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The Recruitment Process

The Recruitment Process Flowchart

Step 1 - Getting Ready to Recruit Step 2 - Recruiting
Reviewing the Vacancy « Preparing the Application Pack
Convening the Selection Panel Advertising the Viacancy
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Deciding on Selection Declaration of Criminal Convictions
Wethods. T

Step 3 - Selecting

« Pre Employment Checks including
employment history, qualifications,
identity etc

« Taking up references

« Preparing for interview and
interviewing

« Offers of employment

Step 4 - Off to a good start
« Completing the
recruitment Process
« Induction

Introduction

Safer practice in recruitment requires people to consider a range of issues to do with child
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Section 1:
Safeguarding Pupils Policy
Northbourne CE (A) Primary School recognises its responsibility for Safeguarding and Child Protection.

This policy applies to all staff, governors and volunteers working in school and focuses on 5 main elements:
• Staff recruitment and selection – ensuring that all staff (including volunteers) who have unsupervised access to children have been appropriately checked for their suitability through the CRB procedure. 

• Raising awareness of child protection issues and equipping children with the skills needed to keep them safe. 

• Developing and implementing procedures for identifying and reporting cases, or suspected cases, of abuse. 

• Supporting children who have been abused in accordance with his/her child protection plan. 

• Establishing a safe and nurturing environment free from discrimination or bullying where children can learn and develop happily. 

1.1 Responsibilities of school staff

We recognise that because of the day-to-day contact with children, school staff are ideally placed to observe the outward signs of abuse and staff in school will therefore: 

• Report any inappropriate behaviour / activities to the designated staff member. 

• Establish and maintain an environment where children feel secure, encouraged to talk and are listened to. 

• Ensure that children know that they can approach any of the adults in school if they are worried and they will receive a consistent supportive response. 

• Include in the curriculum opportunities for children to develop the skills they need to recognise and stay safe from abuse. 

1.2 Actions which the school will take
Staff in Northbourne CE (A) Primary School will follow the Oxfordshire Safeguarding Children Board (OSCB) Procedures in all cases of abuse, or suspected abuse.  This means we will: 

• Ensure that we have a designated teacher for child protection (and inform the Safeguarding Team Administrator when this changes, on 01865 810515).  At Northbourne, the designated teachers are Mary Burr and Paul Shaughnessy.
• Ensure that the designated teacher receives specialist safeguarding training (refreshed every 2 years) and that this training is disseminated to all other staff in the school (refreshed every 3 years). 
• Ensure that new staff have read the safeguarding policies and procedures for the school and know who the designated member of staff is, including how to contact them and know what to do if they have concerns.

• Ensure that the governors at Northbourne are aware of their responsibility to safeguard the welfare of pupils in the school. 

• Ensure that every member of staff, including volunteers and governors, knows who the designated teacher is and where to find them to pass on information or concerns.  

• Ensure that all staff and volunteers understand their responsibilities in being alert to, and acting appropriately in, cases of abuse or suspected abuse. 

• Ensure that parents understand the school’s responsibilities in relation to child protection by setting out these obligations in the school prospectus, and that the policy is made available to parents on request. 

• Inform the duty social worker at the Assessment Team if a pupil who is subject to a Child Protection Plan, has unexplained absence of more than 2 days. 

• Establish and maintain links with relevant agencies and co-operate as required with enquiries of a child protection nature. 

• Ensure that, where possible, appropriate staff attend case conferences and core groups concerning children enrolled in the school. Where this is not possible, a written report will be prepared and sent to the conference.
• Keep accurate written records of concerns on children even where referral is not appropriate immediately. 

• Ensure that all child protection records are kept secure and confidential, and separate from the main pupil file. 

• Ensure that all staff/volunteers are selected and recruited by going through appropriate checks. Safer Recruitment Training can be accessed at: http://www.cwdcouncil.org.uk/safeguarding/safer-recruitment
• Ensure that all staff, governors and volunteers understand that there is a procedure to be followed in dealing with child protection allegations made against teaching and non-teaching staff. This procedure must be followed on all occasions. All staff should be made aware of this process and how this process differs from other concerns about children. 

• Ensure all records are kept securely, separate from the main pupil file, in locked locations. 

• Follow the county guidance on reporting and tracking lost pupils. 

• Ensure that this policy on Safeguarding is reviewed annually and is in line with Oxfordshire County Council’s policy. 

• Ensure safe recruitment practices are always followed by all staff and governors in the recruitment of all staff and volunteers. 

1.3 Working with vulnerable children
We recognise that children who are abused, or witness violence, may find it difficult to develop a sense of self-worth. They may feel helplessness, humiliation and some sense of blame. The school may be the only stable, secure and predictable element in the lives of children at risk. When at school, their behaviour may be challenging and defiant or they may be withdrawn. The school will endeavour to support the pupil through: 

• The school ethos, which promotes a positive, supportive and secure environment and gives pupils a sense of being valued. 

· The content of the curriculum. 

• The school Behaviour and Attendance Policies, which are aimed at supporting vulnerable pupils in the school. The school will ensure that the pupil knows that some behaviours are unacceptable, but they are valued and not to be blamed for any abuse which has occurred. 

• Liaison with other agencies that support the pupil such as Social and Health Care, the Attendance and Engagement Service, the Educational Psychology Service, PCAMHS, and Locality Co-ordinators, as well as any further relevant agencies or individuals. 

• Ensuring that, when a pupil subject to a Child Protection Plan leaves, their information is transferred to the new school immediately and that the child’s social worker is informed. 

It is noted that the provisions of the Education Act place a general duty on our school to provide for the welfare of children in our care and, as such, staff will adhere to other related school policies, i.e. Behaviour Policy, Bullying Policy, Restraint Policy etc.
1.4 Child protection allegations against staff


A distinction should be made between the process for dealing with concerns about possible abuse of a child outside the school environment and allegations of a child protection nature against a member of the school community.  In cases of allegations against school staff or volunteers, the designated member of staff, headteacher or Chair of Governors (in cases of allegations against the headteacher) should always make contact with the Local Authority Designated Officer (LADO) before taking further action.  In Oxfordshire contact should be made with Barry Armstrong, Local Authority Designated Officer (01865 815956) or Rebecca Melmouth, Safeguarding Co-ordinator (01865 815186) (see section 3 Complaints Policy, especially 3.2, for further detail).

1.5 Role of the governing body
The governors of Northbourne CE (A) Primary School undertake the regular review of both safeguarding related policy and procedures that operate in our school.

Governors have a crucial role in monitoring and challenging school staff on the effectiveness of safeguarding arrangements and will report to the Local Authority annually on these safeguarding arrangements (see schools annual safeguarding report, appendix 1).

Review frequency: annually
Next review date: September 2010
Section 2:
Child protection procedures
2.1 General principles

All staff have a responsibility for action in cases of suspected child abuse.  This document outlines, in more detail, the procedures which should be followed if any member of staff suspects a student is being abused, or if a disclosure is made.  This should be read in conjunction with the more general Safeguarding Pupils Policy (section 1).

All teachers are asked to be alert to possible physical or emotional problems being experienced by students in all Key Stages.
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2.2 Categories of abuse

The table below outlines the four main categories of abuse as defined by the Department of Health ‘Working Together to Safeguard Children’ document 2006.  Staff should be aware that the possible indicators are not definitive and that some children may present these behaviours for reasons other than abuse.
	Type of Abuse

	Possible Indicators

	Neglect
The persistent failure to meet a child’s basic physical and psychological needs which is likely to result in serious impairments to their health and development.  
This may involve a parent or carer failing to provide food, shelter, clothing, or a failure to protect from physical harm or danger or allow access to medical treatment.
	Obvious signs of lack of care including

· Problems with personal hygiene

· Constant hunger

· Inadequate clothing

· Emaciation

· Lateness or non-attendance at school

· Poor relationship with peers

· Untreated medical problems

· Compulsive stealing and scavenging

· Rocking, hair twisting, thumb sucking

· Running away

· Low self-esteem

	Physical Injury
Actual or likely physical injury or failure to prevent physical injury or suffering to a child including hitting, shaking, throwing, burning or scalding, deliberate poisoning, suffocation or Munchausens syndrome by proxy.

	Physical signs that do not tally with the given account of occurrence/conflicting or unrealistic explanations of cause/repeated injuries/delay in reporting or seeking medical advice.

	Sexual Abuse
Forcing or enticing a child to take part in sexual activities, whether or not they are aware of what is happening.  May involve physical contact, penetrative or non-penetrative acts and also includes involving children in watching pornographic material or watching sexual acts.


	· Sudden changes in behaviour

· Displays of affection which are sexual and age inappropriate

· Tendency to cling or need constant reassurance

· Tendency to cry easily

· Regression to younger behaviour – eg thumb sucking, acting like a baby

· Unexplained gifts or money

· Depression and withdrawal

· Wetting/soiling day or night

· Fear of undressing for PE

	Emotional Abuse
The actual or likely adverse effect on the emotional and behavioural development of a child caused by persistent or severe emotional ill treatment or rejection.
	Rejection, isolation, child being blamed for actions of adults, child being used as carer for younger siblings, affection and basic emotional care giving/warmth persistently absent or withheld.



2.3 Dealing with disclosures

Receive



Always stop and listen straight away to someone who wants to tell you about incidents or suspicions of abuse.  Listen quietly and actively, giving your undivided attention.  Allow silences when needed.  Do not show shock or disbelief but take what is said seriously.

Reassure

Stay calm, make no judgements, empathise.  Never make a promise that you can keep what a child has said a secret.  Give reassurance that only those who need to know will be told.  Reassure the young person that they were right to tell you.

React

React to the student only as far as is necessary for you to establish whether or not you need to refer this matter, but don’t interrogate for full details.  Don’t ask leading questions – keep the questions open eg ’is there anything else you want to say?’  Do not criticize the perpetrator; the student may have affection for him/her.  Explain what you will do next – inform designated teacher, keep in contact.

Record

If possible make brief notes about what they are actually telling you at the time.  Keep these notes, however rough they are.  If you are unable to make notes at the time write down what was said as soon as you can.

