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Attitudes and Values
Signs and Symptoms
Referral Process
British National Standards/Good Professional Practice
Resilience and Vulnerability (The Pendulum)
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Chief Executive                                                           Course Trainer
Moyles Court 

Child Protection Policy

1. Aims of the policy:

1.1. The school fully recognises its responsibilities for child protection. 

1.2 All students have a right to be protected, respected, valued and to be heard. This will be achieved by:
· The identification of students at risk of suffering significant harm

· Raising awareness of all staff through effective communication and training

· The referral of all disclosures to the appropriate agencies

1.3 The governing body aims are, therefore:

· to ensure that there are effective procedures in place to identify and deal with any child protection issues, which may arise;

· to ensure that the school develop and implement policies and procedures in accordance with this policy;

· to raise the awareness of all staff through effective communication and training

· to set out the various responsibilities

2. Contents of the Policy

2.1 There are five main elements to the policy.  The governing body is committed to ensuring that the school:

· practices safe recruitment in checking the suitability of staff and volunteers to work with children;

· raises awareness of child protection issues and equip children with the skills needed to keep them safe;

· develops and then implement procedures for identifying and reporting cases, or suspected cases, of abuse;

· supports pupils who have been abused in accordance with his/her agreed child protection plan; and

· establishes a safe environment in which children can learn and develop.

3. Staff Recruitment

3.1 The school will ensure that each appointment panel has at least two members trained in safe recruitment techniques according to current government guidance.

3.2 All applicants will be vetted. Applicants’ personal details set out on the application form will be verified, qualifications and references checked.

3.3 All applicants’ criminal records will be checked. 

See Appendix 2 for staff recruitment policy and procedures

4. Safeguarding students on site and on Authorised off-site Visits 

· The safety and protection of children is of paramount importance to all those involved in Education.

· Children can develop a special a close relationship with school staff, and view them as significant and trustworthy adults.

· Children, if they have been abused, may confide or disclose sensitive information to a teacher or other member of staff.

· School staff are in a unique position to notice any change in demeanour or circumstances.  There is the opportunity to notice injuries, marks or bruises when students are doing P.E., games or swimming which might indicate a student has been abused.

· The school takes account of the government guidance in Safeguarding Children and Safer Recruitment in Education, and follows the procedures laid down in current government guidance.  

5. Suspected Abuse

5.1. When a member of staff suspects that any student may have been subject to abuse, or a student has suggested that abuse has taken place either to themselves or another student, the allegation must be reported immediately to the Designated Person for Child Protection – Mr Griffiths – or in his absence one of two named Deputy Designated People.

The school caters for pupils from age 3 years through to age 16 years. Due to this wide age range Moyles Court School has two named Deputy Designated People/child protection officers:

a) Nursery        

( 3 to 5   years)  
Mrs Hargreaves

b) Junior School

( 5 to 11 years)  
Miss Buse

The Designated Person leading Child Protection specialises in the 11-16 years age range.
The person to contact in the event of all these staff being unavailable is the Head.
5.2 The Designated Person will deal with the allegation in accordance with procedures agreed by the Head and governing body.

See Appendix 1 Staff Guidance on detection, reporting of suspected abuse and supporting pupils

6. Concerns of abuse against a person in a position of responsibility.
6.1 The school will adopt the Local Authority Code of Conduct for school staff accused of child abuse. All staff will adhere to this code of conduct in line with national guidelines and school procedures. 
6.2 Any allegation of abuse against a person under the age of 18 must be reported to the Designated Person. The Designated Person will inform the Head or a governor nominated by the governing body as appropriate – Mr Colin Andrews. In the event of any member of staff receiving information that implicates the Designated Person, concerns should be reported to the Headmaster (or, if the allegations are against the Head, the Nominated Governor).

6.3 The Head (or, if the allegations are against the Head, the Chair of Governors) will contact the County Council's Allegations Officer
Barbara Piddington
Tel 01962 876265
E-mail barbara.piddington@hants.gov.uk
See Appendix 1 Staff Guidance on detection and reporting of suspected abuse and supporting pupils

7. Support

7.1  Pupils and families

The school may be the only stable, secure and predictable element in the lives of children at risk.

Therefore, the school will endeavour to support students through:

· The curriculum to encourage self-esteem and self-motivation

· The school ethos, which promotes a positive, supportive and secure environment and which gives all students and adults a sense of being respected and valued

· The implementation of school behaviour management policies

· A consistent approach, which recognises and separates the cause of the behaviour from that which the student displays.

· Regular liaison with other professionals and agencies who support students and their families

· A commitment to develop productive, supportive relationships with parents, whenever it is in the student’s interests to do so.

· The development and support of a responsive and knowledgeable staff group trained to respond appropriately in child protection situations

See Appendix 1 Staff Guidance on detection and reporting of suspected abuse and supporting pupils

7.2. Staff

Receiving a disclosure or observing signs of abuse can be very distressing. All staff should discuss their feelings with the designated teacher or other senior member of staff.

Members of staff may be asked to attend a child protection case conference for which they should provide a report.  Staff involved will be helped by the Designated Person to provide relevant information. 

Any member of staff who is concerned about involvement in child protection issues can discuss the matter with the Head.

