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Admissions Woodcroft School pupil policy 16.11.22

The aims of this policy are to:
– Ensure that adequate information is available to all parties involved so that decisions

made are based on knowledge of the pupil concerned and awareness of their needs.
– Ensure the maintenance of effective communication with las so that through a working

partnership the quality of provision for pupils with special educational needs may be
enhanced.

– Provide a means of support for families and to encourage contact from them and
voluntary support groups. 

– Ensure, where possible, the child is involved in the process. 

Pupils considered for placement atWoodcroft School
Children considered for placement at Woodcroft are those who would not benefit from
mainstream education at this point in time. They may have varying degrees of
communication and sensory disorders, behavioural difficulties, have uneven developmental
progress or have been failing in school.

Pupils at Woodcroft either have an Education Health and Care plan (ehc plan) or are
undergoing an ehc assessment, and are between the ages of five and eleven years old.
Consideration is given to referrals from London boroughs and counties within reasonable
travelling distances.

The admissions procedure
Enquiries are welcome at any time and arrangements can be made for parents,
representatives from parents’ support groups and from las to visit the school by
appointment.

After consideration of various reports, the statement, annual reviews and parental
representations, the school liaises with the authority and begins the formal procedure.
The formal procedure includes:
– Meeting with the parents.
– Meeting the child in a familiar environment.
– Inviting the parents to visit the school if they have not already done so.
– In some cases, arranging for a representative from the la to visit the school (particularly 

if the la have not previously placed pupils at the school).
– Discussions with other professionals, including contributions from the school’s own

therapists.
Based on the information received through discussions, written reports and consideration
of the following criteria, a decision is made on the referral by the head teacher. 

Admission procedure 
Stage1 – la referral
– The la makes a formal referral or sets up a consultation with the head teacher regarding 

a potential pupil. The school endeavours to respond to the la within five working days.
– If the referral meets the school’s admission criteria the admissions procedure will be

instigated.
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Stage2 – Pre-admission preparation
– The school will contact the child’s parents within ten working days.
– The head teacher or nominated deputy makes an informal visit to the child’s home, 

with a colleague (usually the potential class teacher) or a therapist. The admissions
process is explained.

– An appointment is made for a formal discussion with the parents, without the child
present. This may take place at the school or in the home. Key information will be given
to the parents, including a parents’ handbook.

– The child is observed at his current school, if applicable, and discussions set up with
involved professionals. These observations may take place over a period of up to half 
a term if the child is to be on dual placement, or immediately if he is to join a class
without gradual inclusion.

– Other Woodcroft staff members meet the parents and child. This may include the speech
and language and/or the occupational therapist and the potential class teacher.

– The child and family make an informal visit to the school. This visit is focused on the
child’s needs when transferring to a new school, and the information given may be
supported with photographs.

Stage3 – Assessment of admission needs
Procedure
– Consultations will take place within the school and with the la regarding the admission

procedure. Staff involved at stage 2 may be invited to contribute to these consultations.
– Woodcroft staff are identified and key professionals from the la involved. 
– If there is to be a dual placement then this will be identified and discussion held with the

partner school.
– Dates are proposed by the head teacher for a gradual inclusion programme. The la and

the child’s parents are consulted. Transport is arranged by the la.

Whole school awareness 
– Staff will be informed of the child’s needs and invited to attend a dedicated meeting

prior to the child starting. Representatives from all classes and other involved staff may be
included, if appropriate.

– Relevant information will be shared and details of the proposed inclusion programme
will be made available. Additional support staff will be identified, including a designated
member of staff in the class which the child may ultimately join.

Class involvement 
– The class teacher and/or the designated member of staff will be involved in consultations

at regular meetings, inclusion opportunities and informal discussions.

Therapies
– All information collected during the pre-admission procedure will be made available to

therapists prior to admission. Therapists will be involved in the pre-admission procedure
as appropriate. 

– During the integration programme ongoing consultations with therapists will
determine the level of their participation at this stage and their input into the baseline
assessment.

– These discussions will be co-ordinated by the senior therapists and multi disciplinary
team and may also be the subject of therapists meetings.
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Stage4 – Inclusive schooling
Transition to school
– The class group is chosen with the involvement of key staff.
– Some pupils may enter the school directly using a gradual inclusion programme.

Criteria for admission
The specific criteria for admission are:
– The pupil’s specific needs can be met at Woodcroft School.
– In meeting the needs of the prospective pupil, the needs of the pupils already at the

school continue to be met.
– That effective liaison and close communication between school and home can be

established and maintained so that a consistent approach in the education, care and
management of the pupil can be applied within the home and school environment.

Once a decision has been taken to offer a place a formal offer is forwarded to the la in
writing and parents are advised. The school then requires formal written acceptance, 
on the appropriate form, from the sending authority as confirmation that funding is
available and transport arrangements have been met. Further discussions will then take place
with the la to assess the most effective way of preparing and introducing the pupil 
to the school.

Every effort will be made to complete the admissions procedure as quickly as possible
but the school is sometimes in the position of considering several referrals at the same time.
This may cause some delay. However, the school undertakes to keep all parties informed of
developments if this is the case.
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Anti-bullying Woodcroft School pupil policy 16.11.22

This policy has been developed with regard to the Schools Standards and Framework 
Act, 1988, Bullying ‘Don’t Suffer in Silence’ (an anti-bullying pack for schools) and the dfe
document Preventing and Tackling Bullying – Advice for Head Teachers, Staff and Governing
Bodies, July 2017.

The aim of the anti-bullying policy is to ensure that pupils learn in a supportive, caring
and safe environment without fear of being bullied. Bullying is an anti-social behaviour and
affects everyone. Bullying is unacceptable and will not be tolerated. In order to ensure that
all pupils can benefit from all the opportunities available at Woodcroft School the school
fully commits to addressing all issues related to bullying, including cyber and text bullying. 

Bullying is defined as deliberately hurtful behaviour, unprovoked and repetitive, which 
is directed at those who are unable to defend themselves. It usually has a secretive nature 
and power imbalance between the perpetrator and victim. The main types of bullying are:
– Physical hitting, kicking, threats or any form of violence
– Verbal name calling, taunts/persistent teasing, racist remarks
– Indirect spreading rumours, excluding someone from social groups, ridicule, graffiti
– Cyber using computers, mobile phones or other technology to hurt, scare or embarrass
Pupils who are being bullied may show changes in behaviour, such as becoming withdrawn
or nervous, feigning illness, taking unusual absences or clinging to adults. There may be
evidence of changes in work patterns, lack of concentration or unwillingness to attend
school, even truanting.

The staff at Woodcroft School must be alert to the signs of bullying and act promptly in
accordance with the guidance set out in this policy. 

As referenced in the Behaviour policy, some pupil’s on the autistic spectrum may not
realize that their behaviour is unwanted by other children and could be construed as
targeting or bullying. Where this is so, as difficult as it can be when inflexibility of thought
may be present, pupils need to be helped to realize that this behaviour is unwanted and must
stop. 

This policy has been approved by the board of directors of Woodcroft School. It is due
for review in Autumn 2023.

Statutory duty of schools
Head teachers have a legal duty under the School Standards and Framework Act 1998 to
draw up procedures to prevent bullying among pupils and to bring these procedures to the
attention of staff, parents and pupils.

Implementation
1. School procedures
– If bullying is suspected or reported the incident will be dealt with immediately by the

member of staff who has been approached or who has observed the incident.
– A clear account will be recorded and given to the head teacher or deputy immediately.
– The head teacher will investigate the incident and will record the incident.
– Parents will be informed.
– Other members of staff will be informed.
– Appropriate consequences will follow consultation with all parties (See section 3).
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2. Pupils
Pupils who have been bullied will be supported by:
– Offering immediate support from familiar staff of their choice.
– Reassurance.
– Establishing continuous support.
– Strategies to restore self-esteem and confidence.
Pupils who have bullied will be helped by:
– Discussing what happened.
– Investigating why the pupil became involved in this type of behaviour.
– Clearly setting out the wrongdoing and the need to change.
– Informing the parents to help change the attitude and behaviour of the pupil.

3. The following steps may be taken:
– A warning to the pupil, (reinforced by a telephone call to the parent), to cease bullying

behaviour.
– A letter to the parent requesting an interview at school with the head teacher, to include

the pupil.
– A daily/weekly behaviour report to be signed by the school and the parents.
– Consideration of steps to be taken to change the teaching arrangements for the specific

pupil for a fixed period, for example, individual tuition away from the group, part time
education or change of staffing support arrangements.

4. Raising awareness
Within the curriculum the school will raise awareness of the nature of bullying through
inclusion in phse sessions, circle time, assemblies, and through consultation, planning and
staff training. The school’s anti-bullying week (friendship week) is a further opportunity 
for cross-curricular and social activities.

Under the Equality Act, 2010, the school has a duty to protect people with certain
characteristics against harassment and victimisation. It must advance equality of
opportunity for all and foster good relations between people with protected characteristics
and those without. These characteristics are defined in the Act as age, disability, gender
reassignment, pregnancy, race, religion or belief, sex and sexual orientation. We should
therefore raise awareness of these duties in our anti-bullying work across the school.

