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Tattingstone



Tattingstone CEVC Primary School

Health and Safety and Welfare Policy and Practice Document
Reviewed, updated and adopted: Sept 2023
This policy should be read in conjunction with the Whole School Safeguarding and Child Protection Policy. 

1.
Introduction

The Governors and Headteacher acknowledge that the Suffolk County Council has the prime responsibility for health and safety and that the Governing Body and Headteacher have specific responsibilities to manage health, safety and welfare at school level. They also have responsibilities to support the published aims and policies of the LA in improving the overall health and safety performance of schools.

The Headteacher, as Local Health and Safety Coordinator has principal duty in the school for ensuring the local implementation of guidance, codes of practice and other advice from Suffolk County Council. This duty extends to ensuring that: working conditions and environment, substances used, equipment provided, and working methods adopted do not impair the well-being of any employee, or any other person including pupils, contractors, visitors, volunteers and any member of the public who may be affected by the conduct of its work.

It is recognised that this document is about both policy and practice. 

2.
Organisation

The Headteacher has the responsibility in the school for day to day management of Health, Safety and Welfare (HSW) issues. 

Further to this, all staff should have regard to their own health, safety and welfare and that of others, including pupils, contractors, visitors, volunteers and colleagues. They should communicate any concerns to the appropriate person(s) (see below) so that any potential hazards can be quickly rectified.

Individual members of staff are responsible for the particular areas as follows:

· HSW Policy review






Headteacher and Governors

· Communication and Information management

Headteacher
· Critical Incident Management




Headteacher
· HSW Induction Training





Headteacher
· Routine updating Training





Headteacher
· Personal safety procedures (also Safeguarding)

Headteacher
· Planned checks (procedures)




Headteacher
· Planned checks (equipment)




Headteacher & School Bursar

· Planned checks (premises)





Headteacher & H&S Governors

· Incident reporting/investigation




Headteacher
· Coordination of Risk Assessment work



Headteacher & H&S Governors

· Fire Procedures including Personal Emergency

Headteacher

Evacuation plans








· Locally organised building repairs and alterations

Headteacher and LA
· First Aid (training and equipment)



Headteacher and School Bursar

· Vehicle control and pedestrian safety



Headteacher via newsletters etc.
· Educational Visits Coordinator (EVC)



Teacher 
· Well-being and stress





SENCO/Headteacher
· Supporting pupils with medical needs



Headteacher, Bursar, SENCO

· Premises Security






Headteacher, Caretaker, Bursar

· Contractors on site






Headteacher, School Bursar

· Outside lettings






Headteacher, School Bursar

· Safeguarding







Headteacher & 3 DSLs
3.
Arrangements

Introduction

The health, safety and welfare of all the people who work or learn at our school are of fundamental importance. We aim to provide a safe, secure and pleasant working environment for everyone. The Governing Body, along with the LA, takes responsibility for protecting the health, safety and welfare of all children and members of staff.

The School Curriculum

We teach the children about health and safety in order to equip them with the skills, knowledge and understanding to enable them to live positive, successful and healthy lives. Teachers take every opportunity to educate children in this regard in the normal school curriculum. For example, in the PSHE curriculum in Key Stage 1 the unit of work, 'People who help us' deals with the work of the police and fire service. Through this topic we teach children about the danger of fire, and how to avoid accidents.  The Year 6 children develop this awareness further through workshops. Through the Science and Design Technology curriculum we teach children about hazardous materials, and how to handle equipment safely.

We teach children respect for their bodies, and how to look after themselves. We discuss these issues with the children in PSHE lessons and we reinforce these points in Design Technology, where children learn about healthy eating, personal hygiene and how to take care of their teeth.  All children are offered a healthy snack which is provided through the Government scheme and subsidized by the school.  We provide recommendations for healthy packed lunch options through our Healthy Living Policy and we encourage parents to make healthy choices for their child’s lunchbox. 

We also show them how to move and play safely in PE lessons. Key Stage 2 children receive Sex and Relationships education, along with education about the dangers of smoking, drugs and alcohol use.  (See the Drugs Education Policy and the Sex & Relationships Policy.)  

Health, Safety and Welfare issues also arise when we teach care for the environment and awareness of the dangers of litter.  Road safety is explored through PSHE and reinforced through assemblies to raise awareness, delivered by the Junior Road Safety Officers in Years 5 & 6.