See Appendix 1 Staff Guidance on detection and reporting of suspected abuse and supporting pupils

8.
Listening to students
8.1
The Head recognises the importance of listening to students at all times, particularly when they are distressed, worried or concerned.  It is appreciated that at times students may feel stressed and confused.  The school will identify quiet areas and provide the opportunity to students to take respite from the normal day when necessary.

8.2
All staff shall be made aware that students who are not known to be the subjects of concern may, however, be experiencing ill treatment, neglect or abuse.  This means that staff should be aware of the need for sensitivity when dealing with students at all times.

8.3
The school recognises that students who are distressed through experiences outside the classroom may be less able to achieve their potential.  While it is clear that such students need firm boundaries, staff will take into account the student’s distress when managing behaviour.

8.4 If a student confides in a member of staff and requests that the information is kept secret, it is important that the member of staff tells the student sensitively that he/she has a responsibility to refer the matter to the Designated Person for the student’s own sake.  At the same time, the student should be reassured that the matter will be only be disclosed to the Designated Person, who will then decide on appropriate action. 

See Appendix 1 Staff Guidance on detection and reporting of suspected abuse and supporting pupils
9. Confidentiality

9.1 Staff have the professional responsibility to share relevant information about the protection of children with other professionals particularly investigating agencies under the guidance of the Designated Person.  

9.2 Staff who receive the information about students and families in the course of their work must pass this on to the Designated Person. 

9.3 Child protection records must be kept securely locked. 

9.4 Personal information about all students and their families is regarded as confidential.  All staff will aim to maintain this confidentiality.  All records relating to child protection incidents will be maintained by the Designated Person and only shared as is consistent with the protection of children and the Freedom of Information Act.

10. Working with Parents

· Parents play an important role in protecting their children from abuse.  The school is required to consider the safety of the student and should a concern arise the Designated Person has the responsibility to seek advice prior to contacting parents;

· The school will work with parents to support the needs of their child;

· The school aims to help parents understand that the school has a responsibility for the welfare of all students and has a duty to refer cases to the Local Authority in the interests of the student as appropriate.

11. Action to be taken when a Student transfers to another school

11.1
In the event of a student who is being dealt with under the school’s child protection procedures transferring to another school, the school will:

· Find out the name of the receiving school (and, where appropriate the local authority);

· Contact the relevant member of staff at that school to discuss the transfer;

· Send all information relating to the student to the receiving school (and where relevant the local Authority);

· Check with the receiving school that the student has actually arrived there on the expected day; and

· Inform all relevant agencies of the transfer

12. Missing Students

12.1 Occasionally students may ‘go missing’ for a variety of reasons. The school will use the following procedures:

· registers must be taken at the start of every lesson and any absentees must be reported to the School Office immediately.;

· the School Office will check the registers to establish if the student has been registered that day, and whether he/she has been reported sick. Follow up contact with parents made via the school office

· If the student appears to be missing the School Office will inform the Designated Person immediately;

· The Designated Person will institute a school search by a team;
· They will report back within the hour to the Designated Teacher; 
· The Designated Person will keep the Head informed;

· If the student is not discovered within the hour the Head will determine any further action and will authorise the Designated Person to inform the police;

· the Head will inform the parents;

· the Head will inform the Nominated Governor;

· Once the police are involved the school will follow the directions of the police officer in charge.
13. Training

· This school has a commitment to training and attendance at inter-agency child protection meetings.  Time will be given to enable this commitment to be met;

· The Designated Person will receive relevant training at least every two years;

· All staff will receive relevant training and up-dating at least every three years;

· Training will be organised by the Designated Person following a programme drawn up by the Head in consultation with the Designated Person, and agreed by the governing body; and 

· The Designated Person will be expected to cascade learning to the wider staff group via meetings and any other appropriate methods.

14. Case conferences and core group meetings
· A member of staff may be required to attend a Child Protection case Conference.  Where possible the member of staff will be accompanied by the Designated Person but this may not always be possible.  The member of staff should prepare a report to present to the Case Conference chair at the start of the meeting.  The chair will gather all information and assess the risks. 

· If a child’s name is placed on the local Child Protection Register a Core Group will be agreed in accordance with the Local Authority procedures.  All core group members meet regularly (at least monthly) monitor and progress the Child Protection Plan and Core Assessment.  The school will give priority to attendance at these meetings.

· The Designated Person will be available to advise and support members of staff.

15. Responsibilities

15.1 The governing body


The governing body will:

· determine the school’s policy and procedures;

· appoint a Nominated Member of the governing body to liaise with the school’s Head and Designated Person on safeguarding pupils issues;

· agree the school’s training programme;

· receive and consider annually a report from the Head on safeguarding pupils in the school;

· determine any changes to the school’s policies and procedures as appropriate.

· be responsible for reviewing and amending the policy as appropriate.

15.2 The Nominated Governor will liaise with the Head and Designated Person over child protection issues. The Nominated Governor is Colin Andrews
15.3  The Head

The Head will:

· be responsible for the implementation of the policy and ensuring that the outcomes are monitored;

· determine an appropriate training programme in consultation with the Designated Person; and

· report annually to the governing body on the working of the policy.

15.4  The Designated Person

The Designated Person for leading Child Protection is: Mr Griffiths

The school caters for pupils from age 3 years through to age 16 years. Due to this wide age range Moyles Court School has two named Deputy Designated People/child protection officers:

a) Nursery        

( 3 to 5   years)  
Mrs Hargreaves

b) Junior School

( 5 to 11 years)  
Miss Buse

The Designated Person leading Child Protection specialises in the 11-16 years age range.
The person to contact in the event of all these staff being absent is the Head.

