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School Policies

1. admissions
Contact: Lucy Wheeler
Finton House School

Admissions Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Central to the philosophy of Finton House, a fee-paying school, is the practice of non-selective admission.  We therefore allocate places to pupils on a first-come, first served basis and all the staff enjoy the challenge of mixed ability teaching.

Every year we have places available to children with known Special Needs and this group can comprise about 10% of the school roll at any one time.  These children are assessed by our Head of Special Needs, Special Educational Needs Coordinator (SENCO) and our Educational Psychologist or Teacher of the Deaf.  Children are then offered places based on the mutual suitability of their needs and our ability to fulfil these specific needs whilst, at the same time, educating them in the mainstream.

Process of Admission for Pupils to Reception
(See later for Admission of pupils with special educational needs.)

● There is an extremely high demand for places at Finton House School.  Parents   

contact the School for a prospectus, and they register by returning a registration form and a £30 fee.  They are advised to apply for a place as early as possible.  Lists are "opened" four years ahead of their child's actual starting year.  Two lists are opened for each year, the first on September 1st and the second on March 1st - enabling a more equal age spread over the year.  There are sixty places available altogether, and these are quickly taken.  
● Once these ‘definite’ places are filled, subsequent applicants are placed on a waiting-list for which there is still a £30 registration fee and, once these lists are full, the lists are closed. Late applications made just before the lists close do not attract the registration fee.
● Every October, we hold an Open Evening to which parents on definite and waiting lists are invited.  This provides an opportunity to look at work the children in each class have produced, to chat informally with all the staff and get to know the school better.

● There are Open Mornings during the Autumn and Spring terms for parents who are on waiting lists. These take place two years ahead of the expected date of admission. They provide parents with an opportunity to meet the Head in a small group and tour the school on a normal working day.
● Eighteen months before the expected start date, parents with definite places are invited to meet the Head who then shows them around the School to see the School "in action".  About an hour is spent with each set of parents. It is important that parents use opportunities such as this to disclose to the school any information they have about their child’s early development so that the school can assess whether learning support will be required, and if the appropriate level of support can be provided. (Please see also procedure for applicants with special needs). After this meeting, the parents are given plenty of time to decide whether they wish to confirm their child's place with a £500 deposit.  This deposit is non-refundable but is deducted from the first term's fees.
● Should this place be taken up, the £500 deposit already paid will form part of the      

general funds of the School until it is credited without interest to the first term’s  payment of fees.  An offer of a place for the child at the School is accepted by the  completion the Acceptance Form and paying the Fees in Advance.

● The Fees in Advance, of one term’s school fees, are to be paid on the first day of 

the Autumn term prior to the child joining the school.  The Fees in Advance are not refundable if the child does not take up a place at the School. The Fees in Advance will form part of the general funds of the School until they are credited without interest towards the final term’s payment of the fees or other sums due to the school on the child’s leaving.

Policy for Admission of Siblings

Finton House does have a sibling policy.  If parents of siblings are unable to obtain a place on the definite list, their child is automatically placed at the top of the waiting list.  In reality, we have found that all siblings are given a place since there is a great deal of movement in the lists during the four years prior to a child starting at Finton House.

Policy for Admission of Older Children

If a place becomes available in Years 1 to 6, the child who is top of the waiting list is invited into the school.  The Head meets the parents and shows them round and the child spends approximately an hour with the class.  Pupils are not formally tested but a general assessment is made of their abilities.  Pupils are offered a place if it is felt their ability is within the range of the class and that resources are available for support, if support is thought to be required.
Policy for Admission of Children with Special Educational Needs (SEN)
Finton House has a tradition of providing an inclusive educational environment for a number of children with known and described special educational needs, in addition to those pupils in the school who may find some difficulty in an aspect of their learning.  The school actively recruits and welcomes such children with SEN and this group can comprise about 10% of the school roll at any one time.

If a child is already on the waiting list for a mainstream place and it comes to light during early childhood development that there is a special educational need, the parents are obliged to inform the school so that an SEN assessment procedure can be implemented eighteen months prior to school entry. The child’s place will be held whilst the assessments are carried out, but the place is conditional on the results of the assessment. It is important that parents disclose to the school any information they have about their child’s early development so that the school can assess whether the appropriate level of support can be provided.

Consideration for an SEN place will be given if, after discussion with the parents and with reference to any available documentation, it is felt by the school that they may be able to meet the special educational needs of the child and that the child may gain from the mainstream curriculum and inclusive environment on offer.

To establish whether a place can be offered, assessment is carried out by the Assessment Team and recommendations made to the Head, who makes the final decision.

The following issues about the individual child’s needs, the capability of the school to meet their needs and the needs of other pupils are given careful consideration:

● Identification and description of the child’s SEN and the teaching approaches and   

    environment required.

● Whether the child will gain access to a mainstream curriculum and inclusive 

   environment.

● Whether the school has the skills, knowledge, facilities and resources to meet the 

    child’s needs.

● Whether any adjustments are required to accommodate the child in the school, and 

   if so whether these are reasonable for the school to put in place.

● Whether the child’s attendance would be incompatible with the efficient education 

   of others and detrimentally affect their good progress.

Throughout this process the school will have regard to the Special Educational Needs Code of Practice 2002 and the Disability Discrimination Act Code of Practice for Schools 2002.
Process of Admission for Children with Special Educational Needs (SEN)

● The school sends out a SEN registration form, as soon as parents know that a SEN 

    placement may be required.

● Parents return the form together with a £30 registration fee and any relevant 

reports.  Parents are asked to send copies of any new reports or assessments at any stage.

● The school writes to parents eighteen months prior to the child’s expected starting date, to confirm parent’s interest in a place and to request up to date reports and assessments.  Additional consent is requested to contact individual therapists or medical practitioners.

● The school decides whether it is appropriate to offer an assessment, and they may    also wish to visit the child’s Nursery School.

● The child is assessed in July by the Head of SEN, the SENCO and an Educational 

    Psychologist, and, where relevant a specific specialist e.g. Teacher of the Deaf.
● A decision is made about the placement giving due consideration to the issues 

highlighted above (Policy for admission of children with special educational needs (SEN)) and parents are notified within one week.  If there are more children than can be offered places then the order of priority for a place or a place on the waiting list will be informed by:

a. sibling rule

b. order of registration

c. locality e.g. Wandsworth resident

● If a place is offered and accepted by the parents, the child is place on the ‘definite’ 

   list and the parents are invited to meet the Head and have a tour of the school with the Head of Special Needs. They will also be asked to sign a SEN contract.
● If a place is not offered the school will give advice and support to the parents in 

   securing an appropriate placement for their child.

● On occasion further assessment may be needed.  The school will endeavour to make 

    a final decision about placement prior to the beginning of March in the year of   

    potential admission to the school.
First Written Autumn 1996

Updated September 2001

Updated Summer 2004


Updated Spring 2005

Updated Summer 2008

Revised Summer 2009

Updated March 2011

2. anti-bullying 
               Contact:  Emma Bransby (Anti-Bullying Officer)

Susannah Moore (Listening Buddy KS1 & KS2)
Sarah Cooper (Listening Buddy Early Years) 
Finton House School

Anti-Bullying Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.
1.
FINTON HOUSE’S AIM
Finton House values all its pupils; it values them all equally, and is committed to making the school a happy, comfortable and carefree place for everyone.  Bullying of any kind is unacceptable at Finton House; all pupils and adults should recognise that no one deserves to be bullied, and should know that if bullying does occur, it will be dealt with quickly and effectively.

2.
DEFINITION OF BULLYING
BULLYING IS:

a)   Any behaviour which is intended to hurt someone in any way, or to make someone feel uncomfortable or unhappy.

b) Any attempt to use behaviour like the above to coerce someone into doing something they don't want to do.
Bullying is damaging and is very serious.  It can cause psychological damage of the victim and even lead to suicide.  It can lead to criminal prosecution under ‘harassment’ and ‘threatening behaviour’.
BULLYING CAN BE:

· PHYSICAL 

Pushing, hitting, pinching, kicking etc.

· VERBAL 


Name calling, sarcasm, spreading rumours, teasing etc.
· EMOTIONAL

Excluding, tormenting (e.g. "hiding" belongings), being





unfriendly or threatening etc.    

· RACIST 


Racial taunts, discriminating statements etc

· RELIGIOUS

Referring to religious affiliation in an exclusive and 





unpleasant manner etc.
· CULTURAL

Making somebody feel uncomfortable because of their 





cultural beliefs or practices etc.
· SEXUAL/SEXIST
Sexual innuendos, gestures and sexist comments etc

· HOMOPHOBIC

Disparaging remarks or actions reflecting a person’s 





sexuality etc.
· DISABILITY

Making somebody feel uncomfortable because of a 





disability.

· CYBER


Abuse of any kind via text, email, websites and photos 





etc.

· INTELLECTUAL 
Making someone feel uncomfortable regarding





academic, intellectual performance or ability.

· INDIRECT OR
            Manipulating others to ostracise, marginalise or 

      MANIPULATIVE
intimidate individuals.  Encouraging others to become 





agents of physical or verbal bullying against someone.
3.
OBJECTIVES
a) To prevent and eliminate any bullying.

b) To ensure all pupils, parents and members of staff have full awareness / understanding of bullying.

c) That all children, parents and members of staff know and follow the procedures for dealing with incidents of bullying.
4.
GUIDELINES FOR PRACTICE / PROCEDURE
The Finton House guidelines on practice / procedure have been designed to incorporate the following essential features which enable patterns to be identified and dealt with effectively:

a)
Reporting - everyone should understand the importance of "telling" about any 
incidents of bullying and everyone should have clear line of referral.

b)
Confidence in referral - anyone who reports a problem in this area should know that they will be taken seriously and that something will happen.

c)
All incidents of bullying should be dealt with promptly, fairly and effectively.

d)
Recording - all instances of bullying should be recorded on the individual's Confidential Report Form and copy must be given to the Head to file in the Head's pastoral file.
e)
Approach - all parties involved (including bullies) should be handled in a friendly, sympathetic and understanding way.

f)
Bullying Officer - Finton House has a named member of staff as the "Anti-Bullying Officer", with certain responsibilities for this area.  
g)
Listening Buddy – Finton House has a named member of staff as the “Listening Buddy”, in whom children can confide.
5.
PROCEDURE FOR DEALING WITH BULLYING  

STAFF       If you see bullying or a problem is reported or referred to you:
On learning about an incident (within 24 hours)

*
Make it clear that the bullying behaviour and threats of bullying must stop 
immediately.
*  
Find out the facts - talk to the bullies and the victims individually.  
*
Get the bully to apologise; reconcile the pupils if possible; anything which has been taken should be returned or replaced and any damage done should be made good.
*
Produce a written report of what happened.  Sometimes it is appropriate to gain written accounts from the pupils which they should sign.  Read these statements back to the pupils to ensure they agree with their statements and then take the children and statements to the Head.  The statements must then be given to the Head so that they can be copied and filed in the pastoral file.  All incidents of bullying must be reported to the Head or in the Head’s absence the Deputy Head.

Notes

*        If you are not the Class Teacher of the children involved and a problem arises e.g. in the playground or in your lesson, you should take the appropriate action at the time and record it in the minor incident book.

After learning about an incident of bullying
*
Make an attempt to help the bully change his/her behaviour.  When talking to bullies, be firm, but be careful not to use bullying techniques yourself (i.e. don't threaten or humiliate).

*
Take any practical measures which you believe are necessary e.g. change eating arrangements, allocations to different groups, etc. Liaise with the Management Team to make changes together.


*
If bullying is about a particular issue, then raise and discuss it with the class, using peer pressure to stop the bullying.

*
In simple cases nothing more may be required, but if the problem is serious / involved, you must refer it personally to the Class Teacher, who will then deal with the problem. 

*
The "Anti-Bullying Officer" can be consulted at any time. She will have useful suggestions and resources.

*
The Head should be informed of any problems mentioned by parents to staff.  
*
In all cases where you wish to involve parents, you must discuss the matter with the Head.

CHILDREN
*
Children who are victims of bullying should deal with the immediate problem if they can (using techniques / strategies taught by the school) - but in any case they should tell someone: this may be a friend, teacher, Listening Buddy, parent or the Head.  They should know that whoever they tell about the problem will then do something to help.

*
Children who know bullying is happening should always tell an adult (the Listening Buddy, a teacher, the Head, or a parent) who will then do something about the problem.

*
Children who see bullying taking place should immediately intervene if this is sensible, and tell an adult (Teacher, Head, Listening Buddy) the details of the incident as soon as possible.

PARENTS
*
Parents who suspect that a child is either the victim or the perpetrator of bullying should discuss the matter with the child / Class Teacher / Head as appropriate, in order to establish a true picture.  It may be that no further action is needed, but if it becomes clear that bullying is taking place parents should work with the school to deal effectively with the problem.

*
Parents who are sure that a child is involved in either bullying or being bullied should discuss the problem with the Class Teacher or with the Head.

LIMITS OF INVOLVEMENT:

The limits of involvement implied by the guidelines but are summarised as follows:

For Pupil:
(victim) dealing with immediate problem.

(observer) intervening to discourage.

For Teacher:
dealing directly with a one-off case, thereafter refer to Head.
For Class Teacher:
dealing with persistent bullying in own class whilst referring to Head for advice and support.
For Head of US/LS
dealing with persistent or serious case of bullying, but only with the full knowledge and support of the Head.
For Head
Made aware of all cases of bullying.  Deals with serious cases and will involve parents.
6.
ESSENTIAL INFORMATION
a)
BULLYING - WARNING SIGNS:

Any of the following may indicate that a child is being bullied:

· Being frightened or unwilling to go to school.

· Beginning to underachieve at school.

· Often having clothes or other belongings damaged or "lost".

· Becoming withdrawn.

· Not eating or sleeping well.

· Having unexplained bruises, scratches etc.

· Becoming disruptive or aggressive.

· Showing reluctance or evasiveness in discussing any of the above.

· Unexplained obsessive behaviour.

· Frequent complaints of illness – tummy aches etc.

· Trying to please too much.
b)
BULLYING - VULNERABLE CHILDREN:

The following children may be more vulnerable to bullying than others:

· Children who are "different" in some way e.g. Special Needs.
· Children who have recently suffered bereavement.

· Children with unpleasant or irritating habits.

The following children may be more likely than others to become bullies:

· Children who don't "fit in" with others.

· Children who may have been "spoiled".

· Children who have themselves been bullied e.g. by adults or older siblings.

· Children under great pressure to succeed.

· Children who have no sense of achievement.
· Children who have recently suffered a traumatic event e.g. parental divorce, birth of a new baby, etc.

c)
BULLYING - "DANGER AREAS" WITHIN THE SCHOOL:

Bullying is more likely to occur:

· If children are unsupervised.

· Where supervision is more "thinly spread" e.g. playground.

· In places which are "out of sight" - cloakrooms, changing rooms, lavatories, etc.

d)
BULLYING – PREVENTION:
Finton House has adopted the following practices:

· Adherence to school rule for both pupils and staff that everyone should be treated with respect, courtesy and consideration.

· Regular inset for staff.

· Regular circle times.

· Minor concerns book so incidents are recorded.

· Well-equipped playground with lots of activities on offer.

· Staff member to initiate games in break times.

· Buddy bench to be used by those who would like a friend.

· Briefing of duty staff.

· Staff duty list on windows facing into playground so handovers work smoothly.

· Worry box in Listening Buddy’s room.

e)
BULLYING - CLASSROOM MANAGEMENT:
The following practices are unhelpful as far as bullying is concerned, and should be avoided:

· Bullying, intimidating, threatening or humiliating behaviours of any kind towards children.

· Favouritism of any kind.

· Using derogatory / insulting / hurtful names or comments when handling children.

· Over-emphasising achievement (rather than personal development).

· Having marks for work read out publicly (either by pupils or by teacher).

· Allowing children to constantly "choose" teams, groups, etc.

· Using or allowing disparaging comments re any racial/social group: condoning prejudice.
f)
RAISING THE AWARENESS OF BULLYING
The following practices have been put in place to raise the awareness of bullying:

· The introduction of a Listening Buddy in addition to the Anti-Bullying Officer.

· Regular assemblies discussing bullying.

· Visiting speakers eg. from NCPCC.

· Adoption of bullying-related charities by individual houses.

· Leaflets available for parents and children on bullying.

· Circle time.

· PHSCE lessons.

7.
ANTI-BULLYING OFFICER/LISTENING BUDDY
· Finton House Anti-Bullying Officers Emma Bransby.

· KS1/KS2 Listening Buddy is Susannah Moore. 
· EYFS Listening Buddy is Sarah Cooper.

Responsibilities of Anti-Bullying Officer/Listening Buddy:

* To maintain own awareness in this area, by means of training courses, literature etc.
* To make themselves available to the children at all times.

* To promote awareness, prevention training etc within the school.

* To maintain resources as needed and to ensure availability / distribution.

* To liaise with other members of staff regarding relevant components of the curriculum.
8.
Training

Staff receive training and attend professional courses on how to prevent bullying. Advice is regularly shared with colleagues in staff meetings and year group meetings.  Discussions in whole school meetings are invited from staff to talk about children and their welfare and how to manage and improve behaviour.

9.
Education

Bullying is a highly sensitive and emotive issue.  Advice and education is given to children in PSHCE lessons, assemblies, art projects, literature and informally throughout the school.  Please refer to the PSHCE policy and schemes of work. There is a bank of resources available for use by teachers. These are differentiated for Upper School and Lower School use. Copies are stored in the Deputy Head’s office. A pack is distributed annually to Class Teachers, including bookmarks, stickers, posters and certificates to promote positive behaviour and friendship.

10.
Behaviour Generally
Please refer to the Discipline and Exclusion Policy for full details about Rewards and Sanctions.  Whenever any member of staff deals with bullying they should follow the instructions contained therein.  The Head may use a full range of sanctions to ensure that bullying stops (strong sanctions such as exclusion may be necessary in cases of severe and persistent bullying).
                                                                                       First Written - September 1996

                                                                                                  Updated – Autumn 2001 








              Updated – Summer 2004

Updated Summer 2005

Updated June 2008

Updated April 2009
Updated September 2009
Updated March 2010
3. Child protection and safeguarding




Contact: Bridget Norton





Finton House School
Child Protection/Safeguarding Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

1. Introduction

Definition of Child Protection:

The process of protecting individual children identified as either suffering, or at risk of suffering, significant harm as a result of abuse or neglect.
The Children Act 1989 (Section 31) introduced the concept of significant harm as the threshold that justifies compulsory intervention in family life in the best interests of children.

a. Definition of Child Abuse:

Child Abuse is taken to refer to any child or young person under 18 years, who is not married, who through the action of parents or other carers, or through their failure to act, has suffered, or is likely to suffer, serious physical and/or emotional harm.

Every child has the right to be treated as an individual, to have his or her needs met, and to be shown respect for all aspects of his or her identity, including gender, nationality, ethnic origin, religion, sexuality and culture. At Finton House we are sensitive to the fact that parenting and childrearing styles can vary according to class, age, race, ethnicity, culture and /or religion.  We recognise that all parents have the right to raise their children according to their family traditions and we are aware of passing judgement on or discriminating on the basis of difference.  

Child abuse and neglect encompasses all ill treatment of children including serious physical and sexual assaults as well as cases where the level of care does not adequately support the child’s health or development.  If the government statistics are accepted, it is possible that there may be children at Finton House who are being abused, physically, emotionally or sexually.

All members of staff have a responsibility to identify and report suspected abuse (including suspected, actual or reported abuse by other members of staff) and to ensure the safety and well being of the pupils at Finton House.  At Finton House, staff are aware of the signs of the various types of child abuse and the procedures they should follow if they have concerns about a child.  They also know of the damage that bullying can inflict upon a child, causing considerable distress to the extent that it can affect their health and development.  In the first instance, cases are dealt with under the Anti-Bullying Policy (see policy for details.)