Our school promotes the spiritual, moral social and cultural development of pupils in a variety of ways: through the RE and PSHE curriculum, through the daily act of collective worship and through special events such as harvest festival, charity fund raising events and opportunities to engage in community initiatives.  (See RE/SMSC and Collective Worship policies.)
Each class has the opportunity to discuss problems or issues of concern with their teacher. Teachers use circle/discussion time to help children discuss and overcome any fears and worries that they may have. Teachers handle these concerns with sensitivity and seek further support if necessary.  (See Anti-Bullying and Whole School Safeguarding Policies.)
School Uniform

Pupils are expected to come suitably dressed for school to enable them to fully participate in all activities.  On health and safety grounds, children are not allowed to wear jewellery within the school. The exception to this rule is earring studs in pierced ears. We ask children either to remove these during PE and games or to cover them with a micro pore tape. Children with hair over shoulder-length must have their hair tied back for PE and should have their hair tied back at all other times. Children should also be prepared for PE outside in all weather.
The wearing, by children and staff members, of inappropriate clothing and footwear may lead to them not being able to participate or teach some forms of school activities.  Parents have been advised of the limitations that might have to be imposed on their child's educational experiences if suitable clothing is not worn.  The school prospectus details uniform expectations. 
Safeguarding 
The Designated Senior Lead for Safeguarding is Beverley Derrett and the Alternate Designated Safeguarding Leads are Jenny Cocksedge, Suzanne McCulloch and Sue Stopher. The Named Safeguarding Governor is Theresa Vinnicombe. 
The SEND Coordinator is Mrs Beverley Derrett.  Relevant training is undertaken through accredited agencies followed by in-house training for other staff, the Governing Body and volunteers.  Whole school Staff safeguarding training is updated regularly, but at least annually, to reflect current guidance as stipulated in Keeping Children Safe in Education September 2023. All staff, peripatetic teachers and regular volunteers have a current DBS.  A comprehensive list of these is kept on the school’s Single Central Record. 
Any member of staff that has a safeguarding concern relating to a pupil is advised to report this to the Designated Senior Lead for Safeguarding, immediately. From this point, the DSL will follow the appropriate procedure. 
For further details, please refer to the school’s Whole School Safeguarding Policy.
Safety of Children

It is the responsibility of each teacher to ensure that all curriculum activities are safe.

If a teacher does have any concerns about pupil safety, they should draw them to the attention of the Headteacher before the activity takes place.  Parents sign a generic permission form for children to go off site within the village. Each September Parents sign a Parental Consent form regarding their child/ren taking part in all relevant school visits plus sporting and other events during that academic year. Risk assessments are thorough and relevant. The Risk Assessment file is kept on the shelf in the office and Evolve (A Suffolk County Council System) is used to plan and risk assess residential trips. 
Parents and staff are reminded to keep the school gate closed and not to park or turn at the school gate entrance.
Staff are reminded to ask all visitors to sign in using the Visitors’ Book and to wear a badge that identifies them as a visitor in school.  Only members of staff may open the doors to visitors.   
First Aid

If an accident does happen, resulting in an injury to a child, the teacher will do all s/he can to aid the child concerned.  We keep first aid supplies in every classroom.  Parents are informed if their child receives first aid.  The First Aid Record book is kept in the staff room.  Accident and Incident forms are completed for more serious injuries and these are kept centrally in the Headteacher’s office.  The following school staff have been trained in first aid: 

· Jenny Cocksedge (Expires: 18.10.23 and is booked to renew on 03.11.23) 
· Jo Young (Expires: 29.09.26)
· Nadine Bartlett (Expires: 06.06.25)
The school bursar is responsible for ensuring first aid qualifications are maintained. A termly check on the location and contents of all first aid boxes will be made by Mrs. Lesley Baker and the use of first aid materials and deficiencies should be reported to her as the person responsible for their replenishment.  
Should any incident take place that involves the injury of a child, one of the above-mentioned members of staff will be called to assist. If necessary, the school’s administration staff will telephone for emergency assistance.  All incidents involving injury are recorded on MyConcern, and we inform parents in all cases. Should a child be seriously hurt, we contact the parents through the emergency telephone numbers that we keep on the school files, 

· The address and telephone number of the nearest medical centre/NHS GP is:

· Holbrook Surgery, The Street Holbrook, Ipswich IP9 2QS Tel. 01473 328263

· The address and telephone number of the nearest hospital with accident and emergency facilities is:

