys
Ensuring our curriculum helps to educate pupils about appropriate behaviour and consent 
Ensuring pupils know they can talk to staff confidentially. Our safeguarding board and delivering of PSHE informs children of this.[insert your procedures for making pupils aware of this here]
Ensuring staff are trained to understand that a pupil harming a peer could be a sign that the child is being abused themselves, and that this would fall under the scope of this policy
Sexting
Your responsibilities when responding to an incident
If you are made aware of an incident involving sexting (also known as ‘youth produced sexual imagery’), you must report it to the DSL immediately. 
You must not: 
View, download or share the imagery yourself, or ask a pupil to share or download it. If you have already viewed the imagery by accident, you must report this to the DSL
Delete the imagery or ask the pupil to delete it
Ask the pupil(s) who are involved in the incident to disclose information regarding the imagery (this is the DSL’s responsibility) 
Share information about the incident with other members of staff, the pupil(s) it involves or their, or other, parents and/or carers
Say or do anything to blame or shame any young people involved
You should explain that you need to report the incident and reassure the pupil(s) that they will receive support and help from the DSL.
Initial review meeting
Following a report of an incident, the DSL will hold an initial review meeting with appropriate school staff. This meeting will consider the initial evidence and aim to determine: 
Whether there is an immediate risk to pupil(s) 
If a referral needs to be made to the police and/or children’s social care 
If it is necessary to view the imagery in order to safeguard the young person (in most cases, imagery should not be viewed)
What further information is required to decide on the best response
Whether the imagery has been shared widely and via what services and/or platforms (this may be unknown)
Whether immediate action should be taken to delete or remove images from devices or online services
Any relevant facts about the pupils involved which would influence risk assessment
If there is a need to contact another school, college, setting or individual
Whether to contact parents or carers of the pupils involved (in most cases parents should be involved)
The DSL will make an immediate referral to police and/or children’s social care if: 
The incident involves an adult 
There is reason to believe that a young person has been coerced, blackmailed or groomed, or if there are concerns about their capacity to consent (for example owing to special educational needs)
What the DSL knows about the imagery suggests the content depicts sexual acts which are unusual for the young person’s developmental stage, or are violent
The imagery involves sexual acts and any pupil in the imagery is under 13
The DSL has reason to believe a pupil is at immediate risk of harm owing to the sharing of the imagery (for example, the young person is presenting as suicidal or self-harming)
If none of the above apply then the DSL, in consultation with the headteacher and other members of staff as appropriate, may decide to respond to the incident without involving the police or children’s social care.
Further review by the DSL
If at the initial review stage, a decision has been made not to refer to police and/or children’s social care, the DSL will conduct a further review.
They will hold interviews with the pupils involved (if appropriate) to establish the facts and assess the risks. 
If at any point in the process there is a concern that a pupil has been harmed or is at risk of harm, a referral will be made to children’s social care and/or the police immediately. 
Informing parents
The DSL will inform parents at an early stage and keep them involved in the process, unless there is a good reason to believe that involving them would put the pupil at risk of harm. 
Referring to the police
If it is necessary to refer an incident to the police, this will be done through  a police community support officer, local neighbourhood police, dialing 101
Recording incidents
All sexting incidents and the decisions made in responding to them will be recorded. The record-keeping arrangements set out in section 10 of this policy also apply to recording incidents of sexting. 
The following document offer additional support: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da ta/file/896323/UKCIS_Education_for_a_Connected_World_.pdf 
Female Genital Mutilation - If you discover that FGM has taken place or a pupil is at risk of FGM
The Department for Education’s Keeping Children Safe in Education explains that FGM comprises ‘all procedures involving partial or total removal of the external female genitalia, or other injury to the female genital organs.’
FGM is illegal in the UK and a form of child abuse with long-lasting, harmful consequences. It is also known as ‘female genital cutting’, ‘circumcision’ or ‘initiation’.
Any teacher who discovers (either through disclosure by the victim or visual evidence) that an act of FGM appears to have been carried out on a pupil under 18 must immediately report this to the police, personally. This is a statutory duty, and teachers will face disciplinary sanctions for failing to meet it.
Unless they have been specifically told not to disclose, they should also discuss the case with the DSL and involve children’s social care as appropriate.
Any other member of staff who discovers that an act of FGM appears to have been carried out on a pupil under 18 must speak to the DSL and follow our local safeguarding procedures.
The duty for teachers mentioned above does not apply in cases where a pupil is at risk of FGM or FGM is suspected but is not known to have been carried out. Staff should not examine pupils.
Any teacher who discovers (either through disclosure by the victim or visual evidence) that an act of FGM appears to have been carried out on a pupil under 18 must immediately report this to the police, personally. This is a statutory duty, and teachers will face disciplinary sanctions for failing to meet it. 
Unless they have been specifically told not to disclose, they should also discuss the case with the DSL and involve children’s social care as appropriate. 
Any other member of staff who discovers that an act of FGM appears to have been carried out on a pupil under 18 must speak to the DSL and follow our local safeguarding procedures. 
The duty for teachers mentioned above does not apply in cases where a pupil is at risk of FGM or FGM is suspected but is not known to have been carried out. Staff should not examine pupils. 
Any member of staff who suspects a pupil is at risk of FGM or suspects that FGM has been carried out discovers that a pupil aged 18 or over appears to have been a victim of FGM] must speak to the DSL and follow our local safeguarding procedures. 
The DSL will make sure that staff have access to appropriate training to equip them to be alert to children affected by FGM or at risk of FGM. 
Honour Based Abuse (including Forced Marriage)
So-called ‘honour-based’ abuse (HBA) encompasses incidents or crimes committed to protect or defend the honour of the family and/or community, including FGM, forced marriage, and practices such as breast ironing. 
Abuse committed in this context often involves a wider network of family or community pressure and can include multiple perpetrators. 
All forms of HBA are abuse and will be handled and escalated as such. All staff will be alert to the possibility of a child being at risk of HBA or already having suffered it. If staff have a concern, they will speak to the DSL, who will activate local safeguarding procedures.
Forced Marriage
Forcing a person into marriage is a crime. A forced marriage is one entered without the full and free consent of one or both parties and where violence, threats, or any other form of coercion is used to cause a person to enter a marriage. Threats can be physical or emotional and psychological. 
Staff will receive training around forced marriage and the presenting symptoms. We are aware of the ‘one chance’ rule, i.e. we may only have one chance to speak to the potential victim and only one chance to save them. 
If a member of staff suspects that a pupil is being forced into marriage, they will speak to the pupil about their concerns in a secure and private place. They will then report this to the DSL.
The DSL will:
· Speak to the pupil about the concerns in a secure and private place 
· Activate the local safeguarding procedures and refer the case to the local authority’s designated officer 
· Seek advice from the Forced Marriage Unit on 020 7008 0151 or fmu@fco.gov.uk
· Refer the pupil to an education welfare officer, pastoral tutor, learning mentor, or school counsellor, as appropriate
Child Criminal Exploitation 
Child criminal exploitation (CCE) is a form of abuse where an individual or group takes advantage of an imbalance of power to coerce, control, manipulate or deceive a child into criminal activity, in exchange for something the victim needs or wants, and/or for the financial or other advantage of the perpetrator or facilitator, and/or through violence or the threat of violence. 
The abuse can be perpetrated by males or females, and children or adults. It can be a one-off occurrence or a series of incidents over time and range from opportunistic to complex organised abuse.
The victim can be exploited even when the activity appears to be consensual. It does not always involve physical contact and can happen online. For example, young people may be trafficked, forced to work in cannabis factories, modern slavery, coerced into moving drugs or money across the country (county lines), involved in gangs and knife crime, forced to shoplift or pickpocket, or to threaten other young people. 
Indicators of CCE can include a child:
Appearing with unexplained gifts or new possessions
Associating with other young people involved in exploitation
Involved in gangs and knife crime
Suffering from changes in emotional wellbeing
Misusing drugs and alcohol
Going missing for periods of time or regularly coming home late
Regularly missing school or education 
Not taking part in education
If a member of staff suspects CCE, they will discuss this with the DSL. The DSL will trigger the local safeguarding procedures, including a referral to the local authority’s children’s social care team and the police, if appropriate.
Child Sexual Exploitation
Child sexual exploitation (CSE) is a form of abuse where an individual or group takes advantage of an imbalance of power to coerce, manipulate or deceive a child into sexual activity, in exchange for something the victim needs or wants and/or for the financial advantage or increased status of the perpetrator or facilitator. It may, or may not, be accompanied by violence or threats of violence.
The abuse can be perpetrated by males or females, and children or adults. It can be a one-off occurrence or a series of incidents over time and range from opportunistic to complex organised abuse. 
The victim can be exploited even when the activity appears to be consensual. Children or young people who are being sexually exploited may not understand that they are being abused. They often trust their abuser and may be tricked into believing they are in a loving, consensual relationship. 
CSE can include both physical contact (penetrative and non-penetrative acts) and non-contact sexual activity. It can also happen online. For example, young people may be persuaded or forced to share sexually explicit images of themselves, have sexual conversations by text, or take part in sexual activities using a webcam. CSE may also occur without the victim’s immediate knowledge, for example through others copying videos or images.
In addition to the CCE indicators above, indicators of CSE can include a child:
Having an older boyfriend or girlfriend
Suffering from sexually transmitted infections or becoming pregnant
If a member of staff suspects CSE, they will discuss this with the DSL. The DSL will trigger the local safeguarding procedures, including a referral to the local authority’s children’s social care team and the police, if appropriate. 
Children Missing from Education
A child going missing from education, particularly repeatedly, can be a warning sign of a range of safeguarding issues. This might include abuse or neglect, such as sexual abuse or exploitation or child criminal exploitation, or issues such as mental health problems, substance abuse, radicalisation, FGM or forced marriage. 
There are many circumstances where a child may become missing from education, but some children are particularly at risk. These include children who:
· Are at risk of harm or neglect
· Are at risk of forced marriage or FGM
· Come from Gypsy, Roma, or Traveller families
· Come from the families of service personnel
· Go missing or run away from home or care
· Are supervised by the youth justice system
· Cease to attend a school
· Come from new migrant families
We will follow our procedures for unauthorised absence and for dealing with children who go missing from education, particularly on repeat occasions, to help identify the risk of abuse and neglect, including sexual exploitation, and to help prevent the risks of going missing in future. This includes informing the local authority if a child leaves the school without a new school being named and adhering to requirements with respect to sharing information with the local authority, when applicable, when removing a child’s name from the admission register at non-standard transition points. 
Staff will be trained in signs to look out for and the individual triggers to be aware of when considering the risks of potential safeguarding concerns which may be related to being missing, such as travelling to conflict zones, FGM and forced marriage. 
If a staff member suspects that a child is suffering from harm or neglect, we will follow local child protection procedures, including with respect to making reasonable enquiries. We will make an immediate referral to the local authority children’s social care team, and the police, if the child is suffering or likely to suffer from harm, or in immediate danger.
For further information: Children Missing Education statutory guidance for local authorities 2016 https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf 
Missing pupils
Our procedures are designed to ensure that a missing child is found and returned to effective supervision as soon as possible. 
If any pupil has 10 consecutive school days of absence and school have undertaken their own enquiries and it is established that the child is missing from education a referral to the ESS will be made, who will then undertake their own enquiries in trying to establish the child’s whereabouts. The ESS will then agree with school when to remove the pupil/s name from school roll, under Regulation 8 of the Pupil Registration Regulations 2006. The Regulations state that if the child has been continuously absent from school for a period of not less than 20 school days and at no time was his absence authorised, school have no reasonable grounds to believe the pupil is unlikely to attend the school by reason of sickness or any unavoidable cause and both the school and the ESS have failed after reasonable enquiry to ascertain where the pupil is then ESS can agree for the school to remove the pupil from roll. 

Absence Procedures
If a child is ill the first action to be taken is to call the school as early as possible (and before 
9.00am) and let the school office know the child will not be in school – 01384 818660. Absences can also be reported to info@hasbury.dudley.sch.uk. 
 
This needs to be done every day of absence, not just the first day of absence (unless a child is admitted to hospital, or has a long term illness-related absence for a period of time – in this instance you do not need to ring every day). 

If a child is not in school and we have not had a phone call by 9.00am one of our office staff will call parents/carers to find out why the child is not in school.  

Unexplained absence will be unauthorised. However, if a child is absent and evidence from a medical practitioner advising that the period of absence was necessary are provided, the absence for the evidenced period will be authorised.   


Homelessness
Being homeless or being at risk of becoming homeless presents a real risk to a child’s welfare. 
The DSLs will be aware of contact details and referral routes into the local housing authority so they can raise/progress concerns at the earliest opportunity (where appropriate and in accordance with local procedures). 
Where a child has been harmed or is at risk of harm, the DSL will also make a referral to children’s social care.
Domestic Abuse 
Children can witness and be adversely affected by domestic abuse and/or violence at home where it occurs between family members. In some cases, a child may blame themselves for the abuse or may have had to leave the family home as a result.
Exposure to domestic abuse and/or violence can have a serious, long-lasting emotional and psychological impact on children.
If police are called to an incident of domestic abuse and any children in the household have experienced the incident, the police will inform the key adult in school (usually the designated safeguarding lead) before the child or children arrive at school the following day.  West Midlands police forces are part of Operation Encompass 
The DSL will provide support according to the child’s needs and update records about their circumstances. 
Child on Child Sexual Violence and Sexual Harassment
See Sexual Violence and Sexual Harassment between children in schools and colleges and Part Five of KCSiE 2022 
Sexual violence and sexual harassment can occur between two children of any age and sex. It can also occur through a group of children sexually assaulting or sexually harassing a single child or group of children. Sexual violence and sexual harassment exist on a continuum and may overlap; they can occur online and face to face (both physically and verbally) and are never acceptable.
Responding to reports of sexual violence and sexual harassment
Reports of sexual violence and sexual harassment are likely to be complex and require difficult professional decisions to be made, often quickly and under pressure. Preplanning, effective training and effective policies will provide schools and colleges with the foundation for a calm, considered and appropriate response to any reports.
Ultimately, the school will make any decisions on a case-by-case basis, with the designated safeguarding lead (or a deputy) taking a leading role and using their professional judgement, supported by other agencies, such as children’s social care and the police as required.
Staff working with children are advised to maintain an attitude of ‘it could happen here’ where safeguarding is concerned. When concerned about the welfare of a child, staff should always act in the best interests of the child. 
If staff have any concerns about a child’s welfare, they should act on them immediately. See page 22 for a flow chart setting out the process for staff when they have concerns about a child. 
Up-skirting had been added into Sexual Harassment Section - The Voyeurism (Offences) Act came into force on 12 April 2019 and has now been referenced
Radicalisation and Extremism
Radicalisation refers to the process by which a person comes to support terrorism and extremist ideologies associated with terrorist groups
Extremism is vocal or active opposition to fundamental British values, such as democracy, the rule of law, individual liberty, and mutual respect and tolerance of different faiths and beliefs. This also includes calling for the death of members of the armed forces
Terrorism is an action that: 
· Endangers or causes serious violence to a person/people;
· Causes serious damage to property; or
· Seriously interferes or disrupts an electronic system
The use or threat of terrorism must be designed to influence the government or to intimidate the public and is made for the purpose of advancing a political, religious or ideological cause.
Schools have a duty to prevent children from being drawn into terrorism. The DSL will undertake Prevent awareness training and make sure that staff have access to appropriate training to equip them to identify children at risk. 
We will assess the risk of children in our school being drawn into terrorism. This assessment will be based on an understanding of the potential risk in our local area, in collaboration with our local safeguarding partners and local police force.
We will ensure that suitable internet filtering is in place and equip our pupils to stay safe online at school and at home.
There is no single way of identifying an individual who is likely to be susceptible to an extremist ideology. Radicalisation can occur quickly or over a long period. 
Staff will be alert to changes in pupils’ behaviour. 
The government website Educate Against Hate and charity NSPCC say that signs that a pupil is being radicalised can include:
· Refusal to engage with, or becoming abusive to, peers who are different from themselves 
· Becoming susceptible to conspiracy theories and feelings of persecution 
· Changes in friendship groups and appearance 
· Rejecting activities, they used to enjoy 
· Converting to a new religion 
· Isolating themselves from family and friends
· Talking as if from a scripted speech
· An unwillingness or inability to discuss their views
· A sudden disrespectful attitude towards others
· Increased levels of anger
· Increased secretiveness, especially around internet use 
· Expressions of sympathy for extremist ideologies and groups, or justification of their actions
· Accessing extremist material online, including on Facebook or Twitter
· Possessing extremist literature
· Being in contact with extremist recruiters and joining, or seeking to join, extremist organisations 
Children who are at risk of radicalisation may have low self-esteem or be victims of bullying or discrimination. It is important to note that these signs can also be part of normal teenage behaviour, staff should have confidence in their instincts and seek advice if something feels wrong. 
If staff are concerned about a pupil, they will follow our reporting procedures including discussing their concerns with the DSL. 
Staff should always act if they are worried.
Further information on the school’s measures to prevent radicalisation are set out in other school policies and procedures. 
If you have concerns about extremism
If a child is not suffering or likely to suffer from harm, or in immediate danger, where possible speak to the DSL first to agree a course of action.
If in exceptional circumstances the DSL is not available, this should not delay appropriate action being taken. Speak to a member of the senior leadership team and/or seek advice from local authority children’s social care. Make a referral to local authority children’s social care directly, if appropriate (see ‘Referral’ above). Inform the DSL or deputy as soon as practically possible after the referral.
Where there is a concern, the DSL will consider the level of risk and decide which agency to make a referral to. This could include Channel, the government’s programme for identifying and supporting individuals at risk of being drawn into terrorism, or the local authority children’s social care team. 
The Department for Education also has a dedicated telephone helpline, 020 7340 7264, which school staff and governors can call to raise concerns about extremism with respect to a pupil. You can also email counter.extremism@education.gov.uk. Note that this is not for use in emergency situations.
In an emergency, call 999 or the confidential anti-terrorist hotline on 0800 789 321 if you: 
Think someone is in immediate danger
Think someone may be planning to travel to join an extremist group
See or hear something that may be terrorist-related
Mental Health - If you have a mental health concern  
Mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 
Staff will be alert to behavioural signs that suggest a child may be experiencing a mental health problem or be at risk of developing one.  
If you have a mental health concern about a child that is also a safeguarding concern, take immediate action. 
If you have a mental health concern that is not also a safeguarding concern, speak to the DSL to agree a course of action. If you have a mental health concern about a child that is also a safeguarding concern, take immediate action. 
If you have a mental health concern that is not also a safeguarding concern, speak to the DSL to agree a course of action. 