The designated member of staff with responsibility for child protection is the Deputy Head (Bridget Norton) and in her absence, it is the Head (Adrian Floyd).  This designated role includes responsibility for the Early Years Foundation Stage setting and liaising with local statutory children’s agencies as appropriate.
The School Governor with responsibility for this area is Ed Rees, Deputy Head of Dulwich College.  He has attended a Level 1 Child Protection Awareness Course in May 2009.

(b) 2.  Definitions and Signs of Child Abuse

The four broad categories of abuse are physical, sexual, neglect and emotional.  These categories do overlap and an abused child frequently suffers more than one type of abuse.

(i) Physical Abuse

Definition:

Physical abuse may take many forms, e.g. hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm to a child.  Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child.

Possible Signs:



· Unexplained injuries e.g. eye injuries, cuts, split lips, swollen pelvis, hair pulled out and burns etc., any injuries not consistent with the explanation given for them or several different explanations provided for an injury.

· Bruising in the following areas: around the mouth, two simultaneous bruised  

eyes, multiple bruising to the head or face, outlines of objects such as hair brush,  belt  marks etc., bruising or tears around the earlobe/s indicating injury by pulling or twisting, bruising on the arms, buttocks and thighs may be an indicator of sexual abuse.

· Bite marks - these leave clear impressions of the teeth.  Human bite marks are oval or crescent shaped.  Those over 3cm in diameter are more likely to have been caused by an adult or older child.

· Burns or scalds – it is difficult to distinguish between accidental and non-accidental.  Any burn with a clear outline may be suspicious e.g. circular burns from cigarettes, linear burns from hot metal rods, iron or electrical fire elements and burns of uniform depth over a large area.

· Fractures may cause pain, swelling and discolouration over a bone or joint.

· Scars of different sizes or ages on different parts of the body may suggest abuse.

· The parents or carers are uninterested or undisturbed by an accident or injury.

· Family use of different doctors and A & E departments.

· Parents are absent without good reason when their child is presented for treatment.

· Repeated presentation of minor injuries (which may represent a ‘cry for help’ and if ignored could lead to a more serious injury).

· Injuries that occur to the body in places that are not normally exposed to falls and rough games.

· Injuries that have not received medical attention.

· Instances where children are kept away from the group or school inappropriately.

· Reluctance to change for, or participate in, games or swimming.

· Refusal to discuss injuries.

· Fear of medical help.

· Self-destructive tendencies.

· Aggression towards others.

· Changes or regression in mood or behaviour particularly where a child withdraws or becomes clinging.

(ii) Sexual Abuse
Definition:

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities including prostitution, whether or not the child is aware of what is happening.  The activities may involve physical contact, including penetrative (e.g. rape, buggery, oral sex) or non-penetrative acts. They may include non-contact activities, such as involving children in looking at, or in the production of pornographic material or, watching sexual activities or encouraging children to behave in sexually inappropriate ways.

Possible Signs: 

Recognising sexual abuse can be difficult unless the child discloses and is believed.  There may be no physical signs and indications are likely to be emotional and behavioural.  Boys and girls of any age may be sexually abused and are often scared to say anything due to fear and/or guilt.  It is particularly difficult for a child to talk about their sexual abuse.  Disclosure can often initially be indirect as the child tests the professional’s response.

· Child with excessive preoccupation with sexual matters and detailed knowledge of adult sexual behaviour, or who regularly engages in sexual play or conversation inappropriate to his/her age group.

· Self-harm (including eating disorders), self-mutilation or suicide attempts.

· Pain or itching of genital area or blood on underclothes.

· Physical symptoms such as injuries to the genital or anal area; bruising to buttocks, abdomen and thighs; sexually transmitted disease; presence of semen on vagina, anus, external genitalia or clothing.

· Bloodstains on underwear.

· Sexual activity through words, play, drawing or inappropriate masturbation.

· Child who is sexually provocative or seductive with adults.

· Extreme shyness about changing in front of peers or adults for swimming or games.  Parents may ask staff not to undress or change their child.

· Inappropriate bed-sharing arrangements at home.

· Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, sometimes with overt or veiled sexual connotations.

· Behaviour indicative of excess adult responsibilities at home - for example a girl who takes over the mothering role/wifely responsibilities, whether or not the mother lives there.

(iii) Neglect
Definition:


Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health and development.  Neglect may occur during pregnancy as a result of maternal substance abuse. 

Possible Signs: 

Evidence of neglect is built up over a period of time and can cover different aspects of parenting.

· Constant hunger (under nourishment).

· Poor personal hygiene.

· A child seen to be listless, apathetic and unresponsive with no apparent medical cause.

· Poor state of clothing.

· Emaciation.

· Failure of child to grow within normal expected pattern, with accompanying weight loss.

· Child feeling unloved and insecure.

· Child thrives away from home environment.

· Unproductive from physical and emotional harm or danger.

· Frequent lateness or non-attendance at school.

· Untreated medical problems or abrasions.

· Destructive tendencies.

· Low self-esteem.

· Poor social relationships.

· Running away.

· Child left with inappropriate carers e.g. too young or complete strangers.

· Child left alone with adults who are intoxicated or violent.

· Child abandoned or left alone for excessive periods.

(iv) Emotional Abuse
Definition:


Emotional abuse is the persistent, emotional, maltreatment or rejection of a child such as to cause severe and persistent effects on the child’s emotional development.  It may involve:

· Conveying to the child that they are worthless or unloved, inadequate or under     valued, in so far as they meet the needs of another person.  

· Imposing developmentally inappropriate expectations on children.  These may include interactions that are beyond the child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child from participating in normal social interaction.

· Causing children to feel frightened or in danger e.g. witnessing domestic violence or experiencing bullying from siblings or peers.

· Exploitation or corruption of children.

· No communication with the child.

Some level of emotional abuse is involved in most types of ill-treatment of children, although emotional abuse may occur alone.

Possible Signs:


Emotional abuse may be difficult to recognise because the signs are usually behavioural rather than physical.  The indicators of emotional abuse are often also associated with other forms of abuse.  Professionals should be aware that emotional abuse might also signify the presence of other kinds of abuse.

· Developmental delay.

· Abnormal attachment between a child and parent/carer e.g. anxious, indiscriminate or no attachment.

· Scapegoat within the family.

· Over-reaction to mistakes.

· Continual self-deprecation.

· Appeasing behaviour towards others.

· Withdrawn or seen as a ‘loner’ – difficulty relating to others.  

· Sudden speech disorders.

· Changes or regression in mood or behaviour, particularly where a child withdraws or becomes clinging and finds it difficult to relate to others.

· Nervousness, frozen watchfulness.

· Sudden under-achievement, lack of concentration, low self-esteem or lack of confidence.

· Inappropriate relationships with peers and/or adults.

· Aggressive behaviour towards others.

· Neurotic behaviour (for example rocking, hair twisting, excessive thumb sucking).

· Self mutilation.

· Attention seeking behaviour.

· Running away / stealing / lying.

· Fear of parents being contacted.

· Persistent tiredness

NOTE:  It is important that all the above signs are not taken as indicating that abuse has definitely taken place, but that the possibility should be considered far more than in the past.  Such signs should make us stop and think - not jump to conclusions inappropriately.

3. Recognition of Child Protection Issues in Specific Circumstances

If you are worried about any of the below, talk to the Child Protection Officer.

· Child pornography and the Internet – if a member of staff or a carer is discovered to have placed child pornography on the Internet or accessed child pornography, the police must be informed.

· Racial and religious harassment – experience of family racism is likely to affect how a child behaves.

· Parent prostitution – the involvement of family members in prostitution does not necessarily mean the children will suffer significant harm.

· Disabled/SEN children – a disabled or SEN child is as vulnerable to physical, emotional or sexual abuse or neglect as any other child, though the level of risk may be higher.

· Parents who misuse drugs or alcohol – misuse of drugs and/or alcohol is strongly associated with significant harm to a child, especially when combined with other problems, such as domestic violence.

· Domestic Violence (refer to Wandsworth LEA publication Nov 2006) 
The definition for Domestic Violence is – ‘Any incident of threatening behaviour, violence or abuse (psychological, physical, sexual, financial or emotional) between adults who are or have been, intimate partners or family members, regardless of gender or sexuality.’

Children are affected by domestic violence in a variety of ways that may impair their ability to concentrate on work and how they interact socially.  They are often traumatised by what they see, preoccupied with worry about their mother when they are not with her, may intervene to stop an assault and get hurt, copy the behaviour, develop stress-related illnesses, lose confidence, become afraid and angry or blame themselves for the incidents.  In addition, children will often feel torn, unsure whether to do or say anything or struggle with the secrecy of what is happening within their family.

·  Severe parental mental illness – in some cases this will seriously affect the safety, health and development of the child.

· Foreign exchange visits - children staying with a family selected by the school in the host country are vulnerable.

4.  How can individual Finton House School Staff prepare themselves for dealing with Child Abuse?

· Staff are encouraged to take the issue of abuse seriously.

· Staff should be reminded that teachers are in a unique position to talk to the child, to help and to provide a safe haven.

· Staff should consider the possibility of abuse within the school. 

· Staff should know that they will be helped to deal with their own feelings.

· Staff should be reminded not to try to handle issues on their own.  They should report them to the Deputy Head, the Child Protection Officer.

i) 5.
Advice on how to react when a Child wants to talk about Abuse

If a child chooses to confide in you it is important that you reassure them and that you take seriously what she/he is saying, even if you are finding it difficult to believe.

(v) General Points:

· Accept what the child says.

· Don’t probe but allow the child to tell you in their own words.

· Keep calm.

· Look the child in the eye.

· Be supportive.

· Never promise to keep something a secret.  Tell the child sensitively that you will have to disclose the information to people who can help.  Use phrases like “some secrets are too big to keep” or “we’ll have to get help to stop this happening again”.

· Whatever has happened, the child is not to blame for the abuse.

· Be aware that the child may have been threatened.

· Never push for information.

· Do not ask specific questions but in the nature of sexual assault ask ‘When did it happen?’ (This is because forensic evidence can be collected within 7 days.)

(vi) Helpful things to say:

· Tell me what has happened.

· I believe you.

· I’m glad you’ve told me.

· It’s not your fault.

· I’ll help you.

· Is there anyone else you’d like to talk to about this?

(vii) Avoid saying:

· Why didn’t you tell anyone before?

· Did they do X to you?

· I can’t believe it.

· Are you sure this is true?

· Why?  How?  When?  Who?  Where?

· Things like:  “I’m shocked; don’t tell anyone else.”

(viii) At the conclusion of the talk:

· Reassure the child again that she/he was right to tell you and that you believe the story. 

· Let the child know what you are going to do next and that you will let him/her know what happens.

· It is not your job to decide whether or not abuse has occurred, but you will need to ensure that you pass the information on to the Deputy Head, the Child Protection Officer. 

Be Sure to Keep a Record

Make notes as soon as possible, writing down exactly what the child said and when she/he said it.  Record dates and times of meetings and when they were recorded.  Keep all hand-written notes, even if subsequently typed.  All notes and typed text must be signed and dated, as well as counter signed and dated by the Child Protection Officer.
6. School Procedure for Suspected Child Abuse

a) Have a discussion with the child.  The child must not be pressed for information, led or cross-examined or given false assurances of absolute confidentiality.  However, for the sake of the child, each case will be treated with discretion and only the relevant people informed of what has taken place. Where abuse is alleged, the initial response should be limited to listening carefully to what the child says so as to clarify the concerns and to offer re-assurance about how she/he will be kept safe.

b) The member of staff should brief the Child Protection Officer (Deputy Head). Any referral should be objective and based on evidence.  The member of staff may prefer to talk to the Child Protection Officer before having a discussion with a child, but this may not always be possible e.g. if a child reveals to a member of staff that they are being abused.  

c) If the Child Protection Officer feels there is substance in the suspicions, they will discuss the matter with the Head immediately.  The member of staff will also be asked to complete a Child Protection Record form as shown in the publication, ‘Safeguarding Children – Policy & Guidance for Designated Persons of Early Years Settings’ (Wandsworth 2007).

d) The Head uses his discretion, with the help of the Child Protection Officer to decide whether to do one or more of the following:

· In cases of uncertainty, it may be necessary to ask the Class Teacher or another appropriate member of staff, to chat informally with the child to establish whether there are grounds for further investigation (in the rare instances where this has not already been done).  For younger children a puppet or soft toy is a good prop in getting the children to open up e.g. they tell the puppet their concerns.  The Child Protection Officer may conduct this interview.  

· If the child is suffering from a serious injury, medical attention must be sought immediately from A & E, and Wandsworth Children’s Specialist Services, and the duty consultant paediatrician at the hospital must be informed.  Except in cases where emergency treatment is needed, Children’s Specialist Services and the police should initiate any medical examinations required as part of a child protection enquiry.  If we decide not to obtain parental permission before making a referral, the decision is recorded in the child’s file with reasons, dated and signed, and confirmed in the referral to Children’s Specialist Services.

· Our prime concern at all stages will be the interest and safety of the child. Where necessary the appropriate action will be taken to ensure the safety of the child.  The law empowers anyone who has actual care of a child to do all that is reasonable in the circumstances to safeguard that child’s welfare.  For example, a teacher should take all reasonable steps to offer a child immediate protection from an aggressive parent.

· Advice may be sought on how to proceed from Wandsworth Children’s Specialist Services Advisers at Welbeck House, 43-51 Wandsworth High Street, London SW18 2PS. (Tel: 020 8871 6622) before proceeding further.  The Principal Educational Welfare Officer (Safeguarding Leader of Schools) is Stella Macaulay (Tel: 020 8871 7961). Advice can also be sought from NSPCC.

· Where practicable and appropriate, concerns will be discussed with the child’s parents.  Parents will be asked for explanations of a suspicious injury, behaviour of child or child’s allegation.  These conversations will be open and honest, and the parents will be provided with reasons for concerns and required to give explanations for these concerns. If required, agreement will be sought for a referral to Wandsworth Specialist Services unless this may put the child at further risk.  Formal referrals from named professionals cannot be treated as anonymous, so the parent will ultimately become aware of the identity of the referrer. The meeting will always include both the Head and Child Protection Officer.  The Inter-agency Referral form will be completed with the parent/carer and signed by them.  This will then be faxed to the Duty Team, Referral and Assessment Service (020 8871 6333).  This will all be completed within a 24 hour timeframe.
· The Child Protection Officer will discuss concerns with Duty Team, Referral and Assessment Service at Wandsworth Children’s Specialist Services and completes the Common Assessment Framework (CAF) form or inter-agency Referral form (available from Referral and Assessment Service). They can be telephoned on Tel: 020 8871 6622 during office hours (9am-5pm) and out of hours (after 5pm weekdays or on weekends) the Duty Team/Social Worker can be contacted on 020 8871 6000.  If parents have not been informed or have withheld their permission the Duty Officer will be informed that we are proceeding without parental agreement.  The parent should also be contacted where appropriate and advised that after considering their wishes a referral has still been made.

· Inform the Bursar, for legal reasons.
Please note that not all children present at the school fall under the Wandsworth Children’s Specialist Services. There are a few children notably SEN children who come from other London Boroughs e.g. Hammersmith & Fulham, Lambeth and Richmond.  Thus if an incident involved these children the relevant Children Specialist Services would be contacted.  Deputy Head has a list of contacts.
Records

Any concerns/discussion with the child, whether further investigated or not are always typed up, clearly timed (hand-written notes are also kept), dated and signed by the members of staff involved and given to the Child Protection Officer and securely filed away.  Also a record is kept of any discussions with parents, information provided to Children’s Specialist Services and decisions taken.  

7. Referrals to Wandsworth Children’s Specialist Services 
Where possible the following information will be provided with the referral and is concise, objective, and factual and avoids judgements and interpretations.

· Full name, date of birth and gender of child.

· Family address and GP details.

· Names and date of birth of all household members.

· Ethnicity and religion of children/parents.

· Any special needs child/ren.

· Any significant/important recent or historical events/ incidents in child or family’s 

life.

· Cause of concern including details of any allegations or injuries, their sources, timing and location.

· What was observed/heard? When and where?

· Exactly what caused the concern and why?

· What did the child say, in their words, or do (if anything?)

· What did the parents, say, in their words (if anything?)

· How did you reply/respond?

· Describe events/actions/discussions as they happened.

· Child’s current location and emotional and physical condition.

· Referrer’s relationship and knowledge of child and parent/carers.

· Known current or previous involvement of other agencies/professionals.

· Information regarding parental knowledge of, and agreement to, the referral.

All verbal and telephone referrals will be confirmed in writing within 48 hours, using an interagency referral form. Wandsworth Children’s Specialist Services should acknowledge referrals within one working day of receipt.  If this does not occur within 3 working days, the referrer (Child Protection Officer) will contact the Duty Manager.

8. Allegations Against Staff, Peripatetic Staff or Volunteers
(Read in conjunction with the ‘Whistleblowing’ policy.)

All staff, parent readers, volunteers, Governors and peripatetic teachers at Finton House School are CRB checked.  Any supply teacher or peripatetic teacher covering a club for their colleague has to bring in a copy of their CRB form.  PGCE students are checked by their university/college and a letter is supplied to the school. Work Experience visitors are not checked.  However, they are never left with a child or children on a one-to-one basis. (For more details please refer to Recruitment and Selection Policy.) Teachers and other members of school staff who have day to day contact with children in a variety of situations are vulnerable to accusations of abuse.  Staff are made aware of the fact that they do have to be very careful, for example they are advised that if they are working with a child one to one, and there is no glass window into the room they should leave the door open.  Also to wear appropriate clothing, not to convey a pupil in their car or to engage in inappropriate electronic communication with a pupil. Their relationships with pupils may in rare instances lead to allegations against them being made by pupils or parents/carers.  Those allegations may be false, malicious or misplaced and may be either deliberate or innocent of such intent.  However, all allegations or suspicions against staff, whether permanent, temporary or volunteers are taken seriously and considered as requiring a child protection response/enquiry.

If a member of staff is informed of an allegation of abuse against another member of staff, they should report the matter immediately to the Head or Deputy Head (CPO).  If the Head is the person against whom the allegation is made the Chairman of Governors or Child Protection Governor will be informed by the Child Protection Officer (Deputy Head).  For details with regard to procedures for raising a concern and on how the school will support and respond please refer to the ‘Whistleblowing’ policy. In all cases the allegation would be passed on immediately to the nominated Child Protection Governor and reported to Wandsworth Children’s Specialist Services, the police and, IAPS, whether or not there is sufficient substance in the allegation to warrant an investigation.  The decision whether or not to investigate further lies with child protection agencies.  If a staff member is faced with an allegation against them, they should have no contact with children or their records until the matter has been dealt with.  They may benefit from the independent advice of a solicitor or their union. Procedures are followed as outlined in (DSCF) ‘Safeguarding Children and Safer Recruitment in Education’ 1st Jan 2007 (Chapter 5) & ‘London Child Protection Procedures’ 3rd edition 2007 (Chapter 15) and ‘Safeguarding Children – Policy & guidance for Designated Persons of Early Years Settings.’

As per the requirement of the Independent Safeguarding Authority (ISA) the school would report within one month any employed, peripatetic, volunteer or student whose services were no longer used because he or she was considered unsuitable to work with children (ISA – PO Box 181, Darlington DL1 9FA Tel 0300 123 1111).  

9. Safer Recruitment and Selection of Staff
We have an explicitly written Recruitment Policy that reflects both national and local guidance and Safer Recruitment.  Both the Head and the Deputy Head, who carry out interviews, have been on Safer Recruitment Training in May 2008 and the Chairman of Governors in June 2009.  Please refer to policy for details.
10. Children Missing from School 
To be read in conjunctions with Sections 4 & 5 of the ‘London Child Protection Procedures’ & ‘London Good Practice Guidance for Safeguarding Children Missing from School’
We recognise that we have a legal duty to report to Wandsworth Local Authority any child who has had ten days of unauthorised absence (other than for reasons of sickness or leave of absence), failure to attend regularly and deletion from the school register when the next school is not known.
These are children:

· Who are not present for registration and no message has been received by the school office or class teacher.  