Try to record what was actually said by the student rather than your interpretation of what they are telling you.   Record the date, time, place and any noticeable non-verbal behaviour.

Report

Report the incident to the designated teacher and do not tell any other adults or students what you have been told.

Record Keeping
The designated teachers for child protection are responsible for ensuring that the necessary paperwork is completed, sent to the relevant people and stored in a safe and confidential place.
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Review frequency: annually

Next review date: September 2010
Section 3:
Health and Safety Policy

The Governors of Northbourne C.E. Aided Primary School have adopted the County Council Health and Safety Policies and Procedures including this Model Part III, with the aim of establishing and maintaining a safe and healthy working environment.

.

3.1 Objectives
· To raise awareness amongst employees, pupils and other site users of health and safety issues and to encourage good practice;
· To take all reasonable precautions to protect people by reducing risks both on and off site;
· To take prompt and appropriate action in the event a hazardous situation developing, and of an accident and / or emergency occurring on or off site.
3.2 Responsibilities

3.2.1 Governors (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/g/govdel.pdf)
· To monitor the allocation of funds based on suitable and sufficient risk assessments;
· Prioritise health and safety matters within the School Development Plan;
· Purchase and maintain equipment to British and European Standards (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/p/publis.pdf);
· Have health and safety as a standing item on the agenda of all meetings;
· Carry out regular inspections as outlined in the Governors’ Handbook;

· Co-operate with the employer, Oxfordshire County Council (OCC) on matters of health and safety;
· Nominate a Governor with responsibility for health and safety. 
3.2.2 Headteacher 
To take overall responsibility for the implementation and monitoring of the establishment’s Health and Safety Policy by;

· Line managing the Leadership Team;

· Allocating sufficient resources to meet health and safety priorities;

· Ensuring attendance on appropriate health and safety training courses (Learning & Culture [image: image2.png]


 Resources [image: image3.png]


 Health & Safety [image: image4.png]


 Training [image: image5.png]


 ); 

· Liaising with the employer (OCC) over health and safety issues;

· Regularly checking the Health and Safety website: (Learning & Culture [image: image6.png]


 Resources [image: image7.png]


 Health & Safety [image: image8.png]


 Procedures [image: image9.png]


 
)

· Ensuring good communications by including health and safety issues in staff briefings, bulletins and meetings;

· Organising and implementing termly inspections in consultation with Trade Union Safety Representatives

(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/s/safrep.pdf) and Governors;

· Overseeing the completion of the arrangements and risk assessments for all on/off site activities;

· Ensuring that health & safety is a criteria for performance management / appraisal scheme;
· Formulate and implement a policy for the management of critical incidents (Learning & Culture [image: image10.png]


 Resources [image: image11.png]


 Health & Safety [image: image12.png]


 Procedures [image: image13.png]
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)
3.2.3 Senior management team
· Include health and safety in all new employees’ induction;
· Undertake an annual health and safety training needs analysis of all employees (Learning & Culture [image: image15.png]
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 Health & Safety 
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);
· Monitor departmental documentation, risk assessments, practices and procedures;

· Encourage and support employees in completing risk assessments for pupils giving cause for concern (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/p/Pupil_Behaviour.pdf);

· Ensure that QCA / HSE health and safety curriculum requirements are being delivered in lessons 

(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/t/teachs.pdf);

· Ensure off site visits are approved and appropriately staffed
(Learning & Culture [image: image19.png]
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)
· Review departmental coordinators risk assessments annually;
· Support employees with personal safety issues, including stress
·  (
· " 
http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/s/strpre.pdf)



3.2.4 School Secretary
· All office risk assessments are completed and reviewed; (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/d/displa.pdf);

· Visitors are registered, wear a badge and are briefed on the emergency procedures;

· Hazard reporting and maintenance documentation is actioned;
· Accident and Physical and Verbal Abuse documentation is completed and submitted to the Health & Safety Team;
(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/p/perpav.pdf).

· All appropriate risk assessments guidance and hiring documentation is completed for community use of the site

http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/123/appendix_g.doc
· All community users are registered and made aware of emergency procedures;
· Periodic checks are made of the first aid arrangements and containers   
http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/f/First_Aid_at_Work.pdf
3.2.5 School business manager
· Organise the planned programmed maintenance of plant and equipment;
· Arrange for the annual electrical testing programme
(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/e/elepor.pdf) 

· Maintain accurate records of all equipment and resources;
· Purchase and maintain all equipment and resources to County Council prescribed standards

(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/p/publis.pdf).

3.2.6 Curriculum Development Teams (subject co-ordinators)
· Produce health and safety risk assessment guidance and documentation as appropriate especially in Art, Design & Technology, ICT, Science, PE and off-site activities (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/t/teachs.pdf).

· Adequate trained first aid cover is available for on /off site activities; 
· Ensure all hazardous equipment and materials are appropriately marked, assessed, maintained and used by a competent person;
· Advise colleagues on the completion of risk assessments and ensure they are carried out, reviewed periodically and recorded;
· Annually undertake training needs analysis for their teams;
· Ensure health and safety is a standing item on all agendas;
· Check that pupils are aware of health and safety issues and that these are being continually reinforced.

3.2.7 Site manager (Headteacher, Business Manager and caretaker)
Ensure that the school follows the County Council procedures: (HT)

· when selecting a contractor 
(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/c/consel.pdf);

· when completing a Self Financed Improvement Project (SFN) Form (Learning & Culture [image: image24.png]
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 )
· when liaising with contractors over health and safety matters;

· when monitoring health and safety issues on-site regarding either county council or school appointed contactors.
· Carry out daily checks of the site and take appropriate remedial action (C)

· Prioritise and process the maintenance forms (HT)

· Review progress with the head weekly (C) 

· Ensure all employees and contractors are fully briefed on health and safety site issues (HT)

· Complete all relevant risk assessments (HT)

· Ensure all maintenance employees are trained and competent to undertake their tasks safely (HT)

(http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/t/tracom.pdf);

· Carry out termly fire drills, weekly fire tests, check fire extinguishers and maintain the Fire Safety Folder (HT)

(Learning & Culture [image: image27.png]
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);

· Carry out monthly water temperatures tests and maintain the Water Hygiene Folder (C)

· Alert the Head of Establishment to issues of security and lone working (http://portal.oxfordshire.gov.uk/content/public/LandC/Resources/healthsafe/l/lonwor.pdf) (C)

3.2.8 All employees
· Co-operate with health and safety requirements;
· Report all defects in the Caretaker book in the office;
· Complete and action risk assessments for all potentially hazardous on/off site activities;
· Use, but not misuse, things provided for your health, safety and welfare;
· Do not undertake unsafe acts;
· Inform Head of Establishment of any “Near-Misses”;
· Be familiar with the emergency action plans for fire, first aid, bomb, security and off site issues;
· Raise health, and safety and environmental issues with pupils.

3.2.9 Visitors and contractors
· Sign in at the School Office on arrival;
· Read the resume of the health and safety procedures on arrival at the School;
· Contractors will be informed of hazards peculiar to this site, e.g. asbestos;
· Wear a visitor badge whilst on site at all times;
· Follow evacuation procedures in the event of an emergency.

3.2.10 Pupils
· Behave in a way that does not put your health and safety at risk;
· Observe standards of dress consistent with good health, safety and hygiene practices;
· Follow all safety rules including the instructions of staff given in an emergency;
· Use, but not misuse, things provided for your health, safety and welfare.

Review frequency: annually

Next review date: September 2010

Section 4:
Complaints Policy

4.1 General complaints
At Northbourne School, we undertake to provide a friendly and safe environment in which pupils will be helped to achieve their potential, both academically and socially.

We believe that a close partnership between the school, parents and pupils is essential to ensure pupil progress and well-being. In support of this, parents are invited to enter a Home-School Agreement. This agreement sets out the school’s aims and values, as well as the responsibilities of the school and parents, and our expectations of pupils.

Through our programme of meetings between parents and teachers, as well as through informal contact, we provide opportunities for parents to raise matters of concern – about the curriculum or more general issues. If a concern is not resolved through discussion with a teacher, the parent or the teacher can refer it to the headteacher. Complaints from members of the public should be made directly to the headteacher.

The headteacher will offer a meeting with the parent or other complainant, as far as possible at a mutually convenient time. At that meeting, and through discussion, the headteacher will seek an acceptable outcome, to the satisfaction of all parties involved.

If the headteacher is unable to resolve the complaint within 10 school days, or is the subject of the complaint, the headteacher or the complainant can refer it to the chair of governors.

The chair of governors will ask for the complaint to be put in writing. It is helpful if the complainant can set out their concern in detail, but this is not essential. The chair of governors will arrange a meeting of the complaints committee of the governing body, as far as possible at a time convenient to all parties, within 15 school days. The complainant, the headteacher and any member of staff about whom there are complaints will be invited to the meeting. Any person invited can bring a friend or supporter if they wish.

If the complaint is complex, the chair of governors can appoint an investigating officer to gather evidence and conduct preliminary interviews. The investigating officer will then support the complaints committee in hearing the case.

The complaints committee will consider any written material, and also give the person making the complaint and the headteacher and staff an opportunity to state their case and to question the other side. The committee will ensure that all present are treated fairly. 

The committee will give a decision as soon as possible after the hearing, and will confirm it in writing, along with the reasons for their decision. The letter will also explain the right of appeal to an external body if the complaint is not accepted.

The school keeps a written record of complaints which must be provided to Ofsted on request.  Complaints are kept for at least 3 years.  All written complaints are investigated and the complainant is notified of the outcome within 28 days of receiving the complaint. 

4.2 Complaints related to child protection or safeguarding
Where the nature of the complaint reflects inappropriate or criminal behaviour by an individual member of school staff towards a child (such as bullying, physically or sexually inappropriate behaviour), this becomes an allegation of child abuse. These allegations may be made in the following ways:

· Direct complaint by a pupil to a staff member or headteacher
· Direct complaint by a parent or carer to a staff member or headteacher
· Concerns raised by parties who may have witnessed abuse

· Direct contact by parent or carer to the local authority

· Anonymous referral

· Direct complaint to the assessment team or police.