The Designated Person is responsible for:

·  ensuring that all cases of suspected or actual problems associated with child protection are investigated and dealt with;

· being aware of the latest national and local guidance and requirements and keeping the Head and staff informed as appropriate;

· ensuring that effective communication and liaison takes place between the school and the Local Authority, and any other relevant agencies, where there is a child protection concern in relation to a school student;

· ensuring that all staff have an understanding of child abuse and its main indicators; 

· advising staff on the school's and their own child protection responsibilities and supporting staff in their child protection role;

· dealing with allegations of abuse in accordance with local procedures;

· consulting with the Head on an appropriate training programme;

· ensuring that appropriate training for staff is organised according to the agreed programme;

· ensuring that adequate reporting and recording systems are in place;

· liaising with the governing body’s Nominated Person for Safeguarding Pupils.

15.5  The Staff

· All staff, including supply teachers and other visiting staff (e.g. school nurses) and those supporting educational visits, will be informed of the Designated Person’s name(s) and the school’s policy for the protection of children: 

· During their first induction to the school

· Through the staff handbook

· Whole staff training or briefing meetings

· All staff need to be alert to the signs of harm and abuse.  They should report any concerns if not immediately, as soon as possible, to the Designated Person or named deputies.  If in any doubt staff should consult with the Designated Person.

· All relevant national and local procedures will be made available for staff reference and is located in the staff handbook, school office, Nursery and boarding houses

All staff must be aware that it is their responsibility to call registers at the start of lessons and to report missing pupils immediately.

16. Equal Opportunities

16.1 The governing body, head and staff must take into account the school equal opportunities policies when discharging their duties under this policy.

See Appendix 2 for staff recruitment and equal opportunity policy and procedures

17. Monitoring and Review

17.1 The Designated Person will monitor the working of the policy and will report as required to the Head and the Nominated Governor.

17.2 The Head will report to the governing body annually on the working of the policy.

The governing body will review the policy as required and will assess its 

effectiveness and whether any changes are necessary.
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Appendix 1

Child Protection: 

Staff Guidance on detection, reporting of suspected abuse and supporting pupils

In 2008 the Government published an amended version of Every Child Matters, a green paper that identified the five outcomes that are most important to children and young people.

They are as follows:

Be Healthy

Stay Safe

Enjoy and Achieve

Make a positive Contribution

Achieve economic well being

As a significant support to the five outcomes listed above Moyles Court School fully recognises the importance of having an effective Child Protection procedure within the school.

This Child Protection Policy and the procedures used within it have been drawn up

using, and with regard to guidance from the following sources:

D.C.S.F. Guidance 'Safeguarding Children and Safer Recruitment in Education'.

D.C.S.F. Guidance 'Safe to Learn: Embedding Anti Bullying Work in School.

Hampshire County Council Children Services Department.

This policy will apply to all members of staff, school Governors and any volunteers that are working within the school. There are five main responsibilities that the school has in relation to child protection.

They are as follows:

1. To ensure safe recruitment practice in checking suitability of staff and volunteers to work with children. CRB checks will be carried out prior to appointment. No appointments will be made without references being taken up and a fully detailed personal history being checked.

2. To raise awareness of child protection issues and to equip students with the skills needed to keep them safe.

3. To develop and implement procedures for identifying and reporting cases, or suspected cases, of abuse.

4. To support students who have been abused.

5. To establish a safe environment in which students can learn and develop.  

The school caters for pupils from age 3 years through to age 16 years. Due to this wide age range Moyles Court School has three named child protection officers, to cover

a) The Nursery        



 ( 3 to 5   years)  
Carol Hargreaves

b) The Junior School



 ( 5 to 11 years)  
Melisa Buse

c) The Senior Child Protection Officer 
 ( 11 to 16 years)
Tony Griffiths

(Designated Person leading Child Protection)

The person to contact in the event of all these staff being absent is the Head.

In addition there is a nominated school governor responsible for child protection issues (Colin Andrews).

Procedures for reporting concerns

The named child protection officers will have responsibility for record keeping within their own age groups and must report all child protection concerns to Mr Griffiths. The overall responsibility for ensuring that staff are continually updated on policy and procedures within child protection rest with Mr Griffiths. The named child protection officers will maintain close contact with the Senior Child Protection Officer to ensure that issues of concern are dealt with promptly.

It is the duty of the Senior Child Protection Officer to report any incidents of child

abuse to Hampshire Children's Services within 24 hours.

Individual staff are responsible for recording any issues of concern using, if possible, the official forms at the end of this document.

In the event of any member of staff receiving information that implicates the Senior Child Protection officer the concerns should be reported to the Head (or, if the allegations are against the Head, the Nominated Governor).

You may consider that your observations are petty and not worthy of recording, but you are urged to submit concerns in writing. This is to ensure that the school can, in cases of genuine concern, build up a cluster of indicators. The child protection officer will then have a clear picture of the problem if a situation occurs where the pupil has to be referred to Social Services. Please familiarise yourself with the “signs of abuse” sheets and consider if your concern falls into these categories, However, you are able to report any concerns you may have, even if they do not appear on the list.