Areas with particular risk (not exhaustive)
Safeguarding is not just about protecting children, learners and vulnerable adults from deliberate harm, neglect and failure to act. It relates to broader aspects of care and education, including: •	Physical intervention
•	Personal/Intimate care
•	Changing for PE and swimming
•	1:1 working
•	Overnight stays
•	Boarding schools
•	Host families
•	Private Fostering
•	School dogs/therapy dogs
•	Pupils being taught off site
•	Elective Home Education (EHE)
•	Children persistently absent or have episodes of missing
•	Young carers
•	Children of parents with mental health issues 
•	Children and the court system
•	Children with family members in prison

13. LGBT+ pupils  
Some pupils may be vulnerable due to their sexual orientation or gender identity, either because they are subject to homophobic, bi-phobic or transphobic bullying or because of negative responses from parents/carers or others, which may result in increased risk of self-harm, suicide or homelessness. 
Several studies also evidence that LGBT+ young people may be at increased risk of becoming victims of CSE. 
Schools should therefore ensure that they are aware of the increased risk factors and know how to access appropriate support for these young people when required
14. Online Safety
The use of technology has become a significant component of many safeguarding issues. Child sexual exploitation; radicalisation; sexual predation: technology often provides the platform that facilitates harm. Staff should ensure that all children are taught about safeguarding, including online safety. Staff should manage behaviour effectively to ensure a good and safe educational environment. An effective approach to online safety empowers schools to protect and educate the whole school community in their use of technology and establishes mechanisms to identify intervene in and escalate any incident where appropriate. 
All children are taught about Online safety termly through our curriculum.
The breadth of issues classified within online safety is considerable, but can be classified into four areas of risk: 
·   Content: being exposed to illegal, inappropriate or harmful content. 
·   Contact: being subjected to harmful online interaction with other users. 
·   Conduct: personal online behaviour that increases the likelihood of, or causes, harm. 
·   Commerce: risks such as online gaming, inappropriate advertising, phishing and or    financial scams. 
We receive weekly reports from Smoothwall– our filtering system which shares any incidents within the last 7 days. They are rated on severity and allow us to investigate further. 
Include the latest searching, screening and confiscation DfE January 2018. https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf 
See also: Teaching Online Safety in schools 2019 https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811796/Teaching_online_safety_in_school.pdf 

15. Named Designated Person for Children in Care (CiC)
Designated person should aim to work in partnership with the Virtual School Coordinator on how funding can best support the progress of a CiC
We will ensure that staff have the skills, knowledge and understanding to keep Children in Care and previous Children in Care safe. We will ensure that: 
Appropriate staff have relevant information about Children in Care’s looked after legal status, contact arrangements with birth parents or those with parental responsibility, and care arrangements
The DSL has details of children’s social workers and relevant virtual school heads 
We have appointed a designated teacher, Louisa Hill, who is responsible for promoting the educational achievement of Children in Care and previous Children in Care in line with statutory guidance. 
The designated teacher is appropriately trained and has the relevant qualifications and experience to perform the role.
As part of their role, the designated teacher will: 
[bookmark: _Hlk45284684]Work closely with the DSL to ensure that any safeguarding concerns regarding Children in Care and previous Children in Care are quickly and effectively responded to
Work with virtual school heads to promote the educational achievement of, Children in Care and previous Children in Care, including discussing how pupil premium plus funding can be best used to support CiC and meet the needs identified in their personal education plans.
16. Named Virtual Head – Andrew Wright
Andrew.wright@dudley.gov.uk 
17.  Children with Special Educational Needs and Disabilities
We recognise that pupils with special educational needs (SEN) and disabilities can face additional safeguarding challenges. Additional barriers can exist when recognising abuse and neglect in this group, including: 
Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration
Pupils being more prone to peer group isolation than other pupils
The potential for pupils with SEN and disabilities being disproportionally impacted by behaviours such as bullying, without outwardly showing any signs
Communication barriers and difficulties in overcoming these barriers
We offer extra pastoral support for pupils with SEN and disabilities. This includes: 
18. Safer Recruitment procedure
At least 1 person conducting any interview for any post at the school will have undertaken safer recruitment training. This will cover, as a minimum, the contents of Keeping Children Safe in Education, and will be in line with local safeguarding procedures. 
To make sure we recruit suitable people, we will ensure that those involved in the recruitment and employment of staff to work with children have received appropriate safer recruitment training.
We have put the following steps in place during our recruitment and selection process to ensure we are committed to safeguarding and promoting the welfare of children. 
Advertising
When advertising roles, we will make clear:
· Our school’s commitment to safeguarding and promoting the welfare of children
· That safeguarding checks will be undertaken
· The safeguarding requirements and responsibilities of the role, such as the extent to which the role will involve contact with children
· Whether or not the role is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020. If the role is exempt, certain spent convictions and cautions are ‘protected’, so they do not need to be disclosed, and if they are disclosed, we cannot take them into account
Application forms
Our application forms will:
· Include a statement saying that it is an offence to apply for the role if an applicant is barred from engaging in regulated activity relevant to children (where the role involves this type of regulated activity)
· Include a copy of, or link to, our child protection and safeguarding policy and our policy on the employment of ex-offenders
Shortlisting
Our shortlisting process will involve at least 2 people and will:
· Consider any inconsistencies and look for gaps in employment and reasons given for them
· Explore all potential concerns
Once we have shortlisted candidates, we will ask shortlisted candidates to:
· Complete a self-declaration of their criminal record or any information that would make them unsuitable to work with children, so that they have the opportunity to share relevant information and discuss it at interview stage. The information we will ask for includes:
· If they have a criminal history
· Whether they are included on the barred list
· Whether they are prohibited from teaching
· Information about any criminal offences committed in any country in line with the law as applicable in England and Wales
· Any relevant overseas information 
· Sign a declaration confirming the information they have provided is true
We will also consider carrying out an online search on shortlisted candidates to help identify any incidents or issues that are publicly available online. 
Seeking references and checking employment history
We will obtain references before interview. Any concerns raised will be explored further with referees and taken up with the candidate at interview.  
When seeking references we will:
· Not accept open references 
· Liaise directly with referees and verify any information contained within references with the referees
· Ensure any references are from the candidate’s current employer and completed by a senior person. Where the referee is school based, we will ask for the reference to be confirmed by the headteacher/principal as accurate in respect to disciplinary investigations
· Obtain verification of the candidate’s most recent relevant period of employment if they are not currently employed
· Secure a reference from the relevant employer from the last time the candidate worked with children if they are not currently working with children
· Compare the information on the application form with that in the reference and take up any inconsistencies with the candidate
· Resolve any concerns before any appointment is confirmed  
Interview and selection
When interviewing candidates, we will: 
· Probe any gaps in employment, or where the candidate has changed employment or location frequently, and ask candidates to explain this
· Explore any potential areas of concern to determine the candidate’s suitability to work with children
· Record all information considered and decisions made
Pre-appointment vetting checks
We will record all information on the checks carried out in the school’s single central record (SCR). Copies of these checks, where appropriate, will be held in individuals’ personnel files. We follow requirements and best practice in retaining copies of these checks, as set out below.
New staff
All offers of appointment will be conditional until satisfactory completion of the necessary pre-employment checks. When appointing new staff, we will:
· Verify their identity 
· Obtain (via the applicant) an enhanced DBS certificate, including barred list information for those who will be engaging in regulated activity (see definition below). We will obtain the certificate before, or as soon as practicable after, appointment, including when using the DBS update service. We will not keep a copy of the certificate for longer than 6 months, but when the copy is destroyed we may still keep a record of the fact that vetting took place, the result of the check and recruitment decision taken
· Obtain a separate barred list check if they will start work in regulated activity before the DBS certificate is available
· Verify their mental and physical fitness to carry out their work responsibilities
· Verify their right to work in the UK. We will keep a copy of this verification for the duration of the member of staff’s employment and for 2 years afterwards 
· Verify their professional qualifications, as appropriate
· Ensure they are not subject to a prohibition order if they are employed to be a teacher
· Carry out further additional checks, as appropriate, on candidates who have lived or worked outside of the UK. These could include, where available: 
· For all staff, including teaching positions: criminal records checks for overseas applicants
For teaching positions: obtaining a letter from the professional regulating authority in the country where the applicant has worked, confirming that they have not imposed any sanctions or restrictions on that person, and/or are aware of any reason why that person may be unsuitable to teach
We will ensure that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we take a decision that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment on the individual’s personnel file. This will include our evaluation of any risks and control measures put in place, and any advice sought.
Regulated activity means a person who will be:
· Responsible, on a regular basis in a school or college, for teaching, training, instructing, caring for or supervising children; or
· Carrying out paid, or unsupervised unpaid, work regularly in a school or college where that work provides an opportunity for contact with children; or
· Engaging in intimate or personal care or overnight activity, even if this happens only once and regardless of whether they are supervised or not
Agency and third-party staff
We will obtain written notification from any agency or third-party organisation that it has carried out the necessary safer recruitment checks that we would otherwise perform. We will also check that the person presenting themselves for work is the same person on whom the checks have been made.
Contractors
We will ensure that any contractor, or any employee of the contractor, who is to work at the school has had the appropriate level of DBS check (this includes contractors who are provided through a PFI or similar contract). This will be:
· An enhanced DBS check with barred list information for contractors engaging in regulated activity
· An enhanced DBS check, not including barred list information, for all other contractors who are not in regulated activity but whose work provides them with an opportunity for regular contact with children 
We will obtain the DBS check for self-employed contractors. 
We will not keep copies of such checks for longer than 6 months. 
Contractors who have not had any checks will not be allowed to work unsupervised or engage in regulated activity under any circumstances. 
We will check the identity of all contractors and their staff on arrival at the school. 
For self-employed contractors such as music teachers or sports coaches, we will ensure that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment. This will include our evaluation of any risks and control measures put in place, and any advice sought.
Trainee/student teachers
Where applicants for initial teacher training are salaried by us, we will ensure that all necessary checks are carried out.
Where trainee teachers are fee-funded, we will obtain written confirmation from the training provider that necessary checks have been carried out and that the trainee has been judged by the provider to be suitable to work with children. 
In both cases, this includes checks to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006.
Volunteers
We will:
· Never leave an unchecked volunteer unsupervised or allow them to work in regulated activity
· Obtain an enhanced DBS check with barred list information for all volunteers who are new to working in regulated activity 
· Carry out a risk assessment when deciding whether to seek an enhanced DBS check without barred list information for any volunteers not engaging in regulated activity. We will retain a record of this risk 
· Ensure that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that an individual falls outside of the scope of these regulations and we do not carry out such checks, we will retain a record of our assessment. This will include our evaluation of any risks and control measures put in place, and any advice sought

19. Procedure for dealing with Allegations about Staff - Concerns about a staff member, supply teacher or volunteer
If you have concerns about a member of staff (including a supply teacher or volunteer), or an allegation is made about a member of staff (including a supply teacher or volunteer) posing a risk of harm to children, speak to the headteacher. If the concerns/allegations are about the headteacher, speak to the chair of governors.
 Procedure for dealing with complaints and allegations about staff – See Part Four of KCSiE 
Schools must work with other agencies to investigate when a member of staff has “behaved or may have behaved in a way that indicates they may not be suitable to work with children’’ 
Further guidance on how schools and colleges should handle allegations against supply staff & volunteers, has been added and handled accordingly.  
Allegations about supply teachers will be dealt with in the same way as a school employer in order to ensure allegations are dealt with appropriately. Schools cannot simply cease to use this teacher. This will be managed by the disciplinary procedure and the school should will advise the supply agencies of its process for managing allegations. 
Policy should be clear that any concerns about the conduct of other adults in the school should be taken to the Headteacher (NOT to DSL, unless DSL is also the Headteacher)
Procedure for dealing with complaints and allegations about the headteacher or proprietor
Concerns about the Headteacher should go to the Chair of Governors.  (In proprietor-led independent schools, concerns about the proprietor(s) directly to the local authority Designated Officer (LADO).
LADO is Yvonne Nelson-Brown 
The policy should be clear about the steps the DSL should take in order to refer a concern outside the school, e.g. a social services enquiry or to LADO.
An up-to-date list of relevant names and contacts details for LADO should be included in the policy.
The headteacher/chair of governors will then follow the procedures:
Where appropriate, the school will inform Ofsted of the allegation and actions taken, within the necessary timescale.
20. Whistleblowing
If you have a separate whistle-blowing policy that covers concerns regarding the way the school safeguards pupils – including poor or unsafe practice, or potential failures – refer to it here.
Alternatively, explain your procedures for raising concerns about the school’s safeguarding practice here. You should consider:
What areas of malpractice or wrongdoing are covered by the procedures?
The options available for reporting a concern, including who to approach within the school and externally
How the school will respond to such concerns
What protection is available to staff who report another member of staff
Early years providers should also note the requirements set out in paragraph 3.75 of the statutory framework for the Early Years Foundation Stage; you may wish to cover these here if not already covered in a separate policy.
21. Safeguarding in the Curriculum
Child Protection and wider child safety issues will be addressed through the curriculum as appropriate, especially in Personal, Social and Health Education (PSHE), Information and Communication Technology (ICT), Citizenship and Sex and Relationships Education, British Values, Online Safety, Radicalisation and Extremism and Assemblies. 