Where an allegation is made to a member of staff, the headteacher should be informed immediately.  Where the headteacher is the subject of the allegation, the chair of governors should be informed.  In either of these cases, the staff member should not attempt to carry out their own investigation, and confidentiality is essential.  Information should be shared on a “need to know” basis, and all documentation should be carefully stored.

Such allegations require investigation using a nationally and locally agreed procedure which falls outside the standard complaints process outlined above.  The following procedure will be followed:

· The pupil will not be left alone or with other children until there have been consultations with one of the school safeguarding officers (contact details below) and a course of action agreed, including the appropriateness of the pupil remaining in school.

· No member of staff should seek to investigate the allegation or interview pupils.  The school safeguarding officers must be consulted as soon as possible.


· Details of the allegation should be obtained in writing, ideally signed and dated by the person to whom the allegation is made and countersigned and dated by the designated teacher or headteacher.

· An investigating officer will be appointed, in consultation with the police, headteacher and local authority, if the joint decision is taken that a formal investigation is appropriate.

· Where it is clear that a reportable offence has not been committed, the need for disciplinary action should be considered, again in consultation with the local authority.  However, any disciplinary action must be kept separate from child protection investigations except where there is agreement between the designated schools officer and those in charge of investigations.  Where this is the case, the procedure outlined in section 4.1 will be followed.
· Investigations by the police or assessment team will take priority over internal investigations by the school.

· When issues are resolved, the designated safeguarding schools officer will write to all relevant parties to outline findings.


The designated Safeguarding Schools Officers are:

Barry Armstrong (01865 815956, barry.armstrong@oxfordshire.gov.uk)

Rebecca Melmouth (01865 815186, Rebecca.melmouth@oxfordshire.gov.uk)
Alison Beasley (01865 323457, Alison.beasley@oxfordshire.gov.uk)
The background to this procedure, and the actions that will be taken during an investigation, can be found in appendix 2.
Review frequency: annually
Next review date: September 2010

Section 5:
Whistle-Blowing Policy
5.1 Introduction
The aim of this procedure is to enable employees of Oxfordshire County Council to raise concerns at work directly with their employer. This does not remove their right to raise concerns in other ways where appropriate through the agencies listed below. 

If the concern relates to the individual’s own employment, the school’s Complaints Policy (see section 4.1) should be used instead. 

The County Council and the governing body are committed to the highest possible standards of openness, integrity and accountability. In line with that commitment, we encourage employees with serious concerns about any aspect of the County Council’s work to come forward and express those concerns. 

In the large majority of cases employees with concerns should share these with their line manager. However, the County Council and the governing body recognise that, from time to time, this may not be appropriate.
The County Council will provide all reasonable protection for employees who raise genuine concerns in good faith.  If an employee raises a concern in good faith but it is not subsequently confirmed by investigation, no action will be taken against them. If, however, an employee raises a concern frivolously, maliciously or for personal gain, disciplinary action may be taken against them. 

The Chief Executive, as Head of the Paid Service and the Assistant Chief Executive as the Council’s Monitoring Officer have overall responsibility for this policy. Governing bodies are responsible for the management of services and staff within their school.   The governing body will be responsible for ensuring that (i) appropriate personal support is given both to the employee raising the concern and to any employee against whom allegations have been made under this procedure; (ii) both parties are kept informed of progress. 

5.2 Whistle-blowing: General points
“Whistleblowing” is defined as “raising concerns about misconduct within an organisation or within an independent structure associated with it” (Nolan Committee on Standards in Public Life).

Any serious concerns you have about any aspect of the school or County Council’s service provision or about the conduct of County Council employees, members or others acting on behalf of the County Council, should be reported using this procedure. Your concern may relate to something which:

• is against the County Council’s or the school’s policies 

• falls below established standards of practice; or 

• amounts to improper conduct, including something you believe may be:

· against the law; 

· a Health & Safety risk; 

· damaging the environment; 

· misuse of public money; 

· corruption or unethical conduct; 

· abuse of pupils/students; 

· concealment of any of the above.

All concerns will be treated sensitively and with due regard to confidentiality. Every effort will be made to protect your identify, if you so wish; however, the information will be passed to those with a legitimate need to have it, and it may be necessary for you to provide a written statement or act as a witness in any subsequent enquiry or disciplinary proceedings. This will always be discussed with you first.

Concerns expressed anonymously will be investigated unless the chair of governors and the Director for Children, Young People & Families agree that there is insufficient evidence to proceed. Where the governing body is involved in a complaint, the Director for Children, Young People & Families will make the decision. An investigation may be carried out, depending on the nature of the allegation and the evidence/information presented.

5.3 Whistle-blowing: Procedure
“Whistleblowing” is defined as “raising concerns about misconduct within an organisation or within an independent structure associated with it” (Nolan Committee on Standards in Public Life).

Step 1:

· If you wish to raise a concern, you should raise this initially with your usual manager. This can be in person or in writing. It may be helpful for you to refer to the County Council’s Code of Conduct, which sets out the standards expected of its employees. 

· The County Council and the governing body recognise that, in certain circumstances, it may be inappropriate for you to approach your manager with your concern. A number of alternative routes may be appropriate depending on the nature of the concern. For example you could approach a more senior manager, the Children, Young People & Families Directorate HR Team, your school adviser or one of the following: 

• the Chief Executive (01865 815330); 

• the Monitoring Officer;
• the Solicitor to the County Council (01865 815307); 

• the Head of Financial Services (01865 815548); 

• Audit and Risk Management Services (01865 815440); 

• the Social & Health Care Help Line (018675 854417); 

• your County Councillor (01865 815307 if you are not sure who this is). 

· Although you are not expected to prove beyond doubt the truth of your concerns, you will need to demonstrate that you have sufficient evidence or other reasonable grounds to raise them. 
· You may wish to obtain assistance in putting forward your concern from the Children, Young People & Families Directorate HR Team, a Trade Union representative or a colleague. You may choose to be represented by a Trade Union representative or colleague at any meetings which are required. 

Step 2:

· The manager with whom you have raised your concern will acknowledge its receipt as soon as possible and will write to you within 10 working days with the following: 

• an indication of how the concern will be dealt with; 

• an estimate of how long it will take to provide a final response; 

• whether any initial enquiries have been made; 

• whether further investigations will take place, and if not why not; 

• information on employee support services. 

· Advice for those investigating concerns is available on the County Council’s intranet. 

Step 3:

· Initial enquiries will be made to decide whether an investigation is appropriate in each case. Where an investigation is necessary, it may take the form of one or more of the following: 
· an internal investigation by management, which may, for example, take the form of a disciplinary investigation or an investigation by Audit and Risk Management Services; 

· a referral to the Police; 

· a referral to the District Auditor; 

· the setting up of an external independent inquiry. 

Step 4:

· The County Council or the governing body will inform you in writing of the outcome of any investigation or any action taken, subject to the constraints of confidentiality and the law. 

· If you do not feel your concern has been addressed adequately you may raise it with an independent body such as one of the following as appropriate: 

• the District Auditor 

• your Trade Union; 

• your local Citizens Advice Bureau; 

• a relevant professional body or regulatory organisation; 

• a relevant voluntary organisation; 

• the Police; 

• the local Government Ombudsman; 

• the Equal Opportunities Commission; 

• the Commission for Racial Equality; 

• the local Race Equality Council 

• the Disability Rights Commission. 

· You must make the disclosure in good faith. You must not do so for personal gain and you must reasonably believe the information disclosed and any allegation in it to be substantially true and that in all the circumstances it is reasonable for you to make the disclosure.
· You have a duty to the County Council not to disclose confidential information. This does not prevent you from seeking independent advice at any stage nor from discussing the issue with the charity Public Concern at Work on 0207404 6609 or at www.pcaw.demon.co.uk , in accordance with the provisions of the Public Interest Disclosure Act 1998. 
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Section 6:
Behaviour Policy

At Northbourne CE (A) Primary School, we believe that high standards of behaviour and good relationships will lead to effective learning; we all share responsibility for this.

We are committed to developing a caring and supportive community where...
· Children and adults are encouraged to care for, and respect, each other;

· Children are valued as individuals;

· Children are taught, and shown by example, to have respect for themselves, others, the school environment and each other’s belongings;

· Children are taught self-awareness, leading to self-control and self-discipline;
· Pupils are valued as individuals, regardless of race and gender;

· Parents are involved and valued as partners with the school in their children’s behaviour.
6.1 Key principles
Our Behaviour Policy is based on the following beliefs and principles:

	Whole school


	Learning and the curriculum

	· All adults within the school should work to foster positive relationships with children across the school at all times;

· An attractive and stimulating environment helps children to learn;

· Classroom and whole-school organisation should provide opportunities for co-operative learning;

· Children and adults should conduct themselves in school in a considerate manner, appropriate to the learning environment.


	· Every child is entitled to the highest possible standard of education;
· Children’s contributions are valued and encouraged;

· Children are expected to give their best at all times;

· Children are encouraged to be positive and supportive of all others;

· Every child has equal opportunities, regardless of gender, culture, or social background.


	Parents and the community

	Teachers 

	· Parents and teachers should work in partnership to promote positive behaviour;

· We recognise the importance of using the school governors in developing and supporting the school’s approach to behaviour management;

· We acknowledge the links between equal opportunities and behaviour;

· We recognise the importance of communication in bridging social, religious and cultural divides.

	· Teachers will be given support and positive encouragement, and opportunities for professional development where children have specific behavioural or emotional needs;

· Teachers will have dedicated non-contact time;

· We will support each other when working with children with behavioural problems;

· We will ensure all staff are aware of the role of support agencies.



6.2 School rules
Our rules are positively stated, clear and apply across the whole of the school.  They are based on a system of Assertive Discipline, and balance the rights and responsibilities of every member of the school community.  The three rules are reinforced through the use of clear rewards and consequences, and, when reviewed, will be written by parents, teachers and children.