Principles from the anti-bullying policy will be incorporated into the Home school
partnership agreement.

The school s aim to affirm an anti-bullying culture is reinforced by identifying the
importance of developing the relevance of each pupil’s voice and engagement with school
processes, for example, via the school council. 

The schools approach to dealing with bullying also forms part of the Woodcroft healthy
school initiative. There are regular staff training sessions, emotional wellbeing and inclusion
and focus meetings.

5. Policy links
The Anti-bullying policy links to the Curriculum policy, the Safeguarding children policy,
the Behaviour management policy, staffing policies and the Equal opportunities policies.
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Attendance, punctuality & transport 
Woodcroft School pupil policy 11.11.21

In order to support good pupil attendance and punctuality we aim to foster efficient
communication between Woodcroft School, transport services, transport staff and parents.

The importance of regular attendance and punctuality at school is emphasised to pupils
and parents both verbally and via the home/school partnership agreements. Parents are
required to telephone the school when their child is absent and to give an explanation 
for the absence. They are discouraged from taking holidays during term time. However, 
it is appreciated that most of the pupils at Woodcroft experience heightened anxiety that 
is exasperated by busy transportation hubs and venues. On an individual basis, a case can 
be made for the appropriateness of a short holiday during term time, as long as this did not
exceed ten days in any one school year.

Parents are asked to ensure their child is ready and on time for transport; to encourage
appropriate behaviour; and to promptly inform their transport service and the school of any
proposed changes to transport arrangements.

When a new pupil has difficulties in settling into Woodcroft an individual programme 
is devised and additional support is given. This may include the school offering additional
transport as an emergency measure.

Where las are responsible for transporting Woodcroft pupils to and from home,
arrangements are made primarily between parents and their la transport services.
Woodcroft should be informed of the arrangements.

Getting to school and going home
It is important that pupils arrive at school on time for the start of the school day. 
The correct management of pupils arrival and departure ensures a calm and structured
beginning and end to the day. This entails procedures for safely managing: traffic in the
school lane, receiving pupils from and delivering pupils to transport staff, and the calm
escorting of pupils to and from their classes. Pupils arrive at and depart from the main gate
and as a general rule la transport staff will not enter school premises. Should la transport
staff need to talk to the head teacher or a member of the senior management team they
report to the main gate and follow the normal procedures for visitors.

Pupil arrival procedures
– Pupils arrival time is 8.50am.
– One regular Woodcroft staff member manages the flow of traffic in the school lane,

ensuring minimum inconvenience to residents and users of the allotments.
– One other Woodcroft staff member is on duty with a register to check the arrival of

pupils and admit pupils in small groups.
– These small groups are handed over to representatives called from each class who oversee

the pupils as they transfer calmly to their classes.
– The register is returned to the school office when all the buses have arrived.

Pupil departure procedures
– The pupils school day ends at 3.30pm.
– One regular Woodcroft staff member manages the flow of traffic in the school lane,

ensuring minimum inconvenience to residents and users of the allotments.
– Either transport staff wait at the back gate to collect their pupils, or school staff escort the

pupils to their buses.
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– Pupils are calmly escorted to the gate by classroom staff when informed of the
appropriate arrival of transport.

– If appropriate, a group of pupils will wait at the ‘bus stop’.
– One Woodcroft staff member is on duty with a register which is marked as pupils are

handed over to their transport staff or taken to their buses.

General rules for arrival and departure
Transport staff are requested to:
– Arrive in time for the start and end of the school day and to telephone if their journey is

subject to delay.
– Wait with their buses in Baldwins Hill until called.
– Walk calmly with pupils beside them holding their hands.
– Contact the school office if additional support is required.
– Wear an id badge.

Woodcroft staff are expected to:
– Meet pupils at the correct time at the school gate.
– Contact the school office if additional support is required.
– Advise late arrivals to report to the school office via the front gate and at no time give

transport staff Woodcroft’s access security code.
– Wear an id badge.

Record of attendance
A preliminary register is taken at the school gate but each class is responsible for maintaining
its own register. A master register is kept by the office manager in the office. Pupil absences
are also recorded in the day book and on the notice board.
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Behaviour management Woodcroft School pupil policy 16.11.22

At Woodcroft school we believe each pupil should be treated with dignity and respect, 
so that in a safe, secure and stimulating environment they achieve to the best of their
abilities. Pupils are supported by staff in developing socially desirable behaviours, managing
their own sensory and emotional regulation and reshaping less desirable behaviours into
positive ones.

As a school that provides placements to many children on the autistic spectrum (as), 
we are aware that most behaviours are a means of communication or a response to an
individual’s heightened anxiety or sensory regulation. We recognise the importance of
providing transactional supports in order to enable pupils to avoid or negotiate emotional
dysregulation (scerts, 2007) and promote self-management (zones of regulation) through
greater understanding of what they are feeling. More information on these concepts is
provided below and in our Communication policy.

At Woodcroft, we believe it is important that all of our staff appreciate that by the nature
of their condition, children on the as may not have sufficient understanding or awareness
that certain behaviours directed towards others may be undesirable, or that they might even
be construed as bullying or challenging. In keeping with current thinking, staff appreciate
the likely impact that changes and transitions may have upon the state of all our pupils’ level
of anxiety and emotion, but particularly for those on the as. 

Similarly, we recognise the need for staff to understand the link between hyper-
vigilance and heightened anxiety and the perception, by some pupils, that the actions of
others are directed against them, thus causing them to enter a state of ‘flight, fright, fight’.
This state of arousal can result in behaviours that challenge staff in keeping the pupil and
others safe. 

Woodcroft’s Behaviour management policy objectives are for its pupils to develop:
– an awareness of others;
– social skills and social behaviour;
– self-confidence;
– self-regulation strategies;
– independence and functional skills;
– an interest in activities and issues other than those of their special interest; and
– behaviour which is acceptable within school, home and the wider community.

Principles and practice
1. Being positive towards others
The school’s ethos is underpinned by the principle that we should be positive towards
others. Everyone should find being a member of Woodcroft a positive experience. 
In order to achieve this:
– Staff are role models and model appropriate behaviour.
– Staff see the best in each other and try to build up positive relationships.
– Staff recognise and praise all positive happenings.
– Staff and parents work in partnership to build upon the children’s positive qualities.
– Follow up actions or consequences should be in proportion to the nature of the incident

and the needs of the pupil.
– Staff recognise the presence of stressors in practices and environments and their potential

impact on an individuals emotional and sensory regulation.
– Transactional supports are provided so as to enable pupils to transition and manage

experiences as calmly as possible. (See section 4.Supportive below.)
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2. Creating a safe and pleasant environment
Woodcroft School is committed to providing a safe and pleasant environment. Classrooms
should be clean and well provisioned. They should be set out to promote ‘on task’ 
behaviour appropriate to the work being undertaken, such as teacch type workstations 
for independent work, or group settings for interactive activities. The careful positioning 
of displays and other classroom resources avoids ‘visual overload’ and supports greater clarity
of purpose. Pupil’s sensory needs are taken into account to ensure the sensory environment
is conducive to learning, e.g. the right room temperature and type/level of lighting. 

3. Feeling respected
Woodcroft believes that each pupil should be afforded dignity and respect whilst at the 
same time learning to appreciate the needs of other members of the school and the wider
community. We hope to achieve this by:
– Offering a curriculum which respects differing needs, learning and behaviour styles,

such as those associated with as.
– Respecting each other’s cultural differences.
– Speaking to each other in an appropriate way.
– Demonstrating appropriate body language and respecting personal space.

4. Supportive 
Woodcroft School endorses the principle that every member of the school community
should feel supported. All members of Woodcroft staff have the responsibility to provide
support and accept support from others. Staff will apply their knowledge of Transactional
Analysis (Berne, 1964) to all their interactions to promote the best possible reception of
their communications. Support will be provided by:
- Pupils being encouraged to co-operate with staff by concentrating during lessons and

not disrupting the learning of others.
- Staff offering the means of mutual regulation to pupils.
- Staff recognising when they may have become ‘contaminated’ during an occurrence and

enacting a ‘change of or fresh face’ approach. 
- Staff being vigilant to pupils attempts to self-regulate (i.e. take a break).
- Forming a supportive partnership with parents.

Application of behaviour management strategies
The school seeks to avoid circumstances that may lead to negative behaviour and actively
promote, teach and support positive behaviour. When pupils are behaving well this is
acknowledged. Staff seek to develop a positive working environment, establishing clear
expectations and routines. Both verbal and non-verbal reinforcement is used to encourage
appropriate behaviour. When relevant there can be a reward for good or improved
behaviour, e.g. stars, stickers, certificates or a letter of praise sent home. (See Appendix B)
It is important that staff keep in mind that the use of rewards to shape or modify behaviour
can result in individuals on the as becoming more anxious. It is likely that pupils with as are
not able to regulate arousal or inhibit negative behaviour when the control is external to
them. 