22. Visitors
All visitors will be required to verify their identity to the satisfaction of staff and to leave their belongings, including their mobile phone(s), in a safe place during their visit.
If the visitor is unknown to the setting, we will check their credentials and reason for visiting before allowing them to enter the setting. Visitors should be ready to produce identification.
Visitors are expected to sign the visitors’ book and wear a visitor’s badge.
Visitors to the school who are visiting for a professional purpose, such as educational psychologists and school improvement officers, will be asked to show photo ID and:
· Will be asked to show their DBS certificate, which will be checked alongside their photo ID; or 
· The organisation sending the professional, such as the LA or educational psychology service, will provide prior written confirmation that an enhanced DBS check with barred list information has been carried out 
All other visitors, including visiting speakers, will always be accompanied by a member of staff. We will not invite into the school any speaker who is known to disseminate extremist views and will carry out appropriate checks to ensure that any individual or organisation using school facilities is not seeking to disseminate extremist views or radicalise pupils or staff.
If a child is not collected at the end of the session/day, we will: call contacts and ask the child to be picked up immediately from the school office. A DSL will be called to talk to the adult collecting to ask why the child was not picked up. The incident is logged on CPOMs and all DSLs are alerted to monitor frequency.

23. Implementation, Review and Monitoring 
Implementation will take place by ensuring this policy is discussed at the full governing body meeting and ensuring all staff have read the policy, by sharing it on TEAMS and in staff meeting. 
This Policy will be monitored and reviewed on an annual basis and whenever significant changes to legislation, guidance or changes to local procedures require it. The cover page of this policy states the dates of review ratification by the Governing Body. 
Expert and professional organisations are best placed to provide up-to-date guidance and practical support on specific safeguarding issues. For example NSPCC offers information for schools and colleges on its own website www.nspcc.org.uk. Schools can also access DSPP guidance on the issues listed below via the website https://dudleysafeguarding.org.uk/ 
Useful Numbers 
Dudley MASH 				0300 555 0050
Emergency Duty Team 			0300 555 8574
Local Authority Designated Officer 	01394 813110
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Staff Handbook
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We believe in educating the whole child. We cherish everyone and encourage everyone to treat each other as a unique individual. We want the children of St Margaret’s to be caring and respectful towards one another; learn to be confident and courageous in the face of challenges; be the best they can be.



‘Living Life in all its Fullness’



John 10:10
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Purpose

The purpose of these guidelines is to give a clear statement of the way in which the day-to-day life of the school is conducted: our expectations, our procedures, our routines. The guidelines are by no means comprehensive. As the school is always growing and improving the staff handbook will be continually reviewed and amended over time. It should be adhered to in conjunction with the various policies.



It does give practical guidance and is intended to ensure that the educational and social experience of our children are organised and conducted in the most positive, orderly and consistent way possible.



Aims

Our principal aim is: ‘To develop a school community in which everyone has the opportunity to share responsibility and to become fully involved’. The aim of this handbook is to ensure that everyone has a clear understanding of what is expected of them and is able to play a full part in the life of the school. We aim to make every pupils' experience at St Margaret’s both happy and worthwhile and to prepare them well for the transition to the next stage of their education and beyond into adult life.



As well as this document outlining day-to-day routines and protocols, there are certain key documentation in the form of school policies that support and guide employees in their work, providing detail where needed of responsibilities but also expectations that staff can have of the leadership team and governors. 



These documents listed below are available separately in hard copy and online. All staff should ensure that they are familiar with the documentation and understand their rights and responsibilities:



Key Policies

· Discipline and Staff Grievance with Appeals Guidance

· Health and Safety					 -    Safeguarding

· Behaviour policy                                                   -    Teaching and Learning policy

· Quality Assurance Procedures                                   -    Appraisal policy

· Complaints and Managing Serial Complaints Policy          -    Pay policy

· [bookmark: _Toc458062269]Management of Absence Policy



[bookmark: _Toc457292134][bookmark: _Toc457293035]Staffing

Staffing selection and recruitment is conducted using LA guidance and with equality of opportunity in mind. The principles of safer recruitment are adhered to for all appointments. 



[bookmark: _Toc457292135][bookmark: _Toc457293036]Subject leadership/responsibilities

Autumn 2022

Child protection – Designated Senior Leaders S Shepherd/ L Hill/ M Stokes

Health and Safety				S Shepherd (statutory checks -  K Ashmore)

Resource Management				S Shepherd/R Jones

Behaviour Management				S Shepherd/SEN team

Teaching and learning 				L Hill/S Shepherd/ F Jones/J Balmforth

Curriculum					F Jones/L Hill

Inclusion					M Stokes/ L Hill

Mathematics 					L Hill/R Stanley

English		                                            F Jones			

Computing 					J Murphy

Science						S Shepherd			

Humanities					F Jones

Art and DT					H Thomas		

PHSE						C Longden				 	

PE						R Stanley

RE 						J Murphy

Music						M Stokes

MFL						L Homer

EYFS						J Balmforth				

SENCO						L Hill

Inclusion Manager				M Stokes

Educational Visits Co-ordinator			R Jones

Site Maintenance 					K Ashmore

Lunchtime Supervision 				R Jones



TAs

Hakima Saleh, Sue Marsh, Andrea Homer, Laurie Townsend, Angela Neville, Rachel Edmonds, Helen Lowe, Abigail Pettifer-Hare, Samantha Taylor.





Office

R Jones (Office Manager), P Stinchcombe, J Garner

 

Site Manager

Ken Ashmore



Lunchtime

Nora Thafer, Jane Crookes, Michelle Munro, Rabia, Georgia, 

[bookmark: _Toc458062270]

The Governing Body 

[bookmark: OLE_LINK10][bookmark: OLE_LINK11]Jane Price– Chair			B Roberts – Vice Chair		

S French			J Balston		     

G Griffiths			 M Stokes

Rev Mel 			T Batham

A Wainwright

 

[bookmark: _Toc458062271]Dress Code

Staff are expected to dress in keeping with their professional status and as a good example to children and visitors. Staff should be neat, smart and tidy, wearing clothes, which are commensurate with their post in the school.  The dress code for teachers, teaching assistants and office staff is expected to be smart rather than casual. Cleaning and lunchtime staff may at times need to be more casual in order for them to carry out their duties.



Although we want staff to feel comfortable at work, we also want to ensure that we retain an image that is professional and reflects a successful school. This may mean that staff need to dress differently to how they dress when not at work.

The Guidance for Safer Working Practice for Adults working with children and young people says;



‘Adults who work with children and young people should ensure they take care to ensure they are dressed appropriately for the tasks and the work they undertake. Those who dress in a manner which could be considered inappropriate could render themselves vulnerable to criticism or allegations.’ Please refer to The Guidance for Safer Working Practice



The term inappropriate dress means:

· Trainers or work boots (unless the activity requires them)

· Denim look, corduroy or jean wear ie. jeans, skirts, jackets. Blue denim is not permitted.

· Cargo/combat, beach or garden wear 

· PE kit unless a PE day

· Excessive body jewellery

· Clothing bearing political or otherwise contentious slogans

· Clothing which is discriminatory or culturally sensitive.  

· T-shirts with excessive logos

· Leggings and jeggings must not be worn as trousers

· Dress tops worn with leggings must be of a reasonable length 

· Mini-skirts or very short dresses must not be worn at any time

· Flip flops/backless shoes must not be worn

· Clothing which is likely to be viewed as offensive, revealing or sexually provocative 

· Tops which over expose the body, low cut tops, crop tops, shoe string tops, halter necks or strapless items and over-exposure of underwear; 

     

The dress code for school trips may be more relaxed if children are not in uniform.  However, staff dress should be comfortable and suitable for the activity, it should always be professional and reflect the reputation of the school. 



The dress code for PE is:

School PE top, appropriate bottoms, trainers. Because staff are asked to wear the school PE uniform, staff can keep their PE kit on all day if they choose to. School will provide one school PE top. Please see the school office for this. Staff will be informed individually if their choice of dress falls outside the spirit of the code.



Professional and Personal Boundaries 

It must be remembered that the only individuals who do not have a direct choice to be at St Margaret’s Primary School are its children. The Governing Body, Headteacher and senior staff consider it to be a privilege to work within the school as a member of staff, partner or volunteer. Professionalism must be maintained at all times and should never be clouded by personal friendships, relationships, crushes or infatuations.   

 

Whilst it is hoped that cliques do not exist in the school, there may be occasions where to some extent this is inevitable when adults work more closely with some than with others.  However, actively excluding others, bullying and harassment are wholly unacceptable. 



Social Contact

Adults in school are in a position of trust and should not establish or seek to establish social contact with children (in person or via social networking) for the purpose of securing a friendship or to pursue or strengthen a relationship.  Even if a child seeks to establish social contact, or if this occurs coincidentally, the adult should exercise her/his professional judgement in making a response and be aware that such social contact could be misconstrued.

Governors, staff, partners and volunteers must not give their personal details such as home/mobile phone number, home or school e-mail address to pupils/parent carers under any circumstances. Further guidance/advice can be found in the school’s Social Media Policy.



Photography, Videos and other Creative Arts

Staff should use their professional judgement when using materials on or off school site (e.g. reports and photographs). Many school activities involve recording images, these may be undertaken as part of the curriculum, extra school activities, for publicity, or to celebrate achievement. The Data Protection Act 2018 affects the use of photography. An image of a child is personal data and it is, therefore, a requirement under the Act that consent is obtained from the parent/carer of a child for any images made such as those used for school websites, Twitter, newspaper articles, Learning Journeys (Tapestry), or in pupil’s work etc. The responsibility to ensure consent has been given is the teacher’s responsibility. Failure to obtain this could lead to disciplinary as it is putting children at risk.

When using a photograph, the following guidance must be followed alongside ‘use of images in pupil and staff documents’:

· if the photograph is used, you are not allowed to name the pupil

· if the pupil is named, you are not allowed to use the photo

· images must be securely stored, on TEAMS (and deleted when no longer required); and used only by those authorised to do so.

· be clear about the purpose of the activity and about what will happen to the photographs when the lesson/activity is concluded (by yourself and in the event of use by any external organisation).

· ensure that a member of the leadership team is aware that the photography/image equipment is being used and for what purpose.

· ensure that all images are available for scrutiny in order to screen for acceptability, be able to justify the images made 

· do not take images in one to one situations

· do not take any images on any personal device (camera/phone etc)

Internet Use

St Margaret’s Primary School has a separate document on safe internet use, electronic communication and security. Staff should use their professional judgement when using ‘Search Engines’ e.g. ‘Google’. Under no circumstances should adults in school access inappropriate images or websites. Deliberately accessing pornography on school equipment will be treated as gross misconduct. Accessing indecent images of children on the internet, and making, storing or disseminating such material, is illegal and is likely to lead to criminal prosecution and may result in barring from work with children and young people. All staff are to ‘lock’ or ‘log off’ their computer when leaving it for a short period of time. It is the teacher’s responsibility to monitoring children’s usage of IT equipment at all times. 



Social networking sites and blogging are extremely popular. Use of social networking sites/social media for personal use is not permitted on school equipment at any time.  Staff must not comment or write (directly or indirectly), about the school members of staff, children or anything which causes concern about their suitability to work with children and young people. Those who post material which could be considered as inappropriate could render themselves vulnerable to criticism or allegations of misconduct; doing so will lead to disciplinary action being taken. When using Twitter for school use, all users must have a school user and not use their own personal username. 



Child Protection

Concerns should be reported immediately to the DLS. Future action can then be agreed.  

All instances of concerns should be recorded on CPOMs straight away and the DSL notified. The date, context, event, persons present and actions taken should be noted in detail as soon as possible after the event. Exact wording of any conversations involving the pupil/parent etc should be recorded. Staff must be very careful when asking pupils about an event as pupils must never be ruthlessly questioned, feel intimidated or have ideas or suggestions put into their minds. Body maps should be used to record injuries when appropriate. These should indicate the position and size of the injury. Note should also be made of other features, for example, colouring of bruises. All reports should be based on first hand evidence NOT hearsay. Reports may be needed later as evidence at a child protection conference.

	

If a child divulges information to a member of staff requesting secrecy, it is unwise to promise to do so. Explain that others may have to be informed but only those who need to know will be told.

· Be alert to the potential abuse of children.

· Report any disclosures where a child is in immediate harm to the Designated Senior Leader (DSL) immediately and then log on CPOMs.

· All concerns should always be logged on CPOMs.

· The recording must be a clear, precise, factual account of the observations.  Use the child’s words where possible. You should record emotions displayed by the child (e.g x was crying and kept looking at the floor)

· Do not record your own assumptions and interpretations.

· If you need to clarify information, ask open-ended questions eg “Is there anything you’d like to tell me?” “Can you explain to me…?” “Can you describe to me…” “Has this happened before?” “Have you got any marks?” “Where did this happen?” “When did it happen?” “Have you told anybody else?” etc.

· Never ask leading questions eg “Did he/she do anything they shouldn’t have?” “Did Mummy do it?” etc.

Current DSLs are Sara Shepherd, Louisa Hill and Michelle Stokes

· In their absence inform any member of the SLT.

· Do not keep any records in your classrooms, they should always be locked away in the Headteacher’s office.

· For further information on types of abuse and safeguarding at this school, please see the full policy document.

Volunteers and visitors to school are given safeguarding information by the office staff. Please let Sara Shepherd know if you think this has not happened.



Walking between sites

A split site can be a little inconvenient but should never be a safeguarding concern if safeguarding procedures are being adhered to at all times. Often classes are walking from one building to the other. This is, in most cases with two members of staff, first aid kit and walkie talkie. Please do not assume that because there is a member of staff at the back everything is ok, you should always look back.  Do not assume that there will be a member of staff at the back.



If you are at the back and you are not going to follow the class straight away, it is your responsibility to communicate this to the other adult so they walk at the back.



It is good practice to perhaps not put yourself right at the front of the line, a few children back and you can still see the children and turn around easily. 



If you have a group of children and you are the only adult, you should be at the back so that you can see all children. Ensure you are stopping the group at points to check everyone is ok and regroup.



Whoever goes through a gate is responsible for checking that it is closed or that the adult responsible for closing it is there and they know they are closing it.



Security

The codes for the keypads are changed regularly and staff are informed of the new code in briefing. Please do not share the door codes with anyone. If you are aware that people other than staff (e.g children) know the code, please let the office know so the code can be changed.



[bookmark: _Toc458062297]Staff signing-in

All staff are issued with an ID badge and fob which should be used to sign in and out whenever you enter or leave the building (including visiting the church).



Staff will have to pay £5 for a replacement ID badge if lost. Please inform the Office Manager immediately so that the security fob can be blocked. It is a serious breech if and ID badge and fob is lost.





Visitors/speakers in school 

We welcome visitors into our school, as it provides links with the community. This broadens and enriches the education that we give our children. It is essential to make sure that the people who are invited into school provide us with positive, non-stereotypical role models for our children. When we ask strangers into our school, the following procedure must be followed:

[bookmark: _Toc457293099]Before:

· Discuss it first with the Headteacher.

· Check with the Office Manager what details re. DBS, insurances etc need to be confirmed.

· Invite the visitor by letter/email, giving details of room/space, ages, clear objectives, and length of time to speak, date and time.

· [bookmark: _Toc457293100]Ask the visitor to confirm the date and time.

The visit

· Arrangements must be made to welcome the visitor on arrival.

· The children must be ready for the visitor’s talk.

· Inform the visitor of location of toilets and fire procedure.

· Introduce the visitor to staff and children.

THE CHILDREN MUST NEVER BE LEFT UNSUPERVISED WITH A VISITOR TO THE SCHOOL.



Emergency Closure

The Headteacher and/or Site Manager will always try to get to school in order that decisions about the weather can be made. However, there will be times when decisions will be made in liaison with the Site Manager and the Chair of Governors by phone. The premises will be checked carefully to ascertain whether the doors are accessible. The assessment will also include whether meals can be provided.  



SCHOOL WILL REMAIN OPEN IF AT ALL POSSIBLE.

[bookmark: _Toc457293091]Notifications

Staff and parents will be contacted by the texting service if the school is to be closed. 



Heavy snowfall during the school day

In this event, the headteacher will decide whether it is necessary to close the school.  A text will be sent to parents asking them to collect children as soon as possible. The staff that live furthest from the school will be permitted to leave first. A skeleton staff will remain in school until all children have been collected.



In the event of suspected snow or floods

· Plan ahead if possible the night before.

· Ensure your car is parked where you have the best chance of moving it. 

· Always make sure you have emergency equipment with you i.e. boots, shovels, etc.

· Staff who work furthest away need to have had contact with the Headteacher before setting out on their journey.



Staff and parents are advised to check their texts, phone others who may not have received the texts and check the Dudley Council website.