1. Keep hands, feet and other objects to yourself

2. Always speak kindly to others

3. Follow instructions first time

6.3  Classroom practice

At Northbourne School, we use a model of positive behaviour management called Assertive Discipline -  a positive approach using praise, encouragement and reward.  Each class has its own discipline plan, built around the 3 whole-school rules (see section 6.2), and divided into 3 sections: rules, rewards and consequences.  The class teacher teaches each of these elements to their class, and these are displayed clearly in the classroom.  

A range of techniques are used within the classroom to support our positive approach to behaviour management.  These include:

· Positive repetition
· Consistent praise
· Scanning or circulating the room

· The ‘look’

· Physical proximity

· Using the child’s name while teaching

· Proximity praise
· Moving in
· Time out

· Positive support for building positive relationships
6.3.1 Rewards
All classes across the school use a system of class points.  These are given to individuals or groups who are following the rules, being polite and helpful, or working hard on their activities.  They may also be given for academic achievement or progress.  When a target number of class points has been reached, a whole-class reward is given.  This may be choosing time, or another reward reached through discussion between the teacher and the class.
6.3.2 Sanctions
When the school rules are not followed, a system of escalating sanctions is used.  This takes the form of a series of warnings, which are given to the child and recorded by the teacher.  When a warning is given, the language of choice is used with the child to enable them to develop a sense of responsibility for the inappropriate behaviour.  The consequences of not following the whole-school rules are:
1. Warning
2. Last out to play (or at the end of the day if during afternoon school)

3. Two minutes behind at the end of the session to discuss the behaviour

4. Behaviour sheet (see appendix)

5. Speak to parents
Warnings are recorded on a behaviour sheet (see appendix 3).  Each teacher keeps these in their classroom.  These sheets are renewed each week and old ones are filed for reference or as evidence.  It is important that all staff use the same system to ensure consistency and reinforcement throughout the school.  If, at any point using the system of warnings, a child’s behaviour continues to deteriorate, or if a serious problem arises, they will be sent to speak to the headteacher, deputy headteacher or Key Stage team leader.
6.4 Special Educational Needs (SEN)

If a child consistently appears on the behaviour tracking sheet with warnings, a meeting with the class teacher, the child and their parents will be arranged to discuss the behaviour.  This should involve discussing the behaviour and drawing up specific, short-term targets to tackle this.  If these targets are not met, and the behaviour tracking sheet continues to show warnings, the class teacher should speak to the Special Educational Needs Co-ordinator (SENCo) with the view to using the Oxfordshire SEN moderation criteria to determine whether an Individual Education Plan (IEP) at School Action level of the SEN register is required.  The school uses Qualification and Curriculum Authority (QCA) behaviour scales to monitor behaviour, and these will be used to set measurable, specific IEP targets.  Additional, in-school support will be provided as required; for example, a child may be included in the Talkabout programme or receive anger management training.
If the child’s behaviour continues to deteriorate, the class teacher and SENCo, with support from the Headteacher, will seek advice from the SEN team.  This may include the Educational Psychologist or Behaviour Support Service (BSS).  As a result of this, the child may be moved to School Action Plus on the SEN register, which will involve additional support being put in place.  This may be in the form of a PBP (Personal Behaviour Plan) or behaviour management contract.

Where pupils are at either the School Action or School Action Plus levels of the SEN register, all incidents of inappropriate behaviour need to be recorded, as these may be needed for evidence. 
Any extreme incidents, where a child’s behaviour means that they are putting themselves or others in danger, will result in a child’s exclusion.  This will, in the first instance, take the form of a fixed-term exclusion.  Before the child returns to school, a re-admittance interview will be held with the child and their parents, the class teacher and the Headteacher.  Local Authority procedures involving the recording and reporting of any such incidents will be followed.

In the case of a young child, the teacher may hold the child by the hand as an encouragement to move.  Teachers must not attempt to move a child by holding any other part of their body, unless the child is in danger of hurting themselves or someone else.  If a child is known to be at danger of hurting themselves or another child, a behaviour management contract will be agreed with the pupil, parents and SECNo.

6.5 Lunchtimes

During the lunch-hour, any child who seriously misbehaves (swears, bullies, throws stones etc) is given a yellow card by the lunch-time supervisor who has seen the misbehaviour.  This is reported to Mr. Woods, Mr. Shaughnessy and the key stage leader who lets the class teacher know.  The child is spoken to about their behaviour by one of these adults, and strategies for preventing repeat incidents are discussed.  The parents of the child are informed about the behaviour by either Mrs. Burr, Mr. Shaughnessy or the class teacher.

When given a yellow card, the child has to obtain the signature of a lunch-time supervisor on each of the next 5 days to indicate that they have behaved in an appropriate way during lunchtime.  At the end of this period, the yellow card is taken to the Headteacher to be signed off, and then given to Mr. Woods to be kept as a record.  

Any child given two yellow cards during two terms is automatically barred from after-school activities and from representing the school at any events for the rest of the term.    Parents are informed by letter when this happens, and are told the consequences of a third yellow card being issued.  If a third yellow card is issued, the child is given a red card.  A meeting will be held with parents to discuss the best form of action to be taken when this occurs.
Lunch-time supervisors have a detailed plan showing routines and schedules during breaks, and a booklet called ‘managing lunchtimes’ (appendix 4) which gives additional details about the school’s behaviour management procedures and the expectations we have of all children.
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Section 7:
Anti-Bullying Policy
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Next review date: September 2010
Section 8:
Lost Child Policy

8.1 Maintaining a secure environment
We at Northbourne aim to provide a safe, secure and caring environment for all our children. The school has in place the following systems for the protection of children:

· The gate from the Foundation Stage playground to the car park is locked. A key is kept in the classroom for emergency use.  

· The gate out of the playground is locked on the outside of the playground so that adults can easily unlock it, but making it difficult for children to.

· An accurate and up to date register of each class is kept in the office.  

· In the Foundation Stage, where children may attend for one session or two in a day, a laminated register is also kept in the classroom.                   

· Visitors are signed in and out whenever they enter and leave the premises (stating times of arrival and departure). 

· Children are supervised at all times.

· Specific children with emotional or behavioural problems will have specific risk assessments in place, to ensure that general security arrangements have been considered and reviewed, and amended where necessary.

However, in the unlikely event of a child becoming lost or missing, the following procedure will be implemented.

8.2 Procedure if a child goes missing
· In the event that a member of staff fears that a child is lost or missing all children will be brought together immediately and registered.

· A member of staff will keep the other children calm and will keep the children together doing an activity.

· Premises, both inside and outside, will be thoroughly searched by other members of staff.

· A member of staff, usually the Headteacher or a member of the Senior Management Team, will contact the child’s family to inform them and to check they are not aware of the child’s whereabouts. 

· If the child has still not been located, a member of staff will contact the police.

· Ofsted will be informed.

· An incident form will be completed and kept. 

· Risk assessments will be reviewed.

8.3 Missing pupil procedure

At Northbourne, we understand that that we have a responsibility to help the Local Authority and Health services fulfill their statutory duty to know the whereabouts of every child aged between 0 and 16 years old. Under no circumstances do we remove a child from roll where the destination is unknown, unless this has been referred to, and agreed by, the Educational Social Worker (ESW) or Child Missing Education (CME) officer.

A pupil is classified as missing when:

· They have been removed from the school roll and the school does not know the pupil’s or family’s destination;

· Where a pupil has not been seen for five consecutive days, and contact with the parent cannot be made;

· Where a parent or carer informs the school that a child is leaving, but does not give a destination.

Please see appendix 5 for pro-forma used in the event of a Missing Child.

Review frequency: annually
Next review date: September 2010

Section 9:
Non-Collection of Child Policy

9.1 School aims
In the event that a child is not collected by an authorised adult at the end of a session or school day, the school will put into place these procedures, agreed by the Local Authority, children and families assessment team and the Oxfordshire Safeguarding Children Board (OSCB).  This is to ensure the child is cared for safely by an experienced and qualified member of staff who, whenever possible, is known to the child.  We will ensure that the child receives a high standard of care in order to cause as little distress as possible.  The school informs parents and carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their child will be properly cared for.
9.2 Procedure for avoiding non-collection
· Parents and carers of children starting school are asked to provide specific information which is recorded on the Pupil Enrolment Form, including:

· home address and telephone number (for parents/carers who do not have a telephone, an alternative number must be given, for example a neighbour);

· place of work and telephone number (if applicable);

· mobile telephone number (if applicable);

· names, addresses and telephone numbers of adults who are authorised by the parents to collect their child from school;

· information about any person who does not have legal access to the child; and

· information about any person who has parental responsibility for the child.

· On occasions when parents are aware that they will not be contactable by their usual contact details, they will record how they can be contacted on paper and give this to the class teacher.  

· On occasions when parents or the persons authorised to collect the child are not able to collect the child, they must inform the class teacher verbally or in writing of who will be collecting the child.  

· Parents will contact the school if they are not able to pick their child up as planned so that the school can begin to make back-up procedures.  The school can be contacted by telephone on 01235 817744.

· Parents receive a copy of this policy so that they are aware that in the event that their child is not collected by an authorised adult, and that the staff can no longer supervise the child in school, we will apply the procedures outlined below.
9.3 Procedure for when a child is not collected
· When a child is not collected, the following procedures will apply:

· Check in the office for any information about changes to the normal routine;
· If there is no information, contact parents/carers on home, work or mobile numbers;
· If this is unsuccessful, contact any other adults who are authorised by the parents to collect their child from school, and whose telephone numbers are recorded in the contact book;
· After all reasonable attempts are made to contact the parents/carers or other contacts and the child is not collected after one hour, or there are not 2 members of staff to stay with the child at school, the police will be telephoned and given the child’s details (name, date of birth, address, names of parents/carers and their contact details);
· The police are likely to complete a home visit and/or undertake basic enquiries in order to locate the child’s parents/carers;

· If the police cannot locate an appropriate adult to care for the child, they will notify Social and Health Care via the Emergency Duty Team, who will arrange for the child to be cared for;
· The Headteacher will discuss the incident with the parent/carer at the earliest opportunity in order to address the issue and prevent any further incidents;
· If there are two or more such episodes within a six week period, staff should make a referral to Social and Health Care (in line with recent guidance from Social Services).
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Section 10:
First-Aid Policy

10.1 Statement of Intent

This school is conscious of its obligations under the Health and Safety (First Aid) Regulations (1981) and guidance from the Department for Education and Skills, the Education Service Advisory Committee and the Local Education Authority to provide adequate and appropriate first aid facilities and personnel for members of staff, pupils and visitors. As a result, this Statement has been drawn up to give details of the first aid arrangements which have been made in the school.