· Who suddenly leave the school with either a few days notice or no notice at all.
· Who have poor attendance and have interrupted school attendance.

· With authorised absences e.g. holidays during term time. 

Parents are aware of procedures with regard to informing the school of any absences.

School Procedure

· For children who do not arrive at the start of the school day the School Secretary contacts parents within the first hour of the start of the school day to enquire why their child is not in school.  If they are at all suspicious of the reason given or they cannot contact the parents they inform the Child Protection Officer, who will investigate further and if necessary follow the procedures outlined under section 6 of this policy.
· For those children who suddenly leave the school the Child Protection Officer will be informed and the Head will contact the parents.  If required, procedures outlined under section 6 of this policy will be followed.
· For those children who have a poor attendance record the Child Protection Officer will be informed and a report compiled of the number of absences and when.  These will be discussed by the Head and a meeting arranged with parents to discuss.  If there is further concern following these measures, Child Protection procedures will be followed under section 6.
· All extended leaves of absences must be authorised by the Head. Parents are required to write to the Head if they require permission to go on holiday or take a lengthy period of absence during the school term.  If permission is not obtained the Head will have a meeting with the parent(s) on their return.  If this is a continuous occurrence the school will contact the Wandsworth Educational Welfare Officer for advice.
1) 11. What is done already at Finton House
At Finton House there exists a safe and trusting environment in which all the children should feel free to discuss any concerns or worries. Emphasis is placed on the willingness of staff to listen to the children.  The children are encouraged to trust members of staff and to talk to them.

Assemblies and PSHCE lessons are used to develop understanding as to what is and what is not appropriate behaviour, how to speak up regarding their concerns, developing non-abusive behaviour between pupils and strategies of self-protection. Assemblies regularly include topics covering general advice like not talking to strangers, being honest with staff, not bottling things up and bullying.  There are also visiting speakers such as from NSPCC. PSHCE lessons focus on the right to self-protection and aim to equip the children with the skills they need to help them stay safe e.g. in Year 1 they learn how to deal with strangers and in Year 3 there is a discussion about how our bodies are very special and what to do if someone is hurting or touching them in a way they do not like.  There are also regular class circle time activities and drama lessons to explore issues such as personal safety and keeping safe.  (See PSHCE scheme of work and policy for more details.)
12. Use of Physical Intervention

The use of any physical intervention on a child will be rare and usually only necessary when a child is a danger to themselves or others.  For details please refer to the Physical Intervention policy.  As per section 131 of the School Standards and Framework Act 1998, corporal punishment is prohibited for all pupils.
13. Finton House ICT Safety

Finton House has both an Acceptable Use Policy (AUP) and an ICT Code of Conduct, which is signed by all parents, staff and Key Stage 2 children.  Below should be read in conjunction with both the above documents.  The School’s Acceptable Use Policy (AUP) refers to creating “a safe ICT environment” with all aspects of modern technology used throughout the school.  The reason for this policy is to ensure that children and staff are educated about “the benefits, risks and responsibilities of using Information Technology.”  

The school’s computer network system is maintained by Elmbrook Computer Services and they have put in place security systems and placed virus protection software on the system.  Elmbrook regularly checks user files, temporary Internet files and history files.  The uploading and downloading of non-approved application software is denied.  Unapproved software and executable files are not allowed to be stored in the pupil or staff storage areas.

The school’s Internet access incorporates a software filtering system to block chat rooms, newsgroups, and inappropriate websites.   Children in the Upper School will be made fully aware of the risks to which they may be exposed while on the Internet.  E-safety workshops form part of the ICT curriculum, highlighting safety on the Internet.  If children come across inappropriate material they will know that they should switch off the monitor, not the computer, and report the incident to the nearest teacher who will deal with it according to the school AUP.

The children have pupil school email accounts; however access in school to external, web-based, personal e-mail accounts is filtered for security reasons. Children immediately report any offensive e-mails that they receive to the ICT teacher or to their class teacher.  It is forbidden to distribute chain letters or to forward a message without the prior permission of the sender. Children may not reveal their own or other people’s personal details, such as addresses or telephone numbers or arrange to meet someone outside school via the school network.  If children wish to send an attachment, they must notify the recipient of this in the body of the email. 

Teachers are aware that Internet traffic can be monitored and traced to an individual user.  For procedures that will be followed should there be any allegations against a member of staff using the internet, emails etc. please see Section 8 of this policy.   They are also advised that mobile phones or home laptops should not contain photographs of pupils.
The School’s Website is managed by an editorial team.  It has full editorial responsibility and ensures that the content on the site is accurate and appropriate.  The website will comply with the Education Authority's guidelines (Wandsworth e-safety policy - last modified 11th June 2009).  The copyright of all material produced by the school for display on the school’s web pages belongs to the school.  Permission to reproduce any other material will be sought and obtained, from the copyright owner.  The contact details for the school will include only the school's postal address, e-mail address and telephone number.  No information about teachers' home addresses or the like is published.  The school does not publish any material produced by children without the agreed permission of their parents.  In addition, photographs of children are not published without a parent or carer’s written permission.  A student’s name is not used in association with photographs. Website photographs that include children are carefully selected and of a type that does not facilitate their identification, e.g. groups.  On entering school, as part of the School Contract the parents give permission for their child’s photo to be used as part of display material around the school, in publicity, on the school website or in the newsletter.’  From January 2010 we are introducing a separate letter, which will accompany the Parent Contract to new parents, which the parents have to read and sign specifically. 

On entering school as part of the school contract the parents give permission for their child’s photo to be used as part of display material around the school or in the newsletter.

14. Responsibility of Child Protection Officer

The designated member of staff is responsible for:
· Arranging training for all staff and peripatetic teachers every three years from the Wandsworth Child Protection Adviser Service.   Last training took place in April 2008/January 2010.  Any new member of staff as part of their induction receives training from the Deputy Head (CPO).

· The designated member of staff undertakes training in inter-agency working (updated Sept 2009).  This is provided by or to standards agreed by, the Local Safeguarding Children’s Boards.  Refresher training is undertaken at 2 yearly intervals to keep knowledge and skills up to date.  So they know how to identify signs of abuse and when and how to make a referral.  

· To attend meetings of the local (Wandsworth) Safeguarding Board Sub Group, which was established to enable representatives from schools to discuss child protection and safeguarding matters with colleagues.
· Keeping all staff updated with current procedures, ensuring that new and temporary staff are familiar with child protection responsibilities. (Staff includes admin, part-time, peripatetic, caretakers and kitchen staff etc.)

· Provision of advice and support to staff.

· Liaising with Head to inform him of any issues.
· Meeting termly with the Child Protection Governor.  Current Governor is Ed Rees, Deputy Head of Dulwich College and he has received Child Protection training May 2009.  At this meeting individual cases are discussed and the policy is reviewed.  A report is given to the Board on the efficiency with which CP duties have been discharged.
· Referring any concerns as soon as they arise to the Head and where appropriate to the Children’s Specialist Services.

· Monitoring school attendance and keeping the Head informed. Where necessary a meeting with the parents may be held to discuss the matter.

· Ensuring that all-relevant information about a child is disseminated to appropriate staff within the school, bearing in mind confidentiality restrictions.

· Ensuring that complete records are sent to receiving schools of any concerns or past referrals.

· Maintaining accurate and secure child protection records in a locked cabinet.

· Undertaking an annual review of the school’s policy and procedures relating to safeguarding children and updating policy when new legislation/procedures come into place. 

1st written autumn 1996

Updated autumn 1998

Updated September 2001

Updated June 2003

Updated July 2004 in light of the publication London Child Protection Procedures

 Updated October 2004 in light of the DSCF publication ‘Safeguarding Children in Education’

Updated after April 2005 Staff INSET from Wandsworth LEA

Updated Nov 2005 following Does guidance ‘Safeguarding Children in Education’

Updated May 2007 following DfES document ‘Safeguarding Children and Safer Recruitment in Education’

Updated Feb 2008 following the publication of ‘London Child Protection Procedures’ 3rd edition, 2007and Wandsworth Early Years – ‘Safeguarding Children Policy & Guidance for Designated Persons of Early Years Settings.’ (Feb2007)

Revised after LA Audit March 2009 & May 2009

Updated in light of Wandsworth Safeguarding Children Board e Safety policy and strategy documents Sept 2009
Updated March 2010
4. CLUBS
Contact: Bridget Norton

Finton House School

After School Clubs Policy for Staff
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Finton House offers a wide range of after school clubs, which enable the children to both learn and develop new interests and skills as well as developing existing ones.  Clubs provide the opportunity for children to take part in extra-curricular activities.

The Deputy Head organises the scheduling and the checking, which includes risk assessment (see attached sample of a Clubs Form). Staff running clubs design signing up sheets for parents to sign their children up for clubs at the beginning of each term and are billed at the end of the term.  Signing up is possible from the first full week of the September Term and on the first day of the Spring and Summer Term.  

In general, Finton House staff run the clubs and each leader of a club has to complete a clubs form and a risk assessment form.  (For peripatetic teachers please see ‘After School Clubs Policy for Peripatetic Teachers’.) The Club Leader has to nominate an alternative member of staff (with their agreement) to run the club should they be absent and is responsible for paying that staff member should they be required to cover the club.  They must also consult the Deputy Head regarding any changes to staff taking the club and this includes cover arrangements.  

If the club needs to be cancelled because neither member of staff can take the club, the office has to be informed by 12.15 pm.  If bad weather stops an outdoor club taking place in the normal way the Club Leader has to find an alternative indoor activity.  

Clubs are no larger than sixteen pupils, unless there are two members of staff taking the club.  Where necessary, numbers are restricted due to health and safety reasons or because of limited resources.  If a minibus is used there is always the driver and an additional adult to fifteen children.  A register of all children is taken at the start of each club and kept with the leader during the club.  If the person taking the club is worried about the whereabouts of a particular child, the office must be informed.  

Clubs using the playing fields must always walk to and from the fields with two members of staff, one at the front and the other at the back, wearing reflector jackets.  There is a first aid kit at the playing fields and if travelling to another venue there is one in the minibus.  When off the school premises the club leader carries a mobile phone.  There must always be two members of staff down at the playing fields at any given time.

At the end of club it is the leader’s responsibility to say goodbye to the children and to ensure all children are collected.  All children are collected from Finton House and not the playing fields or another venue unless agreement is sought from the Deputy Head, for example, collection from Battersea Ironsides.  

5. COMPLAINTS
Contact Adrian Floyd
FINTON HOUSE
COMPLAINTS POLICY AND PROCEDURE FOR PARENTS
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Introduction

Finton House has prides itself on the quality of teaching and pastoral care provided to its pupils.  If parents have a complaint, they can expect it to be treated by the school in accordance with this policy and procedure.  Where the school’s policies or their implementation of them, are open to criticism, parents must feel able to express criticism without fear or favour, provided that complaints are addressed in a constructive tone and spirit.  This document in no way is intended to inhibit the free flow of information and comment between parents and the staff.
Stage 1 – Informal Resolution
· It is hoped that most complaints and concerns will be resolved quickly and informally. For specific complaints regarding SEN please refer to the Special Educational Needs policy.
· If parents have a complaint they should normally contact their son/daughter’s Class Teacher.  In many cases, the matter will be resolved straightaway by this means to the parents’ satisfaction.  If the Class Teacher cannot resolve the matter alone, it may be necessary for him/her to consult the Head or a member of the Management Team. 
· Complaints made directly to the Head or a member of the Management Team will usually be referred to the relevant Class Teacher unless it is deemed appropriate to deal with the matter personally.

· The Class Teacher will make a written record in the Individual Pupil Record File and on ‘School Manager’ of all concerns and complaints and the date on which they were received.  Should the matter not be resolved within one week or in the event that the Class Teacher and the parent fail to reach a satisfactory resolution then parents will be advised to proceed with their complaint in accordance with Stage 2 of this Procedure.

Stage 2 – Formal Resolution by Head
· If the complaint cannot be resolved on an informal basis, then the parents should put their complaint in writing to the Head.  The Head will decide, after considering the complaint, the appropriate course of action to take.    

· In most cases, the Head will meet or speak to the parents concerned, normally within two days of receiving the complaint, to discuss the matter.  If possible, a resolution will be reached at this stage.

· It may be necessary for the Head to carry out further investigations. 

· The Head will keep written records of all meetings and interviews held in relation to the complaint.

· Once the Head is satisfied that, so far as is practicable, all of the relevant facts have been established, a decision will be made and parents will be informed of this decision in writing.  The Head will also give reasons for his decision.  A copy of any such decision is stored confidentially at school for 
· If parents are still not satisfied with the decision, they should proceed to Stage 3 of this Procedure.

Stage 3 – A Panel Hearing
· If parents seek to invoke Stage 3 (following a failure to reach an earlier resolution), they will be referred to the Secretary to the Governors (Nan Lambert) who has been appointed by the Governors to call hearings of the Complaints Panel.


· The matter will then be referred to the Complaints Panel for consideration. The Chairman of the Governors will appoint at least three persons who have no previous involvement with the matter, one of whom shall be independent of the management and running of the School (At present this is Jon Gray, Head of Hornsby House). The Secretary to the Governors, on behalf of the Panel, will then acknowledge the complaint and schedule a hearing to take place as soon as possible and normally within seven days.
· If the Panel deems it necessary, it may require that further particulars of the complaint or any related matter be supplied in advance of the hearing.  Copies of such particulars shall be supplied to all parties not later than three days prior to the hearing.

· The parents may be accompanied to the hearing by one other person.  This may be a relative, teacher or friend. Legal representation would not normally be appropriate.

· If possible, the Panel will resolve the parents’ complaint immediately without the need for further investigation.  

· Where further investigation is required, the Panel will decide how it should be carried out.  After due consideration of all facts they consider relevant, the Panel will reach a decision and may make recommendations, which it shall complete within seven days of the Hearing.  The decision of the Panel will be final.  
· The Panel’s findings and any recommendations will be sent in writing (and email if appropriate) to the complainant and where relevant the person or persons involved or complained about.  A record of the panel’s findings and any recommendations will be kept on the school premises. The Head and the Board of Governors will be sent a copy.

· Parents of pupils in the EYFS may, if they wish, contact Ofsted or ISI at the addresses below:


Ofsted




Independent Schools Inspectorate

Royal Exchange Buildings


CAP House



St Ann's Square



9 - 12 Long Lane

Manchester



London

M2 7LA




EC1A 9HA
Notes

· Parents can be assured that all concerns and complaints will be treated seriously and confidentially.   A record of complaints will be kept for three years.

· Minutes of meetings between parents and teachers are kept on the school database: ‘School Manager’.

· A confidential written record is kept of all complaints whether they are resolved at Stage 2 or Stage 3, in the school office.

· All correspondence, statements and records relating to individual complaints are to be kept confidential except where the Secretary of State or a body conducting an inspection under section 162A of the 2002 Act, as amended, requests access to them or where any other legal obligation prevails.

First written: October 2003

Updated: May 2004

July 2008

May 2009

6. CURRICULUM

Contact: Karol-An Kirkman
FINTON HOUSE SCHOOL

CURRICULUM POLICY
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Definition

At Finton House, the curriculum comprises of all learning planned for our pupils.  It extends beyond the classroom and includes trips and workshops, as well as many themed events such as Science Week, India Day, Book Week and French Day.

Aims
Finton House aims to provide a broad and balanced curriculum within which progression and continuity are key.  It focuses upon a pupil’s academic, spiritual, physical, technological, aesthetic, creative, moral, social and cultural development and is underpinned by a belief in equality of opportunity for all, regardless of class, race, creed, gender or ability.  As such, the curriculum is designed to take into account the differing needs of individuals.  The overarching aim is to enable each child to become a confident and enquiring learner with key skills and an enthusiastic approach to learning that will remain with them long after they have left us.

Reception

In Reception, the curriculum covers the six areas of learning, as set out in The Early Years Foundation Stage (EYFS):


Personal, Social and Emotional Development


Communication, Language and Literacy


Problem Solving, Reasoning and Numeracy

Knowledge and Understanding of the World


Physical Development

· Creative Development

These six areas of learning are covered through the curriculum subjects laid out in the section entitle ‘Curriculum Allocation’. 

In Reception, the children are taught primarily by their Class Teacher, who is supported by assistants (year group and special needs).  In addition, the children benefit from specialist teaching in Art, ICT, Music, Physical Education (including swimming), French, RE, PSHCE.
See Early Years Policy 

Lower School and Upper School 

Throughout the Lower School and the Upper School, the curriculum is delivered through a careful balance of class teacher and subject specialist teaching.  

The Finton House curriculum, as set out in the Schemes of Work for each subject, draws upon the National Curriculum and the Primary Frameworks for Literacy and Numeracy, as well as the 11+ Common Entrance syllabus and other 11+ entrance requirements including scholarships. 

Curriculum Allocation

The Finton House timetable is based around 35 minute lessons.  The allocation of curriculum time to each subject is reviewed annually by the Head and Curriculum Deputy Head, and approved by the Governors. 

See Appendix A for curriculum allocation details for the academic year 2009-2010 
In addition to the allocation of lessons, the curriculum is developed and enriched through the many trips (including residential trips for all Upper School year groups), workshops and special events that are organised each year.  

Meeting the Needs of All Pupils

At Finton House, we are committed to meeting the needs of all pupils, including those with a statement of educational needs and/or gifted and talented pupils.  Therefore, where appropriate the curriculum and/or timetable is adapted or developed to meet the needs of individuals and groups. 

Children learn in different ways and the teacher is responsible for ensuring that teaching and learning supports this.  Lessons must be suitably differentiated as appropriate to the needs of individuals. 

At times, children may be withdrawn for extra support or receive support in the classroom from Assistants, Learning Support Teachers, Therapists, LDD or the SENCO.  Where appropriate an Individual Education Programme (IEP) will be in place.  

At Finton House, all classes are mixed-ability and we firmly believe in the benefits of mixed-ability teaching.  However, we also recognise that as children develop at different rates and have different needs, that careful and flexible grouping (including ability-based groups) is a valuable method of supporting the teaching and learning process and meeting the needs of individual pupils.

As such, the timetable is organised to ensure that there are timetabled opportunities for grouping, both within a class and across a year group.  Such grouping is flexible and regularly reviewed according to the needs of the children.  

See Appendix B for timetabled groups for the academic year 2009-2010 

Cross Curricular Work 

Careful planning and good communication between all members of staff ensures that opportunities for cross-curricular work are optimised and a holistic approach to learning is promoted.

In addition to a well equipped ICT room, the school has a bank of laptops which can be booked out by teachers, thus ensuring that ICT skills are developed in a cross-curricular manner and ICT supports the children’s learning across the curriculum.

Curriculum Documentation 
All policies, schemes of work (detailing learning objectives, suggested activities and resources) and medium term plans (produced half termly and containing learning objectives, activities, differentiation and assessment details) are kept on a shared area of the school intranet to ensure that they are freely available to all staff at all times.  In addition, each year group and subject department have a SOW folder containing:

· Subject policies

· Relevant schemes of work

· Supporting documentation e.g. resources lists, curriculum overviews, progression of skills, etc.

The Finton House schemes of work are regularly reviewed and updated by the subject co-ordinators and/or specialists in conjunction with relevant teachers and the Curriculum Deputy Head and Head.  