When an intervention is necessary, the emphasis should be upon the positive, keeping
safe, rather than the negative. For example, focus on the behaviour expected rather than the
disruptive behaviour. And negatives should be rephrased: ‘Do …’ rather than ‘Do not …’.
Staff should have to hand a range of positive scripts, such as ‘Are you doing … / lets do the
right thing’. Language of shaming and blaming will be avoided and staff will instead use a
positive language of safety. 
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Respect for others
Respect for others is an integral part of the school’s practice. This is reinforced by:
– Understanding and empathising with the pupil’s individual needs/diagnosis.
– Recognising individual pupil’s sensory needs.
– Separating the behaviour from the person.
– Where possible, privately rather than publicly, drawing the pupil’s attention to their

behaviour.
– Re-directing pupils to help them focus on what they should be doing.
– Re-establishing a relationship after an incident.

Interventions
Interventions should be given as low a profile as possible. This is promoted by giving the
pupil time to comply and by: 
– Keeping directions brief.
– Taking pupils away from the class group to work.
– Keeping the focus on the main issue.
– Not unnecessarily escalating the situation.
– Avoiding arguments.
– Tactically ignoring non-verbal secondary behaviour.
– Using a different member of staff as a ‘change of/fresh face’.

Class routines
Class routines and the structure of the learning environment support positive behaviour.
Consideration of the following elements help to provide conditions which make negative
behaviours less likely. 

1. The classroom environment
Structured teaching areas and activity areas give pupils cues as to the expected behaviour.
– The learning environment should be organised and distraction free.
– There should be a preferred form of room organisation, with seating arrangements

promoting easy access for all. 
– The grouping of pupils should promote a positive work ethos.
– Staff support and supervision should be able to function adequately.
– The staff/pupil ratio should be appropriate to meet the needs of the pupils.
– There should be interesting, age-appropriate items and materials for all.

2. Class activities 
Class activities should be: 
– Organised so that pupils participate in a range of activities.
– Useful, meaningful and relevant with minimum expectations to wait without a

focus/activity.
– Suitable for stressful times of the day or week, e.g. last thing on a Friday.
– Carefully planned regarding changeover of activities.
– A balance of quiet activities and group activities.
– Clearly defined regarding routines for completed work.
– Clearly defined regarding beginnings and endings for each session. 

3. Class timetables
– These should be structured and displayed to inform pupils about the daily routines.

Easily accessible visual schedules should also be displayed in all the classrooms.
– Pupils should be able to identify what they are doing, where and when.
– Pupils should be informed in a timely way of any changes due to occur.
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– Pupils should be given opportunities to choose what they can do at specific times.
– The daily routines should be used to lead the pupils to gain situational understanding.

4. Communication in class
– Positive communications should be responded to and rewarded.
– Alternative means of communication should be provided, e.g. signing and symbols.
– The pupil’s first name should be used before giving instructions, directions or

redirection.
– Pupils should be given time to process information.
– Distractions should be kept to a minimum enabling pupils to maintain attention.

De-escalation techniques
Staff should always seek to reshape unacceptable/off task behaviours into positive
alternatives. Staff should also endeavour to intervene in a positive way to distract a pupil and
de-escalate a potentially negative behaviour. For example:
– Adopting a relaxed non-threatening stance, a friendly facial expression and a quiet tone

of voice (principles of Transactional Analysis).
– Using a verbal ‘help me’ request.
– Asking a pupil questions, such as ‘Are we doing the right thing?’
– Using positive, good-natured humour.
– Discussing the problem.
– Reminding those present of rules/rights/responsibilities, the desired behaviour, limits

and the skills already gained in dealing with difficult situations.
– Redirecting to a different activity.
– Effectively using space or changing the location.
– Introducing a ‘change of face’ thereby allowing another member of staff to take over.

Follow up or outcome
The follow up strategies should be planned, related, reasonable and certain rather 
than severe in order to support pupils understanding that behaviour has outcomes 
(See Appendix B). These may include:
– Sitting away from others for a short time.
– Working away from others by relocating the pupil within the room.
– ‘Taking a break’ within the room, at a designated space.
– Encouraging the pupil to take a ‘calm-down’ time away from the room or activity.
The application of these strategies should be:
– Planned and clear to all.
– Calm and brief.
– Without arguments.
– With clear procedures for supported closure.
– With dignity and without public shaming.
– Aimed at enabling a supported and positive return to a class.
For consequences of bullying please see the Anti-bullying policy.

The ‘calm-down’ period
The reasons for having a ‘calm-down’ period are:
– To allow others present during a pupil’s dysregulation, to have a period of recovery time

where they feel safe and not threatened.
– As a management strategy (and never used as a punishment or threat) for badly handled

frustration, anger or aggression; or of acting in an unsafe way.
Options for the management of a ‘calm-down’ period:
– In a set area, which could be an area set aside in the classroom with table and chairs

(possibly screened).
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– Supported, outside the room, if this is practical.
– In a quiet environment, with sensitive support.
– When in the playground, sitting away from the others on a bench.
In circumstances where a pupil will not leave the class, it may be more appropriate to
remove the rest of the class, a staff member remaining with the unsettled pupil. Pupils 
should never be carried except in situations where safety is compromised (this will then 
be recorded on the pupil’s risk assessment).

Corporal punishment
In law, corporal punishment, which is defined as the intentional application of force or
rough handling as punishment, is forbidden in all schools. 

None the less it is a stated policy that in their management of pupils no member 
of staff, visiting student or voluntary assistant shall use corporal punishment, such 
as hitting or unduly firm physical handling. Handling of pupils must be conducted
according to approved guidelines as detailed on individual pupils behaviour profile
and risk assessment. No pupil should be left unsupervised at any time.

Pupil risk assessments (ra)
Individual pupil risk assessments are devised to support and provide safe management 
of a pupil’s known range of behaviours and antecedents that may cause them to become
dysregulated. The profile is written in such a way that it positively presents the pupils
attributes that may need to be considered in order to promote the pupil’s functioning and
avoid predictable occurrences that may cause distress and uncertainty.

All behaviour interventions must be planned, agreed, written, monitored and reviewed
at regular intervals. Pupil behaviours that require support and may impact on themselves 
or others are identified in the risk assessment. Where the need for a physical intervention 
is recognised, then the appropriate Team Teach approach is identified.

Risk assessments are formulated on a multi-disciplinary basis, and include parents. 
Each pupil has an individual risk assessment, which is updated regularly (or where 
a new risk emerges) at class meetings and shared with parents, encouraging consistent
management at home and at school. These ras form the main means of co-ordinating 
a unified approach to encouraging positive and changing negative behaviour. Each ra

identifies, where appropriate: behaviours, sensory and medical issues that present risk and
ways of responding to them. The plans are kept in relevant files and are easily accessible for
reference throughout the day. Where appropriate, realistic behavioural objectives, involving
staff and parents, are set for pupils as targets through the Woodcroft Approach to Goal
Setting.

Documentation
The Behaviour management policy is supported by the use of all relevant means of record
keeping. Accidents, injuries, incidents and physical interventions are recorded in the
relevant book or through the Integris data management system. Notification of
accidents/incidents is made to parents on the day they occur. Parents will be telephoned 
if an injury has occurred. The school’s record system includes:
– Fact-finding, observation and data collection sheets, computer software
– ras
– Accident and injury books and Incident data base system (Integris, Evolve and cpoms)
(See the Physical intervention policy and Accident, injury and incident policy for further
information)
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Staff training and support
This policy is available electronically to all staff. Staff will be able to access training in
positive handling and review and refresher courses are provided as appropriate through
related in-service sessions. External support, on a consultative basis, will be engaged 
when necessary. Weekly class, pupil behaviour profile and risk assessment, and focus team
meetings are utilised to address current issues.

Staff are expected to take the opportunity to debrief or request time and space following
a significant incident. Line managers and identified staff are available to give staff support. 
A significant incident is defined as: where a pupil is hurt or could have been seriously hurt; 
a staff member has suffered extreme verbal and/or physical abuse; incidents which have
continued for a long period of time; and incidents which have occurred off-site.

Monitoring and reviews
Incidents are monitored on a daily bases by the wellbeing team and analized on a weekly
basis by the monitoring group. This group includes the lead wellbeing mentor and looks for
patterns and considers necessary interventions, such as personalised programmes and how
best to support the pupil to navigate their day more successfully.

This policy will be monitored annually taking into account environmental and social
factors and the school’s curriculum.

Appendix a – rewards
It is important that staff keep in mind that the use of rewards to shape or modify behaviour
can result in individuals on the as becoming more anxious. It is likely that pupils with as

are not able to regulate arousal or inhibit negative behaviour when the control is external 
to them.

Sensitivity needs to be practiced in the awarding of rewards, as this can cause pupils 
who are not receiving a reward to become distressed and perceive injustice. Overt reward
systems should not be used. Instead staff should provide a nurturing environment where
pupils understand that ‘good things’ happen when they do the right thing.