Confidentiality

Staff are reminded that all happenings in school are confidential. Informal chats should not be carried out in a public place and should be directed to school. As a general rule, a child’s work or behaviour (or other information) must never be discussed out of school. Addresses or telephone numbers must never be passed to other parties without first seeking the permission of the Headteacher.



Please remember that the school plays host to many visitors. In corridors, the staffroom and communal areas, be discreet and professional about the content of conversations. Staff are reminded not to encourage parents or children to become friends on Facebook or other chat sites. Also remember that anything put on these may be viewed through a third party.



GDPR

This regulation came into force in May 2018. Staff need to ensure that no personal information is on view throughout the day. Letters going home must be stapled or in envelopes if it is personal to the child or family. Any data or records must be securely stored in a lockable cupboard/drawer. All staff must be aware of the procedures if a data breach occurs. All breaches must be reported. Staff who take books home, or use IT off site must ensure that it is safe and cannot be viewed by a third party. GDPR not only covers data but site security, which could result in a data breach occurring. Data and/or records should not be stored on a USB or school laptop. All ‘data’ must be stored on the cloud, in TEAMS. A breach of data security will be taken seriously. 



Mobile phones and personal belongings

All mobile phones must be switched off and away during contact time (with children either in class or on the playground.) No calls or texts should be made when on duty or in directed time. Break times should be used for this. Personal belongings must be in a locked cupboard or in the staff room.



In an emergency the office should be contacted who will then inform the member of staff. Alternatively, if you are expecting an important call your mobile may be left in the office with staff to receive an emergency call for you or ensure the person has the school telephone number.



Tea and Coffee

School provides tea/coffee and juice as part of work towards staff wellbeing. All hot drinks must be in a lidded drinks holder. Please do not leave mugs in any rooms.



Daily routines







All staff should arrive in plenty of time for personal belongings to be put away and ready in the classroom at 8.40am.  All staff should be ready to meet and greet all children. Staff on the doors at all times (see rota)





		Nursery

		

		Reception/KS1

		KS2



		8.45 

		Session starts

		8.45

		Doors open

		8.45

		Doors open



		

		

		8.55

		Doors close, registration

		8.55

		Doors close, registration



		11.45

		End of session

		9.00

		Start of lessons

		9.00

		Start of lesson



		

		

		10.45

		Break (KS1)

		10.45

		Break (KS2)



		

		

		11.00

		Lesson starts

		11.00

		Lesson starts



		12.30

		Session starts

		11.45

		Lunch Reception

		12.00

12.15

		Lunch Yr 3,4

Year 5,6



		

		

		12.00

		Lunch KS1

		12.45

13.00

		Afternoon session 3,4

Afternoon session 5,6



		

		

		12.45

		Afternoon session

		3.00

		Class reader



		3.30

		End of session

		3.00

		Class reader

		3.15

		End of school day



		

		

		3.15

		End of school day

		

		





Children may enter school early at 8.40 in very bad weather



8.45am - Start of the day



Reception – children come into class, will self register and complete an activity before phonics



KS1/KS2 - Staff must be in classrooms at the beginning of the day (8.40) to meet and greet all children (see behaviour procedures).  When children come into the classroom, they should complete an early morning task. This could be reading for pleasure, arithmetic, gap tasks, reading questions etc.



[bookmark: _Toc458062283][bookmark: _Toc458062287]Registers

Registers are completed electronically using Integris. Teachers and teaching assistants are provided with their own login to access Integris and these should not be shared with other staff members.  A paper copy of the register is available for supply staff.

Registers should be completed and submitted by 9am and 13:05 (FS/KS1)/13:20 (KS2). The register is a legal document and a safeguarding document therefore mistakes can’t be made. If registers are inaccurately completed action from SLT will be taken. 



A PUPIL WHO IS NOT PRESENT WHEN THE REGISTER IS TAKEN SHOULD BE MARKED AS ABSENT.  Staff should confirm that latecomers have reported to the school office to ensure that they are marked as late.  The Headteacher follows up “regular offenders” by asking to see their parents.



Registers are checked each morning by office staff and calls are made to parents of children who are not in school on the first day of absence. Any messages regarding absence which are received by the class teacher should be relayed to the school office to avoid contacting parents.



Please display number of children in attendance on a whiteboard in the class room and take this out during an evacuation.



Playtime

Playtime is an important part of a child’s education therefore all children should go out to play. A note is required from parents if they wish their child to stay in and this must be a sound reason, on the grounds that supervision inside is difficult. If a child is too poorly to go out, then they must be too poorly to be in school in the first place.



Children finishing work should do so quickly, and be supervised at all times, furthermore, be supervised going outside.



Children missing play through misbehaviour should be given work to do/time to reflect and they should be supervised in the classroom.  (See behaviour procedures)



[bookmark: _Toc457292162][bookmark: _Toc457293064]Procedure

All staff on duty must be in the playground at the beginning of the playtime. Cover should be arranged if for any reason you are unable to carry out your duty.



Children should be supervised in the cloakroom and toilet areas at all times (at the beginning and end of the break). Children should be encouraged to use the toilets at this time.



For safety reasons, staff must:

· ensure gates are locked and are not opened for any reason.

· move around the playground, watching vigilantly.

· ensure that children wear coats when necessary.

· take steps to ensure children play safely.

· ensure that children do not go into school more than one at a time and then only for a good reason.  

· ensure that all accidents are recorded and sent in for attention.

All children in KS1 have a piece of fruit they can take out at playtime. A designated member from each class must be responsible for taking out the class’s asthma and first aid box. At the end of playtime, a whistle is blown. Children should stand still until their teacher calls them over. They are expected to walk sensibly over to their adult and move into a line as they walk into class.



KS2

A member of staff must escort the children onto the KS2 playground. A designated member from each class must be responsible for taking out the class’s asthma box. and first aid kit. Children can bring in a piece of fruit as a snack. The staff on duty will decide if children can use the field. Children are encouraged to change into wellies/trainers if they intend on using the field. At the end of playtime, a whistle is blown. Children should stand still until their teacher calls them over. They are expected to walk sensibly over to their adult and move into a line as they walk into class. The adult on duty must ensure the playground gate is locked after them.



Any racist incidents and bullying incidents must be reported to the Headteacher immediately.



Lunchtimes

All children say grace before the end of the morning session. Children are collected from class by a lunchtime supervisor. The teacher should talk to the duty staff about any issues from the morning or special circumstances such as:

· children feeling under the weather.

· children to be collected by parents.

· children who will need special attention for a variety of reasons.

· children who need to come in (e.g. council meeting, eco warriors, collective worship, etc.).

The decision as to whether the field can be used must be made by the lunchtime supervisor and shared with all children. 



At the end of the lunch hour, information will be exchanged as necessary, such as:

· children who have behaved well, eaten all their lunch etc.

· children who have not behaved as well as they might have.

· children who may have had a bump or minor accident.

· children who were collected from school during the lunch period.

Wet mornings/Indoor playtimes

If the weather is too bad (i.e. heavy rain, snow or extreme temperatures etc.) to allow children to go outside at break, all children will remain in their classroom. The children must be supervised at all times by a class teacher or teaching assistant (lunchtime supervisors at lunchtimes) and must clearly understand what they are expected to do and which resources they are allowed to access. Arrangements are made for paired classes for staff visiting the toilet and collecting drinks.



3.15 pm - The end of the day

All children say the school prayer together as a class. A bell rings at 3.15pm and the children are led out by the class teacher to meet their parents and carers. WE DO NOT HAND CHILDREN OVER TO FRIENDS OR NEIGHBOURS OF PARENTS UNLESS WE HAVE HAD PRIOR NOTICE FROM PARENTS. Parents must set a password if anyone else other than them are picking up. 



Children should also not go home with an unaccompanied sibling (under 14). The NSPCC says:

“It is the parent/carer’s responsibility to ensure that the child is dropped off and collected by a responsible person if it is not safe for the child to walk home unsupervised. There is no minimum age set in law when a young person is allowed to remain in charge of another child, however it is an offence to leave a child alone if it places them at risk. This can include in the care of an older sibling if the level if supervision is ‘likely to cause unnecessary suffering or injury to health’ (Children and Young Persons Act, 1933).”



Parents must provide written permission for their child (year 6) to walk home from school)



The suitability of a sibling caring for a younger child needs to be considered on a case by case basis, by a judgment of the potential risks of this arrangement; the maturity of the child collecting/being collected; the length and nature of the journey home, the behaviour and relationship of the children collecting/being collected. Attempts should be made to contact the parent. If in doubt do not let the child leave and contact a member of SLT.

Children, whose parents or relatives are late arriving to meet them must come back into school with their teacher and wait with them in the school office. On collection, the parent or carer must inform the teacher, Headteacher or another member of staff that they have collected the child. Names of latecomers (after 3.25pm) children must be signed out using the inventory system by parents. 



Parents who are persistently late between 3.20pm and 3.30pm must receive reminders of collection times. The school office needs to update CPOMS regarding the late pick up



If an adult needs to talk to a parent or a parent would like to talk to a teacher school staff must ensure all children have been dismissed safely first.



All teachers are required by law to be on the school site and available for duty 10 minutes before and 10 minutes after the school session. No parent will be allowed into school before the school day to speak with a class teacher unless prior arrangements have been made.



First aid and support of pupils’ medical needs

There are several trained first aiders in school, who are on duty during all playtimes/lunchtimes and available at all other times. If any first aid is administered, a slip must be filled in and given to the parents.



Head/face injury

All injuries to the head/face must be reported to the office who will inform parents. A first aid slip must also be completed. Any head injuries which causes concern must be reported to the Headteacher (Deputy Headteacher in her absence) at once.



Emergency treatment

These steps must be followed:

· Send for the Headteacher/Deputy Headteacher in her absence.

· Administer medication per individual care plan (if appropriate).

If the situation is severe:

· Send for Headteacher/Deputy in absence.	 

· Office staff send for Emergency Services.

· Office staff open gate for ambulance (if closed).

· Stay with child.

· Contact parents immediately.

· If a child is taken to hospital in an ambulance the office must complete a form.

Support of pupils’ medical needs

Please see the Management of Children with Medical Needs in Schools Guidelines for more information.

Identification of children with special medical needs

Children’s medical needs are listed for each class and put onto TEAMS.

Individual information is kept by the Inclusion Leader.



Food allergies

These can be very serious conditions that can be fatal. Staff should carefully monitor any food items that are brought into school to ensure that they do not contain, for example, nuts or traces of nuts. This includes any ingredients for cooking activities and sweets/cakes given out by children or staff as a treat. Parents need to be informed of any tasting activities or cooking activities (ask office to send a letter out informing parents of a tasting session). Cakes or treats bought into school should be given at the end of the day so that parents can control what and when their child eats.

Any pupils with an allergy will be clearly identified to all staff and their medication (epipen) be available at all times.



Health care plan

Where appropriate a Health Care Plan will be drawn up between home and school and with the support of the school nurse, logging information, expectations and treatment. Care plans are kept by class teachers, in the office and in the inclusion manager’s room



Medication in school

Medicines will only be administered at our school where we have written parental consent, although this is rare and is usually only administered to children with specific medical needs such as asthma, eczema and diabetes. Staff receive training on how to manage these conditions. Any administration of medication should be recorded as indicated in the Management of Children with Medical Needs in Schools Guidelines.

 

Personal staff medicines/drugs must not be accessible to children and should be stored in a lockable cupboard. Staff who take regular daily medication must complete a medicine form from the office, this includes a course of antibiotics.

Staff training

Training in how to deal with specific medical conditions such as asthma and anaphylactic shock (use of epipen) are made available to ALL staff on a regular basis (annually).



Disposal of bodily fluids

Spillages of body fluids (blood, faeces, nasal and eye discharges, saliva and vomit) should be cleared up immediately using the body fluid equipment (yellow).  Please speak to K Ashmore for further information.



First aid supplies are kept in the first aid boxes around school. Always check that children are not allergic to plasters before applying. The first aid book needs to be completed accurately but names of other children must not be included. Prescribed medicines should only be administered by nominated persons. 



If a child becomes ill at school, the class teacher must send the child to the office with their assessment of concerns. The office staff are qualified first aiders who will then assess the child and with a member of SLT make the decision whether or not to contact a parent or other close relative who can take the child home. If the child cannot be collected, the next best thing would seem to be to put him/her into a quiet place close to toilet facilities and adult supervision where he or she can rest until a parent/carer arrives at the end of the school day.



Administering medicines

Asthma sufferers requiring occasional medication should always have inhalers in school. Asthma slips must be completed and given to the parents when children have used their inhaler. Named inhalers must be kept in the classroom in the designated box and be easily accessible to users, as the need arises. Diabetic children must be treated in accordance with the LA guidelines. Children will not be allowed to eat cough/throat sweets, etc. at school.  



Accidents

In the event of a child or adult suffering an accident at school, the following procedure must be followed:

· Minor injuries (cuts, grazes, bumps and stings, etc.) can be dealt with by a first aider and recorded using the accident slips which must then be put away. 

· Any marks on a child need to be reported to their parents and bumps or significant marks to the face or head are reported to them immediately by telephone.

· More serious injuries, (such as serious head injuries) should be seen as soon as possible by a trained First Aider, who will decide what course of action to take.  

· On no account should children be allowed to treat their own or each other’s injuries. In the case of more serious or uncertain injuries needing medical attention, the parent(s) of the child must be contacted and requested to take the child to hospital. Where a parent takes an injured child for medical treatment, staff should request that the parent informs the school of the nature of the injury and subsequent treatment as soon as possible to enable accident reporting to be completed.

· Members of staff may be taken to hospital by a colleague.

· [bookmark: _Toc458062294]All injuries requiring treatment by a doctor must be reported to the School Administrator and/or Headteacher, who will then decide whether or not the accident needs to be reported

· All adult injuries at work must be reported to R Jones, where a form will be completed.



Health and Safety 

It is the responsibility of everyone on the school premises to conduct themselves in a safe and responsible manner. AT NO TIME is a member of staff expected to attempt a task which is not safe. You must always state that you cannot attempt a task if you think that it will cause you harm.



Ladder Training

Staff that have undergone step ladder training can use step ladders as instructed. If you have not received this training, please do not use step ladders.



Bicycles

Only staff trained can supervise younger children on the balance bikes.



Health and Safety Reporting

All hazards must be reported immediately to the Headteacher/Office Manager and the hazard logged in Site Manager’s folder (kept in the office)



Any repairs/damage that require attention should be logged in the Site Manager’s book which is kept in the main office.

A ‘near miss’ form is completed if an incident is narrowly avoided.



The full Health and Safety Policy of the school is posted on TEAMS and it SHOULD be consulted. The following is only a short abstract of the full policy.



Workplace safety for teachers, pupils and visitors

Classrooms

· Classroom furniture should be arranged to ensure that fire escape routes are not blocked.  

· Blinds should only cover the fire exits when necessary and should be drawn away from the fire exits whenever possible.

· Displays should not cover the fire alarm call points.

· Windows and glass in classroom doors should not be covered.

· Items should not be stored under teacher desks.

Corridors

· Corridors must be kept free of clutter as they form part of the fire exit routes.

Staff room

· Small appliances should be switched off when the room is unoccupied.    

· Portable appliances and the water heater will be checked annually.

Storage/resource areas

· Resources are located in the main resource bases and in classroom stores.

· To remove a box from a high shelf a step stool must be used or assistance sought.

Machinery/apparatus

· All appliances and large apparatus are checked annually.  Use of machines requires training before use.

· Machines/appliances must always be switched off after use.

· Wires/flex must be safely stowed away and not left dangling.

· Under no circumstances should electrical appliances be brought from home and used in school.

Signs

· Exit and fire signs exist at appropriate points as do fire instructions (see fire procedures).

· Assembly points for fire procedure are clearly displayed on the playground and car park boundary walls.

[bookmark: _Toc457293093]Toxic substances

· Staff are not allowed to use sprays in the classroom and personal toiletries must be kept in staff lockers.

· Staff may not bring any cleaning products from home, any products required will be supplied by school.  

[bookmark: _Toc458062295]Fire evacuation procedure

A safe and efficient method of evacuation is necessary and must be followed by all staff. 