· Ipswich Hospital NHS Trust, Heath Road, Ipswich Tel 01473 712233
Minor injuries, including bumps to the head, are reported to parents by the end of the day and through the child’s home/school diary.  
Administration of Medicines

The Class Teacher/TA or Admin Assistant will normally be responsible for dealing with the administration of medicines, including the supervision and safe storage of asthma inhalers and epi pens. On some school trips this may be delegated to another member of the teaching staff.  Where a pupil has a chronic illness, medical or potentially life threatening condition, the school will initiate a health care plan to meet individual needs and support the pupil. Medicines will be kept secure and records maintained of their administration. The school bursar will maintain the records of parental permission. 

Parents are ultimately responsible for checking expiry dates on their children’s medicines and replacing or disposing as necessary. 
For further details please see Whole School Policy for Managing Medical Conditions. 
School Transport/Seat Belts

On school trips, the school only uses coaches and mini-buses where seat belts are provided.  We instruct the children to use seat belts at all times when the bus is moving.  The trip leader checks that all seat belts are fastened before the coach departs and monitors this during the journey.  Risk assessments are produced for individual trips and generic risk assessments exist for coach and car use.

Occasionally, parents transport children in their own vehicles.  These parents are required to provide current relevant motor insurance and a valid MOT certificate. An up to date DBS certificate is held by at least one adult in the vehicle. Parents are also asked to give permission for their child to travel in the car of another child’s parent. Guidance is in place relating to the transportation of pupils, please see: 

GUIDANCE FOR THE USE OF STAFF/PARENT/CARER VEHICLES FOR THE TRANSPORTATION OF PUPILS TO EVENTS WITHIN SCHOOL TIME

Health and Safety Policy Review

The school's Health, Safety and Welfare policy is to be reviewed annually.  At each review, the school will formerly adopt the new policy and renew the relevant signatures. The targets included in the policy document will be reflected in the following year's School Development Plan, where necessary. 
Governors produce a termly site report which is shared with the Personnel, Premises and Finance committee who also reviews it termly. The Minutes of these meetings are reported to the FGB meetings.  The Local Authority checks that all procedures are in place on an annual basis. 
The Governors are responsible for reviewing the content of the Governors’ website (School Governor Centre). 
The Headteacher’s Report to the Full Governing Body includes any Health, Safety and Welfare issues that are considered noteworthy.  
The Headteacher implements the school Health, Safety and Welfare policy on a day-to-day basis, and ensures that all staff are aware of the details of the policy as it applies to them.
Communication and Information Management

The school has nominated members of the Governing Body who share responsibility for undertaking Health, Safety and Welfare checks and risk assessments with the Headteacher.

Provision of Information

The bursar is responsible for making checks on iTrent and disseminating relevant up-dated information on health, safety and welfare. 

New employees will be informed of all relevant health, safety and welfare information as part of the induction process. Health and Safety Law – What you should know leaflets are distributed to staff. 
Critical Incident Reporting and Investigation

Any employee who witnesses an accident, dangerous occurrence, verbal abuse or actual or threatened violence or near miss, or any employee to whom an incident is reported, will make an entry on the LA Incident Report Form as soon as possible after the event.  Forms are located in the school office. Incident reports will be drawn to the attention of, and counter- signed by, the Headteacher. The school's DfE code is recorded on all forms.

Every incident is subject to investigation as appropriate with a view to preventing recurrences.

The school's Health, Safety and Welfare working party will periodically review the incident history for the school and plan actions to reduce the likelihood of future incidents. 
Personal Safety Procedures, Schoolsafe and Control of Violence   

Staff attend Safeguarding training every year.  The school’s Behaviour Policy gives clear guidelines on how to deal with challenging or threatening behaviour.  Any incidents of such behaviour must be reported to the Headteacher immediately and recorded in writing as soon as possible after the event, using the LA Incident Report Form. 

The Lone Working Document acts as a Risk Assessment tool and gives guidance/recommendations.
Theft or Other Criminal Acts

The Headteacher will investigate any incidents of theft involving children.  If there are serious incidents of theft from the school site, the Headteacher will inform the police and record the incident on an Incident Report Form.  Valuable equipment, such as laptops and other electronic devices are stamped with an identification code so that they may be traced in the event of theft.
Should any incident involve physical violence against a teacher, we will report this to the Health and Safety Executive and support the teacher in question if he or she wishes the matter to be reported to the police.