Recognition of success by adults
- Good work shown to other teacher / head teacher
- Praise for pupil’s conduct/work in group situation
- Pupil’s work put on display
- A note/telephone call to parents

Approval of peers
– The class/group are allowed to share a favourite activity
– Class privilege, e.g. cup of tea 

Independence
– Time given to work on own preferred activity
– Choice of who to sit with
– Choice of break time activity

Activity rewards
– Helping staff during or after lessons
– Giving out or collecting class materials
– Listening to music or an electronic story
– Time with a special toy or game
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– Colouring activity
– Time using computer/iPad
– Given responsibility for certain things

Home based rewards
– Extra time to read or look at books
– Favourite food for tea
– Having a friend to the house
– Allowed to watch special television programme
– Allowed weekend treat

Appendix b – follow ups and consequences
These must be used as appropriate to form part of a behaviour plan to help pupils come to
realise that behaviour has outcomes.
– Asking (supporting) the pupil to ‘take a break’
– Separating the pupil from their surroundings, e.g. a ‘cool-off ’ or ‘calm down’ time
– Moving a pupil from a difficult situation to work in another classroom
– Tactically ignoring negative behaviour
- Indicating to pupils that behaviour choices have outcomes
– Informing parents through the pupil’s home/school book or telephone
– Change of class where appropriate, including temporarily, if participating in a class 

off-site activity which is being used as part of a reward system
– Head teacher decides pupil remains at home as ‘emotional break’

Appendix c – physical intervention
The aims of this Appendix c are to:
– Safeguard the pupils and staff at Woodcroft; and
– Meet the statutory reporting requirements.
Physical intervention must only take place in order to prevent a pupil from harming
himself; harming others (including emotional); causing serious disorder or from damaging
property.

This Physical intervention policy requires that any physical intervention should be
reasonable, necessary and proportionate. It should involve the minimum of reasonable force;
always seek to avoid injury; and not be attempted if the intervener is putting themselves at
risk.

The first consideration all staff should follow prior to any physical intervention is that of
avoidance and then de-escalation of confrontational situations.

As a result of a physical intervention it may be appropriate for the head teacher or
managing director to contact the lado where a pupil is alleging they have been hurt by the
member of staff supporting them.

Documentation
When a physical intervention occurs it is recorded by the member of staff who carried 
out the physical intervention on the school’s Integris data base system. This documents 
the intervention in full.

The parents are informed of the physical intervention that day. The head teacher or
designated deputy is made aware of the occurrence on a daily basis by the staff member
responsible for collating intervention data. Data is updated weekly.
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The completed Integris incident reports provide all the necessary information in 
the case of a complaint from a parent alleging abuse or injury as the result of a physical
intervention.

All physical interventions are recorded whether or not observable injury occurs.
In the event of a serious and significant incident the head teacher may deem it

appropriate that individual accounts are composed by those staff involved in the
occurrence. These will be dated and signed.

Physical intervention techniques
The school has invested in the training of three Team Teach staff tutors. As part of our 
inset schedule, de-escalation, physical intervention techniques and other related issues are
shared with the staff through initial training and regular refreshers in order to maintain
Team Teach accreditation. Records of this training are held in school and forwarded as part
of the registration requirements to Team Teach. 

Appendix d – removal from school
Reasons for removal from school
Some forms of extreme disruptive behaviour may require preventative measures, such 
as physical intervention or temporary or permanent removal from class or school. Such
extreme behaviours include: causing serious risks to the welfare of pupils themselves or
others; serious damage to property; or severe disruption of learning. The use of physical
intervention is discussed in Appendix c above.

In extreme circumstances the school will consider following its Pupil exclusion policy
which complies fully with current legislation on exclusions and the Equality Act. A copy 
is available from the head teacher on request.
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Careers guidance Woodcroft School pupil policy 01.09.22

Careers education, information, advice and guidance makes a major contribution to
preparing young people for the opportunities, responsibilities and experiences they will
encounter at school, in further education and in working life. Woodcroft School’s careers
programme aims to help pupils make a successful transition to adulthood by:
– Supporting them to achieve their full potential
– Empowering them to plan and manage their own futures
– Encouraging them to aim to achieve personal and economic wellbeing throughout their

lives
– Raising aspirations
– Providing unbiased information on their options
At Woodcroft our careers curriculum is formed of two parts:
– Age 7 to 11 ≤ Awareness of careers as part of preparing for the future; and widening

horizons in respect of what can be achieved
– Age 11 to 13 ≤ Knowledge about careers and the impact of making decisions about their

futures. (Note: occasionally pupils may be taught in a mixed aged range class and where
this occurs this part will be taught to pupils from the age of ten and a half)

Ethos and practice
Woodcroft’s careers programme follows a curriculum designed to take into consideration
the fact that primarily our pupils have severe and complex learning difficulties, including
autism.

The careers programme reflects and embodies the school ethos of flexibility around 
the needs of individual pupils. The programme incorporates a variety of learning styles,
enabling pupils to overcome some of the barriers presented by their learning needs. 
We hope to encourage pupils to aspire to work when they are adults in a way that is realistic,
but unconstrained by stereotypes that might be perceived as holding them back. 

In identifying and addressing the individual needs of the pupil (including their
healthcare needs, cognitive ability, capacity to regulate emotions or social awareness, etc.)
pupils are prepared to enter career pathways in later schooling.

Woodcroft is committed to career, employability and enterprise learning and
development; and we fulfil our statutory obligations by providing learning about careers to
the relevant aged pupils at the level that suits them.

We aim to provide:
– Subject teaching and resources that prepare pupils for adulthood
– A programme of careers education and guidance at an age appropriate level
– Information about adult work and places of work
– Opportunities for impartial advice at an appropriate age
– The development of interests and skills that will support further careers education 
– Sharing of information with onward secondary school placements

Delivery
Woodcroft is committed to maximising the benefits for pupils by adopting a whole school
approach and involving parents and carers, and the wider community.

We provide a rich learning environment and a curriculum designed to encourage
independence, life skills and experiences that will prepare children for adulthood, including
the world of work.

Our off-site and community-based programme is used to provide opportunities to
discover and explore various types of workplace. 
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Communication Woodcroft School pupil policy 29.11.21

Article 13 of the un Convention on the Rights of the Child states: ‘Children have the right
to share freely with others what they learn, think and feel, by talking, drawing, writing or in
any other way, unless it harms other people.’

At Woodcroft we use a Communication Bill of Rights that details what pupils are
entitled to experience in their communication, and outlines the counterbalancing
responsibilities. For example, pupils can expect to: accept or refuse real choices; say yes 
or no; share feelings; and be treated with respect and dignity. Accordingly, pupils are
expected to: be respectful of others and others’ property; use kind words; and be supportive
of their classmates and those working with them.

The aim of Woodcroft’s Communication policy is to allow pupils to gain independence
through the use of functional communication. We make every effort to help our pupils 
be able to be included in all parts of their school and home lives. Our pupils have many
different diagnoses, including autism, and they benefit from support as suggested by the
National Autistic Society (nas). Our school is accredited by nas.

The way we communicate
Woodcroft School is a ‘total communication’ environment. This means we find and use 
the right combination of communication approaches for each pupil. We value all forms 
of communication, not just speech. Some of our pupils need alternative means of
communication called Augmentative and Alternative Communication (aac). A pupil 
could use a combination of speech, symbols, signs, writing or communication apps. 
Here are some details on those methods:
– Communication board This is a paper-based system with symbols for objects, people,

places and actions. Pupils and staff communicate by pointing to the symbols.
– Communication app We use an iPad or tablet with a communication app. It is similar 

to the communication board, but we can press a button for each symbol in order to
construct sentences, talk about how we feel or what we need, etc.

– Makaton language programme This uses key word signing and symbols to teach
communication, language and literacy.

– Choosing boards These are laminated boards with photos or symbols of favourite
activities. Pupils can give the symbol to an adult or point to it to request the activity.

– Colourful semantics help pupils construct sentences by using pictures within a colour
coded system.

– Visual support, for example, symbols and visual timetables, are used to support pupils
understanding of vocabulary, concepts and instructions within the classroom. These link
with communication strategies from the Elklan training programme. 

– Cue cards are used by staff and pupils to help pupils understand instructions. For example,
a picture is shown by a pupil, instead of speaking, to ask for a break or for help.

– Reduced language helps pupils with sensory and language processing needs by using clear,
simple instructions.

– Intensive interaction is a therapy approach that helps pupils develop their early
communication skills. This includes tasks such as turn taking and encourages simple
enjoyment in being with others.

– Play is very important for learning. We use play in lots of different ways, starting with the
pupil’s motivating activities.
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Working together
salt stands for Speech and Language Therapist. Pupils’ skills in speech, language and
communication are developed by having salts deliver speech and language therapy as 
part of the school’s curriculum. The way salts work is that we:
– plan what is taught and think about pupils’ progress and targets together with the

teachers, reflecting on how our pupils communicate;
– use a variety of strategies to help develop communication skills;
– continue to learn and then share our training;
– make and share resources;
– include speech and language therapy work in the classrooms as much as possible.
Working inclusively like this helps to bring all the staffs different skills together and helps
everyone at school understand the importance of communication difficulties in education
and how to improve these.

In their work salts:
– spend time with the pupils during their school day;
– meet regularly with teachers to discuss pupils’ communication progress;
– meet weekly with other therapists to talk about pupils’ communication needs;
– train teachers, therapy assistants and teacher’s assistants to lead and carry over sessions,

and develop strategies, as required;
– attend annual review meetings and other meetings, as required; 
– write communication profiles for each pupil to share strengths, difficulties and strategies;
– work with parents and carers on strategies for their child.