10.2  First Aid: principles, practice and arrangements

First Aid is the skilled application of accepted principles of treatment on the occurrence of any injury or sudden illness, using facilities or materials available at the time. It is the approved method of treating a casualty until placed, if necessary, in the care of a doctor or removed to hospital. First Aid treatment is given to a casualty to preserve life, to prevent the condition worsening and to promote recovery.

10.2.1 Trained and qualified first aiders
· Trained and qualified First-Aiders are those members of staff who have attended a course of training on first aid (ie First Aid at Work or Refresher Course) and have a valid current First Aid certificate issued by an organisation approved by the Health and Safety Executive under the Health and Safety (First Aid) regulations 1981.  We aim to have a minimum of one First Aid trained person for every 50 children and adults on site;
· The First Aid certificate is valid for three years and has to be updated by means of a refresher course.  The duties of the trained and qualified first aiders are:

i) to assess the situation where there is an injured or ill person.
ii) to give immediate, appropriate treatment, bearing in mind that a casualty may have more than one injury and that some casualties will require more urgent attention.

iii) to arrange, without delay, for the casualty to be transported to a doctor, hospital or home, according to the seriousness of the condition. The first aider’s responsibility ends when the casualty is handed to the care of the doctor, a nurse or other appropriate person. The first aider should not leave the incident scene until they have reported to whoever takes charge and have ascertained whether they could be of any further help.

iv) ensuring that there is an adequate supply of all the prescribed materials in the first aid boxes and kits and that the contents of first aid boxes and kits are replenished after use and the items are not used after the expiry date which is shown on the packets.

v) completing the Accident Report Book (Form ACC4)

· The treatment of minor illnesses such as the administration of tablets and/or medicines falls outside the definition of first aid (see the Administering Medicines Policy, section 11);

· Each class has a TA who is trained in First Aid;
· A member of the teaching staff (Rob Woods) is trained in First Aid and is available during after school activities;
· There is always a trained First Aider in the school office
10.2.2 First Aid Boxes, Travelling First Aid Kits and other Supplementary Equipment
The location of first aid boxes, travelling first aid kits and other supplementary equipment are as follows:

· Small First Aid kits containing basic equipment are kept in all classrooms and more comprehensive equipment is kept in the medical room and staffroom;
· First Aid Kits for off-site visits are available from the medical room and staff room;

· These are dated to show they have been checked and replenished.  This is carried out once a term.

10.2.3 School Visits

The first aid requirements and procedures for calling for help or skilled assistance in the event of an accident or other emergency will be laid down when school visits are being planned. Travelling first aid kits will be provided for all school visits and are available from the medical room. First Aid provision must be available at all times while people are on school premises and also off the premises whilst on school visits. Any trip involving a child who carries an Epi-pen must be accompanied by a member of staff trained in administering an Epi-pen.

10.2.4 Out of Hours use of School Premises
The level of first aid cover, first aid equipment and access to a telephone is in line with that required when the school is in use.

10.2.5 Contact with the ambulance service
If an ambulance is required:

· Dial 999 or the emergency number shown on the number label
· Tell the operator that you want the Ambulance Service
· Give the telephone number shown on the phone
· Wait for the Ambulance Service to answer
· Give the address where help is needed
· Give any other necessary information.

The nearest doctor to the school is at the Didcot Health Centre, Britwell Road.

The nearest hospital to the school is Didcot Community Hospital, Wantage Road.  John Radcliffe in Headington is the nearest major hospital.
10.3  Attending to children’s personal care needs

Children attend school with a range of developmental needs including those around personal care. These needs may arise through developmental delay or impairment, or through lack of experience and differing parental expectations. It is the duty of all settings to attend to a child’s personal care needs in accordance with Oxfordshire’s Personal Care Policy and our school will facilitate this as described below.
10.3.1 Responsible person
The Headteacher and Governors are responsible for all aspects of school provision. It is their responsibility to ensure that the personal care needs of children are attended to. They will achieve this through: 

· ensuring that staff are informed of Oxfordshire’s Personal Care Policy 

· respecting the wishes of teaching staff and other staff members in relation to the personal care of children. 

· ensuring that a sufficient number of staff (at least 2) are trained to toilet or change children throughout the school. 

· enabling these members of staff to be introduced to children with known personal care needs if these members of staff are not already key persons for the children. 

Support for children with personal care needs

The school takes seriously its duties under the Disability Discrimination Act 2005 and the Special Educational Needs (SEN) Code of Practice 2001. See the school’s SEN policy and Accessibility Plan 

• We recognise that the most important skill that staff can exercise is sensitive listening. 

• Staff will support all children’s development and care, and respect their need for privacy. 

• We recognise the need for a toileting area for children to be toileted / changed in privacy. This may require a changing bed for those who find standing difficult or an area to assist others with a standing change. 

A risk assessment for changing and the disposal of nappies will be carried out, and appropriate guidance will be given to staff in accordance with the school’s Health and Safety Policy and staffing procedures to cover:
· cleaning changing mats 
· hand-washing 
· informing a colleague when leaving the room to change a child 
· safe disposal of waste, disposable nappies, gloves and apron etc 
· safe storage of soiled reusable nappies for return to parents 

10.3.2 Working in partnership with parents

Parents will be asked to sign an agreement allowing staff to change their child. 

The school will: 

· maintain open communication between parents and staff so that issues regarding children’s personal care can be readily discussed 

· ask for information about a child’s progress in the area of personal care and plan with parents and carers to ensure the needs of the child are met appropriately 

· accommodate parents’ wishes with regard to reusable nappies to ensure continuity for the child 

10.3.3 Working in partnership with other agencies and schools
The school will: 

· ensure that parents of a child who is in need of continence support are given information about local services. 

· work closely with other healthcare professionals to ensure the best practice for the individual child. 
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Section 11:
Administering Medicines Policy

11.1 School aims

In the event that it is essential for a child to keep prescribed medication in school, staff will put into place these agreed procedures.  In the event that a child needs to take prescribed medication, we will ensure that the child is supported by a member of staff and receives a high standard of care in order to cause as little distress as possible.   

The staff are committed to including all children, regardless of medical need.  Staff will endeavour to ensure that all children are involved in activities during the school day. 
11.2 Parents

Parents are responsible for the administration of medicines to their children. They should be informed that if their child requires medicine in the middle of the day, they should return home for this or the parents should come to the school to administer the medicine.  However, the school is willing to keep prescribed, essential medication such as inhalers, diabetes medication and Epi-pens at school, and in some cases to administer them. Parents should be informed of the school’s practice that when pupils become unwell at school, they should be collected as soon as possible. Parents are asked if their child has any medical conditions on entry to school and at regular intervals during their time at school.  Parents are also made aware of the importance in keeping the school up-to-date and aware of children’s medical conditions. 
11.3 The school

All members of teaching and non-teaching staff should be made aware of the school’s policy and procedures regarding the administration of medicines.  Employees working under the School Teachers’ Terms and Conditions of Employment have no contractual obligation to administer medicines. Any agreement to do so can therefore only be a voluntary act.  Medicines should only be kept and administered in school if they are essential, for example inhalers, medication for diabetes and Epi-pens.  Parents will be expected to fill in a Medication Information Form.  Non-prescribed medicines may not be taken in school. Staff are advised not to take a pupil to hospital. When a pupil becomes seriously unwell or is injured, an ambulance should be called immediately, and parents or relatives should be informed.

11.4 Keeping medicines in school

Medicines should only be kept and administered in school if they are essential, for example inhalers, medication for diabetes and Epi-pens.  For these medications, written details from the parents should be obtained on the Medication Information Form (Appendix 6), stating:

· the name of the child;
· the name of the medication, dose and timing of medicine,; 

· where the medication needs to be stored if room temperature is unsuitable (e.g. refrigerator),

· how the medication is administered;
· whether the child can administer the medication themselves, and if not the parent needs to arrange an appointment with the class teacher to discuss this, and give written permission for a staff member to administer the medication;
· in the case of any difficulties, where and when the parent can be contacted;
· what to do in case of an emergency.

The smallest practical dose should be brought to the school, preferably by the parent.  All children who need an inhaler for asthma are required to keep one in school at all times.  

11.5 Managing medicines
The school keeps written record of all medicines kept in school and where they are stored. The Medicine Log Book is kept in the office.  Staff members keep a record of all prescribed medicine administered to children in the Medicine Log Book.  Parents are informed when medicines have been administered to their child by sending home a Medicine Slip (Appendix 7).  If a child refuses to take their medication, staff will accept their decision and inform parents.

11.5.1 Inhalers

Inhalers will be kept in the individual child’s classroom.  Inhalers must have the child’s name written on it. A copy of the Medication Information Form should be kept in the classroom, and centrally in the office.  Where possible, children will administer their own inhalers.  Where this is not possible, class teachers will agree a procedure with the parent.

11.5.2 Epi-pens

 Epi-pens will be stored in a non-locked, non-portable container.  A copy of the Medication Information Form should be kept in the classroom, and centrally in the office.  Details for children who have Epi-pens are kept on the information board in the staff room.  Only trained staff members will administer the Epi-pen when needed.  A trained member of staff will accompany a child who has an Epi-pen if they go out of school.
11.5.3 Other medication

Any other essential medication will be stored appropriately and administered according to agreement by staff members and parents.
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Next review date: September 2010

Section 12:
Asthma Policy
If an asthmatic pupil becomes breathless and wheezy or coughs continually:

· Keep calm.  It’s treatable.
· Let the pupil sit down in the position they find most comfortable.  Do not make them lie down.
· Let the pupil take their usual reliever treatment – normally a blue inhaler.  If a pupil has not got their inhaler and you do not have prior permission to use another inhaler:
· Call the child’s parents/carers.
· Failing that, call the family doctor.
· Check the attack is not severe – see below.