For cases of pupil on pupil violence, see the school's Behaviour and Anti-bullying policies.

Health and Safety Induction Training

All staff receive induction training which is matched to their specific work and responsibilities. A general checklist for use with employees includes the following criteria:

· Overview of the school's Health, Safety and Welfare policy and organisational structure

· Tour of the premises

· Current Health, Safety and Welfare priorities for the school, including safety policy targets

· Communication and relationships with other departments, schools and Suffolk County Council (the LA)

· General health and safety advice, including the school’s own guidance and that from the LA

· The use of the Incident Reporting form for incidents, hazards, work-related injuries and illnesses

· Where appropriate, curriculum specific guidance and arrangements for working with the county subject advisers

· Introduction to recognised unions and the local representatives

· Employee problems and concerns. Specific duties and responsibilities

· Grievance procedures (as they relate to Health, Safety and Welfare)

· Information on hazards specific to the school, and established controls or precautions

· Use of equipment and/or tools

· Materials and substances in use - handling and labelling systems/warning signs. COSHH 

requirements, risk assessments and health and safety data sheets

· Use and care of PPE (personal protective equipment)

· Housekeeping procedures for policy documents and local rules

· Legal responsibilities and rights

· Work permit systems (for example, arrangements for visits and trips)

· Physical examinations in pursuit of statutory maintenance requirements eg. Electrical equipment, fume cupboards and other exhaust ventilation equipment, lifts, hoists and lifting equipment, pressurised systems such as autoclaves and air compressors

· Trained first aid personnel and first aid facilities

· Fire evacuation and emergency procedures

· Fire extinguishers and blankets - location and use

· Access to well-being advice, counselling and other staff support schemes

· Security

· Restricted areas and equipment

· One-on-one instruction and supervision of young and inexperienced workers (and work experience students)

· Initial advice to women of child-bearing age about the need for “expectant and new mothers” risk assessment.

· For Headteacher and bursar the arrangements for ensuring the duties relating to asbestos management are fulfilled

· Manual lifting and handling - general advice and risk assessment

· Safe stacking of materials

· Defective or inappropriate tools

· Correct use of guards

· Safe procedures for machines, including design technology equipment

· General housekeeping and maintenance of access and egress

· Smoking restrictions

· What to do in an emergency.
Health and Safety Training

The Headteacher is responsible for drawing Health and Safety matters to the attention of all employees as part of their induction training:

In addition, the relevant staff should be aware of the following documents:

· Electrical appliance testing log

· Security system testing log

· Smoke alarm maintenance log

· Fire extinguisher log

· Controlled waste log and that water temperature checks are undertaken monthly and recorded

· Asbestos survey report

The School Bursar is responsible for ensuring that the testing of the above systems and appliances is carried out at appropriate intervals; she is also responsible for over-seeing the upkeep of the relevant logs and for informing the appropriate authorities if remedial work is called for.

Routine Updating

Training is given on a needs basis. Staff are reminded of safety procedures annually in the staff handbook which is revised each Autumn Term and discussed at the first staff meeting of the year.  A record is kept of all Health, Safety and Welfare related training courses undertaken by staff with a date of when the course was taken and when it will need to be undertaken again.

Planned Safety Checks

The school bursar maintains records of planned safety checks and the names of companies contracted to undertake these checks, as well as the time of year the checks take place.

The school uses the approved LA suppliers and providers whenever possible. If, for some reason, county suppliers and providers cannot be used, then every effort is made to ensure that the same standard of safety, competence, record keeping, quality assurance and insurance cover is maintained.  All contractors in regular use by the school during school hours have the relevant DBS checks and a record of these is kept on the school’s Single Central Record. 
Fire and Other Emergencies

Hazardous situations which may arise within the school have been identified as follows:

· Fire 
· Electrical faults

· Storm or flood damage

· Allegations of Abuse against Staff
Emergency procedures covering these are located in the office

The person who discovers an emergency or persons threatening violence on site will raise the alarm by the most appropriate means, ensure that the Headteacher or the next most senior member of staff is informed immediately, and, where appropriate, summon the emergency services. The Headteacher or the next most senior member of staff will liaise with the emergency services when they arrive and take advice from them.