Communication and how we deliver therapy 
Everybody involved in a child’s life helps them to communicate, so training others is an
important part of the salts role. We carry out regular formal and informal training for staff
and are available for parents on request.

As much as possible we use real life, functional activities, such as digging on the school
allotment, in our therapy sessions. This helps to make activities meaningful and develops 
real life skills. We also work closely with the occupational therapist to incorporate fun,
motivating sensory activities that support fine and gross motor skills.

scerts informs how we consider and structure our work with pupils and is the
foundation that enables them to access the curriculum. Social Communication looks at 
the desire to communicate and the methods used. Emotional Regulation is how emotions 
are managed and sensory needs met. Transactional Support is the adults role in facilitating
learning. We want our lessons to be motivating, predictable, purposeful and meet our pupils’
sensory needs. 

spell is used to understand and respond to pupils. This means we have: Structure to help
with everyday things, like using a timetable. Positive attitudes to help pupils to do their very
best. Empathy to understand, respect and relate to the pupils’ experiences. Low arousal areas
to help pupils manage their lives, e.g. having a quiet room. Links between all parts of their
lives, e.g. writing in the home / school book.

teacch is a widely used teaching system that helps pupils learn by themselves in a
structured way. Pupils have their own schedules which helps them understand the routine 
of their school day and how they can make smaller steps towards their larger learning goals.

Reaching our targets
To meet the requirements of the send Code of Practice we work with school staff, pupils,
parents and las to assess the pupils’ learning by: having regular formal and informal salt

assessments and therapy team meetings; carrying out regular assessments of each pupil’s
Woodcroft Approach to Goal Setting (wags) outcomes; writing notes to record pupils’
progress in sessions; and attending annual review meetings.
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Curriculum Woodcroft School pupil policy 21.11.22

At Woodcroft school it is our intention that the curriculum we provide presents pupils 
with a wide range of opportunities and experiences that enable them to progress both
academically and personally; developing the skills, knowledge and understanding required
to successfully fulfil their individual potential. Our curriculum takes into consideration the
varied and unique profiles of our pupils, their non-typical learning styles and the barriers
they experience.

Academic strand 
The academic component or strand of the curriculum is informed by several sources 
drawn mainly from the Equals curricula, which includes informal, semi formal, formal 
and key stage 3 levels. It is not unusual for pupils to need to access several curricular
pathways. Where appropriate, to provide challenge and aspiration, the Cornerstones
Maestro curriculum is used to offer aspects of the national curriculum. This can particularly
be so in mathematics, where pupils may demonstrate a level of competency in number, 
yet may not seem at other times to be aware of the presence or existence of others.

Therapeutic strand 
The pupil’s profiles are ‘spikey’, meaning that through a combination of the presence of
physical, emotional and neurodivergent factors, personalised considerations need to be
incorporated into our approaches to teaching and learning. We have to take into account
some pupil’s reluctance or fear of evidencing work on paper, their high interest levels but
lower literacy skill sets and difficulties with sensory integration, which necessitate frequent
changes and movement opportunities. These considerations, coupled with the provision 
of a wide range of physical and outdoor learning activities and therapies, is woven through
our approach and can be considered as the therapeutic strand of our curriculum. This
underpins everything we do and is a significant component, over time, in the success of 
the pupil’s mastering of their challenges and realisation of new competencies, talents and
understanding.

Personal interests 
A further consideration in the design of the curriculum is the worth and purpose the 
pupils see in various subjects and topic areas. It is often necessary to consciously incorporate
aspects of their special interests, certainly in the initial stages, in order to draw them into
being prepared to try new areas of learning.

Personalised programmes
A significant number of pupils require access to personalised programmes, providing 
them with interventions that target an area of individual need. This can be because of 
the requirement for frequent breaks due to sensory or emotional overstimulation,
transactional supports (during certain times of the day) or difficulty sustaining desktop
learning. Over time these programmes have enabled pupils to experience greater emotional
regulation and a de-sensitising and greater tolerance to circumstances that previously would
have overwhelmed them. 

Educational Health and Care Plans (ehcps) – outcomes
Most of our pupil’s personal priorities are identified within their ehcps and specified 
as areas for targeted attention. This is done through the Woodcroft Approach to Goal
Setting (wags). The wags goals are composed with regard to the scerts framework 
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(Social Communication, Emotional Regulation and Transactional Supports) and correlate
closely to the scerts objectives, usually being written in the same language. The goals 
are approached in a holistic fashion and integrated into the pupil’s programmes. See also
Appendix 1. below.

Careers guidance
The pupils in key stage 3 (years 7 and 8) or any pupil over the age of ten years in a mixed 
key stage 2/3 class will access appropriate careers guidance and preparation for adulthood, 
as set out in the school’s Careers guidance policy. This will largely involve examining a range 
of career pathways in school, but will also include visits to some work places.

Progression and sequencing
Through the process of curriculum review, great consideration has been given to the 
aspects of progression and sequencing. It is appreciated that in some cases the gaps in pupils’
learning will never be closed, but can be narrowed over time (Peter Imray – Equals 2022).
The need to incorporate areas of coverage that motivate and interest the pupils will
influence the subject content and choice of topics.

Planning
Currently the school works from a two year plan spanning the period 2022 ≤ 24. 
Year 1 :  term 1 – history / term 2 – geography / term 3 – outdoors
Year 2 :  term 1 – history / term 2 – geography / term 3 – other cultures
Through the different curricular pathways the approach of beginning with the very familiar
(the world about me) and progressing out to wider concepts of a global nature, are addressed
through medium and long-term planning.

Review
The curriculum policy will be reviewed towards the end of the current academic year 
2022 ≤ 23, when the model will be evaluated and any alterations enacted.

Appendix 1 – assessment
Assessment ensures that the content of lessons and learning experiences meets individual
needs and that the school’s impact on learning is recorded and celebrated along with the
pupils’ achievements. The aim is not to fit our pupils into the National Curriculum, but 
to see what aspects of the broader Woodcroft curriculum can be used in order for them 
to make progress. Our assessment framework places the pupil at the centre of the process.

Many of the pupils placed at Woodcroft have very complex needs. We have found 
that our pupils are less likely to learn in a linear fashion and are more likely to demonstrate
very individualistic pathways, including lateral progression as opposed to climbing 
through nationally recognised norms. This may be because of a difference in pre- and 
post-natal neurological development, or significant early occurrences that affect emotional
development. All can act as barriers to the child’s learning. In addition, for pupils with
profound, complex or multiple needs it is often difficult to predict progress. Achievements
may appear to plateau quickly or be delayed for long periods, and this makes it largely
meaningless to compare our pupils against national age cohorts. Our approach to assessment
is one that is able to capture and describe the progress the pupil makes during their time at
Woodcroft.

As with our curriculum, we take a holistic approach to assessment and so there is a
natural overlap in the assessment of our interwoven academic and therapeutic curriculum
strands. 
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The assessment cycle
We aim to ensure that information is processed at a time and in a format best suited to the
individual teaching and learning styles of our pupils, so that the impact of our work can be
measured in a timely way against learning intentions at pupil, class and school level. 

Assessment takes place throughout the year. In the first instance, after admittance to
Woodcroft, a planning meeting takes place following a period of settling into the school,
where a baseline is completed by the class teacher. This initial period of observation allows
the teachers and therapists to set meaningful child-centred outcomes for every individual.
An ongoing series of assessment data collection points follows on a termly and yearly basis
alongside teachers’ planning. 

The head teacher and senior management team provide assessment analysis to the board
of directors annually.

Aims of Woodcroft’s assessment framework
To help pupils to: 
− recognise and take pride in their own achievements; 
− recognise areas and skills that need to be strengthened; 
− become involved (where possible) in the planning of their own future learning; and 
− to record their own achievements and share these with others. 

To help families to:
− know how their child is progressing;
− be aware of how best to help and encourage learning at home; and
− participate in celebration of achievements.

To help teachers and therapists to:
− have a knowledge of each pupil’s particular abilities, skills and understanding;
− plan future learning goals for individual pupils and groups; and 
− plan future teaching through evaluation of materials, resources and strategies. 

To help the school to:
− provide continuity and progression within school, to home and beyond; 
− to effectively evaluate whole school curriculum planning and practice; 
− meet statutory requirements; 
− provide data; and 
− contribute to effective transitions. 

Woodcroft curriculum assessment framework
Assessment focussed on the academic curriculum strand 
− The core subjects (English, maths and science) are recorded using the Woodcroft

Assessment Tools System (wats). This is based on the pre-key stage 2 learning outcomes
and are supplemented for higher achieving pupils (and some working at key stage 3) by
the Cornerstones Maestro assessment approach.

− The foundation subjects are assessed using our Subject Trackers which are live
documents, regularly updated, and which draw on learning intentions from the Equals
curricula.

− Samples of work are collected termly and yearly in individual pupil evidence folders.