BELOW IS AN EXTRACT FROM HAMPSHIRE SOCIAL SERVICES WEB SITE.  STAFF SHOULD NOTE THE TELEPHONE AND E-MAIL CONTACT DETAILS SHOULD THEY WISH TO CONTACT THEM DIRECTLY.

Allegations against people in a position of trust

If you believe that a child has been harmed by a person in a position of trust, you should contact the Allegations Officer. Your report will be treated in strict confidence.

People in a position of trust include anyone who works with children in the course of their employment or in a voluntary capacity. Examples include:

· Teachers and other members of school staff 

· County Council employees 

· Foster carers 

· GPs 

· Police officers 

· Probation Service staff 

· Voluntary sector staff, e.g. NSPCC 

· Volunteer workers in school or elsewhere

A sexual relationship or sexual contact (at any level) between a 16 or 17 year old and someone in a position of trust is illegal even if consensual.

If you have a general concern about a member of staff, you should use the complaints procedure. The Allegations Officer deals only with complaints about staff member where there is a suspicion of harm or abuse of a child. 

To report a member of staff in a school or an education-related service, contact:

Barbara Piddington
Tel 01962 876265
E-mail barbara.piddington@hants.gov.uk
FURTHER DETAILS FROM HAMPSHIRE SOCIAL SERVICES.

Child protection

What is child abuse?

Child abuse falls into four categories: physical abuse, emotional abuse, sexual abuse and neglect.

What you should do if you think a child is being abused

If you have any concerns because you think that a child might be being abused and you want to talk to someone or ask someone to find out what is going on, you should contact the Children’s Services Department.

If you think a child might be in danger
Contact us as soon as possible
· During office hours (8.30am – 5:00pm) - you should contact Hantsdirect on 0845 603 5620 or email childrens.services@hants.gov.uk.
· At all other times (all through the night, at weekends and over Bank Holidays) - you should contact the out-of-hours Emergency Service: 0845 600 4555

If this line is engaged you will be put through to an answer phone. Leave your name and number and we will call you back as quickly as possible.

Missing Students

Occasionally students may ‘go missing’ for a variety of reasons. The school will use the following procedures:

· registers must be taken at the start of every lesson and any absentees must be reported to the School Office immediately.;

· the School Office will check the registers to establish if the student has been registered that day, and whether he/she has been reported sick. Follow up contact with parents made via the school office

· If the student appears to be missing the School Office will inform the Designated Person immediately;

· The Designated Person will institute a school search by a team;
· They will report back within the hour to the Designated Teacher; 
· The Designated Person will keep the Head informed;

· If the student is not discovered within the hour the Head will determine any further action and will authorise the Designated Person to inform the police;

· the Head will inform the parents;

· the Head will inform the Nominated Governor;

Once the police are involved the school will follow the directions of the police officer in charge.

See accompanying document Child Protection Appendix 1 pdf insertion

Appendix 2                                       MOYLES COURT SCHOOL

STAFF RECRUITMENT POLICY

At Moyles Court School endeavours to recruit staff with suitable qualifications and personal attributes for the vacancies available.

The following system is followed when recruiting staff in order to safeguard children in their care.

· An advertisement is placed in the Times Educational Supplement or local press giving a brief description of the post available and deadline dates.  Applicants are invited to apply for a job description, person specification and application form.  The job application form sill state clearly that full CRB


(including List 99 check) will be carried out and references undertaken before


the applicant takes up employment at the school.

· The person specification details qualifications, experience and any other requirements needed to perform the role in relation to working with children and young people.  It describes the competences and qualities that the successful candidate should be able to demonstrate and explains how these requirements will be tested and assessed during the selection programme.

· The job description clearly states the main duties and responsibilities of the post and the individual's responsibility for promoting and safeguarding the welfare of children and young persons s/he is responsible for, or comes into contact with.

· The job application form requires the following:
(a)
applicants to provide their full identifying details including current and former names, date of birth, current address and National insurance number; 
(b)
a statement of any academic and/or vocational qualifications the applicant has obtained that are relevant to the position for which s/he is applying with details of the awarding body and date of award; 

(c)
a full history in chronological order since leaving secondary education, including periods of any post-secondary education or training, and 
part-time and voluntary work as well as full-time employment, with start and end dates, explanations for periods not in employment, education or training and reasons for leaving employment; 

(d) 
a declaration of any family or close relationship to existing employees or employers (including governors); 

(e) 
details of referees including one referee who is the applicant's current or most recent employer.  If an applicant has worked with children in the past a reference from that employer should be included.  References will not be accepted from relatives or from people writing solely in the capacity of friends;

(f)
a statement of the personal qualities and experience that the applicant believes are relevant to his or her suitability for the post advertised and how s/he meets the person specification;

(g)
a statement concerning whether the person is medically/physically and mentally fit to carry out the duties of the position for which s/he is applying.


(h)
a statement concerning whether the person has any convictions, cautions or bind-overs.

The job application form will include a copy of the school's child protection statement; policy on Equal Opportunities; policy for the Recruitment of Ex-offenders and policy for the Secure Storage, Handling, Use, Retention and Disposal of Criminal Records Bureau Disclosures and Disclosure Information.

· Interview.  