Curriculum Leadership

Finton House has one or more specialists in the following subjects:

· Art

· Design and Technology (DT)

· Music

· French

· Information, Communication Technology (ICT)

· Physical Education (PE)

· Personal, Social, Health and Citizenship Education (PSHCE)

· Religious Education (RE)

Other areas of the curriculum are taught by class teachers and supporting teachers (including the Deputy Head, SENCO, LDD, Learning Support Teacher, etc.).   Each of these curriculum areas (English, Maths, Science, Geography and History) are co-ordinated by two subject co-ordinators (one representing the Lower School and one the Upper School) who work closely together.

It is the responsibility of the curriculum co-ordinators/specialists monitor the teaching of their curriculum area and to:

· take the lead in policy development and production of schemes of work designed to ensure progression and continuity in their curriculum area throughout the school.  

· keep up-to-date with developments in their curriculum area and to disseminate information and support colleagues in the planning, teaching, resourcing and evaluating of lessons. 

· manage their curriculum budget which is set each April. 

In addition to the monitoring of the curriculum carried out by subject co-ordinators, the Head and Curriculum Deputy Head carry out an annual book scrutiny, which focuses upon different year groups on a rolling programme.  Detailed verbal and written feedback is given to the appropriate teachers and co-ordinators.

Curriculum Development
The curriculum at Finton House is regularly reviewed and updated in line with the evolving needs of our pupils and national developments and recommendations in the field of education.

Curriculum Audits are regularly completed by all subject co-ordinators and specialists responsible for leading a subject.  Audits focus are organised under the following six areas: 

· documentation

· teaching and learning

· allocation of time, staff, inset and budgets

· resources

· subject leadership

· other areas

In addition, each curriculum area produces a Curriculum Development Plan at the start of each Summer Term.  This Development Plan clearly sets out areas of focus and development for the coming year.  Curriculum Plans are discussed and agreed with the curriculum Deputy Head and where appropriate, fed into the whole school Development Plan.  All Curriculum Development Plans are stored on a shared area of the school intranet so that they are widely available to all staff.

Training needs are regularly assessed and inset (whole staff, group and individual) is organised to ensure that staff are well informed and equipped to deliver the curriculum confidently and effectively.  

Lessons are monitored through observation by the Management Team and subject co-ordinators and lesson observation and feedback is a central of the staff appraisal process. 

Keeping Governors Informed
There is one governor with special responsibility for the curriculum who liaises with the Curriculum Deputy Head and Head on curricula matters and reports to the governors at every Board Meeting.

In addition, the Head’s termly report to the governors contains a detailed written report on each area of the curriculum, as well as written reports on areas such as:

· timetabling

· assessment, recording and reporting

· staff training

· standards reached in 11+ exams and other external assessments

.

The governors are fully involved in all decision-making processes that relate to the breadth and balance of the curriculum. 

Keeping Parents Informed

Finton House has an open door policy which ensures that staff are always willing to discuss curriculum matters with parents.  In addition, parents are kept full informed of the curriculum through the following:

· A copy of the class timetable being given to parents at the start of each academic year and whenever a timetable changes takes place within the year.  Where appropriate, individual pupil timetables are also provided e.g. for special needs pupils

· Introductory Evenings each September which provide parents with an opportunity to meet with class teachers and learn about the year ahead.

· A year group based Curriculum Handout which details the curriculum to be covered in all subjects is given to all parents each September.

· Individual Pupil reports (September and July) which contain details of the curriculum covered. 

· Open Evening – all parents are warmly invited to visit all year groups in the school.

· Open Mornings for Lower School parents wishing to learn more about life in the Upper School.

· Parents’ Evenings (October and March)

· The school website

· Weekly newsletters (Whole School and Reception)

Appendix A
Curriculum Allocation for the academic year 2009-2010

	Subject 
	Reception
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6

	ENGLISH

(Includes Drama & Library)
	10
	9.5 - 10
	8.5 - 9
	10
	9
	9
	8

	MATHS
	9
	8.5
	8.5
	7
	7 
	7


	7



	SCIENCE 


	3

(KUW)
	2
	3
	3
	3
	4
	4

	HUMANITIES 


	
	2
	3
	3
	3
	3
	3

	ART


	3


	3
	2
	2
	2
	2
	2

	DT


	
	1.5
	1.5
	2
	2
	2
	2

	MUSIC


	2
	2
	2
	3
	3
	3
	3

	RE / PSHCE


	1
	1
	1
	1
	1
	1
	1

	GYM/DANCE/
PG GAMES


	2
	2
	2
	1
	1
	1
	1

	GAMES


	2
	2
	2
	4

(includes extended single)
	4

(includes extended single)
	5
	5

	SWIMMING


	2
	2 - 2.5
	2 – 2.5
	2
	2
	0

(swimming club available)
	0

(swimming club available)

	FRENCH


	1
	1
	1
	1
	2
	2
	2

	ICT


	1
	1
	1
	2
	2
	2
	2

	ACTIVITIES
	2
	0
	0
	0
	0
	0
	0

	REASONING
	0
	0
	0
	1
	1
	1
	2

	ASSEMBLY
	2
	2
	2
	2
	2
	2
	2

	READING SLOTS
	100 mins 

(5 x 20 mins)
	100 mins 

(5 x 20 mins)
	50 mins

(5 x 10 mins)
	40 mins

(1 x 20 & 2 x 10 mins)
	40 mins

(1 x 20 &  2 x 10 mins)
	60 mins

(1 x 20 &  4 x 10 mins)
	60 mins

(1 x 20 &  4 x 10 mins)

	TOTAL
	40

 + reading
	40 

+ reading
	40 

+ reading
	44 

+ reading
	44 

+ reading
	44 

+ reading
	44 

+ reading


Appendix B

Timetabled groups for the academic year 2010-2011
	Year Group
	Subject Area
	Timetables Grouping Arrangements/Possibilities 

	Reception

3 classes,

62 pupils in total
	English
	Phonics grouping across the year group (2 x 35 min)

Speaking and Listening groups across the year group (1 x 35 min)

	
	Maths 
	Half class groups (1 x 35 min)

	
	ICT
	Half class groups (1 x 35 min)

	
	Art
	Half class groups (3 x 35 min)

	
	PE
	Swimming – 3 groups per class (1 x 35 min)

Games – 6 groups across the year group (2 x 35 min)

	
	Activities 
	Flexible grouping across year group (2 x 35 min)

	
	In addition to the above timetable arrangements, activities in Reception lessons are often organised on a carousel basis, enabling staff to work with small groups of pupils.

	Year 1

3 classes,

58 pupils

in total
	English
	5 groups across the year group, includes phonics & spelling (6 x 35 min)

	
	Maths
	Half class groups (2.5 x 35 min)

	
	ICT
	Half class groups (1 x 35 min)

	
	DT
	Half class groups (1.5 x 35 min)

	
	PE
	Swimming – 3 groups per class  ( 1 x 35 min)

Games – gender groups across the year (2 x 35 min)

	Year 2
3 classes,

57 pupils

in total
	English 
	5 groups across the year group (4 x 35 min)

	
	Maths
	3 groups across the year (2 x 35 min)

Half class groups (2.5 x 35 min)

	
	ICT
	Half class groups (1 x 35 min)

	
	DT
	Half class groups (1.5 x 35 min)

	
	PE
	Swimming – 3 groups per class  ( 1 x 35 min)

Games – gender groups across the year (2 x 35 min)

	Year 3

2 classes,

41 pupils

in total
	English
	4 groups across the year group (3 x 35 min)

Half class groups (2 x 35 min)

	
	Maths
	5 groups across the year (4 x 35 min)

Half class groups (3 x 35 min)

	
	ICT
	Half class groups (2 x 35 min)

	
	DT
	Half class groups (2 x 35 min)

	
	Music
	Half class recorder groups (1 x 35 min)

	
	Reasoning
	3 groups across the year group (1 x 35 min)

	
	PE
	Swimming – 2 groups per class  ( 1 x 35 min)

Games – gender groups across the year (2 x 35 min)

PG games/dance/gym – grouped across the year (1 x 35 min)

	Year 4

3 classes,

44 pupils

in total
	English
	4 groups across the year group (3 x 35 min)

	
	Maths
	4 groups across the year group (4 x 35 min)

Half class groups (2 x 35 min)

	
	DT
	Half class groups (2 x 35 min)

	
	Reasoning
	3 groups across the year group (1 x 35 min)

	
	PE
	Swimming – 2 groups per class  ( 1 x 35 min)

Games – gender groups across the year (3+ x 35 min)

PG games/dance/gym – grouped across the year (1 x 35 min)

	Year 5

2 classes,

22 pupils

in total
	English
	4 groups across year or half class groups (2 x 35 min)

2 groups across the year group (2 x 35 min)

3 groups across the year group (1 x 35 min)

	
	Maths
	3 groups across the year group (4 x 35 min)

	
	Reasoning
	3 groups across the year group (1 x 35 min)

	
	Music
	Half class groups (2 x 35 mins)

	
	PE
	Grouped across the year (6 x 35 min)


	Year 6

2 classes,

24 pupils

in total
	English
	4 groups across year or half class groups (4 x 35 min)

3 groups across the year (1 x 35 min)

2 groups across the year (2 x 35 min)

	
	Maths
	4 groups across the year group (4 x 35 min)

	
	Reasoning
	3 groups across the year (2 x 35 min)

	
	ICT
	2 groups across the year (2 x 35 min)

	
	DT
	2 groups across the year (2 x 35 min)

	
	Music
	2 groups across the year (2 x 35 min)

	
	PE
	Grouped across the year (6 x 35 min)


7.  DISCIPLINE AND EXCLUSION

Finton House School

Discipline & Exclusion Policy 

This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.
This document details the aims, principles and strategies for the dealing with disciplinary and exclusion issues at Finton House School and includes the EYFS. The policy has been devised by the staff, in consultation with the children and parents where appropriate, and agreed by the governing board.  It is reviewed annually and all parents and prospective parents are aware of its existence through the Parents’ Contract.

The children at Finton House are expected to behave to a high standard at all times.  They are made aware of the school’s Code of Behaviour.
TONE OF FINTON HOUSE

The tone of the school is such that little "disciplining" is needed.  The staff talk to the children in an encouraging manner.  If a member of staff requires something to be done in a certain way, he or she normally explains to the children the reasons, and virtually always the request is cheerfully complied with.  Ideally, staff do not raise their voices at the children.

The school tries to instil in the children a sense of self-discipline and self-respect.  There are clear expectations by the staff on standards of behaviour and work.  Essentially there is one fundamental school rule: children and staff should behave to each other with respect, courtesy and consideration.

At Finton House, individuals are valued and encouraged to achieve within an atmosphere of care and respect for one another.  Rewards and sanctions are applied fairly and consistently, and attempts are made to find the cause of any misbehaviour before applying sanctions.  
CODE OF BEHAVIOUR
The school has high standards of behaviour and endeavours to encourage good standards of behaviour from the moment the child enters the school.

The staff promote self-discipline amongst the pupils and deal appropriately with unacceptable behaviour.  In lessons, behaviour must be of a standard that allows constructive teaching and learning to take place, and all staff have a duty to ensure that disruptive behaviour is not tolerated. 

Children are encouraged to show respect, consideration and courtesy to others at all times, through, for example:

1. Demonstrating good manners - including ‘please’, ‘thank you’ and ‘sorry’ to staff and each other
2. Holding the door open for others

3. Listening to each other and accepting another’s point of view

4. Not shouting out in class

5. Looking for opportunities to be helpful

EARLY YEARS BEHAVIOUR

In the Early Years children are looked after in an atmosphere of warmth and encouragement. The following management of behaviour underpins and reflects the needs of younger children in an EYFS setting and allows children to progress to Year 1 happy and secure in the knowledge of how to behave. Corporal punishment is never used in the EYFS setting.  

Positive Management

Positive praise is essential in managing children so that the children develop an understanding that there needs to be agreed values and codes of behaviour.  This ensures the EYFS setting is warm and harmonious for all.

Pre-emptive behaviour strategies are adopted and children are taught the difference between right and wrong and why.  Good manners are encouraged at all times and children are taught to respect each others’ needs, views, cultures and beliefs.  

Rewards 

For good work and good behaviour certain rewards are used.

· Sharing work with another member of the EY team.

· Writing about the success to parents in the message book.

· Sharing the write up with the child in the EYFS profile

· House Points

· Celebration Certificate in weekly assemblies

· Good Work shown to the Headmaster

For further details please refer to Rewards and Sanctions below.

Sanctions

In most discipline cases just a stern look is required.  Very occasionally a quiet warning is given.  Adults’ voices are never raised.  An adult never points or waves a finger at a child.  After three warnings, if a child continues to misbehave they are sent for minor offences to a different Early Years teacher e.g. for consistently being disobedient.  

For more serious offences e.g. biting another child they are sent to the Head or Deputy Head with their class teacher or assistant to have a talk.

If behaviour persists the child’s parents are invited to come in and discuss the matter.

REWARDS AND SANCTIONS
All staff are aware that Finton House will never practice or condone the use of physical force or corporal punishment as means to control behaviour.
All rewards and sanctions must be applied fairly and consistently.

Rewards


a)  Praise
The main system of ‘rewards’ consists of words of encouragement and praise.  Every opportunity is sought to praise children, verbally and in writing, for good behaviour in and outside the classroom.  In addition good work and behaviour is shared, for example through:

· Children sharing their work with their peers – reading aloud or displaying.

· Children showing their good work to another teacher or another class. 
· House Points given to children for good work or good behaviour.

· Celebration Certificates given out in the twice weekly Lower School Assemblies (KS1/EYFS). 

· Headteacher’s Awards given out to Upper School children on a Friday lunchtime and Lower School children as appropriate.


b)  House Points

All teachers (including EYFS teachers) give House Points to pupils for their general behaviour and for effort and achievement in their work.  These are recorded by staff on the class House Points Chart. Prefects collect House Points each Friday and the total score for each House is read out in assembly each week. The name of the child with the most House Points in each house is displayed on the House Board, and the child with the most House Points in each class is awarded a certificate at the end of term.


c)  Additional rewards
Individual teachers may have their own rewards such as star or sticker charts.  These are always applied fairly and consistently.  

d)  Prize Giving
At the end of each term, prizes are award for effort and achievement in citizenship as well as in curriculum matters. 

Sanctions

Sanctions are applied when rewards have failed, or where it is necessary in the circumstances to show appropriate disapproval.

All staff seek to ensure that punishments are proportionate to the offence, and enable pupils to make reparation where possible.  As far as possible, the sanctions applied are constructive.

The following sanctions may be used in the school, as appropriate:

· completion of work at home or in school 

· removal from the group or class

· being sent to see the Head of the Lower School, Head of the Upper School, Deputy Head or the Head. For Early Years children they are sent for minor offences to a different Early Years teacher e.g. for being disobedient.  For more serious offences e.g. biting another child they are sent to the Head or Deputy Head with their class teacher or assistant.

· carrying out useful tasks to help the school

· writing a letter of apology

· withdrawal of break or lunchtime privileges

· detention within school hours (only given by the Head, who notifies the parents)

· withholding participation in educational visits or sports events which are not essential to the curriculum

· fixed temporary exclusion

· permanent exclusion.

In accordance with law, Finton House does not practice or condone the use of physical force or corporal punishment as means to control behaviour.
Where appropriate, instances of unacceptable behaviour are recorded in the minor incidents book and/or the child’s confidential report form.  All forms of bullying must be recorded in the pastoral file kept by the Headteacher.

EXCLUSIONS

Only the Head, in consultation with the Chairman of the Governors, may exclude a pupil, whose behaviour he feels, is seriously unsatisfactory. Pupils may be excluded for one or more fixed periods or permanently.

For serious, or persistent breaching of the school’s Disciple & Exclusion Policy and the Code of Behaviour, pupils can be excluded for one or more fixed term periods, not exceeding more that 30 days in one school year.  A decision to exclude a pupil permanently will only be taken as a last resort, when a wide range of strategies for dealing with disciplinary offences has been employed to no avail, or an exceptional ‘one off’ offence has been committed, 

e.g:

· serious violence, actual or threatened, against another pupil or a member of staff

· serious abuse or assault

· supplying an illegal drug

· carrying an offensive weapon
Parental Co-operation
Parental co-operation forms part of the contract between the school and all parents of pupils at the school.  A refusal to abide by the terms of an exclusion may be considered a breach of contract.

Appeals
Parents are entitled to appeal to the governing body against an exclusion.  A letter stating the intention to appeal should be sent to the Secretary to the Board of Governors, at the school.  A hearing will be sent up as quickly as possible, but within ten days at the latest.  The governors’ decision is final.

Continuing Education
During any fixed-period of exclusion the school will continue to provide education for a pupil, for example through work to be completed at home, during any fixed-period of exclusion.  The school will consider ways in which to reintegrate the pupil post-exclusion.

Corporal Punishment and Restraint
In accordance with the law the school does not use corporal punishment. However the Head has authorised the staff to use ‘reasonable force’, when necessary, to prevent pupils from:

· endangering themselves or other pupils and staff

· causing serious damage to the premises and property.

Refer to the Physical Intervention Policy for guidance.

BEHAVIOUR SUPPORT SYSTEMS
Where appropriate, behavioural targets are discussed and agreed between the teacher and pupil.

An Individual Behaviour Programme is put in place to help children who require additional support.  The Individual Behaviour Programme is drawn up the class teacher, child and parents, with assistance from the SENCO or Management Team, where necessary.

INVOLVEMENT OF PARENTS

At Finton House we believe that parents play an important part in promoting good behaviour and their support and involvement is encouraged.  Parents are regularly informed about their child’s behaviour both formally and informally, e.g. written reports, parents’ evenings, chats at the end of the school day, notes home.  When appropriate they are involved in disciplinary cases.

INVOLVEMENT OF PUPILS
In accordance with Article 12 of the UN Convention on the Rights of the Child, Finton House involves the children in reviewing and setting the school’s Code of Behaviour, for example through:

· Assemblies

· Circle time

· Discussing and setting class rules

· House meetings

· PHSCE and RE lessons

· Prefects’ meetings

· House Captains’ meetings

In addition, when drawing up an Individual Behaviour Programme or Individual Educational Programme, the views and needs of child are taken into account.  Where appropriate, the SENCO will ensure that the needs of pupils with special needs are properly taken into account and their participation in the consultation process is assured.

EQUAL OPPORTUNITIES
All rewards and sanctions are applied fairly and consistently and in accordance with the school’s Equal Opportunities and Inclusion Policies. ( These can be viewed on request in the office.)
First written - September 1996

Updated September 2001

Updated June 2003
Updated June 2004

Updated July 2005

Updated July 2008

Update May 2009

Updated Sept 2009
Updated Feb 2010

Updated March 2010
7.  ENGLISH AS AN ADDITIONAL LANGUAGE

Contact: Bridget Norton

English as an Additional Language (EAL) Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Definition: Bilingualism or multilingualism is the ability to communicate in more than one language; the ability may be the same in both languages or may be greater in one than the other.  The child may have access to, or need to use two or more languages at home or at school.  It does not mean that they are fluent in both languages or that they are competent and literate in both languages.

Most pupils at Finton House acquiring English as an additional language were born in this country to fully bilingual families and thus have had considerable exposure to an environment within which English is the first language and are no longer in the early stages of English language acquisition.  We recognise that it is important to facilitate the continued development of the first language alongside English.  The first language plays an important role in the cognitive and academic development and supports the acquisition of English.  It is easier to transfer a concept, skill and understanding learned in the first language than it is to learn it in an additional language.

We appreciate that children learning English as an additional language have particular language learning needs and abilities, but these are not the same as special educational needs or learning difficulties and disabilities and as a result they are not grouped with SEN/LDD children.  It is acknowledged that the child is as capable as any other child and they are grouped according to their cognitive ability and not language ability and with good language models.  They only have an IEP if they have been identified as having SEN/LDD, in addition to their EAL learning need.