Assessment focussed on the therapeutic curriculum strand 
− Annual reviews of each pupils’ ehcp, including multi-disciplinary therapy team reports.
− The ehcps form the basis of the Woodcroft Approach to Goal Setting (wags) assessment

system. This is focussed on social, emotional and communication outcomes and uses
scerts terminology. Although updated termly, these are collated and reported upon
annually.
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Additional assessment methods
− Records of achievement are added to regularly, in order to back up assessment systems

and provide evidence of progress.
− Pupil progress meetings are held termly by the assessment manager and teachers to

review individual pupil performance and identify and overcome barriers to progress.
These are recorded and can form supplementary assessment records.

− Parental consultations.
− End of year reports are sent by teachers to parents.

Evidence base
Curriculum area Where to locate the evidence

My communication Assessment evidence
/ English English books

Topic books
WATS (and where appropriate the National Curriculum)

My thinking and problem Assessment evidence
solving / Maths Maths books

Topic books
WATS (and where appropriate the National Curriculum)

My play and leisure Records of achievement
Assessment evidence

My independence Records of achievement
Assessment tracker

My physical wellbeing Records of achievement
Assessment evidence
Assessment tracker

rse  / re RSE topic books
Assessment evidence
Assessment tracker

The world about me Topic books
Assessment evidence
Assessment tracker

My outdoor school Records of achievement
/ My outdoor and off-site Assessment evidence

experiences Assessment tracker

My art / My dance Records of achievement
/ My drama / My music Blue folder

Assessment evidence
Assessment tracker

My emotional literacy and Woodcroft Approach to Goal Setting (WAGS)

wellbeing / self regulation
/ self determination

/ phse and scerts

Protected characteristics School website
/ British values School council and newspaper folder

Records of achievement

ict / e-safety Assessment tracker
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Food Woodcroft School pupil policy 16.11.22

This document has been prepared with reference to information in the dfe publication
Lunch policy – Nutrient based standards for food in school. Please note Appendix A – packed lunches
is attached to, and forms part of this policy.

Aims
Woodcroft School aims to provide its pupils with the highest quality food budgetary
constraints will allow. The school also aims to promote the importance of healthy eating 
by encouraging pupils to learn about and enjoy choosing, preparing and eating good quality
food. All special dietary requirements are catered for.

Introduction
A varied and balanced diet is an important way of protecting health and promoting 
proper growth and development. In the short term it can help our pupils improve their
concentration and fulfil their potential both inside and outside school. It helps to minimise
some health risks such as anaemia and dental decay. A good diet in childhood can also help
to prevent ill health later in life. Unhealthy diets, which include too many fatty foods, too
much salt and sugar and not enough vegetables and fruit, are linked to the risk of heart
disease, stroke and some cancers.

A healthy diet
For our pupils a healthy diet means broadly:
– A balanced diet with plenty of variety and enough energy for growth and development.
– Plenty of fibre-rich starchy foods such as bread, rice, pasta, potatoes and yams.
– Plenty of fresh fruit and vegetables (everyone should aim to have five portions of fruit

and vegetables each day).
– Moderate amounts of dairy products.
– Moderate amounts of meat, fish or alternative proteins, such as pulses.
– Not eating too many foods containing a lot of fat, especially saturated fat.
– Not having sugary foods and drinks too often.

Many children today consume too much saturated fat and salt and have sugary foods 
and drinks too often. A few do not get the right amounts of vitamins and essential minerals.

All children have particularly high energy and nutrient needs in relation to their size.

Food provision atWoodcroft
Woodcroft offers a free school lunch to all of its pupils. Our lunches are freshly prepared 
and cooked in our dedicated kitchen by our school cook. The menu is thought through 
in accordance with government guidelines and changes regularly depending on pupil
feedback and seasonal availability. There is always a vegetarian option, regular traditional
meals – such as roast dinners, classic favourites – such as sausage and mash, and international
options, all adding up to the provision of a good, healthy and varied diet. Our school cook
uses organic, locally sourced and/or fairly traded ingredients wherever possible.

Alternatively, pupils may choose to bring a packed lunch in from home, in which case
Appendix A applies.

Pupils are provided with mid morning and afternoon snacks and in some cases offered 
a breakfast snack.

School snacks and special events
For birthday celebrations the pupil’s parents can send in a simple cake for classmates to share.
(We do ask that all food sent in from home is nut free.) For festivals such as Christmas, Easter
and Diwali, the school buys an assortment of treats for pupils to enjoy.
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Examples of drinks and snack foods provided throughout the school day include:
– Fresh fruit, vegetables
– Unlimited access to free, fresh water (skimmed or semi-skimmed organic milk and

natural unsweetened fruit juices may be provided for special occasions)
– Wholegrain bread, rice cakes, crispbreads, plain cereals
– Fat free cheese, fruit spreads, dried fruit (limited amounts)

National nutritional standards for school lunches
The government has set compulsory nutritional standards which are set out in legislation.
The standards say that lunches for primary school pupils must contain at least one item from
each of the following food groups:
– Starchy foods such as bread, potatoes, rice and pasta. Starchy food cooked in oil or fat

should not be served more than three times a week.
– Three different fruits and a vegetables must be available every day. Fruit based desserts must

be available twice a week, and must contain a least 50% fruit.
– Milk and dairy foods. Cheese may be included in this group.
– Meat, fish and alternative sources of protein. Red meat must be served at least twice a week.

Fish must be served at least once a week.
These standards apply to:
– All lunches provided for pupils during term time.
– Hot and cold food, including packed lunches provided by the school for pupils on school

trips.

Monitoring nutritional standards
The government recommends that records are kept of the food provided and detailed
monitoring is undertaken from time-to-time to take account of key nutrients served and
cooking methods. It is also recommended that feedback is sought from pupils, which we do
via the school council and pupil questionnaires.

Good food practice at Woodcroft
At Woodcroft School, lessons aim to encourage healthy eating and reinforce the importance
of a balanced diet. Food themes are introduced and linked to the curriculum, festivals or
other national initiatives.

Due to severe allergic reactions in some people, nuts are not allowed in school.
Woodcroft makes every effort, within the boundaries of a healthy diet and the national

nutritional standards, to reflect the food likes and dislikes of its pupils. The school also makes
efforts to: ensure hot food stays hot; present food in an attractive and interesting way; replace
unpopular foods; to vary the food on offer; and regularly introduce new food.

Parents and pupils are informed on entry to Woodcroft of what ‘food in school’ entails.
The current school lunch menu and packed lunch ideas are always included in the

termly newsletter, and a pupil friendly version is displayed on the pupil noticeboard.

Appendix a – packed lunches
Aims
– To promote consistency between packed lunches and the food provided by the school,

including school lunches, which must adhere to government set national standards.
– To encourage a more happy and calm population of children and young people.
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Practicalities
Where, when and to whom the appendix applies
– To all pupils and parents providing packed lunches to be consumed within school or on

school trips during normal school hours.
– To all staff, bringing a packed lunch from home, which will be eaten with pupils on

school trips during normal school hours. (Note: This appendix does not apply to staff
bringing in a packed lunch to eat in the staff dining room.)

Woodcroft School will ensure the following
– That free, fresh drinking water is readily available to all pupils at all times. 
– That we will work with pupils to provide attractive and appropriate dining

arrangements.
– That we will work with parents, staff and pupils to ensure that packed lunches abide by

the standards listed below. 
– That wherever possible the school will ensure that packed lunch pupils and school lunch

pupils will be able to sit and eat together.

For each day packed lunches should include
– At least one portion of fruit and one portion of vegetables. 
– One source of protein, e.g. meat, fish, lentils, chickpeas, hummus, falafel etc. 
– Dairy food, such as cheese, yoghurt, fromage frais or a custard pot.
– A starchy food, such as any type of bread, pasta, rice, couscous, noodles, potatoes or other

type of cereal. Wholegrain, wholewheat or high fibre varieties should be chosen where
possible. Plain crisps, biscuits or cake bars are allowed, in moderation, as part of a balanced
meal. These must not be chocolate coated.

Packed lunches must not include
– Nuts, e.g. peanut butter, nutty cereal bars.
– Snacks, such as flavoured crisps or snacks, e.g. Wotsits, Quavers etc. Plain or vegetable

crisps are allowed. Instead, you could include: seeds; vegetables, e.g. carrot sticks and
dried fruit (with no added salt, sugar or fat); savoury crackers or breadsticks served with
fruit, vegetables or dairy food.

– Confectionery, such as sweets, chocolate bars, chocolate covered cakes or biscuits or
chocolate dippers.

Notes:
– Please don’t send in any drinks as free, fresh water is available throughout the school day.
– Meat products, such as sausage rolls, pork pies, corned beef or sausages should be

included only occasionally.
– Pupils coming into school with unsuitable items may have them removed, stored safely

and returned at home time at the end of the school day.

Special diets and allergies
– Please be aware of nut allergies. 
– Please speak to the head teacher for further advice if you are concerned about allergies,

or visit the website www.allergyinschools.co.uk for accurate, reliable information on
managing allergies in schools.

– The school recognises that some pupils may require special diets that do not allow 
for the standards to be met exactly. In this case parents are urged to be responsible in
ensuring that packed lunches are as healthy as possible. For these reasons pupils are also
not permitted to swap food items.

– Please contact the school regarding any special dietary requirements and we will discuss 
a suitable approach that is agreeable to all concerned.
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Assessment, evaluation and reviewing
– Packed lunches will be monitored on a daily basis by teaching, lunch-time and learning

support staff, and will be regularly reviewed and monitored by the senior management
and wellbeing teams.