All staff need to know:

· The location of fire alarm points within the school

· The location of escape exits in the school

· Your expected means of escape

· The procedure for different parts of the school – particularly the school hall

· The location of firefighting appliances 

· PLAYGROUND - If children are on the years 5/6 playground at break time, lunch time or for PE, they must stay on the playground and use the hand held radio to inform the Headteacher of their location and all children/staff are accounted for.

· FOREST SCHOOL – If children are in Forest School, they will evacuate on to the year 6 field and use the hand held radio to inform the Headteacher of their location and all children/staff are accounted for.

[bookmark: _Toc457293096]If you do not know all of these things, please find out. Consult the Headteacher.



On discovering a fire

1) Raise the alarm by operating the nearest alarm point. 

2) Evacuate immediately.  Do not stop to collect belongings. Go straight to the assembly point. If you feel confident to tackle the fire and have received training, then do so but you must not put yourself or pupils at risk. Ensure the whiteboard with numbers of children in attendance is taken out to the evacuation point.

3) Check classroom toilets to ensure everyone has evacuated.

4) The office staff confirm that there is a fire and that the Fire Service need to attend. The Office Manager (in her absence the office staff) co-ordinates with the Fire Service. She will wait at the front gate for the Fire Service to arrive.

5) The office staff will ensure that registers are checked at the playground assembly point and will communicate with the Office Manager via 2-way radio. The Office Manager will then confirm with the Headteacher/SLT member in charge at the playground assembly point whether the Fire Brigade are going to attend.

6) NO-ONE SHOULD RE-ENTER THE BUILDING UNTILTHE FIRE SERVICE DECLARES IT IS SAFE.

7) High visibility jackets will be worn by the Headteacher/Office Manager to make themselves visible to the Fire Service.

8) Any accidents or incidents that occur during evacuation must be recorded on the Council’s Incident Form.  

Evacuation during after school activities 

1. If the fire alarm is activated, the Site Manager will be responsible for confirming with the Monitoring Centre that there is a fire and that the Fire Service need to attend.

2. The Club Manager (and her staff) will ensure that all pupils are evacuated and moved to the Assembly Point. Children will be supervised from the various zones by the adult in charge of their group.

3. Cleaning staff and any other staff who are still on the premises will evacuate using the nearest exit and make their way to the assembly point at the front of the school.

4. Staff who are still in school should exit the building using the nearest exit. They can make their way to the assembly point The Site Manager will then check that all staff not signed out for the day are accounted for at one or other of the assembly points.

NEVER IGNORE A FIRE BELL!

Lockdown

The school’s lockdown plan is as follows: 

		Signal



		Signal for lockdown

		2 way radio alert

Air horn, continuous blast.



		Signal for all clear

		Verbally from designated person (SLT) via two way radio or in person.







		Lockdown



		Classrooms 

		All classes to remain in classrooms and lock all doors.



		Entrance points (doors, windows etc) should all be secured

		External doors, all windows

Internal doors, fire exits, 



		Communication arrangements 

		2 way radios

classroom telephones –preschool, nursery, cooking room



		Notes: If someone is taken hostage on the premises the school should seek to evacuate the rest of the site.





		L1

		Ensure all pupils are inside the school building. Alternatively, ask pupils to hide or disperse if this will improve their safety 

Class teachers are responsible for their own class. To take cover in the classroom. 



		L2

		Lock/secure entrance points (e.g. doors, windows) to prevent the intruder entering the building. Close blinds. This is the responsibility of all staff. 



		L3

		Dial 999. Dial once for each emergency service that you require. Any member of staff to do asap



		L4

		Ensure people take action to increase protection from attack: 

Block access points (e.g. move furniture to obstruct doorways) 

Sit on the floor, under tables or against a wall. Keep out of sight. Draw curtains/blinds Turn off lights 

Stay away from windows and doors 

Adult in class responsible for own class 



		L5

		Ensure that pupils, staff and visitors are aware of an exit point in case the intruder does manage to gain access 



		L6

		If possibly, check for missing injured pupils/staff/visitors



		L7

		Remain inside until an all-clear has been given, or unless told to evacuate by the emergency services. 







[bookmark: _Toc458062296]Risk assessments

The Headteacher, Health and Safety Governors and Site Manager carry out risk assessments annually. The Office Manager (and or Health and Safety Governor) and Site Manager carry out risk assessment termly. 



[bookmark: _Toc458062298]Off-site Visits



Planning a visit 

All Educational Visits will be submitted to the Educational Visits Co-ordinator (EVC), 2 weeks prior to the off-site visit, using EVOLVE. The Headteacher and EVC will then ensure that the trip is viable and safe before authorising the visit. All residential visits and adventurous activities (as defined in the Dudley Policy and Procedures) will use this system to gain authorisation for the visit from the LA and Governing Body. 



Initially a Visit Request form must be completed and discuss this with the EVC and office staff.  All information about the proposed visit should be included – venue, preferred date, transport required, any special requirements eg for specific pupils.   The office staff will then make the relevant bookings. (See trip procedures in appendix)



Each visit requires a Visit Leader who is expected to carry out a risk assessment for the visit (although they may be assisted by other staff especially where pupils have particular needs).  Where possible, this should include a pre-visit.



Once the initial booking is made, a letter should be sent to parents giving all relevant information and attaching an off-site visit consent form. The letter should include date, time, and a request for voluntary contributions. 



The Visit Leader should ensure the following:

· Sufficient staff and/or volunteers are available for the visit

· Provision for any pupils with particular needs has been made

· A first aider is accompanying the trip.

[bookmark: _Toc457293102]On the day of the visit

· Brief adults on behaviour expected and organisation. All staff should have a copy of the risk assessment.

· Take children’ s off site information (from the office).

· Take school mobile.

· Ensure all children have a lunch/drink.

· Put labels on coats (school phone number only).

· Toilet the children (and adults!).

· Organise the children into pairs.

· Check all pupils have coats.

· Collect inhalers, medication, first aid kit and trip booklet (including consent forms).

· Head count and board coach.

· Fasten seat belts and keep them on. 

· Collect medical information and emergency numbers of all volunteers.

[bookmark: _Toc457293103]On return

· Bring all children into school before dismissal.

· Return children’s off-site information to the office so it can be shredded. 

Staff absence 

In the event of unplanned absence of teacher/TA/Office Staff/Site Manager/Kitchen Manager, the Headteacher must be informed as soon as possible before 7am by telephone. Other staff should telephone the Headteacher on school main number between and 8am and 8.30am. Please state the reason for absence, as this has to be recorded on the absence sheets. All absences should be reported by the member of staff themselves whenever possible. If the absence lasts longer than one day, the member of staff must keep the Headteacher/office informed of the situation daily by contacting the office no later than 3.00pm preferably before 3.00pm so that continuing arrangements can be made. 



Cleaners must telephone Ken and also speak to the Office Manager.



A self-certification form, available from the office, should be completed upon return to school if the absence is for less than seven days. If the absence lasts longer than seven days (including weekends), the appropriate certification must be obtained from the doctor and submitted to the school to enable Salaries Section to be informed. A further certificate confirming you are fit to return will need to be signed unless the doctor has already confirmed a fit to return date. On returning to work staff need to complete a return to work form and interview before carrying out their duties.



Planning

Teachers' timetables and outline of planning for the week ahead must be completed and displayed in the classroom on Monday mornings to enable covering staff to plan their lessons and avoid disruption to the children's education. A class folder should be available with rules, routines, grouping notes on individuals, daily timetable etc. so supply staff have up to date information.



No holidays or leave are allowed during term time. Authorised staff absence is set out in the Discretionary Policy.



[bookmark: _Toc457292153][bookmark: _Toc457293055]Punctuality

[bookmark: _Toc457292154][bookmark: _Toc457293056]If you are late please see the Headteacher on your arrival to school in order that your arrival can be acknowledged. Reasons for lateness must be given. Please DO NOT DELAY this procedure as cover arrangements will be in action.







Leave of absence

Requests for a short period of leave of absence requires a formal request. This is granted at the discretion of the Headteacher and the Governing Body. No leave should be taken without receiving approval. School has a very caring ethos and therefore aims to enable all staff to attend their child’s assemblies, parent information sessions etc as it is understood how important these are. This flexibility is also appreciated from employees. If there is a need to stay behind or attend training out of normal working hours, attendance would be appreciated. Other requests for leave of absence must be formally submitted to the Governing Body. If supported, the Governors will decide whether the absence is to be paid or unpaid (please see the Leave of Absence Policy on TEAMs).



[bookmark: _Toc458062307]Capability procedures for school based staff

Job description

Duties and responsibilities are detailed in staff job descriptions. All staff will be issued with an individual job description.



Definition - What is lack of capability?

Lack of capability is defined as a situation in which a member of staff fails consistently to perform his/her duties and responsibilities, to a professionally acceptable standard. The LA guidance will be followed at all times.



Misconduct

Misconduct is dealt with under the "Disciplinary Procedures for School Based Staff". This document can be located on the staff work area notice board.



Aim

The aim of the procedures is to provide a structured framework for the improvement in the performance of a teacher where she/he fails consistently to perform duties and responsibilities.



Procedures are based on:

· Clear identification of problems.

· The professional performance of the teacher.

· A support programme of monitoring and assessment.

· Alternative support.

· [bookmark: _Toc458062284]Review of balance of duties within the job description.

Communication 



School diary

All staff should refer to the school diary and add key dates/events so that everyone know what is happening in school every day and to appreciate the implications of the various events, appointments etc.  An electronic version is updated on the online calendar.



Text messages

Important messages are sent to support communication with all staff. Please ensure that you notify the office if you update your mobile number.



Email

[bookmark: _Toc458062302]All staff need an @hasbury.dudley.sch.uk email. This should be checked regularly (at least once a day) to ensure that you do not miss important notices/information. It is expected that All staff respond to All emails.



Communication with parents



Curriculum Newsletter

These are sent out to parents termly. Please use the template provided.



Newsletter

A fortnightly newsletter outlines forthcoming events, procedures and notices as well as informing parents of important issues and making requests. It is recommended that All staff read this and staff will be asked to contribute to it.



Texts

We have a text service to communicate reminders or short notes to parents.



Questionnaires

Questionnaires are sent out during the year, to find out what parents know and want from our school. An action plan is then drawn up and put into practice.



Invitations

Invitations are sent out to parents regularly to attend functions, events and assemblies. Informal coffee mornings are arranged for parents to chat to the Headteacher on a termly basis.



Tweeting

There is an expectation that all teachers blog/tweet weekly



Letters

All letters to be sent out to parents must go via the office and be signed off by the Headteacher (Deputy in her absence) before being sent out.



Emails 

Staff should not give out their email address to parents. If staff are receiving emails from parents, please let a member of SLT know.



Reading diaries

The diaries should be checked at least 3/2x weekly. Each class needs to agree a system, a system that isn’t too time consuming whereby parents can communicate with staff and vice versa.



Meeting/Conversation

Any meeting or conversation with a parent/parents regarding behaviour, home life, praise etc must be recorded on CPOMs. 

[bookmark: _Toc458062299]

Home/School links

Working with parents in partnership is invaluable and supports children in all aspects and stages of their academic and social development. Children need to see parents and school working together towards true partnership. Wherever possible therefore, we try to involve and engage parents as much as possible. All staff are expected to uphold and develop links with parents. 



Partnership between home and school

We need to be able to count on the support of parents to help us to achieve our schools aims and standards. The Home/School Agreement sets out the school expectations of this partnership and enlists the help and support of the parents.



The Home/School Agreement is sent out annually and signed by parents, school and pupils.



Collection of money in school procedure

Under Workforce Reform guidelines, staff are not expected to collect any monies. School uses a cashless system, allowing parents to pay for school meals, trips and uniform online or at local stores via PayPoint. Staff lunches should also be paid for using this method.



Staff dinners

School dinners for staff can be booked on School Money before 9.30am and should be paid for immediately.

[bookmark: _Toc458062285]

Financial procedures

The school has a duty to ensure that public funds are used in a responsible and lawful manner therefore when making purchases for school, all staff should complete a purchase request form and hand into Headteacher before making any purchases. Monies cannot be claimed without initial permission. 



Resources

All borrowed resources should be kept separately in the classroom so that they can be returned as soon as possible to their point of origin. Damaged resources should be reported to the Subject Leader. It is the responsibility of all staff to maintain resource areas so that they are tidy and accessible.



Entrance to school

A first point of contact and should be kept tidy and welcoming with free access for wheelchairs and buggies. Boxes/deliveries should be removed as soon as possible. Please ask the Site Manager to assist you.



School halls

Our halls are used for a wide variety of purposes such as, Collective Worship, workshops, PE lessons, learning as well as a dining room every day. Please ensure that ALL resources are put away after use. No items should be left in the hall and all PE apparatus must be returned carefully the PE store.



Pupil toilets

Careful monitoring by staff of how children treat the toilets and their behaviour whilst in them should take place. Children should go to the toilet one at a time.



Litter

There should be no litter around school at all as there are many bins provided. If staff see litter that can be safely picked up, please do so and throw it away. Children are expected to throw away rubbish in classrooms. Litter outside will be dealt with by the Site Manager. If children are seen dropping litter, staff are asked to tell them to pick it up.



Staff areas



Staff room

We all have a duty to keep our staff room clean and tidy. So:

· food must be stored in cupboards and not left on the work surfaces.

· food must be taken home each night if perishable.

· food stored in the fridge must be taken home at the end of the day/week as appropriate.

· the fridge must be cleaned out each week and defrosted each half term.

· cups, plates, spoons and dishes must be washed and put away.

· the tables should be kept clear of clutter.

· personal items should not be left in the staff room.

· the microwave must always be cleaned after use.

· work surfaces should be kept clear and clean.



Staff Work room

Staff have access to two computers in the workroom. All items should be removed after use to leave the workspaces free for others to use. 

School office

This is a point of contact for parents and visitors and should reflect the efficiency and organisation necessary to run the school. It contains a lot of confidential items and many confidential conversations are held in the school office, therefore only SLT are permitted in the school office beyond Pauline/Jeanette’s desk. Please can I ask that you leave the office if any member of staff is on the phone. 



Stationery

All classes are allocated a wide range of stationery to last a year/a term. Please complete a request form if you are running low. All children from year 1-6 are provided with a pencil case each. Please label children’s equipment, this helps with accountability and school funds.



Pigeonholes

[bookmark: _Toc458062272]Staff pigeonholes are located in the main photocopier room. Please check and empty your pigeonhole on a regular basis and ensure it does not get too full – they are not for general storage!



Professional meetings

Staff should attend regular meetings which impact upon the development and smooth running of the school. Meetings enable staff to be informed, trained and given opportunities to participate and make decisions. Attending the meetings will support continuing professional development.



Staff briefings

Sometimes a staff briefing will be called at 8.30am. Prior notice will be given. 



Staff meetings

Monday	Senior Leadership Team meetings 3.30pm start

Tuesday	 Staff meetings 3:30pm prompt start



Phase meetings

Team meetings take place regularly during the term, and a timetable is published termly. These meetings are directed meetings.



Classroom Organisation

The atmosphere should be warm, inviting and calm, the room must be tidy, purposeful and attractively decorated with learning prompts, children’s work, visual aids and artefacts related to current interests. Be careful not to make the classrooms too busy and book corners must be tidy at all times. Attractive displays and plants help to foster an appreciation of beauty and the desirability of pleasant relaxed surroundings for quiet, concentrated work to take place.  It is vital that all classrooms, cloakrooms, corridors, library, stock/storage rooms etc are kept tidy and attractive in appearance. All children must be aware that they have a responsibility for keeping their school clean and tidy. There must be a worship table in every classroom that is used by all children.



All staff have a responsibility to maintain the fabric of the building and therefore not use sellotape, blue tac, drawing pins or staples on walls, ceilings or furniture. All display material must be kept to the boards only. Classrooms, furniture and equipment are corporate belongings and belong to us all.  Remember – another member of staff may have to follow you next year! During the day when the class is outside the whiteboards, computer screens and lights must be turned off. At the end of the day the teacher must close all the blinds, ensure windows are closed, put chairs on top of tables and turn out all lights. 

All requests for assistance, maintenance etc. must be entered in the Site Manager’s logbook found in the school office.



Avoid accumulating untidy clutter of papers or equipment on tables and cupboard tops and acquiring dumping areas in activity and circulation areas. Cupboard tops should be utilised where possible for interactive displays that provide additional interest for extending learning.