(a)  
All applications will be scrutinised to ensure that they are fully and properly completed and that the information provided is consistent and does not contain any discrepancies.  Applicants will be asked to identify and gaps in employment.
(b)
The interview request will include the interview programme, require the applicant to bring with them original copies of their 



qualification certificates, passport, driving licence, birth 



certificate and utility bill showing applicants current name and 



address (copies will be made and retained on file).  


(c)
Where possible references will be obtained and verified before



interview.


(d)
Interviews will be conducted by two or more of the following 



people as required: Headmaster, Deputy Head, Bursar, 



Head of Junior School, Housemaster, Head of Catering, Head 



of Music, Head of Sport or a member of the Governing Body.


(e)
For a teaching position part of the interview will include 



teaching a lesson.


(f)
A record will be kept of the interview.

· Offer of Appointment.  An offer of appointment to the successful candidate will be conditional up the receipt of at least two satisfactory references, verification of the candidate's identity, a satisfactory CRB Enhanced Disclosure, verification of qualifications, satisfactory completion of induction/probationary period.
· Induction.  As part of the induction process all new members of staff will be trained by the School's Child Protection Officer according to our Child Protection Policies and Procedures.  Staff induction also covers the full operating aspects of the school.
The governing body will review the policy as required and will assess its 

effectiveness and whether any changes are necessary.
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MOYLES COURT SCHOOL

RECRUITMENT CHECKLIST

Employee
……… ……………………………………………………………………………….

Post…………………………………………………………………………………………………


Start date ………………………..   Nationality (Citizen of country)……………………
 

Code: A,  B,  G
	Item
	Date
	Initials
	Remarks



	Date of Birth


	
	
	

	Application Form
	
	
	Fully completed.

Contains a full employment history.

Nominated referees are acceptable.

Form is signed by the Employee.



	Employees own CV


	
	
	No gaps in employment, or

Where there are gaps, these have been investigated fully and a satisfactory and acceptable explanation has been provided.

There is a written record on the employee’s personal file regarding the investigation of any gaps in employment.

Additional suitable referees have been identified.



	Qualifications


	
	
	Ensure qualifications are verified.



	Health Checks


	
	
	Undertaken or verified - if appropriate.



	References

(request letters sent out with special reference forms to be completed)
	
	
	Includes one from current or last employer.

Includes one from another previous employer.

References from friends/relations have not been accepted.

Our own Reference Forms have been used (child protection compliance).

	References

(received and checked)
	
	
	Fully completed.

Key statements made and are OK re child protection.

Contact, where possible, has been made with each previous employer (involving work with children or vulnerable adults) to check the reasons why the employment ended.



	Interview/s
	
	
	Application form and CV fully scrutinised beforehand.

Any gaps in employment have been fully investigated.

Detailed notes of interview include explanations re gaps.

Interviewers consider explanations for gaps acceptable.

Outline details of contract agreed.

Job description (roles and responsibilities) agreed.

Detailed note of interview placed on personal file.



	Letter of Appointment (LoE sent out and received back)
	
	
	LoE template was used.

Letter issued within 24hrs of verbal offer and acceptance.

Letter of acceptance received from employee.

Both letters  placed on personal file.



	Contract of Employment

(sent with JD to employee)
	
	
	Two originals of contract sent to employee, already signed by HM/Bursar.  

Contract is Part A and B, together with Job Description.

Sent out within one month of LoE.

Employee has 3 weeks to review and return signed contract.

Detailed up-to-date standard terms and conditions in Staff Handbooks.



	Contract of Employment

(signed and received)
	
	
	One original contract received back signed by employee.

Contract is Part A and B, together with Job Description.

Contract placed on personal file.




	Item
	Date
	Initials
	Remarks



	List 99 Checked


	
	
	

	Identity Checks of:

Birth Certificate

Passport

Driving Lic (both parts)

Utilities bill


	
	
	Originals checked and photocopied.

All copies initialled & dated by checker as true copies.

Photocopies placed on employee’s personal file.

	Enhanced CRB Check – Initiated(for UK employees)


	
	
	To be initiated as soon as a verbal offer of employment is made.



	CRB Check – Completed

(for UK employees)
	
	
	Disclosure notification from umbrella body received.

Check individual received their CRB certificate.

Place notification from umbrella body on file.



	Does benefit of “three months” rule apply?*


	
	
	No / Yes

	If benefit of “three months” rule applies, state why


	
	
	Employed at [school]:

Till [date]:

	Certificate of Good Conduct

(for employees recruited from overseas, eg GAPs)


	
	
	Have local police statement from Home Town that individual has no convictions or pending convictions.

	      Overall responsibility for recruitment process
	Recruitment Completed Satisfactorily
	            Date

	     (Headmaster / Bursar )
	(signed as satisfied that recruitment completed satisfactorily)
	     (dd/mm/yy)


Code:

A
Staff appointed on or after 1 May 2007

B
Staff appointed before 1 May 2007

G
Governor
S
Supply staff (see separate form)

* Three months rule:  A period which ended not more than three months before his/her appointment. 
 Appendix 3                                      Moyles Court School