– Staff, parents and pupils who do not adhere to the Packed lunch appendix will receive a
leaflet informing them of the appendix. If a child regularly brings a packed lunch that
does not conform, the school will contact the parents to discuss this. 

– Please note that pupils with special diets will be given due consideration.

Involvement of parents 
– Whenever possible, pupils are encouraged to eat the lunches provided by the school. 

To this end the school subsidises school lunches and they are free to all pupils.
– Parents of pupils wishing to have packed lunches for a particular reason are expected to

provide their children with packed lunches which conform to the Packed lunch appendix.
– Parents and staff are expected to adhere to the Packed lunch appendix on school trips.
– In turn, the school will keep all relevant parties informed as per the methods detailed in

the following paragraph.

Dissemination of the appendix
– The school will write to all new and existing parents to inform them of the Packed lunch

appendix.
– The school will use opportunities such as curriculum sessions, topics, ‘food school’ and

parents’ events to promote this appendix as part of a whole school approach to healthier
eating.

– All school staff will be informed of this appendix and will support its implementation.
– Pupils will be involved in discussion as relevant, and informed of the appendix as it affects

them, in a way that takes into account their individual level of understanding. 
A pupil friendly version of the appendix will be available for the above purpose.
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Home/school communication 
Woodcroft School pupil policy 13.10.22

The aims of this policy are to:
– Fully recognise the parents’ role as co-educators.
– Establish regular liaison with parents.
– Involve parents in appropriate activities at school.

Home/school relationships
Woodcroft School aims to involve the pupil’s home and family to the fullest appropriate
extent. This encompasses an awareness of the needs of the pupil and how the home and
school settings can learn from each other’s experiences. To this end a free and friendly
relationship with the family is aimed for and given encouragement to grow both before
entry and throughout the pupil’s time at Woodcroft. To support this process a designated
member of staff is appointed to support links between home and school.

Home/school information
The school needs to be provided with adequate information before the child starts at
Woodcroft and the family, likewise, need basic information about the school. This can be
provided by:
– Education, Health and Care Plans.
– School reports.
– The parents’ completion of an admission, information gathering and consent form,

which forms the basis of our medical care plan and risk assessment.
– The school’s provision of a Parents’ handbook and relevant policies and procedures.
– Staff visits to the home and/or parents visits to school.
– Continuing discussions between home and school.

Educational planning
Parents’ involvement is welcomed in the planning of aims and targets for the pupil, through
Woodcroft School’s system of meetings, which include both formal and informal settings.
This can be achieved by:
– Home visits.
– Parents visits to the school.
– Attendance at statutory annual review and parents group meetings and other functions.
– School reports.
– Parents’ questionnaires.
– Support from a range of professionals.

Day to day information
Daily information is carried between home and school via the home/school diary, written
in school under the supervision of the class teacher. Parents are invited to contribute
regularly, reporting any relevant news.
– This diary travels from home to school daily in the pupil’s book bag. The reports are 

read by involved staff on a daily basis.
– Parents are welcome to contact the head teacher during school hours if they wish to

discuss any matter concerning their child.
– An appointment with the head teacher or class teacher can be arranged at a mutually

convenient time to discuss any matter of concern. Parents can arrange to visit the school
for advice and support for any problems they may encounter at home and members of
the senior management team are always willing to discuss any problem. 
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Other information and support systems
Parents are considered as partners in the education of their child. Parental co-operation 
and commitment is crucial for the pupil’s progress and, in like manner, the school makes 
an assurance to devote the time and energy to make this partnership work. 

A Woodcroft parents’ group meets regularly. These meetings involve workshops run by
the school speech and language therapist on a wide range of subjects, as determined by the
staff responsible for the liaison, or by parental request.

There are several annual events, which are open for parents to attend. For example,
within the last week before the Christmas and summer holidays parents meet at the local
methodist church for a Christmas concert or the local tennis courts for a sports event.

Other means of contact are:
– Annual request to update personal and medical information.
– Emergency information.
– Weekly parents’ bulletin.
In the unlikely event that a problem cannot be resolved by the head teacher the school’s
Complaints policy is available from the school office.

The school welcomes parental input and constructive suggestions from parents as to how
parents and school can work together for the benefit of pupils.

Home school website
The school created a special website to communicate with pupils and parents during the
pandemic. We continue to maintain an archive of over seven hundred activities, stories,
lessons and musical items, which are added to regularly. In addition, each class has a home
page where the class teacher and therapy team post material made or chosen for that
particular class. This can be accessed by visiting www.woodcroftschool.net/homeschool. The user
name is WoodcroftPupils and the password is Pupils. Please contact the school office if you
have any trouble logging in.

Support for transition
Woodcroft School aims to support parents as pupils move on to new placements.

The school’s links with other organisations and support associations are an asset in
assisting further planning.
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Inclusion and transitions Woodcroft School pupil policy 11.11.21

This procedure should be read in conjunction with school policies, such as Home/school
communication and Admissions. It is intended to supplement these policies and to give
practical guidance for their implementation. It may be used as a point of reference to
provide a framework for staff, families and professionals, whilst at the same time offering
flexibility in meeting the needs of all pupils. 

Principles
– That change is viewed as a positive development and that all involved are well supported

in managing this.
– All pupils are entitled to have access to an appropriate education which will afford them

the opportunity to achieve their personal potential.
– Although mainstream education may not be appropriate for an individual pupil at a

particular stage, this does not exclude the possibility that the pupil may be considered 
for inclusion into mainstream at some time in the future.

– It is important to ensure that the interests of all the pupils in the school are safeguarded.
– The school acknowledges that children are capable of forming their own views and that

they have a right to receive and make known information. Where children are able to
express an opinion, that opinion should be taken into account in matters concerning
them. Relevant opportunities will be sought in the curriculum in order that this
principle may be applied.

Inclusion strategies
Key strategies
– The head teacher, together with the pupil’s class teacher, oversee and coordinate the

development of inclusion programmes, dual placements and especially transition from
year six to eight.

Support strategies
– The school will aim to develop a partnership with parents in order to support the pupil. 
– Flexible grouping arrangements may be employed when delivering the curriculum, 

in order to meet pupils’ specific needs.
– Pupils’ strengths will be highlighted in order to enhance self esteem.
– Appropriate targets will be set in order to track progress. (See Assessment, recording and

reporting policy)
– Alternative means of communication will be offered, if necessary.
– The school uses a system of positive behaviour management, involving pupils as

appropriate, ensuring consequences and experiences are both motivating and valued 
by the pupil. (See Behaviour management policy)

– The school may provide individual work areas (or a work station); adapt the teaching
environment or curriculum; or vary the length and nature of tasks.

– The school will ensure that all possible steps have been taken to establish structure in the
pupil’s day, including the use of visual timetables and other support strategies to meet the
needs of pupils on the Autism Spectrum or similar diagnosed needs.
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Dual placement
Where appropriate the school will consider the implementation of a ‘dual placement’
programme. Developed by Woodcroft in response to the complex needs of some pupils, 
this arrangement is an opportunity for mainstream schools, las and Woodcroft to establish 
a mutually supportive relationship for the benefit of pupils and staff. The dual placement
arrangement can allow pupils time away from the mainstream school for specialist support.
It can enable the pupil to maintain links with their local mainstream school, or prepare
pupils for reintegration into their neighbourhood school or other environments where
there is a wider peer group. In some circumstances a dual placement can provide an effective
alternative to exclusion from mainstream education.

Dual placement programme
– The number of days in each school may vary according to the pupil’s needs, and the

duration of the programme.
– Support in the mainstream school is provided by appropriately trained and experienced

Woodcroft staff.
– Continuity of support staffing is ensured by the same staff members working across both

settings. 
– Continuous monitoring and assessment is carried out with regard to the skills needed 

to access the curriculum, social skills and establishment of the most appropriate school
environment. Woodcroft’s six week planning meeting and record keeping apply.

– The amount of support can be reduced as fuller inclusion is achieved.
– The fee is equivalent to a full time place at Woodcroft School whilst full time support is

being provided.

Pupil participation
– Throughout the inclusion process pupils need information and support so that they can

understand, to the best of their ability, the purpose of the process. They are encouraged
to express their opinions, and are supported in setting targets and monitoring their own
progress.

– Where pupils are included in all or part of meetings it is important that they are
supported and are well informed.

Partnership with parents
– Parents will be involved at all stages during the programme including initial home visits,

visits to the school and discussions with staff. At the home visit and at pre-admission
meetings, the Home/school agreement will be discussed. Parents will be expected to agree
to and sign this. 

– Parents will be asked to complete admission proforma and to liaise closely with the head
teacher. They will be given a Parents’ handbook which introduces some of Woodcroft’s
policies.

– Regular communication will take place via the home/school book (or telephone or
email, should this be more appropriate), which the class teacher will complete daily and
the head teacher will monitor on a weekly basis.

– Parents will be advised of the relevant telephone contacts within the school and of the
appropriate times to call.
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– Parents will be invited to contribute to the planning meeting, which will take place
within six weeks from the time the pupil joins the school, and to the annual review
process. Interim discussions and/or reviews will be set up as appropriate. (See Home
/school communication policy).