Plan to stop work in time and encourage children to be responsible for putting things away properly and prepare themselves and the classroom for the next learning session. At the end of the day chairs should be on top of tables. 



Preparation of teaching materials, including photocopying, should always be completed in good time for the start of the lesson, and should not be carried out during learning time. No support staff should be at the photocopier during learning time.



Staff must not leave the classroom during lesson time and never leave a class unsupervised, except in an emergency. In this case they must arrange for the nearest member of staff to cover their absence and inform the Headteacher.



When taking more than one class together, say for an assembly or story, teachers should be accompanied by another member of staff, in case of emergency or misbehaviour. The member of staff could be another teacher or teaching assistant.



Every day there should be quiet times to enable reading and reflection to take place and other opportunities for children to talk together and share work. 



All classrooms should have: 

· Maths working wall – models and images are current

· English working wall  

· Science – thought bubble, vocab

· Curriculum board

· Reading area where books are organised into genre, topics etc.

· Collective Worship table

· Celebration of children’s work



Lists of useful words/CEW should be available on tables. Dictionaries and thesauruses should be accessible at all times and children must be taught how to use them effectively. Establish a procedure for helping with spellings e.g. try it out on paper/whiteboard, check it out in a dictionary or word list, ask a partner or the teacher/TA, if still unsure.



School displays

[bookmark: _Toc458062301]Displays around school are expected to be changed every term. The rota for this will be provided by SLT. Displays can be topic themed, celebrate writing, celebrate maths, work around a book etc. 



[bookmark: _Toc458062286]Behaviour Management - emphasising the positive (see behaviour procedures)

Children must be encouraged and taught to behave thoughtfully, politely and respectfully towards everyone in the school community through positive reinforcement of desired behaviour. Remember that positive rewards should by far out-number sanctions. Shouting at an individual or the whole class gives a bad impression and should rarely be necessary if the teacher is in control. Encourage children to speak quietly to each other and to walk everywhere inside the building. The playground and the school field are the places to let off steam, at the appropriate times. There should be limited talking when children are walking around the building i.e. into Collective Worship: a calm arrival usually ensures a calm Collective Worship. 



Children need to understand the immediate and long-term consequences of inappropriate behaviour, not only for themselves but also for the others in the group to which they belong. Where self-discipline is lacking, the class-teacher must apply the first stage of the school's behaviour procedure, dealing promptly and positively with unacceptable behaviour whenever it occurs. It is always advisable to find out the reasons/causes of the bad behaviour as this will often determine the following course of action. Information regarding any bad behaviour resulting in injury or damage to property must be reported to the Headteacher.  



Sanctions may include time for discussion of the problem with the class teacher or Headteacher, loss of privilege, extra work during break-times, and temporary removal to another class including explanation of the unacceptable behaviour. Children kept in during any break period are the responsibility of the class teacher and must be supervised in the classroom and not by the office.



Where the problem persists, the child's parents will be invited into school to discuss the situation with the class and/or Headteacher to identify ways in which the school's efforts can be supported at home. More often than not the problem will be resolved at this point but if these strategies fail to bring about an improvement and the child continues to seriously disrupt the life of his/her class and the school, we will seek advice on the best way forward.



We will always seek to approach discipline in a positive and constructive way, praising good and appropriate behaviour whenever possible. Children may be commended by their teachers and support staff for producing good work, for making a special effort, for thinking of and helping others, for overcoming difficulties and for changing their behaviour for the better. 



Rewards may include verbal praise, postcard or text home, award of stickers for a variety of achievements and inclusion in the Celebration Assembly. All staff are responsible for discipline over the whole school. Never disregard any bad behaviour just because it is not your class or duty time. Corporate effort will reduce the burden for all.



DO NOT PHYSICALL RETRAIN A CHILD. CALL FOR M STOKES/A PETTIFER-HARE who are trained.



In these ways we aim to promote a happy, positive and well-disciplined community in which everyone plays their part to the full and gains maximum benefit from their time at the school.



Individual Awards

All pupils earn individual awards for hard/excellent work, good behaviour, citizenship, caring about the environment, or making a positive contribution. Post cards are available in the school office, I encourage you to send these please.



Class Merits

These can be awarded by any adult. Classes receive the merits (in multiple of 5) when living out school’s values.



Headteacher award

Teachers are asked to send children in need of extra accolade to the Headteacher or Deputy Headteacher for a sticker/reward postcard.



Manners

We promote good manners at all times with “please” and “thank you” emphasised.  Additionally, we will ensure that children are reminded to take turns, not to push and that being first is not important.



Marking pupils’ work 

(see Feedback Policy for details). All staff should follow the Feedback Policy at all times.



Presentation expectations

We have high expectations of how our children present their work, to create pride and satisfaction in children. Sloppy presentation is not tolerated. Parents also like to see their children’s work presented correctly and neatly. Please refer to presentation contract and ensure children have a copy in their books



A consistent approach throughout the school is necessary and constant striving for better is expected.

[bookmark: _Toc457292182][bookmark: _Toc457293084]

General principles

All work should be finished where possible. Unfinished work (where you expected more from the child) can be finished at break time, under supervision.  



On some occasions the child may be required to edit/up-level their work. In these instances, children can use a people pen to show their changes.



No eating or drinking should take place near school books. Children should be encouraged to look after books and not bend spines of books, nor disfigure covers of books by doodling or graffiti.



Professional Development

Our vision is that of a learning community where everyone is involved and contributes to a culture of continuous improvement. We are committed to ensuring that the training and continuous professional development that takes place in school is of the highest possible quality. We want staff, wherever possible, to take ownership of their own professional development. We believe that the opportunity for continuous development both professionally and personally improves standards and raises morale through personal and professional fulfilment. We want there to be a tangible ‘buzz’ about teaching and learning in school. 



We believe that working in partnership with each other and other schools ensures that we continue to innovate in order to stay at the cutting edge of developments in teaching and learning. For all our teachers and support staff we run a range of whole day and twilight training sessions covering a variety of educational topics. Experienced teachers are encouraged to explore pedagogy by reading up to date research. Teachers are encouraged and supported in developing their leadership skills and qualities, both inside and outside the classroom. 



Quality assurance monitoring 

When asked to do so books should be presented to the Headteacher/SLT/Subject Leader (SLT members will also look at the children’s work from time to time in class.) Teachers are asked to ensure that the books are in school and available at all times

 

A quality assurance cycle will be given to all teaching staff at the start of each term/half term. This lists all planned learning walks, pupil conferencing and book looks. All staff will receive timely and appropriate feedback, which will be added into individual’s personalised learning logs.











Appendix				Booking an Educational visit 

Research trip/venue including dates and times



Complete a BLOG.



After the trip the evaluation must be completed and any completed first aid slips must be given to the office and a copy to the parents. 



Enjoy your visit 



You must ensure you have all permission slips back from every child. On the day of the trip you must take the school mobile, chn have numbers on stickers, all children’s emergency contact numbers, first aid information and equipment, volunteer’s emergency information, blank first aid slips, first aid kit

It is the responsibility of the teacher/teaching assistant to chase any outstanding permission slips.

All the paperwork will need to be signed off by the Educational Visits Co-Ordinator Deputy head teacher or the Head teacher at least 2 weeks prior to the visit

Complete the risk assessment on evolve, at least 2 weeks before the trip



The form is handed in to the office who will book the trip/put the date in the diary/calender/book coaches and send out letters. Please provide necessary information.



Fill in the Educational Visit form



Initial permission needs to be granted by Sara Shepherd 
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Behaviour Policy Principles

St Margaret’s at Hasbury CE Primary School (SMAHPS) is committed to creating an environment where exemplary behaviour is at the heart of productive learning. Everyone is expected to maintain the highest standards of personal conduct, to accept responsibility for their behaviour and encourage others to do the same. As members of our community, we adhere to the values of being: ‘Ready, Respectful and Safe.

At St Margaret’s we aim to:

· Create a culture of exceptionally good behaviuor: for learning, for community for life.

· Ensure that all learners are treated fairly, shown respect and to promote good relationships.

· Provide a safe, comfortable and caring environment where optimum learning takes place.

· Provide clear guidance for children, staff and parents of expected levels of behaviour.

· Use a consistent and calm approach.

· Ensure all adults take responsibility for managing behaviour and follow-up incidents personally.

· Ensure all adults use consistent language to promote positive behaviour.

· Use restorative approaches instead of punishments.

Purpose of the behaviour policy

To provide simple, practical procedures for staff and children that:

· Foster the belief that there are no ‘bad’ children, just ‘bad choices.’

· Encourage children to recognise that they can and should make ‘good’ choices.

· Recognise individual behavioural norms and respond appropriately.

· Promote self-esteem and self-discipline.

· Teach appropriate behaviour through positive intervention.

We recognise that each individual child is at a different stage of social learning. Only through a consistent approach to supporting their behaviour will we be able to achieve an environment in which children can learn and develop as caring and responsible people. 



The fair and consistent implementation of our Behaviour Policy is everyone’s responsibility











Our Core Beliefs: Be Ready, Be Respectful, Be Safe: (Paul Dix Chapter 1, 2 & 9)

Our school has three simple rules: ‘Be Ready, Be Respectful and Be Safe’. These rules are explicitly taught and modelled by all members of our school.

We believe that:

· Behaviour can change and every child can be successful;

· Positive, targeted praise is more likely to change behaviour than blaming and punishing;

· Reinforcing good behaviour helps children feel good about themselves;

· An effective reward system and celebrating success helps to further increase children’s self -esteem, enabling them to achieve even more;

· Understanding each child’s needs and their circumstances helps us to act in the fairest way possible for that child, at that moment;

· Visible consistency with visible kindness underpins everything we do;

· When the adults change, everything changes

Curriculum

Through our curriculum we aim to:

· Teach specific social skills e.g. sharing, turn taking, listening to each other, how to address people politely;

· Teach strategies for children to solve conflicts peacefully; 

· Teach specific co-operative and collaborative skills to enable children to work effectively as a member of a group; 

· Agree boundaries of acceptable behaviour with all pupils and regularly remind children of these; 

· Enable children to recognise, understand and respond to a range of feelings; 

· Develop vocabulary to enable children to express feelings verbally rather than physically; 

· Promote equal opportunities and instil a positive attitude towards differences; 

· Promote an ethos of peer support; 

· Ensure the atmosphere in the classroom environment is conducive to learning; 

· Ensure children are aware of the consequences of their words and actions towards themselves and others. 

Rewards and Sanctions:  (Paul Dix Chapter 3)

Rewards  - We notice, value and celebrate good behaviour. We particularly notice when children (and staff) go above and beyond what we expect. We reward this through positive recognition:

· Verbal acknowledgement 					  - Celebration Assembly

· Post card home	                                               - Stickers  

· Class mertis							  - Class rewards

Stepped Sanctions: (Paul Dix Chapter 4 & 7)

We understand that a common and consistent use of language around behaviour is essential in creating clear boundaries for learning how to behave. Adults should remain professional and calm at all times.
When behaviour is displayed that falls below our high expectations, we will follow the stepped process: 

		Reminder 

		Caution 

		Last chance

		Reset 

		Repair 



		A reminder of ‘ready, respectful, safe’. Delivered privately wherever possible. Repeated where reasonable adjustments are necessary. Take the initiative to keep things at this stage. 



		A clear verbal caution delivered privately wherever possible, making the student aware of their behaviour and clearly outline the consequences should they continue. Use ‘Think carefully about the next step’ 



		Speak to the student privately and give them a final opportunity to engage. Offer a positive choice and refer to previous examples of good behaviour. Ask child to stay behind for 2 minutes – this is not negotiable. 



		This is a short time outside the room or at the side of the field of play. It is a few minutes for the child to calm down, breath, look at the situation from a different perspective and compose themselves. 



		This might be a quick break time chat or a more formal restorative meeting. This step is essential and must happen without fail. 







Scripted Interventions (Appendix 3) (Paul Dix Chapter 6) 30 second intervention:

· Gentle approach, personal, non-threatening, side on, eye level or lower

· State the behaviour observed and which rule it contravenes

· Tell the learner the consequence, refer to previous good behaviour as a model

· Walk away from the learner, allow them time to decide what to do next. If there are comments, note them down to follow up later; 









· 



A 30 Second Script for the ‘last chance’ step; 

I noticed you are... (having trouble getting started/struggling to get going/wandering round the classroom)
It was the rule about....that you broke
You have chosen to... (move to the back/catch up with your work at home) 

Do you remember last week when you...(arrived on time every day/engaged brilliantly in that maths lesson)
That’s the person I need to see today
Thank you for listening. 















Should an adult feel, using their professional judgement, that a senior member of staff needs to be part of the repair conversation, then the following guidelines should be used: 

· Pupil is spoken to with the Deputy Headteacher or the Headteacher (usually in that order); 

· Parents may be contacted; 

· Parents may be called to school – if they are called then they must attend, even if the pupil has calmed down. 

If there are regular occurrences whereby behaviour is falling below what we would expect, then the following will take place: 

· SENCo: consider behaviour intervention and/or additional support. The team will refer to external agencies

· Begin monitoring to identify areas of concern /possible causes/appropriate targets; 

· Parents contacted by teacher to inform them that behaviour is a cause for concern. 

Responsibilities: (Paul Dix Chapter 10 & 5)

We expect all staff to: 

· Identify the behaviour we expect 

· Teach behaviour explicitly 

· Model the behaviour we are expecting 

· Practise excellent behaviour 

· Notice excellent behaviour 

· Create conditions for excellent behaviour 

· Be consistent 

· Be kind 

All staff will: 

· Meet and greet at the door 

· Refer to ‘Be Ready, Be Respectful, Be Safe’ 

· Model positive behaviours and build relationships 

· Plan lessons that engage, challenge and meet the needs of all pupils 

· Use a visible recognition mechanism throughout every lesson 

· Be calm and give ‘take up time’ when going through the steps. Prevent before sanctions 

· Follow up every time, retain ownership and engage in reflective dialogue with pupils 

· Never ignore or walk past pupils who are making poor choices– ask those involved if they need support; sometimes too many people can be overwhelming 

Leaders will: 

· Meet and greet pupils at the beginning of the day; 

· Be a visible presence around the site and especially at changeover time; 

· Celebrate staff, leaders and pupils whose effort goes above and beyond expectations; 

· Regularly share good practice; 

· Support middle leaders in managing pupils with more complex or entrenched negative behaviours; 

· Use behaviour data to target and assess school wide behaviour policy and practice; 

· Regularly review provision for pupils who fall beyond the range of written policies; 

· Be a daily visible presence around their corridor and the site, particularly at times of mass movement. 

These are the visible behaviours exhibited by staff which are consistent and can be expected by children. Through these consistencies, adults will build respectful relationships with pupils. 

Staff will be calm, consistent and fair in their treatment of children, parents and colleagues. Adults in school will avoid shouting at children or becoming emotionally charged. They will model self-control through their calm approach and will deal with individuals fairly. 

Staff will ‘pay first attention to the best conduct’ and will endeavour to catch children ‘doing the right thing’, in order to praise and recognise desired behaviours. This encourages children to be role models and makes expectations on behaviour clear for all. 

Relentless Routines: (Paul Dix Chapter 1 & 8)

These routines, consistently seen and heard around school, will ensure all pupils are clear about the behaviour expectations of all adults. 

· All adults will meet and greet pupils at the beginning of the day – there will be an adult at the door of every classroom to meet our pupils; 

· Pupils and adults will be expected to demonstrate pride and a high level of expectation when moving around school. Pupils and adults will adhere to agreed dress codes and ensure that they are well presented before walking to Collective Worship, for example. 

· When adults in school require the full attention of a class or group of children, they will count down from 5 and use key phrases such as ‘eyes on me’. Pupils are taught to stop what they are doing, turn to face the adult and be ready to listen. This ensures a quiet and calm classroom where the teacher can address pupils at the same time. 

· All adults and children will follow ‘Fantastic Walking’ (Appendix 1) throughout the school site – at all times. 