· Wait 5-10 minutes.
· If the symptoms disappear, the pupil can go back to what they were doing.
· If the symptoms have improved, but not completely disappeared, call the child’s parents/carers and give another dose of inhaler while waiting for them.
· If the normal medication has had no effect, see severe asthma attack below. 

12.1 Severe Asthma Attack

ANY of these signs means severe: 
· Normal relief medication does not work at all.
· The pupil is breathless enough to have difficulty in talking normally.
· The pulse rate is 120 per minute or more.
· Rapid breathing of 30 breaths a minute or more.

If this is the case, then:
· Call the family doctor and ask the doctor to come immediately.

· If the doctor cannot come, call an ambulance.

· Call the child’s parents/carers.

· If the child has an emergency supply of oral steroids (prednisolone, prednesol) give them the stated dose now.

· Keep trying with the usual reliever inhaler every 5-10 minutes and don’t worry about possible overdosing. 

Review frequency: annually
Next review date: September 2010

Section 13
Drugs and Substance Misuse Policy

13.1 Scope of the policy

This policy covers procedures and processes related to the discovery of drugs or other illegal substances, as well as smoking and consuming alcohol, on the school premises.  The school premises includes everything within the property’s boundaries, as well as other settings such as vehicles or venues managed by the school at the time, e.g. premises of a school trip or visit.
This policy is a sub-section of the school’s Drugs Education Policy, which is available in the Learning, Teaching and Curriculum manual.

13.2 Illegal drugs, smoking and alcohol on the school premises

· All illegal substances are forbidden on the premises;
· The school is a designated ‘no-smoking’ area, and we look to everyone, including parents, to support this policy.  If pupils are found smoking on site, the headteacher must be informed immediately;
· Alcohol may only be consumed on the school premises for events organised by members of staff, governors or PTA, which take place after the end of the school day.  Verbal permission must be obtained before the event from the senior management team;

· To protect the health and safety of the school community regular checks will be made of the site to ensure that drug paraphernalia, particularly needles and syringes, is cleared away safely and legally.  The school will ensure that potentially hazardous substances are stored safely and pupils will be supervised if it is necessary that they come into contact with them in the course of their work;

· Pupils are not permitted to be in possession of products which can be abused through sniffing.

13.3 Prescribed Drugs on the School Premises
See section 11.4, Keeping Medicines in School, to information on storage and administration of prescribed drugs.
13.4    Drug incident guidance
Where drug misuse is suspected, staff will inform the headteacher who will then assess the legal requirements, the involvement of outside agencies, the types of behaviour and the proposed school response; the geographical limits of school policy, involvements of parents, arrangements for recording and informing other agencies; Health and Safety procedures including safe handling of suspect substances.  All known details will be recorded on an incident form.  
The consequences of incidents involving pupils will follow the same procedures as laid down in our Behaviour Policy.  If incidents involve illegal drugs, the headteacher will follow the guidance set out in  Drugs: Guidance for Schools (DfES Feb 2004).
13.4.1 Responding to Drug Related Incidents
· Evidence should be collected before confronting the child to avoid reliance on rumour and suspicion;
· Caution will govern any attempt to identify symptoms or behavioural change
· Staff must act for the protection and interest of the child, and therefore there are limits on staff retaining confidences
· Substances will be confiscated without confrontation, but with regard to safety and when possible in front of a witness.  Advice will be sought from the Schools Liaison Officer or the local police force;

· Any intoxicated person should be kept from harm, and kept under observation.  The incident details will be recorded to help medical treatment

· Loss of consciousness, possibly due to drug overdose, misuse, or disclosure/admitted overdose with no visible symptoms, will lead to the use of the emergency procedures outlined below.
13.5 Procedures for dealing with drug misuse
13.5.1 Emergency response
· Summon help from First Aider - send someone else if possible, clear the area of all other pupils, making the person and area safe;

· Check airways are not blocked, and place the person in the recovery position;

· Phone 999 – Ambulance;

· Keep the person warm to prevent shock;

· Telephone immediate family.

13.5.2 Subsequent response:
Discipline and Counselling

Exclusion will take place in cases of repeated possession of drugs, or when there is drug dealing.  Counselling is our preferred response to a child who is a drug user.  Exclusion will only take place as a last resort when all reasonable steps have been taken to avoid exclusion or where allowing the child to remain in the school would be seriously detrimental to the education of welfare of the child or others in the school.

Arrangements will be made to find another school or pupil referral unit.  Practical advice and support will be given to parents or carers.  Individual and family counselling will be provided.

Media

If the media become involved the school will provide a written response.  The headteacher is the named person who would deal with such cases.  Advice will always be sought from  the Local Authority communication office before going to the media.

Review frequency: annually
Next review date: September 2010
Section 14:
Publicity and Photographing Children Policy
14.1 Rationale for this policy 
The key concerns contained within this policy regarding the use of images (both photographic and video) of young people relate to: 
· Data protection concerns (whether taking photographs or video of children in school by parents, staff or others could breach data protection regulations);
· Safeguarding concerns (the potential for inappropriate use or adaptation of images for use on child pornography websites, or the possible identification of children featured in photographs).

14.2 Underlying principles
We recognise that publicity and pictures of young people enjoying school is an essential part of school life.  However, at the same time, we acknowledge our responsibility to address concerns which may fall into either of the two categories above.  As such, the following principles guide our photographing and / or filming of children within school: 

· Ensure parents have granted their consent for the taking and publication of photographic images.  Parental permission to use photographs in different contexts is obtained upon the child’s entry to the school.  Parents are asked to specify whether their child’s photograph can be used in, for example, newspaper photographs, internet images or other publicity.  This information is filed and amended as appropriate, and all staff use this when preparing materials to use for publicity; 

· All young people must be appropriately dressed for the activity taking place; 

· Photography or recording should focus on the activity rather than a particular young person and personal details which might make a young person vulnerable, such as their exact address, should never be revealed.  Full names of individual children are not used in any material which is posted on the school website; 

· All concerns regarding inappropriate or intrusive photography should be reported in confidence to the Headteacher, who is the designated contact for child protection issues. 

14.3 Data protection concerns

Parents and carers are not required to comply with the Data Protection Act 1998 when taking photographs of their children for their own private use.  However, parents and carers are not permitted to take photographs or to make a video recording for anything other than their own personal use.  They would not, for example, be able to sell videos of a school event.  (Video recordings or photographs of school events can, however, be sold by the PTA without obtaining additional permissions, as it is assumed under the relevant legislation that these recordings are bought for personal use).
As such, at Northbourne we allow photographs and videos to be taken during events, following an announcement at the start of any such event that any images taken must be for private use only and, if they include others, must not be put onto the internet without the consent of all parents of children featured.  Where it is anticipated that pictures may be featured in the press or media, we will consult parental permission lists before selecting children to be included.  Where appropriate, parents will be informed that press will be attending an event before this takes place.
14.4 Safeguarding concerns

We appreciate that there are concerns about the risks posed directly and indirectly to young people through photographing or recording activities taking place in schools.  Therefore, the following guidelines should be followed: 

· All young people featured in recordings must be appropriately dressed with outer clothing garments covering their torso from at least the bottom of their neck to their thighs (i.e. a minimum of vest/shirt and shorts); 
· The recording should ideally focus on the activity. Where possible, images of children/young people should be recorded in small groups (the group may comprise any combination of adults and children); 
· Teachers should still be allowed to use video equipment as a legitimate learning aid and means of recording special occasions. However, care should be taken in the dissemination and storage of the material;

· Participants and parents should be informed that if they have concerns about inappropriate or intrusive photography/filming, these should be reported to the headteacher and recorded in the same manner as any other child protection concern; 

· Staff should approach and challenge any person taking photographs who has not made his/herself known, or when it has been requested that video and photographs not be taken. They might need to refer it to the local police force if this person continues to record images without permission;
· Parents and spectators filming or photographing events should be prepared to identify themselves, if requested, and to state their purpose for filming or photographing.

14.4 Publishing images
· If a photograph/recording is used, personal details of young people such as email address, home address and telephone numbers are not revealed.  

· Permission to use photographs is sought from parents (see 14.2 above). Where a story focuses on an individual in some way, particular attention is paid to discussing this with parents and carers.  Similarly, where it is anticipated that the image or recording will be widely used (specifically, at a national level), the purposes and context of this will be explained to parents to allow additional permission to be sought.
Review frequency: annually

Next review date: September 2010

Section 15:
Safer recruitment

15.1 Rationale for this policy 
Safer recruitment practices are essential to ensuring that unsuitable persons do not gain access to work (either on a paid or voluntary basis) with children in schools.  At Northbourne, we follow the procedures and guidance documents developed by Oxfordshire Local Authority; many of these are set out in the booklet ‘A Guide to Making Safe and Appropriate Appointments in Schools and all Services for Children and Vulnerable Adults’, which is available at the following link:

(http://portal.oxfordshire.gov.uk/content/public/corporate/hr/hr_toolkits/appendices/TK1SaferRecruitmentGuidanceOct07.pdf)  
This policy aims to outline and summarise the key considerations which we make during the recruitment process, but is not intended to be comprehensive. 

15.2 Key elements of safe recruitment practice 
When recruiting staff to work in school we:

· Give consideration to safeguarding at every stage of the process; planning, advertising, interview and appointment.
· Ensure the job description makes reference to the responsibility for safeguarding children and/or vulnerable adults. 

· Ensure the person specification includes reference to suitability to work with children or vulnerable adults. 

· Obtain and scrutinise all required information from applicants and ensure that any gaps/anomalies are satisfactorily explained. 