Due to the very small number of bilingual learners at Finton House there is no EMTAG teacher and provision is planned for by the SEN/LDD department in conjunction with the Class Teacher.  This is because all the assistants and learning support teachers come under this department in the school.  For new arrivals, who speak very little English intensive English support is provided at the level deemed most appropriate e.g. 20 minutes daily, one-to-one support out of class or in class.  The parent may be asked to make financial contributions towards extra one-to-one support in or out of class. Any resources are either provided for out of the English or SEN/LDD budgets.  Training is provided for staff when necessary.

All staff are made aware of any EAL children entering the school at a staff meeting. The teachers use a range of scaffolding material to aid the EAL child and especially a high level of visual prompts e.g. mime, gestures, video, pictures, photographs, diagrams, flash cards, sequencing cards, mind maps, spider diagrams, timelines, Venn diagrams and graphs etc.  Bilingual and picture dictionaries and audio tapes are also utilised.  The child is sat near to the front of the class and to the side so they can be near the teacher and can also see the other children speak.  The bilingual child is provided with opportunities to share their culture and background with other pupils.  It is expected that bilingual learners may go through a ‘silent period’ until they are ready to speak in English and if this is the case they are given as much exposure to spoken English and collaborative activities as possible.  It is further recognised that the children understand what is said before they can express themselves fluently.  They are encouraged to participate using actions and drawing to demonstrate they are listening.

The progress and needs of the EAL child are continuously monitored by the class teacher and all those supporting them.  Regular meetings are held to discuss future support, differentiation and strategies with all staff involved in meeting their needs.  If the child is in the very early stages of English language development, progress is assessed and reviewed using the scale outlined in the QCA document ‘A language in Common: Assessing English as an additional Language’ (2000). It relates to Listening, Speaking, Reading and Writing, and gives two descriptions for attainment before the English National Curriculum Levels and a further two descriptions for attainment within Level 1. Thus four steps to reflect the progress EAL learners are making towards the English National Curriculum Level 2 requirements.  Having reached Level 2 they would be assessed against the National Curriculum English criteria.
Written July 2005

Revised May 2007
Reviewed May 2008
Revised May 2009
Reviewed June 2010
9.  EQUAL OPPORTUNITIES



 Contact: Caroline Wright
 Finton House School

Equal Opportunities Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Aim

Finton House aims to provide a healthy, safe and enjoyable education to all children regardless of sex, class, race, colour, creed, ability / lack thereof and special educational need.  A sense of fairness and an equality of opportunity for all pupils is highly valued by the school.

Equal Opportunities at Finton House

The equal opportunities policy informs how Finton House works to ensure that all children have access to all aspects of a Finton House education.  This policy seeks to clarify some of the ways in which the school will promote diversity, equality of opportunity and harmony at school.

The Curriculum as the means to promote Equal Opportunities
Equal opportunities underpin the value system of the school. The curriculum must display a commitment to this so that having become a pupil of the school all of the children have access to the same facilities and opportunities regardless of race, gender, religious views or physical ability.  All school behaviour polices reflect this sense of fairness. The individual needs of children will be met by the supervision of each child’s key worker or Class Teacher.  

As a school we undertake to:

• Encourage everyone to value others regardless of cultural and religious differences

• Provide opportunities for all members of the school community to understand roles in society free from prejudice based on race, gender and religion

• Provide the children with the opportunity to experience aspects of different cultures 
• Promote the needs and rights of others

• Encourage the development of personal, social and professional relationships

• Acknowledge individual’s rights and roles in the world of work
• To provide equal educational opportunity regardless of physical ability

• Fulfill our legal obligations under the Disability Discrimination Act 1995.
Teachers and Assistants can achieve these aims by:

• Using positive images to combat negative stereotypes

• Being aware of different types of learning and developing and encouraging different teaching methods to take account of these

• Ensuring that children with special needs have access to the curriculum through the implementation of the special needs policy under the SEN Code of Practice.
• Screening the reading and audio-visual equipment to ensure that positive images of women, people of different races and cultural backgrounds and people with disabilities are promoted

• Using assemblies as a forum where the children are encouraged to acknowledge and celebrate individual differences

• Staging events and visits with the aim of promotion equal opportunities using display materials which promote the positive contribution of women to society, racial equality, cultural diversity and awareness of disability
Special Educational Needs

Children with Special Educational Needs will be supported by the Special Needs Department as well as the Class Teacher and often a Special Needs Assistant.  All reasonable adjustments will be made to ensure each child with Special Educational Need has every reasonable opportunity to access all areas of the curriculum.  All children with special needs are included in all school activities were reasonable and if appropriate parents are always consulted beforehand.  This includes clubs and school trips. 

The Head of the Special Needs Department is Bridget Norton and she meets with every parent and ensures they have been given understanding of how the school will operate the SEN Code of practice.

(Refer to Special Educational Needs/ Learning Difficulties and Disabilities Policy)
Equal Opportunities: boys and girls

Equally Fair Treatment
We aim to treat boys and girls with equal fairness.  We aim to give all children an equal amount of individual attention, regardless of sex or any other differences.  Nevertheless, we do acknowledge there are some differences and sometimes different needs.
Admissions Procedure
We attempt to have balanced numbers of boys and girls in all reception classes.
We are non-selective and operate a first come first served admissions policy. 
(Refer to admission policy.)
Mixing Boys and Girls 
Boys and girls are given as many opportunities to mix together as possible (in classroom activities, games and clubs).
Equal Opportunities: socio-economic background
Context

Children are admitted to Finton House School on a first come first served basis, except for approximately three places each year which are allocated to children with Special Needs.  Children are drawn from families that can afford the fees as well as those that can not.  To the extent, therefore, that there is a link between wealth and social class, the range of "social class" found among the Finton House pupils is relatively narrow by comparison to some maintained schools.  However, within this range there is a variety of backgrounds.

The background of the children at Finton House is not broad enough to cause any teaching difficulties, although at times ethnic, religious, cultural background has to be taken into account, particularly in RE and PHSCE and some English lessons.
Intervention

Intervention is needed to challenge behaviour and practices that hinder equal opportunities.

Children 

If a child feels isolated for social reasons the Class Teacher uses his or her discretion to decide whether or not to discuss the problem with the children to show how valuable or unimportant the perceived differences actually are, and so emphasise the ways that every child does in fact fit in.  The help and support of the management team and support staff may be very beneficial.  The school has a commitment to work with parents and other agencies that may be invited in if deemed necessary or appropriate.  Children’s behaviour may be rewarded for showing kindness and consideration of others and unkind behaviour should be sanctioned appropriately.  (Refer to Rewards and Sanctions Policy)

Staff or School Issues

Behaviour and practice in school by staff that is inappropriate and is contravention of an equality of opportunity must be challenged and staff are encouraged to raise any issue with the Headteacher of Staff Governor. (Refer to Whistleblowing Policy)
At Finton House the children are encouraged by teachers and assistants  to be tolerant and have an understanding of others. This is central to the ethos and philosophy at the school. We aim to expand the children's cultural and social horizons each year.

Equal Opportunities: Race
Context
Children are encouraged to be aware of the many cultures which make up, not just our own community, but the world in which they live.  The children have limited experience of children from other cultures.  We aim to provide the children with further experiences to enrich a multi-cultural understanding of the world.

Purpose
We want the children to develop an appreciation of other cultures.  This will lead to a greater understanding of people they come across in their environment.
Content of School Life
Many of our topics now have a multi-cultural theme and the school is active in looking for ways to enrich them with more posters and artefacts.  Themed days celebrate diversity e.g. India Day, French Day etc  Guest speakers and workshops are organised for the pupils.

Some reading schemes in the school are multi-cultural and many have themes such as festivals and presentations of visits to other countries.  

Problems Faced by Children of Different Races

Understanding and Communication
When English is a second language and not spoken at home, children may have a limited vocabulary and have problems expressing themselves or understanding others.  Spelling and handwriting can be hard if a different alphabet is used.
These difficulties can lead to a lack of confidence and perhaps a fear of taking part in discussion or with creative writing.

Problems with other Children
Children of other races may find it difficult to mix with other children if they are lacking in confidence or feel that they are "different" - or indeed if a language barrier exists.

They could also be the victim of name-calling and teasing from other children because they are perceived to be different.
Religious Customs
Children of other races can often face more practical problems at school when respecting the practices of their particular religion e.g. diet/fasting, dress/jewellery etc.

Different Cultural Attitudes
Different cultural attitudes can affect the behaviour of children at school.

e.g. their relationships with adults and members of the opposite sex.

Charitable Works

Through work in Houses children are encouraged to think of others.  The school's charitable activities help make the children more aware of the wider world.  RE and PHSCE lessons, and assemblies are also used to widen children's horizons, but all staff are conscious of trying to broaden children's sympathies in all lessons.  

Resources
· Videos - e.g. Come Together - RE, various natural history and geography programmes.

· Topic pack of world religions - books, poster, info.

· Many books in the library

· Information on courses and workshops in courses filing cabinet.

· London museums and galleries.  Many organise workshops and events.

Future Aims and Objectives
· Continue to build up resource bank.

· Monitor children changes in attitudes, especially at next school and note children's reactions on outings.
· Review policy on annual basis
· Arrange links with other schools, especially maintained schools so children meet socially e.g. Higher Ability days, sporting fixtures and art groups outings.

First written Autumn 1996

Updated September 2001

Updated June 2003
Updated July 2005

Updated 2008

Updated 2009
10. FIRST AID 





           
Contact: Bridget Norton
Finton House

First Aid and Medication Policy

This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

General

The governing body recognises that whilst every effort is made to ensure that the school environment is safe, through regular and continuous risk assessment, many pupils will at some time require First Aid at school.  The school has a duty of care to the pupils while at school, and the governing body wishes to do all that is reasonably practicable to safeguard and promote children's safety.  Finton House is a school that operates a no nut policy.

Responsibilities

The governing body takes responsibility for the administration of First Aid during school time in accordance with the government's guidelines.

The Head will implement this policy and report as required to the governing body.

For minor accidents the member of staff who is with the child at the time of the accident will normally administer First Aid.

For serious accidents a qualified first-aider on the staff will administer First Aid.  However, in an emergency all staff should administer first aid in good faith.

All staff are expected to maintain professional standards of care and administer First Aid for minor accidents.  However, some specified staff (e.g. Deputy Head, School Secretary, PE  staff, or staff taking educational visits) who volunteer their services, will be given training to administer first aid and/or medication to pupils.

GUIDELINES

Records

On admission of the pupil to the school, all parents will be required to provide information giving full details of:

· medical conditions

· allergies

· regular medication

· emergency contact numbers

· name of family doctor/consultants

· special requirements (e.g. dietary)

A copy of this, together with any additional medical information is kept in the School Office and in the Individual Pupil Record File, which is held by the Class Teacher.  

The school medical register is continuously updated and copies are kept in the Deputy Head’s office, the School Office, the emergency medical first aid kit (in 171 children’s ground floor toilet), the PE office and the Staff Room.  The medical register is also accompanied by a pictorial life threatening conditions sheet together with one for nut allergies. 

A dietary register with a photograph of the relevant children and their requirements is kept in the school kitchen, Staff Room and the Deputy Head’s office.

As part of the recruitment process all staff complete a medical declaration form and they are  responsible for keeping the school informed of their most up to date medical details.  The forms are placed in a folder held in the School Office.

Parental Consent for First Aid Treatment

Through the parents’ handbook and a yearly reminder in the school newsletter, parents are advised that staff will treat any minor accidents such as cuts, grazes and bumps with arnica, antiseptic cream and ice, and that painkillers, lozenges, cough sweets, Calpol and Piriton are only administered following parental consent, usually by telephone.  No other non-prescribed medicine is dispensed in school.

The signed parental contract requires parents to agree, that in the unlikely event of a child requiring medical attention, after every effort have been made to contact them, a Finton House member of staff will approve the medical treatment necessary on the advice of a qualified medical practitioner.  Parents are reminded of this emergency medical procedure when completing a medical form for residential school trips and consent is also requested for the administering of medication for minor ailments if deemed necessary.

Administering and Recording of First Aid in the Event of an Accident

The member of staff who is in charge of the child at the time of accident, administers first aid for minor accidents.  Ice, antiseptic cream and arnica can be administered.  

Listed below are examples of some accidents, which could be termed as 'minor':

· Small cut or abrasion

· Nosebleed (if stops within 30 minutes)

· Being sick

· Bump or bruise in conjunction with a fall, running into someone or something

· A small knock or bang on the head

All injuries requiring first aid treatment are written up in ink in the first aid books.  These are placed:

· on the shelf next to the cupboard outside the office

· with the first aid box at the playing fields.  

· with the Reception Block first aid kit

· with the fixtures first aid kits in the P.E. Department. 

The Deputy Head checks the books half-termly to identify frequently occurring accidents so that appropriate safety measure can be implemented.  The books are signed once checked.

Administering of Prescription Medicines

Written consent is required from parents prior to the administering of any prescription medicines (see attached form) in school or on a school trip.  The member of staff (usually school secretaries) giving the medicine to the child, will check the name, medicine, dosage, expiry date, time/frequency of administration, any side effect and written instructions provided.  They ensure that the medicine is provided in the original container as dispensed by the pharmacist and include prescriber’s instructions.  A record of dosage and the time given is kept.

There is a specific form which is completed by parents whose children have EpiPens in the school, which is provided by St. George’s hospital.  It is the parents’ responsibility to advise the school if there are any changes.  A copy of this form is kept in the child’s EpiPen boxes in the office and in the classroom, as well as a copy in the Deputy Head’s office.  A similar procedure is followed with the child who has specific seizure medication.

Fleur Smithwick, the School Secretary is a fully qualified first aider who generally administers all medicine in the school office.  Most staff have received training on administering an EpiPen (a list of those trained is kept in the Deputy Head’s office) and this is provided annually.  Certain Staff have received training in the administering of Rectal Diazepam for seizures (a list is of those trained is kept in the Deputy Head’s office).

Informing Parents

For minor cuts and grazes stickers are placed on Lower School children and whenever possible, Class Teachers endeavour to brief the parents, if a child has received an injury during the school day.  For all bumps to the head a sticker is placed on the child and, where appropriate, the parent is informed personally.

For more serious accidents, the qualified First Aiders should treat the child.  The qualified First Aiders are; Bridget Norton (Deputy Head), Barbara Frank (Librarian) and all three staff in the P.E Department and the School Secretary, Fleur Smithwick.  However, if no qualified First Aider is available then you must administer first aid in good faith.

An accident is defined as serious when qualified medical attention is seen to be necessary.  Listed below are some examples of accidents that could be termed as serious:

· Broken, fractured or chipped bone

· Severe bleeding

· Fainting or falling unconscious

· Deep cut or wound that needs stitches

· Severe asthma attack

· Allergic reaction i.e. anaphylactic shock

· Dislocated joint

· A serious knock or bang on the head

· A tooth being knocked out or chipped

All serious injuries are recorded in ink in the Serious Accidents File, which is held in the school office. The Deputy Head or Head countersigns each entry.  

HSE – Reporting School Accidents (Education Sheet No 1) will be referred to and if necessary the HSE will be advised.  A copy of the guidance is held by the Health & Safety Officer (School Bursar) and the Deputy Head.

Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR) - Details of the nature of injuries, diseases and dangerous occurrences that need to be reported to the HSE (Health and Safety Executive – Tel: 0845 300 99 23) are held by the Health & Safety Officer (School Bursar).

The Head, and another person if required, will draw up a healthcare plan.

Informing Parents

If a child has a serious injury (but not one that requires calling an ambulance e.g. a severe bump to the head or if stitches are thought to be required) the office, first aider or Class Teacher contact the parent who will take the child to A&E.  If the parent is not available a First Aider and another member of staff will accompany the child to the nearest A&E Department.  They will never take the child to hospital in their own car without another adult present.  

Details of the A & E Units

Minor Injuries Unit @ Queen Mary’s, Roehampton – 020 8487 6499/6999.

Children's Casualty @ St George's, Tooting - 020 8725 3518 & Minor Injuries – 020 8700 0505.

Contact with Cleaning Fluids

 If in the unlikely event of any of these potentially poisonous materials coming into contact with either adults or children, see ‘First Aid Treatment for potential poisons at Finton House School’.

Guidance on Spillage of blood and body fluids
All clinical waste is subject to strict controls by the HSE e.g. waste consisting wholly or partly of blood or other body fluids (vomit, urine and excreta), swabs or dressings, syringes and needles.  Used EpiPens always go back into the child’s plastic containers and they then go with the child to hospital but all other such waste is placed in bio hazard bags.  Waste can be placed in the special bin in the medical room off the School Office and in the bin by 171 Playground First Aid Cupboard.  Additional bags can be obtained from the School Office.  These bags are collected by the school’s sanitary disposal services, who visit the school regularly.  

 

All members of staff wear gloves when dealing with any body fluids.  Paper towels are used to both soak up and clean the area.  Disinfectant spray is applied to the area after cleaning.  Where possible the area is also wiped with a bleach solution (bleach is kept locked in the cleaners cupboard in the basement) e.g. playground/plastic flooring and tables.  Absorbent granules are available together with a designated dustpan and brush from the School Office and the downstairs Reception toilet.  Spillage kits can also be found in the minibuses and the School Office.  For school trips there is a small spillage kit in each First Aid kit.  There are also vomit bowls available from the School Office.  

 

Disposal of First Aid Waste

There are two bins clearly labelled for the disposal of all waste (spillage of body fluids).  One is by the First Aid cupboard in 171 and the other in the school medical room in the School Office.  These bins are emptied by the sanitary hygiene company that visit the school on a regular basis.

Procedure followed in a medical emergency (Similar procedures are followed for staff)

The office is immediately informed of the situation and will call the emergency services, (if at the playing fields or on a trip this may be done by mobile phone from there) parents and Head are then informed.  

A qualified First Aider will be called immediately and where possible briefed as to the nature of the incident prior to arrival at the scene.  A first aid box together with blankets and towels will also be brought to the site.  The First Aider will take control of the situation and brief those present accordingly.  One member of staff will be required to record the cause of the accident as well as details of what has been done, both before and after the First Aider has arrived as well as an on-going record of the patient’s condition in order to brief the paramedics on their arrival. 

A School Secretary remains in the school office to deal with any incoming calls e.g. from the paramedics travelling to the scene.  A mobile phone is given to the First Aider at the site of the accident to speak directly to paramedics if appropriate. 

Copies of the child’s or children’s school medical form(s) (kept in the School Office) are handed to the First Aider as soon as possible (the information will also be required by the paramedics).  (Staff also have completed medical forms) The First Aider and the member staff who has kept the record of events will brief the paramedics.  

As soon as possible, the Finton House Serious Accident Sheet will be completed and signed.

The Chairman of Governors together with the Governor (Michael Russell) responsible for Health and Safety, will be informed.

The ‘Health and Safety Executive (HSE) – Reporting School Accidents’ (Education Sheet No 1), will be referred to and if necessary the HSE will be advised.  A copy of the guidance is held by the Health & Safety Officer (School Bursar) and the Deputy Head.  

In the event that no qualified First Aider is available and there is not enough time to call an ambulance, emergency first aid must be applied in good faith.

Possible Accidents requiring first aid treatment: 

Falls (playground/stairs etc.)

Falling objects (shelves etc.)

Burns and scalds (fire, sunburn, electric, friction, cleaning/industrial fluids)

Swallowing cleaning fluids etc.

Poisons absorbed through the skin or chemicals splashed in eyes

Bee/wasp stings

Allergic reactions (nut or other allergy)

Sporting injuries

Lifting (back injuries)

Fire/explosion

Minibus crash

Cuts (knife and other sharp instruments)

Drowning

Non-life threatening (could become life-threatening)

Choking

Asthma

Hyperventilation

Fainting

Angina

External bleeding (cuts, grazes, nose bleeds etc.)

Internal bleeding (bruising etc.)