Support with Behaviour 

It is important for pupils to recognise their emotions and outcomes and learn to self-regulate their own emotions and behaviours. They need to recognise when they are upset or bored or perhaps just avoiding work and understand how their behaviour affects others. It is powerful when pupils discover how to manage their own behaviour and emotions rather than having an adult direct it for them. We teach pupils good coping and regulation strategies so that they can help themselves when they experience emotions such as anxiety or stress; tools which will support them in later life. 

Visual Timetables 

All classrooms at St Margaret’s Primary School have a prominent, interactive class visual timetable that is referred to throughout the school day. It is an important teaching tool, helping to: 

· Develop memory and recall skills. Seeing the structure of the day can help with memory skills for pupils who think better in pictures than in verbal language 

· Teach organisation and independence skills. Pupils self-check what they should be doing and where they should be 

· Reduce challenging behaviours. Pupils learn to navigate their day by showing lessons, calm or choice times, sensory breaks, and home time. This helps to reduce stress and anxiety. 

Some Pupils may also need individual timetables to refer to and/or Now and Next boards. 

SEMH Pathways

Additional support for children with social, emotional and mental health difficulties may require further support throughout the day. They may need a more individualised visual timetable or an individualised curriculum. They may benefit from the use of a task management board to enable them to visualise what is coming next to support with transitions. School may feel it is beneficial to share social stories with children and their families to support with transitions or to liaise with parents to use transitional objects. The use of nurture activities and the support of a key adult may be organised. 

Reduced Timetables

(SMAHPS) takes its statutory duty to provide full time education for all pupils according to their age, aptitude and ability, taking into account any special needs seriously. However, in very exceptional circumstances there may be a need for a temporary reduction in educational provision to meet a child’s individual needs. A reduced educational provision is not treated as a long-term solution nor is it used as a sanction or as a behavioural management took. 

When might a reduced educational provision be considered?

A reduced educational provision is only put in place in exceptional circumstances, where every other avenue to ensure a child receives their full-time education has been exhausted. The exceptional circumstances are likely to be:

1. as part of a planned re-integration into school following an extended period out of school due to exclusion, non-attendance, school refusal or to facilitate a managed transfer between schools.



2. as a temporary intervention to address and manage the impact of significantly challenging behaviour or emotional or social needs, whilst alternative arrangements are being made to meet the individual needs or to co-ordinate with therapeutic intervention or other services. 



3.  put in place as a method of managing pupils at risk of exclusion. The agreement will have a time limit by which point the pupil is expected to attend full-time or be provided with alternative provision. 

At (SMAHPS) we will:  

· only introduce a reduced timetable as part of a planned strategy that Is taken in the best interests of the child and attracts the understanding, approval and written agreement of parents/carers or in the case of a Looked After Child, the allocated social worker;

· only introduce a reduced timetable with the principal purpose being the successful reinstatement of the child’s full-time school attendance, re-integration and inclusion;

· provide appropriate work for the child when not in school which is reviewed and relevant feedback provided where appropriate;

· liaise with parents/carers to identify the purpose of a reduced timetable, clear time limits, with a clear target of resuming full-time attendance, preferably over a period in which the time in school increases steadily and incrementally. However, it may be that the amount of time in school cannot be increased incrementally initially but rather the expectations of the child whilst in school changes, depending on individual needs. Parents/carers will be asked sign to confirm they are in agreement with the reduced timetable. 

Unacceptable/Extreme Behaviours 

Some children exhibit particular behaviours based on adverse childhood experiences (ACEs) and family circumstances. As a school, we recognise that their behaviour is their way of communicating their emotions. We also understand that for many children they need to feel a level of safety before they exhibit extreme behaviours. Where possible, we use our most skilful staff to build relationships with each individual child and identify the level of support needed by the pupil and put this provision in place.

Unacceptable Behaviours 

Occasionally, some children may behave in an extreme way which is out of character for them. Unacceptable behaviours may be expedited through our system of Stepped Sanctions in order to be dealt with more quickly by a member of SLT. If this occurs, a focussed meeting involving SLT and the staff members will be arranged to discuss what happened. However, it is important to maintain that all adults can deal with these types of behaviour. 

Unacceptable behaviours may include: 

· Physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical harm (this may include an online element which facilities threatens and/or encourages physical abuse).

· Persistent taunting, teasing and bullying behaviour (including cyberbullying, prejudice- based and discriminatory bullying).

· Sexual harassment, such as sexual comments, remarks, jokes, which may be standalone or part of a broader pattern of abuse.

· Stealing; 

· Spitting; 

· Swearing; 

· Persistent disrupting learning. 

Inappropriate behaviours between peers will always be challenged. It is unacceptable to downplay certain behaviours, as ‘just banter’, ‘having a laugh’, ‘part if growing up’ or ‘boys will be boys’. This can lead to a culture of unacceptable behaviour, an unsafe environment for children and in worst case scenarios a culture that normalises abuse leading o children accepting it as normal and not coming forward to report it. (KCSIE 2021, para. 46- 50)

Extreme Behaviour 

When dealing with an episode of extreme behaviour, a pupil may need to be positively handled if either themselves or another person is unsafe. This will only be used as a last resort and by experienced, trained staff only. The school will record all incidents of extreme behaviour on CPOMS. 

Physical Attacks on Adults 

We take incidents of violence toward staff very seriously. We also understand that staff are the adults in the situation and can use a ‘common sense’ approach to keep themselves and the child safe to manage the situation effectively. Staff can use ‘reasonable measures’ to protect themselves and should call for additional support if needed. 

Staff who defend themselves will have the full support of the Senior Leadership Team and the Local Governing Body, as long as their actions are in line with our policy and do not use excessive force. Only staff who have been trained in Positive Handling should hold or guide a child unless there is an immediate risk to that child or another person. 

All staff should report incidents directly to the Headteacher and should be recorded on CPOMS. We appreciate these incidents can also cause distress for the adults involved, therefore all staff are entitled to take some time away from the classroom to recover. 

Parents will be informed when a child has had to be positively handled. 

Whilst incidences of violence towards staff are wholly unacceptable, we must remember that we are a nurturing school that values each child under our care. It is important for us as adults, to reflect on the situation and learn from our actions. Children who attack adults may so this for several reasons but, as adults, we still needed to show compassion and care for the child. Exclusions will only happen once we have explored all avenues of support and have created a plan around a child and are sure that the situation was de-escalated and could not have been prevented.

Recording Behaviour Incidents

Day to day classroom management

· Reminder, Caution, Time out, Repair

· If it gets to Time Out stage, a reflective conversation should take place, once the child is calm.

· This will be recorded on CPOMs

Persistent Behaviour 

Persistent behaviour will be identified through monitoring the recording of the behaviour incidents. The SLT will make a decision as to what support and intervention needs to be put into place to support the pupil further. This may be through the implementation of an Individual Behaviour Plan (IBP), establishing a Parenting Contact or a referral to the SENDCo with a view to placing the pupil in the SEND register and putting extra support and intervention in place, including the involvement of relevant outside agencies and/or a risk reduction assessment may be undertaken.

Exclusion (Fixed Term & Permanent) 

Exclusion is an extreme step and will only be taken in cases where: 

· Long-term or repeated misbehaviour that is not responding to strategies in place, where there is a serious breach of the school’s behaviour policy and the safety and learning of others is being seriously hindered. The pupil may be considered to have SEN and the procedures for meeting those needs are set out in our SEND Policy; 

· The risk to staff and other children is too high; 

· The impact on staff, children and learning is too high. 

Permanent exclusion will always be a last resort and the school will endeavour to work with the family to complete a managed move to a more suitable setting, where possible. In all instances, what is best for the child will be at the heart of all decisions making processes. 

The Role of the Parent 

Active parental involvement is welcomed, appreciated and deliberately encouraged in order to: 

· Ensure that children attend school regularly, arriving on time, alert and ready for the tasks ahead and are collected, promptly, at the end of the day;

· Understand and reinforce the school language as much as possible;

· Share in the concern about standards of behaviour generally;

· Support the work of the school as staff seek to support the whole family. 

We will always aim to contact parents quickly when there are concerns about deteriorating levels of acceptable behaviour. However, staff will not routinely contact or inform parents of minor behaviour issues. 

Beyond the School Gate

Whilst this behaviour policy refers mainly to the behaviours of pupils within school premises, the school reserve the right to discipline beyond the school gate.

Our policy covers any inappropriate behaviour when children are:

· taking part in any school organised or school related activity

· travelling to or from school

· wearing school uniform

· in some way identifiable as a pupil from our school

· posing a threat to another pupil or member of the public

· adversely affect the reputation of the school

In the incidences above, the Headteacher may notify the police of any actions taken against a pupil. If the behaviour is criminal or causes threat to a member of the public, the police will always be informed.

Out of School Behaviour

The school is committed to ensuring pupils act as positive ambassadors. Taking this into account, we expect the following:

· Good behaviour on educational visits or during learning opportunities in other schools

· Positive behaviour which does not threaten the health, safety or welfare of our pupils, staff, volunteers or members of the public.

· Reassurance to members of the public about school care and control over pupils in order to protect the reputation of the school.

· Protection for individual staff and pupils from harmful conduct by pupils of the school when not on the school site.

Application and scope of this policy

This behaviour policy is applicable to our entire school community and will only be effective if everyone is empowered to use it with confidence and consistency. There may be occasions when special rules need to be applied, e.g. in the dining room, at play and lunch times or when off site, etc. but the same principles of promoting good behaviour will always apply. 





Monitoring and Evaluation

The school’s Senior Leadership Team will monitor the effectiveness of the policy at least once a year and report back to the Governing Board. The Senior Leadership Team will also monitor the visible consistencies around the school and the use of language and personal follow- up. Records will be kept by the Senior Leadership Team and in order to monitor and evaluate any changes brought about by the policy.

All concerned parties will be kept informed of any review and action that will need to be taken.







































Appendix 1 

Fantastic walking/movement in and around school 

· Pupils are taught to walk around the school with a sense of pride. Our routine of Fantastic Walking is: walk tall, head up, chin up, chest out with a purposeful stride and hands behind their back. 

· All movement in and around school should be purposeful. 

· Pupils following the expected routine should always be recognised with a response such as: ‘Thank you’ or ‘That’s Right.

· Pupils not behaving appropriately should be encouraged to do so with a scripted response: ‘You know the rule for walking around school. This is how we do it here. Fantastic Walking. Thank you for listening.’ 

· If the pupil responds positively, this should be recognised with a positive comment.: ‘There you are, you can walk sensibly. Well done!’ 

· Pupils observed behaving appropriately, politely and considerately, i.e. holding doors, lining up quietly etc, should be thanked, praised or rewarded.

Movement around school - suggested procedures for large groups 

· Call the group together 

· Give out any instructions and set expectations. 

· Make sure all pupils are settled before setting off 

· Use set points to walk to and wait i.e. corners, doors etc. 

· Encourage a pupil to hold the door for others to pass through 

· Walk on the left-hand side of the corridor 

· Think about your own position to allow maximum supervision of your group as they move around i.e. stand at corners, foot of steps etc. 

Movement around school - suggested procedures for individual children 

· Choose appropriate individuals for messages 

· Make sure messengers know that they can enter any classroom 

· Encourage the use of good manners, e.g. wait until a teacher is ready to respond, use of please and thank-you. 

· Remind the messengers or those showing work what is expected of them as they move around the school. Ensure that they do know where they are going. 













Appendix 2 

Reparation Meeting 

· A reparation meeting with the teacher and pupil should take no longer than 5 minutes and cannot be delegated to a colleague. 

· It isn't a prelude to the learner apologising. It should be a genuine conversation that re-chalks the lines of acceptable behaviour and repairs damage. 

· The meeting is to discuss the poor behaviour or incident: not the child’s character. The discussion is structured to address what happened, reinforce expectations and reset behaviours for the next lesson. 

· Reparation will not give the adult the instant satisfaction that comes from punishment. It will give a platform to build relationships that change and improve behaviour for the long term. 

A good reparation meeting is often structured in 5 steps. Choose from: 

o What happened?
o What have you thought since?
o How did this make people feel?
o Who has been affected?
o How have they been affected?
o What should we do to put things right?
o How can we do things differently in the future? 

If pupils clam up: 

o Ok, imagine if there were...
o 1-10 how angry were you?
o I can see that you aren’t quite ready to talk... 



Behaviour follow up is everything!















Appendix 3 

Intervention Scripts - Effective 30 Second Interventions 

1. Gentle approach, personal, non-threatening, side on, eye level or lower 

2. State the behaviour that was observed and which rule/expectation/routine it contravenes 

3. Tell the learner what the sanction is. Immediately refer to previous good behaviour/learning as a model for the desired behaviour 

4. Walk away; allow them time to decide what to do next. If there are comments as you walk away, write them down and follow up later 

5. Look around the room with a view to catch somebody following the rules 

How to communicate a difficult message, softly: 

· Remind the learner of their previous good behaviour 

· Challenge their negative internal monologue ‘You can do this, keep trying’

· Thank the child for listening 

· Position yourself lower than eye level or side on if you are standing; don’t demand sustained eye contact 

· Use a soft, disappointed tone 

· Remind yourself that the sanction is a consequence not personal retribution 

· Walk away as soon you have finished speaking 

Refocusing the Conversation 

When learners try to argue, shift the blame, or divert the conversation you can calmly and gently repeat the line you have been interrupted in. This encourages the learner to realise that you will not be diverted from the conversation you are leading. 

The more calmly assertive you are in delivering this repeat the more effective it will be. 

Try slowing down the request the second time you repeat it and using gentle eye contact to reinforce. 

















Appendix 4

A Model of Positivity 

· Smile! 

· Convince your class that there is no place that you would rather be 

· Find out what makes a learner feel important, valued, like they belong

· Reward learners for going ‘above and beyond’ expectations, not simply meeting them 

· Let children lead learning, share responsibility, delegate jobs 

· Mark moments with sincere, private verbal praise 

· Write down your praise and reinforcement; mark the moment and ‘anchor’ the behaviour 

· Show learners their ideas and experiences have real value 

· Ensure your mechanism for positive referrals is individualised 

· Catch learners doing the right thing 

· Use subtle, private praise and reinforcement

· Differentiate the way you celebrate achievement – not everyone wants to feel famous but everyone wants to feel important 

· Class displays and classroom environments that scream high expectations 

· Make learners feel important for the behaviours that they can show and not for the behaviours that they can’t 

Appendix 5 

Habits of Adults who Manage Behaviour Well: 

· They meet and greet 

· They persistently catch individuals doing the right thing 

· They teach the behaviours that they want to see 

· They teach learners how they would like to be treated 

· They reinforce conduct/attitudes that are appropriate to context

· They agree rules/routines/expectations with their class and consistently apply them with positive and negative consequences 

· They sustain a passion for the curriculum that breaks through the limiting self-belief of some learners 

· They relentlessly work to build mutual trust even when trust is broken, time is wasted and promises are not kept. They refuse to give up. 

· They keep their emotion for when it is most appreciated by the learners 











Appendix 6

		Our Rules

		Visible Consistencies

		Over and Above Recognition



		1. Be Ready

Try and listen to instructions



2. Be Respectful

Try to use kind words



3. Be Safe

Try to keep hands and feet to yourself

		1. Daily meet and greet

2. Persistently catching children doing the right thing

3. Picking up on children who are failing to meet expectations

4. Accompanying children to the gate at the end of every day

5. Praising in public (PIP), Reprimanding in private (RIP)

6. Consistent language

		1. Certificates

2. Stickers

3. Phone call/text home

4. Verbal praise

5. Notes home

6. SLT  praise

7. Class merits

8. Show work to another adults

9. Visit to HT









		Stepped Boundaries - Gentle Approach, use child’s name, child level, eye contact, deliver message



		1. Reminder

		I noticed you chose to …… (noticed behaviour)

This is a REMINDER that we need to be (Ready, Respectful, Safe) refer rule to value

You now have the chance to make a better choice

Thank you for listening

Example - ‘I notice that you’re running. You are breaking our school rule of being safe. Please walk. Thank you for listening.’



		2. Caution

		I noticed you chose to …… (noticed behaviour)

This is the second time I have spoken to you.

You need to speak to me for two minutes after the lesson.