In the event of an emergency, the School's priorities will be as follows:

· to ensure the safety of children, staff and visitors, by removing them from the source of danger; their care and the application of first aid and medical treatment where appropriate;

· to call the emergency services when appropriate;

· to safeguard the premises and equipment, only if this is possible without putting persons at risk.

Fire Procedures

· Written procedures are in place for the safe evacuation of children, staff and visitors, and all staff are familiar with what to do in the event of a fire.

· Staff and pupils are regularly reminded of the procedures for evacuation in case of emergency, and new staff (including temporary supply teachers) will be provided with guidance as part of their induction into the school.

· The fire alarm is tested weekly.

· Fire drills take place every term and are recorded in the Fire Log Book, along with the time taken to evacuate the building.

· The half-termly checks undertaken by Governors responsible for Health, Safety and Welfare will include the checking of fire doors and checks for any obvious potential fire hazards (e.g. combustible materials placed on heaters).
· Pupils requiring assistance to evacuate the building (for example, wheelchair users) have a personal evacuation plan and all staff working with these pupils are trained on how to assist the evacuation of these pupils in the event of fire. 

Fire Prevention and Detection Equipment Arrangements
Test records are kept in the school office for:
· Smoke Detectors (checked monthly)   

· Fire extinguishers (checked in line with the current SCC guidelines)
The approved County Council contractor responsible for conducting the annual test of fire-fighting equipment inspection and maintenance is:


Name:


Churches Fire Security

Tel No


0870 608 4350
The approved County Council contractor responsible for conducting the annual test of portable electrical equipment is:

Name:


Calbarrie
Tel No.


01482 881230
Locations of Main Service Isolation Points
The locations of the positions of all main service isolation points are as follows:

Water

Wings (Assembly Hall)
Electricity
           Wings (Assembly Hall)
Gas


Not applicable

Risk Assessment

Risk assessment may be required under many different circumstances. A termly overview of the school premises and activities is undertaken by the Health, Safety and Welfare Governors.  A termly overview is undertaken in all but the most severe of conditions, such as Covid-19 which prevented this from happening.
General risk assessments, or more detailed risk assessments, is the headteacher’s responsibility and reported back to the Governing Body.  Long-term planning for remedial work, if necessary is recorded in the School Development Plan.

Examples of risk assessments which have been carried out, or which are carried out on a regular basis are:

· First Aid Arrangements (numbers of trained staff, level of training and equipment)

· Lone working situations, including custodian security checks and locking up

· Staff stress and well-being

· Educational visits and trips

· Display screen equipment/workstations

· Manual handling

· Design & Technology 

· New and expectant mothers

· Level of supervision in playgrounds and for play equipment

· Working at height

· Tree maintenance

· Swimming pool supervision (in line with the host swimming pool)
· Hinge protectors for doors and gates

· Clinical waste

· School barbeque, drama productions, social events etc.
A separate Fire Risk Assessment is carried out every three years by Suffolk County Council but internally reviewed annually.
Premises Security

The Headteacher and school staff are familiar with the security alarm arrangements. 

The school is opened by the first member of staff who arrives in the morning. The school is then left unlocked until the close of school after 5 p.m., when the security system in all buildings is reactivated.  This is usually undertaken by the site manager, Headteacher or another member of staff depending on who is the last to vacate the school.  It is important that the site manager informs a member of the office staff or Headteacher if he is not available to lock up so arrangements can be made to ensure the site is secure. 
Persons holding keys to the school are:

A signed list of key holders is kept in the office.
If the burglar alarm is activated out of school hours the first point of call is the caretaker, David Brown. 
All staff have read the lone working document and are encouraged to minimize the amount of time spent in the building alone.

Visitors

On arrival all visitors, including visiting Contractors, should report to the Office where they will be issued with:

· an identification badge

· information on the School Safeguarding Procedures

· relevant health and safety information

· fire guidance

The asbestos survey is made available to all visiting workmen/Contractors and they are asked to sign a form acknowledging their understanding of the content of this before commencing work.

They will also be required to sign the Visitor’s Book.
Computer screens should be locked if visitors are left unattended in the office. 
All contractors working on site during the school day must have a current DBS check.  A record of these DBS numbers is kept on the school’s Single Central Record. 