Concussion

Epilepsy

Hypoglycaemia

Burns and scalds

Eye injuries

Fractures

Sprains and dislocations

Muscle and tendon strains

Pain in hand or arm

Splinters

Viral or bacterial infection (stomach upset, flu, cough and temperature)

Shingles, chicken pox, measles

Ringworm

Head lice

Life Threatening Conditions

Loss of consciousness

Shock

Heart Attack

Stroke

Anaphylactic Shock

Compression

Skull fracture

Poison

Febrile Convulsions

Severe bleed

Punctured/burst lung

Treatment Guidance for Possible Life Threatening Medical Conditions in the School

Children in the school currently suffer from nut allergies, asthma, seizures and Febrile Convulsions.  There needs are all recorded on the medical register and on the pictorial register for life threatening conditions.  If any of these situations arises one of the school’s qualified first aiders must be called.  However, a member of staff must start medical treatment immediately.  EpiPen training (for all school staff) and seizure training (for relevant Year Group and specialist teachers) is provided at the start of each academic year from St George’s hospital.  Parents of these children complete and sign a School Action Plan.  There is a list of all members who have had training in the Deputy Head’s office.

Anaphylactic shock 

Can be caused by food allergies (e.g. nuts, diary & egg), pollens, drugs (e.g. Penicillin) and insect stings.

Symptoms of Allergic reaction:
· Anxiety

· Raised white bumps (hives) with surrounding redness, blotchy skin

· Swelling of tongue and throat

· Maybe nausea, diarrhoea or stomach cramps

· Tingling in the mouth and tongue and itchy throat

· Puffiness around eyes, mouth, lips and tongue

· Impaired breathing, wheezing & gasping for air

· Signs of shock (faintness, dizziness, floppiness, collapse and maybe become unconscious)

Medical Action:

· Administer an oral antihistamine e.g. Piriton (5ml)

· Call parents 

· If this does not relieve symptoms administer the EpiPen and always administer EpiPen if swelling round airways etc. (kept in classroom and office).  Call for an ambulance.  If the EpiPen has not worked administer a separate EpiPen injection after 10 minutes.

There is a bottle of Piriton down at the playing fields and the class teacher makes sure they carry the EpiPens and a bottle of Piriton when going on a school trip or walk around the local area.  Each child’s EpiPen is stored in a plastic box, which has their name on as well as their photograph.

Asthma Attack

Symptoms of Asthma Attack:

· Difficulty in breathing

· Wheezing & coughing

· Difficulty in speaking

· Grey-blue skin

· Exhaustion & possible loss of consciousness

Actions:

· Talk to and calm the child.  

· Allow the child to sit down, leaning slightly forward.  (Could be sitting facing the back of the chair and leaning forward.)

· Do not lay the casualty down.

· Use the child’s inhaler (in office or in desk/bum bag)

· Inform parents that the child has had an attack.

Where necessary asthma pumps/inhalers are carried on all school trips, walks around the local area or down to the playing field by a member of staff.

Febrile Convulsions

Symptoms of Febrile Convulsions:

· Rapidly rising temperature

· Sleepiness

· Convulsions

Actions:

· Administer paracetamol/calpol immediately.

· Call Parents

· Loosen clothes

· Use wet towels to pat body

· If convulsions lay child on floor on its back so that the neck is straight and when the fit stops put the child into the recovery position.

· If child stops breathing call an ambulance and a first aider will commence CPR.

Seizures (relating to one child currently in EYFS)

Symptoms of Seizure:

· Lost of speech.  Tries to speak but can’t.

· Goes very white and looks scared

· Froths at the mouth

· Twitching movements on one side of the face.

· May become unconscious

Actions:

· Get the office to call parents and for an ambulance

· During seizure clear away any nearby objects and if possible surround child with soft padding.

· Once fit has finished place the child into the recovery position.

· If fit last for more than 5 minutes medication has to be administered via the rectum.

(See sheet in medication box in school office for more details.)

Location and Contents of First Aid Kits

· Emergency First Aid Kit in the white cupboard in the downstairs children’s cloakroom of 171.

· Finton House Playing Field’s Cupboard

· Science Room

· Design & Technology Room

· Art Room

· The School Office stores first aid bed, towels, pillow and blanket.

· School minibuses

· Two day trip kits stored in the School Office.

· Two local area trip bags stored in the School Office.

· Two residential trip kits stored in the School Office.

· The PE department have travelling first aid kits for matches, stored in the ground floor PE store.

· Downstairs staff toilet in Sally Walker Reception Block.

Each kit contains:

· St. John Ambulance Booklet

· Sterile eye pads

· Triangular bandages

· Sterile coverings for serious wounds

· Large, medium and small un-medicated dressings

· Plasters

· Sterile wipes

· Silver blankets

· Disposable gloves

· Tissues

· Medical Register

· Bump your head stickers

· Ice pack

· Clinical yellow waste bag 

The minibus, playing fields, Reception and day trip kits also contain:

· Antiseptic cream (Savlon)

· Nappy sacks

· Resuscitation kits

· Blunt-ended scissors

· Safety pins

· Piriton

· Bio Hazard kit

The Residential bags contain all items outlined in A & B plus painkillers, lozenges and anti-histamine, travel sickness tables, sickness/diarrhoea remedies, sting/bite cream and sunscreen.  When residential trips are not taking place these bags are used for day trips and all the above items are removed.

The Emergency First Aid Kit in the downstairs cupboard in 171 also contains items outlined in A & B plus: 

· Medical Register

· A list of suggested procedure in an emergency

· ‘First Aid Treatment for potential poisons at Finton House School’

· A book and pen for recording details of the cause of the serious incident, what the First Aider does plus the monitoring notes on the patients’ condition. These are to aid the briefing of the paramedics on their arrival.

· Blunt ended scissors to remove clothing

· Safety pins

In addition to the first aid kits, the following resources are available to deal with minor injuries:

· In the cupboard outside the Deputy Head’s office, there are labelled plastic containers with antiseptic cream, sterile wipes and plasters.

· In the office there are labelled plastic containers with antiseptic cream, insect bite   cream, sterile wipes, plasters and cold packs (to be used only when there is a swelling on the affected area).   In the cupboard in the medical room off the School Office there are throat lozenges, painkillers, Calpol/Nurofen, Asprin, de-hydration and tummy upset medicine and anti-histamine - Piriton.  None of this medication is administered with the prior consent of parents.

Persons responsible for maintaining the first aid kits

Fleur Smithwick (School Secretary) checks and restocks the first aid kits on a half-termly basis.  

Infectious Diseases

We expect parents to tell the school if they are aware of infectious diseases.  A note is put in the Staffroom and on external doors of the building stating, e.g. 'There is a case of Chicken Pox in Reception L'.

1. We insist the child is not in school if he/she is known to be infectious.  If in doubt we seek advice from a medical advisor.  In the case of head lice, the entire class concerned is informed by a letter and within the week a specific member of staff checks every child’s head for lice or eggs.  If they are found an individual letter is then sent to the parent informing them.

2. The Health Protection Agency states that it is not advisable to exclude children from schools if they have infective conjunctivitis but if the child has ring worm they are sent home until they have treatment.  Children are also sent home if they have Erythema Infectiosum (Slap Cheek), especially as this is of special risk to pregnant women. 

3. In the event of a national pandemic such as flu, a crisis Management Meeting will be held to review procedures short-term and long-term.  See Crisis Management Policy.

4. Sunscreen: In the hot weather the children are asked to come to school with sunscreen on them for the day and parents can request that this is reapplied by the children under the supervision of an adult.  Sunscreen is kept at school and parents are asked if they have any allergy concerns.  This also applies to children within the EYFS.  Children are always encouraged to wear hats and to drink plenty of water.

Staff

All staff on joining the school are required to complete a signed medical declaration form and they are responsible for making sure it is regularly updated.  All forms are treated as confidential and placed in the school office.  As part of every member of staff’s induction the Deputy Head takes them through this policy and shows them all the first aid resources before the pupils’ start of term.  Every member of staff treating an open cut is asked to wear protective surgical gloves.

Training

The governing body is committed to providing appropriate training for staff who volunteer to participate in the administration of medicines. 

There are six members of staff who have the St. John’s Ambulance First Aid Qualification, Bridget Norton (Deputy Head), Barbara Frank (Librarian), the three members of the P.E. Department and Fleur Smithwick (School Secretary). They re-qualify for the certificate every three years.  In addition, Barbara Frank was a qualified nurse.  Elizabeth Jones and Sarah Cooper have attended a 12 hour St John’s Ambulance Early Years Foundation Training (November 2009).  Elizabeth Jones and Sarah Cooper have received specific Early Years training in.

There is an opportunity annually for staff to attend three hour INSET training on basic first aid run by a fully qualified first aid trainer.  There is a list of staff who have received training in the Deputy Head’s office.

Each trip is accompanied by a member of staff, who has attended basic first aid training in the last three years and for EYFS trips by someone who has completed the 12 hour specific Early Years First Aid training (Elizabeth Jones & Sarah Cooper).  On residential trips, where there is no fully qualified First Aider on site, a qualified St. John’s Ambulance First Aider accompanies the trip e.g. York.

Monitoring and Review

The Head will be responsible for monitoring the implementation of the policy, and reporting annually to a prescribed committee of the governing body.







                                                  Written July 2004

Revised June 2005 as a result of DEfs “Guidance & Managing Medicines in Schools and Early Years Settings” document., Updated Jan 2006., Revised May 2007, Reviewed 2008, Reviewed 2009, Updated 2010

11. HEALTHY EATING





           Contact: Adrian Floyd
Bridget Norton
Healthy Eating/Nutrition Policy
This policy is provided to all parents (current and prospective) in the parents' handbook, is provided to all staff in the Staff handbook, is available from the office and is kept in the Library.

A healthy lifestyle together with a balanced diet in childhood helps establish healthy eating habits for life.  A healthy diet is one which allows for a balance of different foods that sustain the wellbeing of the individual.  Different lifestyles result in different dietary needs and individuals need to be aware of these and the effects of different foods on their bodies.  A healthy, balanced diet may vary between individuals from different cultural, ethnic and social backgrounds.

At Finton House we promote a positive attitude towards healthy eating through the curriculum areas of PSHCE, P.E. and Science.  In Reception understanding is developed through the learning areas of Physical Development and Knowledge and Understanding of the World.  Visitors are invited to assemblies and in PSHCE lessons to support the delivery of the healthy eating message.  These lessons help pupils to develop the skills and attitudes that will help them make informed healthy choices both in and out of school.  Within school they are encouraged to make sure they have some carbohydrates, protein and vegetables on their plate each meal time.
School meals are provided for the children each day and dietary requirements catered for.  A pictorial list of children with specific dietary requirements is displayed in the school kitchen and all staff are made aware of individual children’s dietary requirements.  In extreme circumstances children are allowed to have a packed lunch, but only one or two usually do for special needs or medical reasons.  The school has a ‘no nuts’ policy.  Packed lunches are also required not to contain nut products, sweets or fizzy drinks.  

Each day salad items such as raw vegetables and fresh fruit are available.  Organic meat is used for preparing all homemade dishes at school.  Salt is not provided for the children and it is not used in the preparation of food.  When served, Baked Beans contain no salt and only low sugar.  Frozen food is rarely used, except for fish fingers and meat balls.  
The members of staff on duty check that children are eating properly.  If there are any concerns the class teacher is informed and where necessary the parents and the rest of the staff briefed.  A record of the concern is written in a book stored in the Hall music system cupboard.  The Deputy Head has received training on eating disorders.  For break times the school provides fresh fruit and flapjacks.  The children can also bring in a healthy snack of their own.

The children from Y1-Y6 are strongly advised to bring in water bottles to keep in the classroom and are allowed to drink from them when necessary.  The water bottles are taken home each night to prevent water becoming stale.  In Reception the children have water fountains placed in their classrooms.  There is access to two water fountains in school (outside small hall and just inside 171, near school office) and there is also one available at the Playing Fields.  
The Headteacher and Cook have regular meetings to discuss menus for the forthcoming three weeks and the possible trialling of any new ideas.  Menus are rotated weekly. The Cook is also kept informed of dietary requirements and recommendations by the Deputy Head or Bursar.  Menus are displayed for the coming week on the school board in the downstairs corridor of 169.  The diet being provided for the children is monitored and reviewed continuously and the school cook regularly attends courses on hygiene and healthy eating.

	WEEK ONE
	Monday


	Tuesday
	Wednesday
	Thursday
	Friday

	Main
	Mini Toad in the Hole with Gravy
	Chilli Con Carne with Warm Tortilla Wraps accompanied by Grated Cheese, Sour Cream and Tomato Salsa
	Roast Loin of Pork with Apple Sauce and Gravy
	Chicken Curry with Naan Bread, Poppaodums and Mango Chutney
	Fresh Fish of the Day

Poached Salmon and Dill sauce

or 

Cod with Parsley Sauce

	Soup of the day
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread

	Vegetarian
	Mixed vegetable Curry with Naan Bread and Rice
	Individual Goats Cheese Tartlets 


	Pea and Mint Risotto
	Vegetable Ratatouille with a Poached Egg
	Cous Cous Stuffed Peppers

	Vegetables
	Mashed  Potatoes

Roasted Vegetables


	Rice

Sweetcorn
	Roast Potatoes

Broccoli

Baton Carrots
	Pilau Rice

Green Beans
	New Potatoes

Peas

	Pasta / Jackets
	Pasta Shells with a Three Cheese Sauce


	Twice Baked Cheesy Jackets

Baked Beans 
	Meatballs in Tomato Sauce

Penne Pasta
	Jackets with Vegetable Ratatouille or Cheese
	Pesto Pasta

	Salad
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna


	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna

	Guest Salad
	Greek Salad
	Potato, Egg and Mayonnaise Salad
	Nicoise Salad
	Fruity Cous Cous with Herbs


	Feta Salad with olives

	Desserts
	Vanilla ice cream tubs served with a wafer
	Apple Crumble with Custard 
	Fruit Jelly or baked apples with raisons 
	Chocolate Chip Sponge with Hot Chocolate Sauce 
	Brioche Bread & Butter Pudding

	Yoghurts 
	Available Daily Homemade Yoghurts with Fruit Coulis 



	Fresh Cut Fruit
Cheese
	A Selection of Three Seasonal Cut Fruits Daily
A Selection of Three Seasonal Cheeses and biscuits Daily




	WEEK TWO
	Monday


	Tuesday
	Wednesday
	Thursday
	Friday

	Main
	Gammon Steaks with Pineapple

 
	Lasagne and Garlic Bread
	Lemon and Honey Marinated Chicken Breasts 
	Sweet & Sour Pork stir fry
	Fresh Fish of the Day

Poached Salmon and Dill sauce

or 

Cod with Parsley Sauce

	Soup of the Day
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread
	Soup served with fresh bread

	Vegetarian
	Haloumi and roasted  vegetables with Thyme and Lemon Dressing
	Provencal Pancakes
	Vegetarian Ravioli 
	Stuffed Aubergine
	Greek Style Pie

	Vegetables
	Mashed Potatoes 

Peas and sweetcorn 
	green beans 


	Stir-Fried Cabbage with Roasted Vegetables 

Carrots

& Roasted Potatoes
	Steamed Rice

Broccoli 
	Pommes Noisettes

Peas

	Pasta / Jackets
	Spaghetti Pasta with Tomato and Brie
	Jacket Potatoes with Baked Beans and Grated Cheese 


	Roasted Vegetable Pasta with Courgette
	Jackets with a Mild Korma Chicken Filling or Cheese
	Roasted aubergine, tomato and basil sauce with Pasta

	Salad
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

  Cold ham or 

        tuna


	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna
	Mixed Leaves

Grated Carrot and Orange

Tomatoes Cucumber

Pasta or Potato Salad

Cold ham or tuna

	Guest Salad
	Red Bean and Beanshoot Salad
	Pasta Salad with Grapes
	Tomato & Yoghurt
	Herby Rice Salad
	Tomato, Basil and Mozzarella Salad

	Desserts
	Chocolate or Lemon Mousse Topped with a Strawberry and a Wafer 
	Rice pudding served with jam
	Ginger Sponge with Sticky Toffee Sauce 
	Fruit Strudel 
	Seasonal Fruit Crumble with Custard 

	Yoghurts 
	Available Daily Homemade Yoghurts with Fruit Coulis 



	Fresh Cut Fruit
Cheese
	A Selection of Three Seasonal Cut Fruits Daily
A Selection of Three Seasonal Cheeses and biscuits Daily




12. HEALTH AND SAFETY




        Contact: Bridget Norton







Andrew Allan

Finton House School

Health and Safety Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

Overall statement of safety policy
(As required under Section 2 (3) of the Health and Safety at Work Act 1974)

1. The Governors of Finton House School recognise and accept their responsibility as an employer for providing, so far as is reasonably possible, safe and healthy work places and working environment for all their staff.

2. The Governors will take all steps within their power to meet their responsibility, paying particular attention to the provision and maintenance of:

a) Plant (machinery), equipment and systems of work that are safe;

b) Safe arrangements for the use, handling, storage and transport of articles and 

substances;

c) Sufficient information, instruction training and supervision to enable all staff to 

recognise hazards and contribute positively to their own safety and health at work 
and to the health and safety of others;

d) A safe place of work and safe access to it;

e) A healthy environment and adequate welfare facilities.
3. The Governors will continue to keep under review arrangements for providing competent technical advice on safety and health to assist both teachers and non-teaching staff.
4. The Governors, recognising the need for involvement of both teaching and non-teaching staff in achieving a successful safety policy, will co-operate with safety representatives and will provide them with such facilities and training as may be necessary for them to carry out their task.  The Governors will also co-operate in the development of appropriate committee arrangements for the consideration of safety matters.
5. There is a Governor with specific responsibility for Health and Safety.
6. The Governors remind all staff of their own duties under Section 7 of the Health and Safety at Work Act 1974 to take care of their own safety and that of other staff and to co-operate with the Governors so as to enable them to carry out their own responsibilities successfully.

7. Section 7 - Health & Safety at Work Act 1974
IT SHALL BE the duty of every employee while at work:

a) To take reasonable care for the health and safety of him/herself and of other persons who may be affected by his/her acts or omissions at work.

b) As regards to any duty or requirement imposed by his/her employer or any other person by or under any of the relevant statutory provisions, to co-operate with him/her so far as is necessary to enable that duty or requirement to be performed or complied with.

8. A copy of this statement is issued to all staff.  It will be reviewed, added to or modified from time to time.  Amendments to this policy will be briefed to staff and a new copy of the policy issued to all staff to be placed in their copy of the Staff Handbook.
1.
Access
a) Children are told not to run inside the buildings.
b) All children and staff keep to the right on the main staircase.
c) Children are not allowed in the classroom unattended except during 'wet play' when staff float around classrooms.
d) All corridors/stairs/exits must be kept clear at all times.

2.
Accidents Procedure (See First Aid and Medication Policy)
a)   Definition of an Accident:

      The definition of an accident is divided into two areas: Minor Accident and Serious 
      Accident.
Minor Accident
An accident is defined as 'minor' when the child is able to be treated by a member of staff.  Listed below are accidents which could be termed as 'minor'.

· Small cut or abrasions
· Nosebleeds (if stops within 30 minutes)
· Being sick
· Bump or bruise in conjunction with a fall, running into someone or something
· A knock or bang on the head ( a bump your head sticker is placed on the child)

Minor accidents of pupils and staff are recorded in the Accident Book, on the shelf below the First Aid Cupboard outside the Deputy Head’s office.  Pencils must not be used to fill in this book.
Serious Accident

An accident is defined as serious when it is seen as sufficiently serious for the parents of the child to be immediately notified or if the child has been taken into hospital.  Listed below are accidents which could be termed as serious.