If you choose to break the rules again you will leave me no choice but to ask you to, (work at another table / go to the quiet area etc ………….) (learner's name),

Do you remember when ………………………………………. (model of previous good behaviour)? That is the behaviourI expect from you. Think carefully. I know that you can make good choices Thank you for listening / I’m glad we had this conversation

Example - ‘I have noticed you are not ready to do your work. You are breaking the school rule of being ready. You have now chosen to catch up with your work at playtime. Do you remember that yesterday you started your work straight away and got it finished? That is what I need to see today. Thank you for listening.’



		3. Last chance

		I noticed you chose to …… (noticed behaviour)

You need to………….(Go to quiet area / Go to another table)

Playground: You need to ………….(Stand by other staff member/ me / Sit on the picnic bench/ 

I will speak to you in two minutes

Example - ‘I have noticed you chose to use rude words. You are breaking the school rule of being respectful. You have now chosen to go and sit in the quiet area. I will come and speak to you in two minutes. Thank you for listening.’ 

*DO NOT describe child’s behaviour to other adults in front of the child*



		4. Reset



		Time for calming. Breathing to relax. Inhale for a count of 4, hold for a count of 7 and exhale for a count of 8

Think about the situation from different prosepctives.



		5. Repair

		What happened? (Neutral, dispassionate language.)

What were you feeling at the time?

What have you felt since?

How did this make people feel?

Who has been affected? What should we do to put things right? How can we do things differently?



		*Remember it’s not the severity of the sanction, it’s the certainty that this follow up will take place that is important.





Appendix 7

Daily Check in/out Question ideas 

What could you do to make your table happier today?
What would you like to change to make your table happier today?
How can you support each other so you have a lovely day?
What could you do today to improve your work?
What could you do today to show you are “ready” to learn throughout the day?
What could you do today to show you are showing respect?
What could you do today to show you are being “safe” during the day?
What could you do today that shows you are being respectful to others when moving around the school?
What could you do today that shows you are being safe when moving around the school including the playground?
What is your favourite thing about school?
How could you help someone else today?
If you could be the teacher today what quality do you have that the class would enjoy?
What has been your favourite thing we have learned about in Year 5?
If you could pick any celebrity dead or alive to be your headteacher who would you pick and why?
If you were prime minister what would the first thing you would do or change?
What is your favourite subject and why?
If you could be a piece of stationary what would you be and why?
If I gave you a £1000 to spend on something for school what would you pick?
If the school could get a pet animal what animal would you pick and why?
If you go anywhere in the world where would you go and why?
What could you do today to make someone on your table have a nice day?
What could you do to find out something new about someone else in class today?
How could you support others on your table?
How could you check on someone today and ask them if they are okay?
How could you support your children and staff during play/ lunch to help make it fun and safe?
What could you do to show kindness to a member of school staff today?
What could you do today to support our environment?
What could you do today to show kindness to someone on your table today?
What could you do today to show kindness to the person next to you in the circle during the day? What could you do to learn something new that you didn’t know before today about the person next to you?
If you had no ball games on the playground what would you like to do at afternoon break instead? What could you do today to learn about a new emotion?
What could you do today to learn about a new job you didn’t know about? 
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Description automatically generated]Good behaviour emanates from a stimulating and exciting curriculum.  St Margaret’s at Hasbury CE Primary School acknowledges the need for clear behaviour procedures in order to sustain consistent approaches from all staff. The following routines must be the cogs, the consistencies that all staff adhere to in order to maintain a happy, caring and safe learning environment. Children should be reminded of classroom practice by positive correction.

All adults will:

· Meet and greet all learners with a smile

· Have a calm demeanour, demonstrating calm and consistent adult behaviour

· Use countdown in order to get the class ready for instruction 

· Set the class to work (use TROGS)

· Time and task. Give the time/deadline before the task.

· Resources – what do individuals/groups need for the task?

· Outcomes – what do you want to see at the end of the time/session, or what is the success criteria or expected outcome agreed with the class?

· Grouping – individual work in silence, paired work, groups, seating arrangements etc.

· Stop signal – a reminder that you will use the countdown when you want to speak to them as a class.

Children receive individual rewards such as praise, stickers and house points for high effort and positive demonstrations of the school’s Christian values and school rules. The class also receives class merits. These can be given by any adult when children show unity, follow the school rules and are active roles models for(SMAHPS)  . Once the class reaches 100 merits they receive their class award (agreed on prior to starting the count to 100, pizza party, extra play, dvd session etc).

Children are also rewarded at lunchtime, by lunchtime supervisors. Children are rewarded with stickers, certificates, ‘ask what I have done today’ slips. Children are thanked in a special assembly.

Where children are not following instruction or are disrupting learning they will be given the opportunity to reflect and correct their behaviour through the stages listed below. 

1. Reminder: of the 3 simple rules of Be Ready, Be Respectful, Be Safe; 

2. Caution: clear 30 second scripted intervention, delivered privately, making the pupil aware of their behaviour and clear communication of the consequences if they continue - see below; 

3. Time out: short time during break time for a few minutes to calm down, get different perspective 

4. Repair: may be a quick chat at break time or a more formal meeting (Appendix 2). 

Stage 1 (Reminder and Caution)

Reminder of the 3 simple rules of Be Ready, Be Respectful, Be Safe. Children can receive up to 2 verbal warnings. It is important children are reprimanded in private, a subtle, clear message (scripted intervention) 

Stage 2 (Time Out and Repair)

If after 2 warnings the child has not corrected their behaviour the child will miss 5 minutes of their playtime. EYFS children are to be seated in a reflection space. A dialogue with parents must take place and CPOMs updated.

Chat a breaktime/lunchtime or a more formal meeting 

Stage 3 (internal/external fixed term exclusion)

Children will reach stage 3 if they:

Are verbally abusive towards a child/ adult                 

Physically harm a child/ adult                      

Damage school property with intent

Use racial incidents (adult has investigated the incident and is sure it is racial)

Use homophobic incidents (adult has investigated the incident and is sure it is homophobic)

Use offensive/foul language towards a child/adult, in a manner which is abusive.

Fail to calm down repeat defiance/rudeness to staff.

HT/DHT will meet with parents to discuss the behaviour, discuss expectations, ensure understanding of the expected behaviours and discuss what support school has already put in place and what will be put in place to further support the child. At this point it might be felt that the child needs to go on a behaviour plan issued by HT/DHT in consultation with the SENCo or Inclusion Manager.

Possible endorsements for stage 3 will be one of the following:

Break time reflection/reflectionsRemoval from class for half a day

A days exclusion from school 





Lunchtime reflection/reflections

Removal from class for a session
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Appendix  - POSITIVE HANDLING PLAN 









		Child’s Name:

		Date of Plan: 

		Review Date:



		What does the behaviour look like?



		Stage 1 Anxiety Behaviours

		Stage 2 Defensive Behaviours

		Stage 3 Crisis Behaviours



		

		

		

		



		

		

		



		What are common triggers?





		De-escalation skills



		Skill 

		try

		avoid

		Notes



		Verbal advice and support

		

		

		



		Giving space

		

		

		



		Reassurance

		

		

		



		Controlled choices

		

		

		



		Humour

		

		

		



		Logical consequences

		

		

		



		Planned ignoring

		

		

		



		Time-out

		

		

		



		Removing audience

		

		

		



		Transfer adult

		

		

		



		Success reminded

		

		

		



		Supportive touch

		

		

		



		Listening 

		

		

		



		Others

		

		

		



		Diversions and distractions
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		Any medical conditions to be taken into account before using Physical interventions?



		De-escalation skills



		Intermediate

		try

		avoid

		Notes



		Friendly escort

		

		

		



		Caring C Guide

		

		

		



		Single elbow

		

		

		



		Double elbow

		

		

		



		Other

		

		

		



		Who has been informed/Where has the incident been recorded?



		



		Stage 4 Follow Up (Only after Stage 3 Crisis Behaviour). Ensure a  SERIOUS INCIDENT REPORT has been completed.



		Teacher:

		



		Parent/Carer:

		



		Student:

		



		Educational Psychologist:

		



		Social Service (if applicable):

		



		Headteacher:
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Key Points



1. Definitions



Reasonable force’ - actions involving a degree of physical contact with pupils; it can be used to



Prevent pupils from hurting themselves or others, damaging property, or causing disorder

‘Force’ can mean guiding a pupil to safety, breaking up a fight, or restraining a student to prevent



violence or injury

‘Reasonable in the circumstances’ means using no more force than is needed



‘Control’ is either passive – e.g. standing between pupils, or active e.g. leading a pupil by the arm



out of a classroom

‘Restraint’ means to hold back physically or to bring a pupil under control



2. The Legal Position 

Who can use reasonable force?



All members of school staff have a legal power to use reasonable force, and it can apply to other adults, e.g. unpaid volunteers or parents accompanying children on a school trip.



Staff should use their professional judgement of each situation to make a decision to physically intervene or not.



Staff should avoid causing injury, pain or humiliation, but in some cases it may not be possible. Schools do not require parental consent to use force on a pupil.



3. When can physical force be used?



Schools can use reasonable force to:



Remove disruptive pupils if they have refused to follow an instruction to leave

Prevent a pupil:



· who disrupts a school event, trip or visit

· leaving the classroom where this would risk their safety or disrupt others

· from attacking someone

Restrain a pupil at risk of harming themselves through physical outbursts





Schools cannot use force as a punishment – this is always unlawful.



The school will record all serious behaviour incidents and any restraints on CPOMs 
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		Appendix B: guidance and advice documents 


Mental Health and Behaviour in Schools – departmental advice for school staff. Department for Education (2014)


Counselling in schools : a blueprint for the future – departmental advice for school staff and counsellors. Department for Education (2015) 

Teacher guidance : preparing to teach about mental health and emotional wellbeing (2015) – PSHE Association. Funded by the Department for Education (2015)


Keeping children safe in education – statutory guidance for schools and colleges. Department for Education (2014) 

Supporting children at school with medical conditions – statutory guidance for governing bodies of maintained schools and proprietors of academies in England. Department for Education (2014). 

Healthy child programme from 5 to 19 years old – recommended framework of universal and progressive services for children and young people to promote optimal health and wellbeing. Department of health (2015). 

Future in mind – promoting, protecting and improving our children and young people’s mental health and wellbeing – a report produced by the Children and Young People’s Mental Health and Wellbeing Taskforce to examine how to improve mental health services for children and young people. Department of Health (2015) 

NICE guidance on social and emotional welding in early years.
NICE guidance on social and emotional welding in primary education.
What works in promoting social and emotional wellbeing and responding to mental health problems in schools? Advice for schools and framework document written by Professor Katherine Weare. National Children’s Bureau (2015) 

Appendix C: data sources 


Children and young people’s mental health and wellbeing profiling tool collates and analyses a wide range of publically available data on risk, prevalence and detail (including cost data) on those services that support children with, or vulnerable to, mental illness. It enables benchmarking of data between areas. 

ChiMat school health hub provides access to resources relating to the commissioning and delivery of health services for school children and young people and its associated good practice, including the new service offer for school nursing.
Health behaviour of school age children is an international cross-sectional study that takes place in 43 countries and is concerned with the determinants of young people’s health and wellbeing. 

Appendix D: Sources or support at school 


School based support – please speak to S Shepherd or M Stokes for a full range of support available for students. This may include: 

· Nurture group 

· ME time 

· Key worker 

Appendix E: Talking to students when they make mental health disclosures. 

The advice below is from students themselves, in their own words, together with some additional ideas to help you in initial conversations with students when they disclose mental health concerns. This advice should be considered alongside relevant school policies on pastoral care and child protection and discussed with relevant colleagues as appropriate. 

Focus on listening 


“She listened, and I mean REALLY listened. She didn’t interrupt me or ask me to explain myself or anything, she just let me talk and talk and talk. I had been unsure about talking to anyone but I knew quite quickly that I’d chosen the right person to talk to and that it would be a turning point.” 

If a student has come to you, it’s because they trust you and feel a need to share their difficulties with someone. Let them talk. Ask occasional questions if you need to in order to encourage them to keep exploring their feelings and opening up to you. Just letting them pour out what they’re thinking will make a huge difference and marks a huge first step in recovery. Up until now they may not have admitted even to themselves that there is a problem. 

Don’t talk too much 


“Sometimes it’s hard to explain what’s going on in my head – it doesn’t make a lot of sense and I’ve kind of gotten used to keeping myself to myself. But just ‘cos I’m struggling to find the right words doesn’t mean you should help me. Just keep quiet. I will get there in the end.” 


The student should be talking at least three quarters of the time. If that’s not the case, then you need to redress the balance. You are here to listen, not to talk. Sometimes the conversation may lapse into silence. Try not to give in to the urge to fill the gap, but rather wait until the student does so. This can often lead to them exploring their feelings more deeply. Of course, you should interject occasionally, perhaps with questions to the student to explore certain topics they’ve touched on more deeply, or to show that you understand and are supportive. Don’t feel an urge to over-analyse the situation or try to offer answers. This all comes later. For now, your role is simply one of supportive listener. So, make sure you’re listening. 

“I think that all teachers got taught on a course somewhere to say ‘I understand how that my feel’ the moment you open up. YOU DON’T – don’t even pretend to, it’s not helpful, it’s insulting.” 


The concept of a mental health difficulty such as an eating disorder or obsessive compulsive disorder (OCD) can seem completely alien if you’ve never experienced these difficulties first hand. You may find yourself wondering why on earth someone would do these things to themselves, but don’t explore those feelings with the sufferer. Instead listen hard to what they’re saying and encourage them to talk to you and you’ll slowly start to understand what steps they might be ready to take in order to start making some changes. 

Don’t be afraid to make eye contact 


“She was so disgusted that she couldn’t bear to look at me.” 


It’s important to try to maintain a natural level of eye contact (even if you have to think very hard about doing so and it doesn’t feel natural to you at all). If you make too much eye contact, the pupil may interpret this as you staring at them. They may think that you are horrified about what they are saying or think that are a ‘freak’. On the other hand, if you don’t make eye contact at all then a pupil may interpret this as you being disgusted by them – to the extent that you can’t bring yourself to look at them. Making an effort to maintain natural eye contact will convey a very positive message to the pupil. 

Offer support 


“I was worried how she’d react, but my mum just listened then said ‘How can I support you?’ – no one had asked me that before and it made me realise she cared. Between us we thought of some really practical things she could do to help me stop self-harming.’ 


Never leave this kind of conversation without agreeing next steps. These will be informed by your conversations with appropriate colleagues and school’s policies on such issues. Whatever happens, you should have some form of next steps to carry out after the conversation because this will help the student to realise that you’re working with them to move things forward. 

Acknowledge how hard it is to discuss these issues 


“Talking about bingeing for the first time was the hardest thing I ever did. When I was done talking, my teacher looked me in the eye and said, ‘that must have been really tough’ – he was right, it was, but it meant so much that he realised what a big deal it was for me.” 


It can take a young person weeks or even months to admit that they have a problem to themselves, let alone share that with anyone else. If a pupil chooses to confide in you, you should feel proud and privileged that they have such a high level of trust in you. Acknowledging both how brave they have been, and how glad you are they chose to speak to you, conveys a positive message of support to them. 

Don’t assume that an apparently negative response is actually a negative response 


“The anorexic voice in my head was telling me to push help away so I was saying no. But there was a tiny part of me that wanted to get better. I just couldn’t say it out loud or else I’d have to punish myself.” 


Despite the fact that a pupil has confidence in you, and may even express a desire to get on top of their illness, that doesn’t mean that they’ll readily accept help. The illness may ensure they resist any form of help for as long as they possibly can. Don’t be offended or upset if your offers of help are met with anger, indifference or insolence, it’s the illness talking, not the pupil. 

Never break your promises 


“Whatever you say you’ll do after you have to do or else the trust we’ve built in you will be smashed to smithereens. And never lie. Just be honest. If you’re going to tell someone just be upfront about it, we can handle that, what we can’t handle is having our trusts broken.” 


Above all else, a pupil wants to know that they can trust you. That means if they want you to keep their issues confidential and you can’t then you must be honest. Explain that, whilst you can’t keep it secret, you can ensure that it is handled within the school’s policy of confidentiality and that only those who need to know about it in order to help will know about the situation. You can also be honest about the fact that you don’t have all the answers or aren’t sure exactly what will happen next. Consider yourself the pupil’s ally rather than their saviour and think about which next steps you can take together, always ensuring you follow relevant policies and consult appropriate colleagues. 
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