· Ensure receipt of independent professional references, which address specific questions. (ideally references to be accessed prior to interview). 

· Face-to-face interview. Interview panel to have received appropriate training i.e.Oxfordshire County Council (OCC) Recruitment and Selection Training, Child Workforce and Development Council (CWDC) On-line Recruitment Training (for schools); Mary Burr and Eleanor Hards have completed this training.
· Verify candidates’ identity at interview (photographic ID required). 
· Verify academic qualifications (and / or professional body status) (original copies required).

· Conduct a full check on employment and experience history, accounting for all gaps.

· Check on health / physical capacity to undertake role, using medical questionnaire.

· Require an enhanced CRB disclosure and / or list 99 / POCA / POVA check on staff and volunteers.

· Obtain all necessary permission to work in the UK documentation.

· Gather relevant CRB disclosures and additional checks for those who have lived abroad.

15.3 The recruitment process – key guidance from LA


The following guidelines from the Local Authority, shown here in summary form, are followed during our recruitment procedures.
15.3.1 Getting ready to recruit
· An outline job description for the post need not be expansive but should give a clear description of the main purpose or function of the job;

· All job descriptions where the post holder is in contact with children or vulnerable adults should detail the individual’s responsibility for promoting and safeguarding the welfare of children or vulnerable adults and include one of the following statements:

· “The post holder is responsible for ensuring that all county child protection policies are adhered to and  concerns are raised in accordance with these policies” 

· “The post hold89er is responsible for ensuring that all county adult protection policies are adhered to and concerns are raised in accordance with these policies”.

15.3.2 Recruiting

· In addition to the standard information outlined in ‘A Guide to Recruitment & Selection’, the following statement must be included in candidate information packs for any post working with children and/or vulnerable: 

· “This Service/School is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all staff and volunteers to share this commitment. All successful candidates will be subject to Criminal Records Bureau checks along with other relevant employment checks.” 

· We would further recommend that all application packs (for those posts working with children) includes a copy of the establishment’s Child Protection Procedures.
· Where possible all employment checks (excluding CRB disclosure) should be completed between shortlisting and interview. By doing this, any information about past disciplinary action, allegations or discrepancies can be followed up at interview. 

· Information from referees should be compared with information on the application form to ensure that the information provided is consistent. Any discrepancies should be taken up with the applicant. 

· All applications should be carefully scrutinised to ensure they are fully and properly completed. Any anomalies or discrepancies or gaps in careers or employment should be accounted for and checked. You must have a full chronological history of the individual down to the month. Reasons for repeated and regular changes in employment should be explored.
· All employment and voluntary work with children, young people and vulnerable adults are exempt from the provisions of the Rehabilitation of Offenders Act.  In cases where an applicant discloses a conviction, a Risk Assessment should always be carried out prior to an offer of employment being made. 
15.3.3 Selecting

· The following checks must be carried out on all people who seek employment with children and vulnerable adults (including overseas and agency staff). This should include casual staff who will have direct contact with children or vulnerable adults. In addition, it is strongly recommended that these checks should also be carried out on all who work in schools (when they are not in the school's employment) involving contact with children, such as volunteers, and in some cases school governors;
· In the case of agency staff, agencies are required to carry out the checks below in the same way as for permanent staff, and schools/services must confirm with the agency that the appropriate checks have been carried out.  This information is sought from all supply agencies used by the school, and records of checks are kept on file.
· References

References are obtained using a pro-forma, tailored to the information which is required;

References are taken up on all preferred candidates, including internal ones;

The most recent employer, followed by the next chronologically in the same order of work, are used as referees;

Requests for references usually include requests for the following information:

· Referees’ relationship with candidate – how they know them, how long they have known them 

· Whether the referee is satisfied that the person has the ability and is suitable to undertake the job in question, based on the information provided in the job description and person specification/selection criteria 

· Confirmation of person’s current job title and salary 

· Sickness record and reasons for sickness 

· Specific verifiable comments about the applicant’s performance and conduct 

· Details of any disciplinary procedure in which the sanction is current 

· Details of any disciplinary procedures the applicant has been subject to involving issues related to safety and welfare of children or vulnerable adults, including and in which the sanction has expired 

· If any concerns about the candidate’s suitability to work with children or vulnerable have arisen, what these were and how they were dealt with 

· Whether there are any previous convictions which may be declared under the Rehabilitation of Offenders Act 

· Whether or not you would re-employ. 
· Employment history
Employers should always ask for information about previous employment and obtain satisfactory explanations for any gaps in employment. 
· Identity
It is important to be sure that the person is who he or she claims to be. The employer must ask to see proof of identity such as a birth certificate, driving licence, or passport combined with evidence of address, before an appointment is made. Some form of photographic ID should be seen. Please note that proof of identity is required in connection with an application for a CRB Disclosure.

· Proof of qualification
Employers must always verify that the candidate has actually obtained any academic or professional qualifications that are identified as essential for the job and claimed in their application by asking to see the relevant certificate or diploma, or a letter of confirmation from the awarding institution. If original documents are not available, employers must see a properly certified copy. This should be applied to schools and all agencies. For schools, registration with the GTC (General Teaching Council) is not enough. Qualifications and DfES reference number must be seen. 
· Retaining details of pre-offer checks

Separate pre-offer checklists have been compiled which outline the appropriate checks that must be undertaken on potential staff and it may be helpful to ask the interviewee to provide the relevant documentation at interview stage in order to ensure a sound recruitment decision can be made (Appendix 8). 

When a new appointment is made, the checklist should be completed by one of the interview panel or other relevant persons and should be retained in the new employee’s personnel file along with their application form, interview notes and copies of all documentation given as evidence in relation to the pre-offer checks.

· Offers of employment should only be made following / are subject to:

· Verification of all references, with the referee, over the telephone.  This also allows further information to be sought.  A written record of any telephone conversation must be kept on file with personnel notes. Any information about past disciplinary action, allegations or concerns (including those with child or adult protection connotations) should be considered in the circumstances of the individual case. Where there is a history of repeated concerns or allegations, you must contact Schools Safeguarding Team (for education related staff issues) or Human Resources for advice. Non education related concerns should be directed to the relevant HR provider;
· Completion of a pre-employment health questionnaire, which is returned, in confidence, to the Local Authority Occupational Health department;

· Proof of a CRB disclosure being sought.  However, headteachers, principals and LAs have discretion to allow a member of staff to begin work pending receipt of the Disclosure in schools or colleges. Where it is necessary to engage a member of staff and where the CRB check remains outstanding, headteachers/LAs/principals must ensure that the employee is appropriately supervised, and the request for a CRB Disclosure has been submitted in advance of the individual starting work.  In this situation, a Local Authority risk assessment is completed and filed, to ensure that relevant information has been taken into consideration.    In addition, members of staff in this situation would have a List 99 check completed.

· Where a Disclosure indicates cause for concern, the member of staff must immediately be withdrawn from the school pending further enquiries.
· Offers of employment should only ever be made when requirements within this guidance have been fulfilled. These requirements include all gaps in application forms being accounted for, acceptable references received, qualification certificates received (where required), asylum and immigration checks done, identification documents seen and health clearance and risk assessments undertaken where appropriate.
15.3.4 Beginning work
· An induction programme is planned and delivered.  The intention of this is to:
· Help the new employee/volunteer, agency worker to settle quickly in the job 

· Demonstrate the importance the establishment attaches to the individual’s development 

· Provide training and information about policies and procedures 

· Support individuals appropriately 

· Confirm code of conduct and expectations and clarify what is bad practice 
· Provide opportunities for the person to raise concerns 
· Enable the person’s line manager or mentor to recognise any concerns or issues about the person’s ability or suitability at the outset and address them immediately 
· In relation to safeguarding, the induction programme includes information about:
· Policies and procedures in relation to safeguarding and promoting welfare of children e.g. anti bullying, racism, internet safety, health and safety etc 

· Safe practice and standard of conduct and behaviour expected of staff and children in their establishment 

· How and with whom any concerns should be raised 

· Other relevant procedures (disciplinary, capability, whistle blowing) 

· Appropriate level of child protection training according to role 
· The induction process should support new staff by exploring the issues of child protection so that they do not place themselves, children or vulnerable adults at risk. It will confirm the individual fully understands what the County Council expects of them, leaving no room for any claim that they were unsure of the boundaries of acceptable and unacceptable behaviour or were unaware of established procedures.
Appendix 1:
Annual Safeguarding report to the governing body
Name of School: …………………………………………………………………………
Date:

This report is for the period  ……………… to …………… 

Author………………….……………………

N.B. Details of this information are confidential – names and specific circumstances cannot be discussed.

Name of Designated Senior Person:…………………………………………………

Deputy Designated  Person:…………………………………………………………...

Name of Nominated Governor:………………………………………………………..

Summary of Safeguarding Training

*Designated persons must undertake training in accordance with the Oxfordshire Safeguarding Children’s Board guidelines. Training must be updated biennially.