Use and Maintenance of Tools and Equipment

All equipment (not otherwise covered under other headings) is subjected to a formal, appropriate, programmed and recorded maintenance check.  A log of which is kept in the main office.  This equipment includes:

· The school’s water system(s) – hygiene, temperatures and legionnaires disease checks

· Catering equipment
· Ladders, stepladders and mobile scaffold/access equipment

· Door closures, running gear and catches

· Printing and reprographics machines. 

Further to this, additional checks are carried out by staff for the following curriculum equipment and tools:

· Design and Technology

Tools are only used under teacher supervision, and at all other times will be locked away in a designated area. Staff are responsible for ensuring that tools and equipment are well maintained and that faulty equipment is disposed of safely.

· Art and Design

Use of woodworking and lino cutting tools should not be undertaken without firstly providing adequate risk assessment reports. Staff are responsible for ensuring that tools and equipment are well maintained and that faulty equipment is disposed of safely.

· Ceramics

Allergic reactions to clay are rare but parents should be advised to notify the school if they consider this a potential hazard to their child's welfare. 

· Play, PE and Games Equipment

PE equipment is checked annually by SportSafe UK and teaching staff also check resources when setting up and putting them away. Any faults observed should be reported immediately to the Headteacher, we will take appropriate action to rectify the problem or to remove a faulty piece of equipment from use.

· Outdoor Play Equipment

The Headteacher is responsible for the selection and siting of outdoor play equipment and an annual inspection is undertaken by SportSafe UK of the equipment and safety surfacing. Any faults observed are reported to the bursar and remedial action taken.
The outdoor play equipment is provided only for children who are members of the school under appropriate supervision. Supervision of children using the equipment will be the responsibility of the playground supervisory staff.  Parents are advised to keep children under close supervision, both at the beginning (prior to the doors opening) and at the end of the day (after dismissal).  Children are not permitted to use playground equipment out of school hours, unless as part of an After School Club.  
Cleaning Arrangements

All members of staff are responsible for arranging to clear up spillages, which occur whilst they are in charge of the area concerned. Other spillages, leaks or wet floors should be reported to David Brown who will arrange for them to be dealt with.

All members of staff are responsible for ensuring that hazardous substances or substances that require special procedures for disposal are disposed of safely. 

Hazardous cleaning materials will be kept in the school cleaners’ shed, which will remain locked when not in use.

Educational Visits

The Educational Visits Coordinator (EVC) has attended a training session run by the LA. County Council procedures are followed for all educational visits.

Stress and Well-Being

The well-being of all staff at the school is important and the school issues a well-being survey annually. Beverley Derrett is the person responsible for the implementation of the well-being survey.  Overall responsibility also rests with the Headteacher. 
If a member of staff informs the school that they are suffering from stress, then a risk assessment will be carried out and wherever possible, the school will aim to reduce the factors causing the problem and will support staff in accessing free counselling.

All staff have access to a free and confidential counselling service as required by legal developments and case law.

Well-being information is displayed on the staff room notice board.

Use of Premises Outside of School Hours

The Headteacher is responsible for coordinating lettings of the premises in accordance with the lettings procedure. Use of the premises out of school hours invariably involves the Headteacher or staff members and therefore issues surrounding the securing of the premises are not generally an issue. The school is however sometimes used by bodies such as the parish council when the village hall is not available.  In this case the Headteacher is responsible for informing other users of the building of the presence of any hazards that have not been rectified, and for ensuring that users leave the premises in reasonable order before locking up, that they safely secure the building and facilitate the return of the keys to the school.

Building Repairs and Alterations

The school Property Manager is consulted about any proposed works. The School will normally use contractors on the County Council's approved list.  For any major works County Architects will be responsible for appointing and vetting contractors' health and safety policies, procedures, risk assessments, method statements and past health and safety performance.

If any asbestos is found, which is not detailed in the report, the LA will be notified immediately and the County Property Adviser asked to alter the asbestos report accordingly.

School Security

A security system with fob has been installed in the office and Wings doors and a separate system in the temporary classrooms. While it is difficult to make the school site totally secure, the staff will do all they can to ensure the school is a safe environment for all who work or learn here. Teachers will not allow any adult to enter their classroom unless they are sure they have reported to the office and signed in. If any adult working in the school has suspicions that a person may be trespassing on the school site, they must inform the Headteacher immediately. The Headteacher will warn any intruder that they must leave the school site straight away.  If the Headteacher has any concerns that an intruder may cause harm to anyone on the school site, she will contact the police.
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