A Code of Conduct Policy for all employees

Introduction
As a result of their knowledge, position and the authority invested in their role, all adults working with children and young people in education settings are in positions of trust in relation to the young people in their care.
School staff have a crucial role to play in shaping the lives of young people
They have a unique opportunity to interact with young people in ways that are
both affirming and inspiring. There is also however, potential for exploitation and harm of vulnerable young people and wherever possible, staff should avoid behaviour, which might be misinterpreted by others.
Principles
· The welfare of the child is paramount.
· Staff are responsible for their own actions and behaviour and should avoid
any conduct which would lead any reasonable person to question their
motivation and intentions.
· Staff should work, and be seen to work in an open and transparent way.
· Staff should discuss and/or take advice promptly from their line manager
or another senior member of staff over any incident, which may give rise
to concern.
· Records should be made of any such incident and of decisions
made/further actions agreed, in accordance with school policy for keeping
and maintaining records.
· Staff should apply the same professional standards regardless of gender
or sexuality.
· All staff should know the name of their designated person for child
protection, be familiar with local child protection arrangements and
understand their responsibilities to safeguard and protect children and
young people.
· Staff should be aware that breaches of the law and other professional
guidelines could result in criminal or disciplinary action being taken. 
Aims

The school management and staff will work together to help staff establish the safest possible learning and working environments. The aims are:

-  to safeguard young people; and
-  reduce the risk of staff being falsely accused of improper or   unprofessional conduct.
Duty of Care
The Health and Safety at Work Act 1974 imposes a duty on employees to take care of themselves and anyone else who may be affected by their actions or failings.
All staff at this school, whether paid or voluntary, have a duty to keep young people safe and to protect them from physical and emotional harm.
All staff, but particularly those with formal responsibilities are accountable for the way in which they exercise authority; manage risk; use resources; and protect students from discrimination and avoidable harm.
This means that all staff should:
· understand the responsibilities, which are part of their employment or role,
and be aware that sanctions might be applied if these provisions are
breached;
· always act, and be seen to act, in the child's best interests;
· avoid any conduct which would lead any reasonable person to question
their motivation and intentions;
· take responsibility for their own actions and behaviour.
Exercise of Professional Judgement
There will be occasions and circumstances in which staff have to make decisions or take action in the best interests of the young person which could contravene any guidance provided or where no guidance exists.
Individuals are expected to make judgements about their behaviour in order to secure the best interests and welfare of the pupils in their charge and in so doing, will be seen to be acting reasonably. The governing body will support such reasonable responses.
This means that where no specific guidance exists staff should:
· discuss the circumstances that informed their action, or their proposed
action, with a senior colleague. This will help to ensure that the safest
practices are employed and reduce the risk of actions being
misinterpreted;
· always discuss any misunderstanding, accidents or threats with a senior
manager;
· always record discussions and actions taken with their justifications.
Confidentiality
In order to undertake their every day responsibilities, members of staff will have
access to confidential information about pupils. In some circumstances staff
may be given additional highly sensitive or private information. This confidential
information must never be used or shared with other adults outside the school
environment other than on a need-to-know basis.

In circumstances where the pupil's identity does not need to be disclosed the
information must be used anonymously.

There are some circumstances in which a member of staff may be expected to
share information about a student - for example when abuse is alleged or
suspected. In such cases, members of staff have a duty to pass information on to the staff with designated child protection responsibilities.

If a member of staff is in any doubt about whether to share information or keep it
confidential he or she must seek guidance from a senior member of staff.
Any media or legal enquiries should be passed to senior management.
This means that staff:are expected to treat information they receive about  young people in a
discreet and confidential manner.
· If in any doubt about sharing information they hold or which has been
requested of them they should seek advice from a senior member of staff
· Staff need to be cautious when passing information to others about a young
person.
Propriety and Behaviour
The General Teaching Council for England's (GTCE) Code of Professional Values and Practice, which is now embodied within the standards for Qualified Teacher Status, recognises that "Teachers support the place of the school in the community and appreciate the importance of their own professional status in society. They recognise that professionalism involves using judgement over appropriate standards of personal behaviour".
Staff at this school must, therefore, adopt high standards of personal conduct in order to maintain the confidence and respect of their peers, pupils and the public in general.
An individual's behaviour, either in or out of the workplace, should not
compromise her/his position within the work setting.
This means that staff should not:
•
behave in a manner which would lead any reasonable person to question
their suitability to work with children or act as a role model.
Gifts
Staff need to take care that they do not accept any gift that might be construed as a bribe by others, or lead the giver to expect preferential treatment. There are occasions when pupils or parents wish to pass small tokens of appreciation to staff e.g. at Christmas or as a thank-you and this is acceptable. However, it is unacceptable to receive gifts of any significant value. Similarly, it is inadvisable to give such personal gifts to pupils. Any reward given to a young person should be agreed practice within the establishment, consistent with the school's behaviour policy, recorded and not based on favouritism.
This means that staff should:
· ensure that gifts received or given in situations which may be
misconstrued are declared;
· generally, only give gifts to an individual young person as part of an
agreed reward system;
· where giving gifts other than as above, ensure that these are of
insignificant value and given to all students equally.
Infatuations
Staff need to be aware that it is not uncommon for pupils to be strongly attracted to a member of staff and/or develop a heterosexual or homosexual infatuation. All situations should be responded to sensitively to maintain the dignity of all concerned. Staff should also be aware that such circumstances always carry a high risk of words or actions being misinterpreted and for allegations to be made against staff.