Teaching and other staff should have training updated every 3 years
	Staff
	Total number of  staff to be trained

In each category
	Number of staff who received initial training


	Provider
	Number of staff who  received refresher training in target time*
	Provider

	Designated officer(s) 
	
	
	
	
	

	Headteacher
	
	
	
	
	

	Nominated governor
	
	
	
	
	

	Governing body
	
	
	
	
	

	Teaching staff
	
	
	
	
	

	Teaching assistants
	
	
	
	
	

	Mid day supervisors
	
	
	
	
	

	Administrative staff
	
	
	
	
	

	Care taking / cleaning
	
	
	
	
	

	Technicians
	
	
	
	
	

	Volunteers
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Names of those who have undertaken training in safe recruitment (NCSL online training):

	Staff  - Name
	Role

	
	

	
	

	
	


Additional training undertaken by Designated Senior Person (e.g. Local ACPC / OSCB courses):

	Staff  - Name
	Training / Date

	
	

	
	

	
	


Report on induction of new staff in safeguarding policy and procedures

	Staff
	Numbers
	Safeguarding induction given Y/N
	Initial training Y/N

	Teachers
	
	
	

	Governors
	
	
	

	Support
	
	
	


Policies and other documents relating to safeguarding

	Policies and/or procedures for Safeguarding
	Written/reviewed
	Next review date

	Anti-bullying
	
	

	Behaviour management 
	
	

	Child Protection 
	
	

	Website statements on safeguarding
	
	

	Drugs and Substance Misuse
	
	

	Equal Opportunities
	
	

	First Aid (including management of medical conditions, intimate care)
	
	

	Health and Safety (including school security)
	
	

	Management of allegations against staff
	
	

	PSHE curriculum
	
	

	Racial Equality
	
	

	Recruitment and selection
	
	

	Safeguarding statement in school prospectus
	
	

	Sex Education 
	
	

	Staff Handbook - guidance on conduct
	
	

	Use of Force and Restraint (Physical Intervention)
	
	

	Use of photographs/video
	
	

	Whistle blowing 
	
	


Number of referrals made to local Assessment Team: 

Section 17 ………….
Section 47 ………………

Categories:

	
	Number
	No. Case conferences
	No. attended 
	No. reports submitted

	Physical
	
	
	
	

	Sexual
	
	
	
	

	Emotional
	
	
	
	

	Neglect
	
	
	
	


Number of pupils on Child Protection Register: …………………………………..

Number of Looked After Children: …………………………………………………..

Number of allegations made against staff:………………………………………….

Other Comments on safeguarding issues and actions to be taken:

Appendix 2:
Safeguarding allegations against staff procedure


Appendix 3:
Behaviour monitoring sheet

Appendix 4:
Managing Lunchtimes (Induction Booklet for lunchtime supervisors)
Role of the Lunchtime Supervisor 

· To look after the children at lunchtime
· To ensure children’s safety
· To ensure that children are happy
· To encourage children to play
· To sort playground problems out
· To promote positive behaviour fairly and consistently

Health and safety

· Lunchtime supervisors have a duty to ensure the health and safety of the children at all times
· The hall and all areas of the playground must have at least one lunchtime supervisor in attendance when there are children present
· All play should be cooperative and follow the three school rules
· Children must have permission to come back into the school building so that you know where they are at any given point
· Any child requiring first aid should be taken to the medical room by the lunchtime supervisor who has been trained in first aid (one on each team). The minor accident book must be completed and in the case of more serious injuries an accident form must also be completed
· Strangers on the premises should be approached and taken to a member of the teaching or office staff

In the dining room
· Please see separate procedures for KS1 or KS2
· Children put hand up and ask permission to leave hall
· In case of fire evacuate the hall through fire exit doors at rear of the hall calmly and quietly then lead children to line up in classes on the playground. Ensure the area is clear of children before evacuating the building.
Encouraging Good Behaviour and Respect for Others

· Children and adults should always be respectful to each other
· Ensure that children follow the three school rules 
· Encourage children to have good manners
· Reward good behaviour and respect for others with green cards
· Praise children
· Talk calmly to children being quietly firm when necessary
· Encourage children to take responsibility
· Show an interest in children and listen to them
· Always be fair, listen to all points of view
· Expect children to help tidy up after themselves. Any food dropped on the floor should be cleared up by the child (the kitchen should provide a dustpan and brush)

Preventing inappropriate behaviour

· Scan the playground and intervene to prevent undesirable behaviour 
· Keep on the move
· Use non-verbal responses- eye contact, raised eyebrow, shake of head, thumbs up
· Distract the child to diffuse the situation e.g. give task or change conversation
· Walk confidently into children’s space and engage in conversation
· Give take up time after giving an instruction
· Do not get into arguments with children
· Encourage children to use the games bags
· Play games with children

Lunchtime behaviour Plan

· Rules
· Follow instructions first time

· Keep hands feet and objects to yourself
· Speak kindly to everyone

Rewards

· Praise
· Green cards (3 green cards = good citizenship award)

· Playground points for lining up in a silent straight line

Consequences

· Warning
· Time out on wall
· Yellow card (2 yellow cards = letter sent home to parents; 3 yellow cards = child not allowed on playground for a period of time decided by the headteacher)
· Yellow card must be signed by MDMS 5 times for good behaviour and taken to the headteacher for signing off

Appendix 5:
Missing Child Memo  

MP1a

Please send to:

Alan Blackmore or Jill Price, Oxfordshire County Council, Children and Young People Services, County Hall, New Road, Oxford OX1 1ND

Email: missing.pupils@oxfordshire.gov.uk
	Enquiry from – ESW Details 

Name:

Address:

Telephone :

Fax: 

Email:

Date of Enquiry:

	Name of Child

Surname                     First   

                                   Name
	DOB
	School last attended

	
	
	
	

	UPN No:
	SEN:  Yes / No

	Parent / Carer:

	Last known address:



	

	Address believed to have moved to:

Local Authority:



	Any other information:




Appendix 6:
Medical information form

To be completed by the parents or carers of any child who needs to keep essential and prescribed medication at school, for example and inhaler, Epi-pen or Diabetes medication.

	Child’s name


	

	Name of medication


	

	Dose of medication required and timings


	

	How is the medication administered


	

	Where the medication needs to be stored (if room temperature is not suitable)


	

	What do we do in an emergency?


	

	Can the medication be administered by the child?


	

	If your child cannot administer the medicine him/herself you may ask your child’s teacher to help (e.g. to help a young child take an inhaler).  Staff take no responsibility for administering medicines.  Those members of staff who help children administer medicine do so voluntarily and in a spirit of general care and concern, and will make every effort to administer this medication on time and as required.  However, members of staff responsible can make no absolute guarantees, and may decline to accept responsibility once they have read these instructions. If so you will be informed immediately.

	Do you give permission for a member of staff to help your child administer the medication if needed?
	

	Please give details of how a member of staff may help your child (e.g. by squirting the inhaler into a spacer, by administering an Epi-pen).


	


Parent/Carer name: ________________________________________________________

Parent/Carer signature: _____________________________________Date ____________

Appendix 7:
Example medicine slip

Medicine Slip

Medicine was administered to your child ___________________  today ________________.

Details:

Signed:

Medicine Slip

Medicine was administered to your child ___________________  today ________________.

Details:

Signed:

Medicine Slip

Medicine was administered to your child ___________________  today ________________.

Details:

Signed:

Medicine Slip

Medicine was administered to your child ___________________  today ________________.

Details:

Signed:

Appendix 8:
Recruitment and selection checklist

SAFER RECRUITMENT IN SCHOOLS – RECRUITMENT & SELECTION CHECKLIST

This document has been designed with reference to DCFS: Every Child Matters – Safeguarding Children & Safer Recruitment in Education guidance.

	PRE-INTERVIEW


	Initials
	Date

	Planning:

Timetable decided: job specification and description and other documents to be provided to applicants reviewed and updated as necessary.  Application form seeks all relevant information and includes relevant  statements about references etc 

Paragraphs 3.17-3.20 and 3.22 to 3.29
	
	

	Vacancy advertised (where appropriate)

Advertisement includes reference to Safeguarding Policy, i.e. statement of commitment to safeguarding and promoting welfare of children, and need for successful applicant to be CRB checked

Paragraphs 3.15, 3.16 and 3.21
	
	

	Applications on receipt

Scrutinised – any discrepancies/anomalies/gaps in employment note to explore if candidate considered for short listing

Paragraphs 3.30,3.31 and 3.33
	
	

	SHORTLISTING 


	
	

	References – seeking

Sought directly from referee on short listed candidates; ask recommended specific questions; include statement about liability for accuracy

Paragraphs 3.32 and 4.30to 4.36
	
	

	References – on receipt 

Check against information on applications: scrutinised; any discrepancy/ issue of concern note to take up with applicant (at interview if possible)

Paragraphs 4.35 and 4.36
	
	

	Invitation to interview

Includes all relevant information and instructions – remember to  ask all interviewees to bring evidence of their qualifications, documents for CRB and identify checks inc GTC registration if appropriate

Paragraphs 3.36 to 3.39
	
	

	Interview arrangements

At least 2 interviewers: panel members have authority to appoint: have met and agreed issues and questions/ assessment criteria / standards

Paragraphs 3.40 to 3.42
	
	

	Interview

Explore applicants’ suitability for work with children as well as for the post

Paragraphs 3.43 and 3.44
	
	

	Note: Identity and qualifications of successful applicant verified on day of interview by scrutiny of appropriate original documents: copies of documents taken and placed on file; where appropriate applicant completed application for CRB Disclosure

Paragraphs 3.37 and 3.38
	
	

	Conditional Offer of Appointment; pre appointment checks

Offer of appointment is made conditional on satisfactory completion of the following pre-appointment checks where necessary and for non-teaching posts a probationary period

Paragraphs 3.45 to 3.49
	
	

	References (if not obtained and scrutinised previously)
	
	

	Identity (if that could not be verified straight after interview) 

Paragraph 4.13
	
	

	Qualifications (if not verified on the day of interview)

Paragraph 4.28
	
	

	Permission to work in UK if required -  Paragraph 4.65
	
	

	CRB – Where appropriate satisfied CRB Disclosure received – Paragraph 4.18 to 4.21
	
	

	List 99 – person is not prohibited from taking up the post

Paragraph 4.15
	
	

	Health – the candidate is medically fit 

Paragraph 4.38
	
	

	GTC England – (for teaching posts) the teacher is registered with the GTC or exempt from registration

Paragraph 4.39
	
	

	QTS – (for teaching posts) the teacher has to obtain QTS or is exempt from the requirement to hold qualified teacher status

Paragraph 4.40
	
	

	Statutory induction (for teacher who obtained QTS after 7 May 1999)

Paragraph 3.50 and 3.51
	
	


Immediate action is required where there is 


suspicion of abuse and written records must be made at each stage of process.





If a student asks to speak to you about a problem do not promise confidentiality, but explain that it may be necessary to consult a senior colleague.  














Never attempt to carry out an investigation of suspected abuse by interviewing the young person or any others involved.  This is a highly skilled role and any attempts by yourself could affect possible criminal proceedings.
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