· Broken, fractured or chipped bone
· Severe bleeding
· Fainting or falling unconscious
· Deep cut or wound that needs stitches
· Severe asthma attack

· Allergic reaction – Anaphylactic shock
· Dislocated joint
· A serious knock or bang on the head
· A tooth being knocked out or chipped
b) Who is informed?
· Deputy Head (or another fully qualified first aider) immediately in the case of a serious accident together with the office, Class Teacher and Head (or in their absence another member of the Senior Management Team).  That person will then follow through accident procedure.

c) Who is responsible for statutory notification?
· In the Appendix there is an Accident Sheet which must be filled out in the event of a 'serious' accident.  It must be filled in by the person who saw the accident or was first on the scene and then given to the Head or Deputy Head on the same day.
d) Who carries out any investigation?
· Head and/or Deputy Head or School Bursar.
e) Who summons an ambulance?
· Head or Deputy Head (or another qualified first aider) gives authorisation for the office to call for an ambulance.
e) Who accompanies pupil to hospital?

· We try to ensure that a parent comes with the child in the ambulance, takes the child to hospital or meets the child at the hospital.
· If that is not possible a first aider or member of staff, who can stay with the child throughout, goes with the child.  If an ambulance is not needed e.g. stitches maybe required or possible fractured arm a member of staff takes the child with another adult.  A member of staff never takes a child in their car on their own, although if a minicab has been ordered, the driver counts as the extra adult.
g) Who informs parents?
· Deputy Head or Head
h) Who informs Governors?
· Head

i) When necessary the School Bursar (or in their absence the Head/Deputy) will complete the RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences) form for the HSE (Health & Safety Executive)
NB. Similar procedures are followed for staff.
3.
Action Plan for Unauthorised Entry (in and out of normal school day)
a) Unauthorised visitors are those who do not report to the school office to sign in.  A visitor is only considered authorised when they have signed in with the office and are wearing a visitor’s badge.

b) Any strangers on the premises and not wearing a visitor’s badge should be questioned by a member of staff.  “Can I help you?” is the question that normally establishes whether somebody has a right to be in the building.  Any visitor should be taken to the school office and required to sign in and are given a badge.  They should sign out when they leave the premises and return the badge.
c) If the answer arouses suspicion, please escort them politely out of the building.  However, if you feel there is any element of danger or any confrontation please alert the Head, Bursar, Facilities Manager or Caretaker.  They will then challenge the person and lead them off the premises.  If the unwelcome visitor proves confrontational the police will be called by the school office.  If necessary, procedures should be put in place to clear the immediate vicinity of staff and pupils.  At no time should a member of staff put their personal safety at risk unless protecting the children.

d) Make sure that the Head or Bursar are made aware of any incident which has aroused your concern (or in their absence any member of the Senior Management Team).

4.
Arrival and Departure
a) All the children must be accompanied into the building in the morning and collected from the playground at 'going home time'.

b) Children arriving early can be delivered to the Small Hall from 8.20am and a register is kept of the children.

c) Children and parents are allowed into school at 8.40am or earlier if there is a club or therapy session.  If it is raining or very cold, children (accompanied by an adult) can wait in the Small Hall until 8.40am.

d) No child is dismissed at the end of the day until the relevant adult has come to collect them and has been seen by the teacher.

e) There is a late room for Lower School children who are not picked up by 3.40 pm and for US children not picked up by 4.10 pm.  The Late Room runs in the Reception Block until 4.30 pm ( until 4 pm on a Friday) and after that time any child who has not been collected is brought to the School Office and their parents are contacted.  There is a book which records children that attend the Late Room each day.

f) Any child going home with a different adult from the normal routine must have a note in his or her home book explaining arrangements.

g) Any Year 6, parent wishing their child to go home unescorted has to inform the school in writing.  The child signs in and out in the School Office each day and time of arrival and departure is recorded.  If they bring in a mobile telephone it is kept in the School Office during the day.  The child still has to say goodbye to a member of staff at the end of the day.

h) At 5.00pm, any child not collected will be placed in the care of the duty member of the management team.  It is the responsibility of this person to ensure that every method available has been used to contact parents and the nominated emergency contact.  The Headmaster must also be informed.

i) 'Going-home' time is staggered Mon- Thurs in order to avoid congestion in the cloakrooms and on the stairs.

j) The arrangements for children going home after clubs is identical to normal 'going-home' time, except if arrangements have been made specifically to collect the children from another venue, e.g. Battersea Ironsides.

k) There is always a member of staff on the school gate at the beginning and end of the day.

5.
Missing Child Procedure
In the event of a missing child the following procedure will be followed:
a) The member of staff who raised the alarm will initiate a thorough search of the school including changing rooms, the music block and outbuildings.

b) Two members of staff should be dispatched to seal the perimeter of the site and search neighbouring streets.

c) The member of staff who raised the alarm will co-ordinate the search and those engaged in the search must report back to him/her.

d) The emergency services will be called to report the child as missing.

e) Parents will be contacted.

f) An incident report will be filled in the office.

5.
Audio Visual Aids
a) When televisions, videos etc. are in use, cables must not present a hazard.  Teachers carry out full risk assessments and brief the school Bursar or Facilities Manager if trunking is not fitted to the wall correctly.
b) When televisions, videos etc., are not in use, they must be turned off.
There is a set of safety guidelines regarding use of interactive whiteboards in each classroom. 
6.   
Body fluids disposal
 
All clinical waste is subject to strict controls by the HSE e.g. waste consisting wholly or partly of blood or other body fluids (vomit, urine and excreta), swabs or dressings, syringes and needles.

EpiPens always go back into the child’s plastic containers and they then go with the child to hospital but all other such waste is placed in bio hazard bags. 
Waste can be placed in the special bin in the medical room off the School Office and in the bin by 171 Playground First Aid Cupboard.  Additional bags can be obtained from the School Office.  These bags are collected by the school’s sanitary disposal services, who visit the school regularly.  

 

All members of staff wear gloves when dealing with any body fluids.  Paper towels are used to both soak up and clean the area.  Disinfectant spray is applied to the area after cleaning.  Where possible the area is also wiped with a bleach solution (bleach is kept locked in the cleaners cupboard in the basement) e.g. playground/plastic flooring and tables.  Absorbent granules are available together with a designated dustpan and brush from the School Office or the downstairs Reception toilet.  Spillage kits can also be found in the minibuses and the School Office.  For school trips there is a small spillage kit in each First Aid kit.  There are also vomit bowls available from the School Office.  

 

7.   Break Times
a) Three members of staff are always outside on duty in the playground and when the front of the building is being used at lunch time, one or two members of staff are on duty.  If only one member of staff a walkie talkie is used.

b) The boundary is well-maintained with a continuous fence around the play area.

c) The children know that if they kick a ball over the fence they must tell a member of 

      staff on duty.

d) Children must ask a member of staff on duty if they wish to go inside for any reason 

      except to go to the toilet.

e) Children line up at the end of Break Time in the playground and are collected by a 

     member of staff before they enter the building, one class at a time.

9. Broken Glass
a)   Any windows, light fittings or any similar rubbish with which children can damage themselves, must be either cleared up or reported to the Head and/or Facilities Manager.

9.  Classrooms
a) All electric sockets are covered with a 'plug cover' when not in use.

b) Children should not run in the classroom.

c) Children are told to keep the classroom tidy, e.g. no bags are left on the floor, and chairs are kept under tables when not in use.

d) Children are instructed to use equipment safely - e.g. scissors and computers

e) Risk assessments are completed annually each September by class teachers, subject specialist teachers, therapists and admin staff etc. for their rooms and offices and revised when necessary throughout the year.

f) Classrooms must be kept tidy, both during and after lessons.  In particular, bags should not obstruct the areas between desks or exits.  Coats and bags must be kept on the pegs allocated for them in the cloakrooms or at the back of the Reception classrooms, when they are not in use.

10.  Clubs (See Clubs policies for staff and peripatetic teachers)
a)    Before offering a club, a member of staff or peripatetic teacher must complete a risk assessment procedure.  Forms are available from the Deputy Head.

b)   The member of staff or peripatetic teacher who is taking the club must take a register at the beginning of the club to make sure that everyone is there.  If any child is absent without a note or any explanation, this must be checked up on.

c) During the times that the club runs, the teacher in charge must be with the children at all times.

d)  Once the club has finished, the teacher in charge must make sure that all the children within the club have been picked up from the school or from another site (e.g. Battersea Ironside) by a parent guardian, nanny or aunt etc.  If they are not collected after 15 minutes of the Lower School club finishing the children must be brought to the school office and parents telephone.  Children not picked up after Upper School clubs must be taken to the Deputy Head or the Head and parents telephoned.
11.
Contractors
a) Control of contractors on premises:

None during term time (except in an emergency) if they are working in areas where children are present the area must be cornered off and a contractor(s) must never be left alone with children.
b) Identification:

Report to School Office and identification is checked.  They sign in and are given a 

Badge, like any visitor and sign out on leaving the building.
c) Advice to staff about workmen:

If workmen are in the building, staff will be informed by the Facilities Manager or 
Bursar.  They will always be wearing a visitor’s badge.

12.  Criminal Record Bureau (See Recruitment & Selection Policy)
a)   All members of staff, governors, peripatetic teachers and parent readers working in the school or taking clubs are CRB checked.
13.
Electrical Safety
a)  Who controls inspection of equipment?
     Bursar
b)  Arrangements for regular inspections/testing:

     Bursar
c)  How Often?

     Fixed wiring every 5 years and small appliances every year.  A sticker is 

     placed on tested appliances showing date of last test.

d)  Instructions to users: 
     Bursar

e)  Policy on limitations of personal equipment being brought to school.

     No personal equipment allowed in school at any time.

14.
Environmental Matters
a) Who reports defects in heating, ventilation etc?
Whoever is aware of defect, to the Bursar
b) Who is responsible for progressing repairs?
The Bursar

c) Who is responsible for organizing a 6 month Legionnaire’s Disease inspection?

The Bursar

15.
Fire Precautions (See fire drill and evacuation procedures)
a) Arrangements for evacuation:

The fire escape routes follow the recommendations of the Fire Officer.  They have been checked by the Head (See Appendix L). In every room fire routes are displayed on the wall.  These escape routes are also used in the event of an emergency evacuation, e.g. bomb alert and suspicious package.  However, in the event that a suspicious package is blocking a fire escape route, this will be closed off and alternative escape routes used.   If it is not possible to assemble in the playground, all children will be escorted to Trinity Playing Fields.  All the Senior Management Team are Fire Marshals, except the Deputy Head who is the First Aider or Barbara Frank in her absence.  No other members of staff are allowed to enter the buildings once they have left.
b) Who calls the Fire Brigade?

The school office calls the fire brigade on the instructions of the Head (or, in their 

absence, a member of the Senior Management Team).
c) What is the method of advising staff/pupils of arrangements?
Staff meetings - then all staff explain to children their escape routes and have a 'run through' before a fire drill.

d) What is the frequency of the fire drill?
Twice in Autumn and Summer Terms; once in Spring Term.  During practice sessions 

the Bursar records the time taken to evacuate the building.  The time,       together    

with comments, are recorded in the school office.
e) What are the procedures to be followed?
Please see Appendix L.
f) Who maintains exits and escape routes?
Facilities Manager.
g) Who is responsible for fire extinguishers, doors and alarms?
Bursar.  The extinguishers are checked annually and some staff have completed 

training in their use.  The alarms, flashing lights (for SEN hearing impaired children)

and fire doors are checked quarterly.  As we are currently low risk, a Fire Officer 

visits the premises about every 5 years.
h) Who summons emergency services?
Head, Deputy Head or School Secretary.
i) How do we know who is in the building?

· Staff and visitors sign the in and out book.

· Staff Appointments book.

· Late and Early Room books

· Registers

· Swimming and sport lists held in the office.

· Weekly Diary

· Clipboard showing list of children and staff in and out each day.

· Sheet held in office listing all staff with their part-time days, marked if absent.
16.
Individual Children (See First Aid and Medication Policy)
a)    Staff are made aware of any allergies or medical needs etc. that the children may have by a medical register together with pictorial sheets showing children with life threatening conditions, special diets and nut allergies in the Staff Room and at staff meetings.  Class teachers are provided with the relevant information for their class each September and a copy is also stuck inside the white cupboard behind the secretaries in the school’s office.  Finton House is a nut free school.
17.
First Aid Responsibility (See First Aid and Medication Policy)
a) Who is responsible for giving First Aid?
For minor accidents, e.g. bumps, scratches, the member of staff who is in charge of the child at the time of accident.  For larger accidents, e.g. severe cuts or knocks, the Deputy Head, or another qualified First Aider, should treat the child.

b) Policy and arrangements in respect of pupils' medication:

Parents are requested to inform the school office of any medication that the children 
require and to complete the school administering medicine form.
c) Where First Aid boxes are located?
In the First Aid cupboard. In 171 children’s toilets, in the minibuses, at the Games Field, in the DT Room, the Art Room, the Science Room, the Top Floor of 171 and in the downstairs staff toilet in the Sally Walker Reception block.  We also have ‘trip’ First Aid kits in the school office and travelling first aid kits for the P.E. department in their office.
d) Who is responsible for maintaining them?
Fleur Smithwick (School Secretary)
e) Details of the A & E Unit:

Minor Injuries Unit @ Queen Mary’s, Roehampton – 020 8487 6499/6999.

Children's Casualty @ St George's, Tooting - 020 8725 3518 & Minor Injuries – 020 8725 1265.

NB. In the office there are medical declaration forms completed by staff recording   

      medical conditions and any medication being taken.

18.
Food Hygiene (For details on Healthy Eating/Nutrition please see separate policy)

The school undertakes its own catering arrangements and the activities in the Kitchen are under the control of the Catering Supervisor.

The Catering Supervisor ensures that activities are undertaken in line with the Food Safety (General Food Hygiene) Regulations 1995.  The Food Hygiene (Amendment) Regulations 1990 are not applicable to the School’s catering activities as hot food is eaten within two hours of preparation and cold food within four hours.

In order to ensure that activities are in compliance with the regulations, the following records and checks are carried out.

a) Cleaning schedules are established and details recorded.

b) Equipment temperature checks are carried out daily and the results recorded.

c) Temperature of food is taken and recorded for each item when it comes out of the     oven and immediately prior to serving.

d) Equipment is maintained in accordance with a schedule and the details recorded.

e) Health of the personnel in the kitchen is constantly monitored and wearing of jewellery on hands etc. is not permitted.

f) Induction training for new personnel is carried out to ensure that there is a full understanding of personal hygiene requirements.

g) General hygiene inspections are carried out on a regular basis.

h) Recommendations, following visits by the Environmental Health Officer, are instigated without delay.

19. 
Furniture and Fittings
a)   Any broken or damaged furniture or fittings must be reported to the Bursar.

20.
General Hazards
a) To whom hazards should be reported?
Head, Deputy Head or the Bursar.

b) Who takes interim measures?
Head, Deputy Head or Bursar with assistance from the Facilities Manager
c) Who is responsible for taking remedial action?
Head.
21.
Good Housekeeping
a) Tissues are kept in each classroom.

b) Hand dryers and lavatory paper are daily re-stocked daily by the Contract Cleaners.

c)   The Staffroom Committee is in charge of ensuring that tea and coffee making   

      facilities, together with the staffroom, are kept clean and tidy. 
22.
Handling & Lifting

The school is aware of its obligations under ‘The Manual Handling Operations Regulations 1992’ and where there is a possibility of injury being caused, the following action will be taken in line with the regulations.

a)   Manual handling activities involving risk, so far as reasonably practicable, will be 

      eliminated or moved by a mechanized process.

b)  Where activities involving risk cannot be avoided they will be subject to an   

      assessment.

c)  The risk of injury will be reduced as far as reasonably possible by:

· Seeking assistance from other personnel

· Using barrows or other similar equipment etc.

· Staff remembering to bend their knees when lifting

d)  All personnel are required to exercise discretion when lifting any object.  The initial    

     responsibility for assessing any manual handling implications rests with the person 

     lifting the object.

23.
Infectious Diseases (See First Aid and Medication Policy)
a) How staff will be informed of any cases, and by whom:

We expect parents to tell the school if they are aware of infectious diseases.

A note is put in the Staffroom and on external doors of the building stating, e.g. 'There is a case of Chicken Pox in Reception L'.

b) Policy on necessary precautions:

We insist the child is not in school if he/she is known to be infectious.  If in doubt we seek advice from a medical advisor.  In the case of head lice, the entire class concerned is informed by a letter and within the week a specific member of staff checks every child’s head for lice or eggs.  If they are found an individual letter is then sent to the parent informing them.

The Health Protection Agency states that it is not advisable to exclude children from schools if they have infective conjunctivitis but if the child has ring worm they are sent home until they have treatment.  Children are also sent home if they have Erythema Infectiosum (Slap Cheek), especially as this is of special risk to pregnant women. 

c) In the event of a national pandemic such as flu, a crisis Management Meeting will be held to review procedures short-term and long-term.  See Crisis Management Policy.

24.
Inspection for potential Health & Safety Risks
a) Who carries them out?
Bursar with assistance from Facilities Manager
25.
Lunch
a) Children have staggered lunch times in order to avoid congestion.

b) 2 dinner ladies and 2 members of staff are in the Lunch Hall at all times.

26.
Monitoring
a) Who, when and how:

During each term the Head, Bursar and Facilities Manager tour the building and grounds for any defects that need repair or alterations that need to be made.

27.
New Staff
a) Who instructs new staff on Health and Safety issues, and when?
A copy of the Health and Safety Policy will be given at the beginning of their first 

term.  The Deputy Head instructs them with regard to health and safety aspects of school life.
28.
Road Crossing
a) All children are silent when they cross the road.

b) Finton House staff stand in the road to assist children crossing.

c) Children are not allowed to run along the pavement.

d) The staff standing in the road always stand between on-coming traffic and the children crossing the road.

e) Children are always instructed to walk away from the verge when they are on the pavement.
f) Staff talk to the children about safety and the Green Cross Code.
g) Staff wear yellow reflective jackets.

h) Parents and visitors are forbidden to park obstructing the school gates.  There are disabled bays for the use of parents, visitors or children with a disability.

29.
School Office 

a) Secretarial Staff give due care and attention to the equipment used and their surroundings.

b) Do not use a VDU constantly for more than 45 minutes without a 5 minute break.

c) Act sensibly.

· Keep drawers closed when not in use.

· Switch off electrical equipment when not in regular use.

· Ensure that no wires are left stretched across open areas.

· Lift only those weights within capacity to lift.

d) If anything in the School Office is defective in any way, it is reported to Bursar or Facilities Manager immediately.

30.
School Trips (see Trips and Educational Visits Policy)
a) Approval procedure:

Deputy Head.

b) Staff/Pupil ratio:

· 1 to 6 for Reception to Year 3.  1 to 10 for Years 4 – 6.  The ratio varies at times due to the SEN or medical needs of the children.
· Minibus – Driver and at least 1 adult.
· 1 child per seat in all coaches.  Seat belts must be worn.

c) Arrangements for obtaining transport:

When booking a coach, seat belts must be specified.  West way Coaches provides our coaches.  There are also 2 minibuses that can be used for school outings and Wandsworth Community minibuses can be booked.
d) First Aid kits to be taken on every trip leaving school grounds.

First Aid on trips - Asthma 'puffers, EpiPens and any other specific medicine for individual children is carried.

31.        Substances (See First Aid Treatment for potential poisons at Finton House School)
a) The Bursar and Facilities Manager ensure that all harmful cleaning materials are locked away from the children in a cupboard in the Basement of 169.
32.
Supply Teaching or PGCE Student
Any new supply teacher or PGCE student coming in to the school spends some time with the Deputy Head going through the Health & Safety aspects of the school. They are supplied with a copy of the Staff Handbook and are assigned a buddy/mentor.  They, or their agency/university, would provide proof with regard to their CRB check.