A member of staff, who becomes aware that a pupil may be infatuated with themselves or a colleague, should discuss this at the earliest opportunity with a senior colleague so that appropriate action can be taken. In this way, steps can be taken to avoid hurt and distress for all concerned.
This means that staff should:
•
report any indications (verbal, written or physical) that suggest a pupil
may be infatuated with a member of staff;
Social Contact
Staff should not give their personal details such as home/mobile phone number; home or e-mail address to pupils unless the need to do so is agreed with senior management.
This means that staff should:
· always approve any planned social contact with senior colleagues, for
example when it is part of a reward scheme or pastoral care programme;
· report and record any situation, which they feel, might compromise the
school or their own professional standing.
Physical Contact
Normally all staff should avoid physical contact with pupils. But it is accepted that some more vulnerable pupils, and particularly those with special educational needs, require more physical contact than 'mainstream' pupils in order to assist their everyday learning. 

This is entirely appropriate and proper for staff, but it is crucial that they only do so in ways appropriate to their professional role and in accordance with the school's policies on Manual Handling of Pupils and Physical Intervention. Specific arrangements should be:

· understood and agreed by all concerned;

·  justified in terms of the child's needs;
·  consistently applied;
·  open to scrutiny; and 
· reviewed regularly.
When physical contact is made with pupils this should be in response to their needs at the time, of limited duration and appropriate given their age, stage of development, gender, ethnicity and background.
If a member of staff believes that an action could be misinterpreted, the incident and circumstances should be recorded as soon as possible on the school's incident sheets and, if appropriate, a copy placed on the pupil's file.
This means that staff should:
· be aware that even well intentioned physical contact may be misconstrued
by the pupil, an observer or by anyone to whom this action is described
· always be prepared to explain actions and accept that all physical contact
be open to scrutiny
· be aware of the government guidance in respect of physical contact with pupils and meeting medical needs of children
Care, Control and Physical Intervention

Staff may legitimately intervene using physical restraint to:

· prevent a pupil from committing a criminal offence;

· injuring themselves or others;
· causing damage to property;
· engaging in behaviour prejudicial to good order; and
· maintain good order and discipline.
Staff should have regard to the health and safety of themselves and others.
In all cases where physical intervention is deemed necessary, the incident and
subsequent actions should be documented and reported.
Under no circumstances should physical force be used as a form of punishment.
The use of unwarranted physical force is likely to constitute a criminal offence.
This means that staff should:
· adhere to the school's physical intervention policy
· always seek to defuse situations
· always use minimum force for the shortest period necessary.
Behaviour Management

All pupils have a right to be treated with respect and dignity. Corporal
punishment is unlawful in all schools. Equally, staff should not use any form of degrading treatment to punish a pupil. The use of humour can help to defuse a situation. The use of sarcasm, demeaning or insensitive comments towards pupils is not acceptable in any situation.
This means that staff should:
· not use force as a form of punishment
· try to defuse situations before they escalate
· obtain parents permission and keep informed of any sanctions
· adhere to the school's behaviour management policy.
Intimate Care
All children have a right to safety, privacy and dignity when contact of an intimate
nature is required (for example assisting with toileting or removing wet/soiled
clothing).
A care plan will be drawn up and agreed with parents for all pupils who
require intimate care on a regular basis.
Staff should encourage pupils to act as independently as possible and to
undertake as much of their own personal care as is practicable.
This means that staff should:
· adhere to the school's intimate care guidelines;
· consult with colleagues where any variation from agreed procedure/care
plan is necessary, record the justification for any variations and share this
information with parents.
Showers and Changing
Young people are entitled to respect and privacy when changing clothes or taking a shower. However, there needs to be an appropriate level of supervision in order to safeguard young people, satisfy health and safety considerations and ensure that bullying or teasing does not occur. This supervision should be appropriate to the needs and age of the young people concerned and sensitive to the potential for embarrassment.
This means that staff should::

· be vigilant about their own behaviour; 

· ensure they follow agreed guidelines; and 

· be mindful of the needs of the students.
Pupils in Distress
There will be occasions when a distressed pupil needs comfort and
reassurance. Staff should remain self-aware at all times in order that their contact
is not threatening, intrusive or subject to misinterpretation.
Where a member of staff has a particular concern about the need to provide this
type of care and reassurance he/she should seek further advice from a senior
manager.
This means that staff should:
· consider the way in which they offer comfort to a distressed pupilt;
· record situations which may give rise to concern.
Transporting Children
In certain situations eg out of school activities, staff or volunteers may agree to
transport pupils. A designated member of staff should be appointed to plan and
provide oversight of all transporting arrangements and respond to any difficulties
that may arise.

Wherever possible and practicable it is advisable that transport is undertaken
other than in private vehicles, with at least one adult additional to the driver
acting as an escort. 

Whenever it is necessary for a child or children to travel with a school employee (or volunteer at the school, or a school contractor) the Head must give permission for the arrangements, and the parents must be informed and agree to the arrangements. If such occasions are more than one-off then any adult travelling with the children must be CRB checked.