33.
Swimming

a)   Staff teaching swimming are qualified life savers.

b)   A register is taken on each minibus on leaving school and children return to the same 

      minibus to be checked in.

c)   Swimming teachers have a swimming register.

34.
Use of School Transport
Who may drive?

a)   All staff, who have joined the school since September 2003 and are over twenty-five 

      years old have completed a ROSPA training day.  There are staff, who were employed 

      at the school before this date that drive the minibuses, but they have had considerable 

      experience of driving the school minibus.  All staff must have category D on their licence.
35.
Waste
a)
 Collection and disposal contracts:  AHA Environmental Services Ltd.

13.PASTORAL CARE





      Contact:  Adrian Floyd
Finton House School

Pastoral Care Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

All Staff

At Finton House we have a policy of integration of Special Needs children and as a result of this, we are highly staffed.  All our staff are committed to the unique atmosphere in the school of respect, care and tolerance for all pupils.

All teaching and non-teaching staff are involved in the pastoral care of all pupils in the school.  Successful pastoral care means that all children feel at home in school - that they feel liked, respected and supported, regardless of their strengths or weaknesses.

The secretaries also provide pastoral care, often administering medical treatment to children who are sick, as well as offering general help and reassurance of a wider nature.

The Class Teacher

Throughout the school the most important link in the pastoral chain is the Class Teacher who is concerned with each child's overall welfare.  All staff must tell the Class Teacher if a child in the class has done something particularly noteworthy, good or bad.  In addition the Class Teacher invariably gets to know the children's parents quickly.  On a day-to-day basis, we welcome parents in the classrooms.  In addition, there is an Introductory Evening for each year group at the start of the academic year, in which the year's work is explained, as well as the two Parents' Evenings, where the children's teachers meet the parents.  Daily contact is maintained between home and school by the use of a message book/homework diary.  Parents may come to the classroom with their children at the start of the day.  Appointments can always be arranged between the teacher and parent, if the need arises.  Minutes of all important meetings between school and other parties are kept on the school database.
Head of Lower School and Head of Upper School

Most pastoral matters are dealt with by the Class Teacher, assisted if necessary by one of the Assistants.  If the matter is sufficiently important, the Class Teacher brings it to the attention of the Head of Lower School or Upper School who may in turn consult the Head if the situation merits it.

Special Needs Children

Since there are so many teachers and assistants at Finton House it is seen as very important that they can communicate with the Class Teacher as quickly and effectively as possible.  Therefore, the teachers and assistants working directly with a Special Needs child attend a weekly meeting. 
In addition, files of medical records and confidential information are kept by the Class Teacher and the Deputy Head.

Confidential report Systems

Each child at Finton House has a Confidential Report Form which is kept up-to-date by the Class Teacher.  All relevant information is recorded e.g. a bullying incident, unhappiness and any issues of concern.  The school database is used to store all minutes of meetings and such minutes should be emailed to the relevant staff (the Head is automatically copied in on all such emails).  All cases of bullying are written up and copies given to the Headteacher.
House System
From the Reception classes upwards, pupils are allocated houses:

Charrington


Macmillan 

Nunneley

Thomson 

The Houses are named after four Founder Governors.

The Houses are particularly valuable for sporting and other events where there are element of competition and teamwork.
In addition, all children are awarded House Points for work where they have put in considerable effort, or occasions of kindness or helpfulness.

The Houses give a different entity to which the children belong.  Each House has a fund raising event twice a year.  Usually this is preceded by a special assembly to teach the children about the activity they will take part in and to answers any questions.

The House masters or House mistresses are teachers who lead the Houses and help the House Captains organise events.

Charrington

     Macmillan 
       Nunneley

          Thomson 

Miss Sarah Phillips
     Miss Emma Bransby     Miss Emma Howeson     Miss Susan Seale

Miss Amanda Siepka
     Mr Paul Richards
        Miss Barbara Frank
Miss Helen Devereux
Updated March  2010


Updated April 2011

13. TRIPS
Contact: Bridget Norton
Finton House School

Trips & Educational Visits Policy
This policy is made available via the school website, is provided to all parents (current and prospective) in the parents’ handbook, is provided to all Governors in the Governors' handbook, is provided to all staff in the Staff Handbook, is available from the school office and is kept in the Library.

At Finton House we are keen to promote trips, as we believe they have a very valuable contribution to make to children’s education.  In particular, they provide the children with opportunities to undergo experiences not available in the classroom and to develop their investigative skills.  In addition, there are opportunities to attend residential trips in the Upper School, which encourage greater independence and the development of social skills.

For all trips a full risk assessment is carried out and consideration is given to the hazards, which may exist, and safety measures are put in place.  The group leader considers contingency plans in the event of unforeseen circumstances. The ratio of supervisors to pupils in school years Reception to Year 3 is 1:6 and in years 4 to 6 it is 1:10.  The ratios vary at times due to the special educational or medical needs of the children, and because of the nature of the activities.  Regular head counting of pupils takes place throughout a trip and the group leader carries a complete list of all pupils and adults involved in the visit.  If any trip involves swimming parents are required to sign a consent form.

In the event of an emergency the group leader takes charge and informs the school office.  They record accurately, as soon as possible, all relevant facts, and witness details and an accident report form is completed (Health & Safety Executive – RIDDOR).  In the event of an emergency no member of the group speaks to the media.  Names of those involved in the incident must not be revealed.  If a serious incident occurs, the Head would liaise with the media.

Pupils are fully prepared for all trips and are advised as to what is expected of them and what the visit will entail.  They understand what standard of behaviour is expected of them and why rules must be followed.  Pupils are also made aware of the possible dangers and how they should act to ensure their own safety and that of others for example, road/ferry safety, separation from the group or procedures for pond dipping etc. Pupils using transport on a visit are made aware of the basic safety rules such as not rushing towards the transport when it arrives, the wearing of seatbelts and staying seated whilst travelling, not distracting the driver and if abroad, the dangers of leaving a British coach from the left-hand side.   Each child has a buddy, for whom they are responsible, e.g. that their buddy is there when the group move from one place to another.  In Year 1 and EYFS the children wear stickers with the name of the school and phone number of the Trip Leader.

Any pupil whose behaviour may be considered to be a danger to themselves or to the group may be stopped from going on the visit.  Similarly pupils, whose behaviour is such that the group leader is concerned for their safety, or for that of others, will be withdrawn from the activity.  On residential visits the group leader should consider whether such pupils should be sent home early.  Parents would have been briefed prior to the visit and fully informed of the procedures for dealing with misbehaviour of their particular child.

It is not appropriate or necessary for children of this age to bring mobile phones on a trip.

Trips in the Local Area
There is a generic risk assessment to cover all cost free trips within walking distance of the school, e.g., visits to Wandsworth Common, Pizza Express, the Fire Station or local field work and sketching.  Parents are advised of this each September through the school newsletter together with safety procedures in place.  Should they have any concerns they are asked to contact the Deputy Head.
Section 1.2 Non-Residential Trips

Year groups are encouraged to plan trips and workshops.  The Lower School should try and have two trips/workshops each term.  The Upper School may go on up to four trips/ workshops each term; however the total cost should not exceed £50, without permission from EVC.  The cost of each single trip should not exceed £25.

Section 1.3 Booking of Trips

The group leader for the visit should have experience of supervising the age group(s) and has ultimate responsibility for the detailed planning and organisation of the trip, and assumes overall responsibility for its supervision.  Before deciding on the trip the group leader has carried out an exploratory visit, which has included a risk assessment to assess the potential areas and levels of risk.  They also ensure that the venue can cater for the needs of the staff and pupils in the group.  Group leaders conducting repeat visits, ensure that there are no changes in factors concerning the site, and if so, these are reflected in the risk assessment.  Where possible on booking the trip the group leader asks for a copy of the risk assessment for the venue.  

Following the exploratory visit the group leader checks availability and obtains quotes where appropriate for both the visit and transport.  The school secretary obtains quotes from coach companies and once the coach booking is confirmed a copy of the insurance policy is obtained and passed to the Health & Safety Officer (Bursar).  The group leader completes a trip form together with a risk assessment (See Appendix G), which has to be approved by the Deputy Head (Educational Visits Coordinator), before bookings can be confirmed.  Copies of the form are available in a file for the Health & Safety Officer (School Bursar) to see.  The trip leader is responsible for ensuring that all staff accompanying the trip are aware of the risk assessment procedures.  Gap Year students are able to act as supervisors on a school trip if they are CRB checked and parents may accompany day trips but are not left alone supervising groups of children.

When free London public transport is to be used an application is made at least 14 days prior to the trip.  If individual cars are used to transport pupils the driver must ensure that the vehicle is roadworthy, and that they have an appropriate licence.  Any child under 135cm in height (approx 4’5”) will only be allowed to travel if there is appropriate child restraint for their weight in any vehicle.  Transporting of pupils by staff or parents is covered in the school insurance policy.  Agreement is sought from parents with regard to their child being carried in individual cars via signing permission slips or verbal consent given on the telephone. In the interest of child protection no child is able to travel on its own with a parent or member of staff (unless it is their child).

A letter is sent out to parents (2 weeks before) informing them of travel arrangements, activities, clothing required, food etc., and asking for a signed permission slip to be returned to the class teacher.  A copy of the letter is given to the Deputy Head for approval before being sent to parents.  All permission slips are handed in to the office at least 24 hours before the trip.  No group leader allows any child to depart on a visit without a signed permission slip.  Signed consent forms are kept for the current academic year.

Tube or Train Travel
The following procedures are followed:

· London Underground staff are available to assist and will alert staff at destination of arrival.

· Everyone goes single file down the escalators and there are no untied shoelaces or dangling toggles.

· The train is boarded at the front, as this is usually the less crowded carriage and the driver is then aware of the group boarding the train.

· One member of staff gets on first and another is last.

· Staff stand either end of the pupils in the carriage and have a clear view of pupils at all times.

· When waiting for and leaving train the children line up against the far wall away from the track.

· The children are briefed that if they do not board the train they must stay where they are for a member of staff to return to them.  If they fail to get off the train they must get off at the next stop and wait for a member of staff to collect them.

· Wherever possible the children sit down on the train.

· The children all have buddies and are responsible for letting a member of staff know if their buddy is missing at any time.

Section 1.4 Minibuses 

The school minibuses have a maximum of 15 pupils on board at any one time.  The school minibuses are not usually used for travelling beyond the M25 orbital route and the drivers of the minibuses are competent and have undertaken suitable minibus training.  The driver is not responsible for supervising the pupils during the journey or ensuring acceptable standards of behaviour are met.  There is always an additional adult accompanying the driver.  There are two school minibuses and Wandsworth Community minibuses can also be booked.

Section 1.5 Coaches

Staff ensure that seat belts are worn and that any overhead equipment is stored away safely.  Staff sit throughout the coach and at least one member is at the front, and one by the rear emergency door.  If it is a two-storied coach, there is a staff member on both decks.

Section 1.6 First Aid

The member of staff responsible for First Aid is named on the trip form and has attended training in the last three years.  They take a travelling first aid kit together with any particular medication required for individual children (as outlined on school medical register) e.g. EpiPens and Asthma puffers etc.  There is always an additional first aid kit on the minibuses.  A member of the trip team always takes a mobile phone and makes sure the school office has the number.  A list of all children and their parents contact numbers is carried as well as the relevant pages from the medical register.  For Early Years trips a member of staff accompanies the children who has attended 12 hours of specific Early Years First Aid training.

Alcohol and Smoking

No member of staff is allowed to smoke or alcohol in front of the children whilst on a school trip. 

On residential trips one member of staff is expected to refrain from drinking in the evening, so that in an emergency they could drive a vehicle.

Article II. Residential Trips

The Upper School children have the opportunity to attend a residential trip:

Year 3
- Three nights in Devon at a PGL adventure activities site (Summer Term)

Year 4
 – Three night’s historical and scientific trip to York and the surrounding 

   area. (Summer Term)

Year 5 
– Five nights to the Rhos-y-Gwaliau Centre in Wales.  The children take part 

              in outdoor activity challenges. (Summer Term)

Year 6 – Four nights to Chateau de Chantereine, which is in Criel-Sur-Mer in Normandy. 


  (Summer Term)

PGL and Rhos-y-Gwaliau Centre currently have the necessary licenses for the activities they offer.

The Staff accompanying the trip are not expected to pay for travelling or accommodation costs.  Group leaders are responsible for retaining receipts and charge card slips to claim back expenditure from the Bursar.  Group leaders together with the Bursar produce a simple income and expense account at the end of the trip.  Any non-school staff accompanying the trip in a supervisory role are CRB checked.  During a trip staff are in effect never off duty and must remain in a position to care for the children at all times.

Section 2.1 Risk Assessment

There is always a member of staff accompanying each trip who has previously attended, as far as possible.  There is at least one teacher from each sex (for mixed groups) and separate accommodation for each sex.  There are contingency plans for such things as delays, weather conditions, accidents etc.  The Deputy Head obtains a risk assessment, if an organisation is responsible for organising the trip, as well as the trip leader compiling their own risk assessment for approval, with a copy supplied to the HeadHead and Health & Safety Officer (School Bursar).  A copy of their insurance is also obtained and given to the Health & Safety Officer (School Bursar) for checking to ensure the tour operator has adequate insurance.  When using a contractor/tour operator the group leader refers to the HASPEV Supplement – Standards for LEAs paragraphs 56/6, page 14.  (A copy is held in the Deputy Head’s Office.)

For the York a full risk assessment for each day is prepared by the group leader and approved by the Deputy Head with a copy supplied to the HeaHealth & Safety Officer (School Bursar).  Others are supplied by the trip organisation and gaps covered by an additional group leader assessment – e.g. Travel to and from Devon or Wales. The Health & Safety Officer is responsible for making sure there is adequate and relevant insurance cover for the trip.  Copies of the insurance schedule are made available to parents on request.

For the French trip there is always one member of staff who is fluent in French.  The coach company/driver is familiar with the area to be visited and EC regulations.

Section 2.2 Emergency Procedures and First Aid

Parents are fully briefed on details of the visit, at least half a term in advance.  They are required to sign a consent form and are advised that the itinerary may change due to unforeseen circumstances.  If they have any concerns over this they are advised to inform the EVC.  The consent form requires them to provide emergency contact details, GP and medical details, any dietary requirements and permission for swimming or biking, if appropriate. The form has to be signed and dated and it clearly states that staff will treat minor ailments with arnica, antiseptic cream, Calpol, travel sick pills, Codamol and Strepsils.  Parents are also requested to give authorisation in the event of an emergency, (after failure to make contact via emergency numbers) for members of Finton House staff to approve such medical treatment for a child, which is deemed necessary on the advice of a qualified medical practitioner.  Parents may deny this authorisation, but have to sign accordingly.  Consent forms together with medical and dietary forms are kept for one year.

A supervising adult (who has first aid training) nominated by the group leader, will be responsible for taking the residential first aid bag and for collecting any individual medication with a completed school medication form. On residential trips, where there is no fully qualified First Aider at Work on site, a qualified St. John’s Ambulance First Aider at Work accompanies the trip e.g. York.

The parents are provided with a ‘telephone tree’ in the event of an emergency (whereby one parent contacts an agreed group of parents who then contacts a further group).  However, for the Year 3 trip Clarion call is used as there are many more pupils. Parents are also provided with the address and telephone number of the visit’s venue and a mobile telephone number contact.  A copy of the proposed itinerary is also supplied to them.

The HeadHead and School Secretary have the names of all the adults and pupils travelling in the group, and the contact details of parents and the teachers’ and other assistants’ next of kin.  The group leader in turn has the out of hour’s telephone contact numbers for both the Head Headand School Secretary.  When travelling abroad the group leader also has the address and telephone number of the nearest British Embassy or Consulate.

Section 2.3 Overnight Safety & Security

The children are fully briefed on arrival at their accommodation regarding fire (exits/drill), safety procedures (e.g. locking of doors and windows or what to do if approached by anyone from outside the group) and standard of behaviour expected from them.  They are shown the areas they are able to wander around, unattended by an adult, when permission is given to do so.  The children are advised of what they need to do should they feel unwell during the night.  The group leader is responsible for checking security arrangements and ensuring that the accommodation is secure at night.

The children are briefed as to what to do should they become separated from the group and are provided with a copy of contact numbers pertinent to that trip.

Section 2.4 Passport/Documentation

The group leader ensures they have the originals and copies of EHIC forms (European Health Insurance) for all members of the party. 

The group leader holds the passports (and visas if appropriate) and two sets of photocopies are made, in case they are lost (one set of photocopies remains with the school secretary).  Passports are handed in at least one week before travel and checked to make sure they have not expired.

Other documentation includes: parental consent forms (with contact details and any medical and dietary requirements), and copies of risk assessment, travel documents and insurance.

Section 2.5 Parent Briefings

Parents are informed that pupils have arrived safely and updated daily on activities from the previous day via the school playground white board.

Section 2.6 Conclusion

The Educational Visits Coordinator reviews this policy annually and any necessary amendments made and staff briefed accordingly.

Written January 2004

 Revised following attendance at the one day course

 for new EVCs in Independent and Foundation Schools June 2004

Revised July 2005

Updated May 2007/2008/2009
APPENDIX 1 - Year 6 Secondary School Results 2011

	
	Applications
	Offers
	Scholarships

	Alleyn’s
	5
	3
	1 Sports Exhibition

	Benenden
	1
	1
	

	Broomwood Hall
	3
	3
	

	Caterham
	1
	1
	Academic Scholarship

	Downe House
	1
	1
	

	Dunottar
	1
	1
	

	Emanuel
	3
	3
	

	Francis Holland
	6
	6 (1 w/l)
	

	Godolphin & Latymer
	2
	1
	

	JAGS
	5
	5
	1 Academic Scholarship

	Lady Margaret’s
	1
	1
	

	Putney High School
	3
	3
	1 Academic Scholarship 

	Putney Park
	1
	1
	

	Queen’s Gate
	1
	1
	

	Reigate Grammar
	1
	1
	

	St Catherine’s, Bramley
	1
	1
	

	St Paul’s Girls’ School
	1
	0
	

	Sherborne Girls’ School
	1
	1
	

	Streatham & Clapham High School
	2
	2
	1 Academic Scholarship

	Tudor Hall
	1
	1
	

	Wimbledon High School
	3
	3
	

	Woldingham
	1
	1
	

	22 schools
	45
	41
	


Appendix II: Main Gates Opening and Closing Times

During term time the Main Gates in Wandle Road are manned by a member of staff at drop-off and pick up.

	Drop-Off

	08.00
	Jo, The Lollipop Lady, opens gates and mans the gates until 8.15am.

	08.15
	Jo, The Lollipop Lady, manages the Wandle Road crossing. 

Teacher on duty welcomes children. 

	08.20
	Early Room Opens.

	08.40
	Classrooms Open.

	08.55
	Registration (all children in school).

	09.00
	Gates shut. 

Jo, The Lollipop Lady, helps parents to leave until 9.15am.


	Pick-Up

	15.30
	Gates open for Lower School pick-up (Mon-Fri).

Jo, The Lollipop Lady, manages the Wandle Road crossing.

	15.45
	Gates shut.

	
	

	16.00
	Gates open for Upper School pick-up (Mon-Thur but as Lower School on Fri).

Jo, The Lollipop Lady, manages the Wandle Road crossing.

	16.15
	Gates shut.


	After School Clubs

	~16.30
	Gates opened by Lower School Club teacher for dismissal.

	~16.45
	Gates shut by Lower School Club teacher after dismissal.

	~17.00
	Gates opened by Upper School Club teacher for dismissal.

	~17.15
	Gates shut by Upper School Club teacher after dismissal.


Please note:

· Alternative entry and exit to and from the school is available via the main entrance on Trinity Road between 8.00am and 5.30pm.

· The interconnecting side-gate between Steve’s Shed and the Front Garden will be open between 3.30pm and 5.30pm for parents with buggies.
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