Staff should ensure that their behaviour is safe and that the transport
arrangements and the vehicle meet all legal requirements. They should ensure
that the vehicle is roadworthy and appropriately insured and that the maximum
capacity is not exceeded
This means that staff should:
· plan and agree arrangements with all parties in advance, responding
sensitively and flexibly to disagreements;
· be aware that the safety and welfare of the child is their responsibility until
this is safely passed over to a parent/carer;
· inform the Transport Manager/Head of the suggested arrangements and secure permission for them;
· report the nature of the journey, the route and expected time of arrival in
accordance with agreed procedures;
· make sure that their behaviour and all arrangements ensure vehicle, passenger and driver safety;
· take into account any specific needs that the child may have.
Educational Visits and After-School Clubs etc.
Staff should take particular care when supervising pupils in the less formal atmosphere of a residential setting or after-school activity. During school activities that take place off the school site or out of school hours, a more relaxed discipline or informal dress and language code may be acceptable. However, staff remain in a position of trust and need to ensure that their behaviour cannot be miss-interpreted.
Where out of school activities include overnight stays, careful consideration needs to be given to sleeping arrangements. Pupils, staff and parents should be informed of these prior to the start of the off-site activity. 

Health and Safety arrangements require members of staff to keep colleagues/employers aware of their whereabouts, especially when involved in an out of school activity. Staff must be aware of and follow the school's guidance on managing educational visits.
This means that staff should:
· Follow the school's off-site activities and educational visits guidance;

· undertake a risk assessment of any activity that has an element of risk in it;
· have parental consent to the activity;
· ensure that their behaviour remains professional at all times.
First Aid and Administration of Medication
The school will maintain sufficient trained first aiders/appointed persons. Staff may volunteer to undertake this task but it is not a contractual requirement. 

Staff should ensure that they have received appropriate training before administering first aid or medication. 

When administering first aid, wherever possible, staff should ensure that another adult is present, or aware of the action being taken. Parents should always be informed when first aid has been administered.

In circumstances where pupils need medication regularly a health care plan will be drawn up to ensure the safety and protection of pupils and staff. 

This means that staff should:

· Know the school/college’s policies on first aid and how to call for first aid;

· Keep strictly to the policy on the administration of medication;

· Keep up-to-date with first aid qualifications if they are first aiders;

· Be aware of the requirements and implications of any individual health care plan

Curriculum
Many areas of the curriculum can include or raise subject matter which is
sexually explicit, or of an otherwise sensitive nature. Staff must take care to
ensure that resource materials cannot be misinterpreted and clearly relate to the
learning outcomes identified by the lesson plan. This plan should highlight
particular areas of risk and sensitivity.

The curriculum can sometimes include or lead to unplanned discussion about
subject matter of a sexually explicit or otherwise sensitive nature. Responding to
pupils' questions can require careful judgement and staff may wish to take
guidance in these circumstances from a senior member of staff.

Care should also be taken to abide by the governing body's policy on
sex and relationships education and the wishes of parents.

Parents have the right to withdraw their children from all or part of any sex
education provided by the school (but not from the biological aspects of human growth and reproduction necessary under the science curriculum). Staff must take account of the school's policy on sex education.
Photography. Videos and other Creative Arts
Many school activities involve recording images. These may be undertaken as
part of the curriculum, extra school activities, for publicity, or to celebrate
achievement.

Careful consideration should be given as to how these activities are organised
and undertaken.

Particular regard needs to be given when they involve vulnerable pupils who
may be unable to question why or how the activities are taking place.
Using images of pupils for publicity purposes will require the consent of the
Parent or legal guardian. Images should not be displayed on websites, in publications or in a public place without such consent. The definition of a public place includes areas where visitors to the school have access.
This means that if staff wish to use a photograph in publicity material they must take account of the following guidance:
· if the photograph is used, avoid naming the student;
· if the student is named, avoid using their photograph;
· let the Head or relevant senior member of staff) know whether it is intended that the image will be retained for further use;
· ensure that images are securely stored and used only by those authorised to do so.
Internet Use and electronic communication
The school has a clear policy about access to and the use of the Internet and all staff must adhere to this policy. Any school employee has a legally binding implied term and duty of  trust and confidence regarding the interests of the school. What you might think are private comments posted via internet sites may in fact be available to anyone viewing your profile or sharing your space. If your space is shared in any way it is not private and confidential. Therefore you should not post information about your job, employer, colleagues, parents and/or - for child protection reasons - pupils on sites where your identity is available. You should not attempt to access internet sites of dubious content in anyway which may relate to or compromise your position as member of the school community.

Since these activities risk of damaging the reputation of the school as well as breaching confidentiality and child protection laws, they are considered as gross misconduct. Employees are not expected to refrain from social networking or use of the internet but simply to use the internet responsibly as advised here, respecting high standards of decency, the boundaries between your job and social life. 

Sharing Concerns and Recording Incidents
All staff should be familiar with the school's Child Protection Policy and
procedures, including procedures for dealing with allegations against staff. 
In the event of an incident occurring, which may result in an action being
misinterpreted and/or an allegation being made against a member of staff, the
relevant information should be clearly and promptly recorded and reported to
senior staff. Early discussion with a parent or carer could avoid any
misunderstanding.

Staff who are the subject of allegations are also advised to contact their union/professional association.
This means that staff should:
· know the name of the school's designated teacher for child protection, and
know and follow relevant child protection policy and procedures;
· Report any child protection concerns to the designated person for child
protection;
· take responsibility for recording any incident, and passing on that
information where they have concerns about any matter pertaining to the
welfare of an individual in the school or workplace.
The governing body will review the policy as required and will assess its 

effectiveness and whether any changes are necessary.
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