Partnership with local authorities
– Professionals from las will be invited to visit Woodcroft. Case workers will be 

consulted at Stage 1 and when the placement is confirmed. We aim to inform relevant
professionals of the dates and timing of the inclusion process. The local authority will be
informed of all the meetings (planning and interim reviews) and a report will be
available within fourteen days.

– Should the transition process have to be extended and Woodcroft staff be involved in
consultancy with local schools it may be necessary to invoice the local authority (further
details may be obtained from the head teacher).

– There will also be consultation between the local authority, school staff and transport
services where relevant. If requested by the la the school can offer the relevant training
to escorts, either on an informal basis or, if the need arises as part of a pre-arranged
programme. Risk assessments may also be agreed with individual escorts by prior
agreement with parents and la.

Woodcroft’s timetabled activities
The majority of p.e. and its associated activities are held off-site, using community facilities.
At these centres pupils not only have the opportunity to enjoy experiences which form part
of the curriculum, but also to become familiar with local facilities and to work with other
adults. These activities may include:
– weekly swimming sessions at Loughton Pool;
– weekly p.e. sessions at Epping Sports Centre for all pupils;
– pony riding at a local stables;
– weekly visits to elhap (East London Handicapped Adventure Playground);
– tennis coaching and our annual sports day at the local tennis club; 
– p.e. sessions at local schools, for some pupils as part of their inclusion programme; 
– sports activities at a local rugby club;
– outdoor pursuit activities at a local outdoor education centre; and
– soft play and sensory activities at local community centres.

The use of community facilities
The use of community facilities provides an important means of enhancing the curriculum,
providing opportunities for pupils to generalise skills and to participate in relevant activities
outside of the school environment. These activities are planned to meet individuals’ needs
and strategies set out in pupils’ risk assessments and are in place to support pupils in these 
less structured settings. The individual pupil’s participation in a wide range of experiences,
situations and environments also helps to foster the development of social inclusion. There
are ongoing opportunities to use:
– public transport;
– local play facilities, including the local tennis club for sports day;
– the local library;
– Epping Forest for walks, nature rambles and ‘forest school’, etc.;
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– local ponds for fishing and nature studies;
– the school allotment, which is adjacent to Woodcroft;
– shops, supermarkets and garden centres;
– the cafe at the local Methodist church; and
– the local church for the Christmas play.

Transport 
Woodcroft pupils’ involvement in off-site activities is important, and as far as is practicable
pupils are transported in small vehicles such as ‘people carriers’ and not large coaches. 
When appropriate, pupils are encouraged to walk to venues and to learn how to use public
transport. Ongoing activities include:
– local walks;
– the use of school vehicles;
– the use of taxis;
– the use of local bus services into Loughton; and
– the use of underground trains to and from Loughton.

School links
Positive relationships have, overtime, been established with local primary schools, enabling
the setting up of pupil exchanges.

Woodcroft School aims to form part of a smooth continuum of excellent provision. 
An important part of this is to aid pupils educational transitions. Activities may include:
– dual placements;
– part-time sessions at local primary schools;
– part-time sessions in pupil’s own neighbourhood schools leading to transfer into

mainstream education;
– a period of inclusion in larger classes in a local special school for year five/six pupils who

will transfer to special schools in their own locality; and
– links with secondary schools during the transfer period of year six pupils.

Supporting the links programme 
Staff
Opportunities are eagerly sought for Woodcroft staff to establish relationships with both
mainstream and special settings, so as to maximize the potential for successful future pupil
transitions, but also for the sharing of approaches and insights in general, for the benefit of all
our pupils. Examples of established practice to be continued are:
– staff visits to local schools;
– staff supporting pupils in other schools;
– visiting colleagues from mainstream and special schools; and
– training via Woodcroft School’s training and consultancy approach.

Parents
Woodcroft needs to ensure that an active support network maintains links for parents both
in the Loughton area and in pupils’ own localities. Current examples include:
– workshops for parents at Woodcroft School and in Parents Advice Centres in pupils’

own locality;
– the weekly events bulletin and the school newsletter;
– the parents forum; and
– parents active involvement in the transition process.
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las
Woodcroft needs to:
– continue to be pro-active in linking with named personnel in las and inviting

representatives to Woodcroft;
– ensure pupil planning addresses inclusion opportunities;
– attend locally held case conferences, strategy meetings and review meetings;
– ensure referrals are dealt with promptly, within the given timescales and with regard to

the waiting list. To regularly update all relevant parties;
– ensure la representatives are invited to informal information sessions regarding training

and outreach at Woodcroft School.

Universities
Woodcroft aims to further develop its:
– participation in research with the City and South Bank University;
– formal partnership with Christ Church Canterbury University, which offers provision

of alternative placements, staff training etc.; and
– placements for primary school undergraduates.

Transitions
Woodcroft’s transition procedure aims to support the pupil, their family, the la and all
agencies involved in the pupils educational continuity, progression and personal well-being
during transitions. Early planning, an effective and collaborative inter-agency approach and
a single integrated plan should result in improved outcomes for pupils during transitions.

Transition is defined as ‘The process of moving or changing from one state or condition to
another’. All people experience transitions in their lives and for many of us these can be 
both exciting and challenging. For young people with sen and/or Autism transitions can 
be particularly traumatic, often leaving them feeling vulnerable and overwhelmed.

Micro transitions
Transitions may be the small changes we all experience as we go about our daily lives,
sometimes referred to as micro transitions. At Woodcroft, these daily or micro transitions,
including the identification of transition points and the specific individualised strategies
which support the pupil through these transitions, are incorporated into the following
existing procedures:
– Woodcroft Approach to Goal Setting targets;
– behaviour profile and risk assessment;
– profile and sensory diet;
– risk assessment;
– class planning and timetables;
– educational and behaviour profile and risk assessment meetings; and
– statutory annual reviews.
Autism awareness training, which is part of the core training programme at Woodcroft and
incorporates principles from the scerts approach, emphasises the importance of supportive
management (transactional supports) of micro transitions and the specific strategies which
may be utilised.

Macro transitions
Transitions are also the more significant life changing events which may be referred to as
macro transitions. For Woodcroft pupils such macro transitions are that of first coming to
Woodcroft and later moving on into other phases of education.
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The following strategies should be put in place to support the transition of coming to
Woodcroft. An induction plan would include:
– a comprehensive visit to Woodcroft;
– social stories to facilitate familiarisation with Woodcroft;
– the completion of an admission programme and a care plan; and 
– the carrying out of a risk assessment.
When moving on from Woodcroft the school should aim to turn a potentially
disconcerting and even frightening experience into a positive time in a pupil’s life, 
which should involve new: choices, rights, responsibilities and services.

The following outlines strategies which should be put in place to support the moving on
of a Woodcroft pupil:
– a transition plan, including a staged, timed and agreed familiarisation plan with full staff

support during visits;
– social stories to facilitate familiarisation with the pupil’s new school; and
– a celebration during assembly at the end of term to acknowledge the pupils significant

achievements and to mark them moving on.
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Medical administration and treatment 
Woodcroft School pupil policy 18.10.22

The aims of this policy and accompanying procedures are to ensure a consistent approach 
in the safe handling, administration, storage and recording in respect of all aspects of
medication, in line with all relevant health and safety regulations. The dfe document
Supporting pupils at school with medical conditions contains further advice, but is not statutory
guidance for independent schools. The school aims to ensure that designated staff 
have responsibility for the administration of medication and that they have undertaken
appropriate training and instruction. 

Staff responsibilities
The head therapist has overall responsibility for managing and overseeing all aspects 
of medical care within the school. This includes familiarising staff with this policy and
associated procedures, liaising with parents and professionals over medical matters and
keeping up-dated medical records at the school.

Other senior members of staff are also designated as administrators of medication. 
They should read and become conversant with this policy and adhere to all procedures 
as outlined in the policy. Administrators accept the associated duties, responsibilities and
obligations of their role. They should comply with all requests to administer medication 
as prescribed by medical practitioners and with all requests to undertake training.

Administrators of medication
Only designated staff members, who have received instruction, are permitted to administer
medication. A list of designated administrators is available and this includes members 
of the senior management team. Specific medications such as inhalers, epi-pens, buccal
midazolam and rectal diazepam may be administered by members of staff who are not in 
the aforementioned group, when appropriate training has been completed.

Regular training is encouraged for those designated to administer medication and these
staff members will be supported by the school’s senior management. Insurance indemnity
cover is provided by the company.

Medical information
Parents are responsible for providing the school with full information about a pupil’s
medical needs before they attend the school, and also if a condition develops whilst the
pupil is at Woodcroft. Parents are asked for details of the pupil’s medication and medical
history, inoculations, illnesses, allergies, current medication etc. All such medical
information relating to pupils at Woodcroft is recorded and held within the pupil’s file.
Parents are encouraged to keep the school up to date with medical information.

The head therapist will be provided with additional information by school staff, who 
are required to report any concerns they may have about a pupil’s health. These concerns
should be followed up by the head therapist as appropriate.

Confidentiality
The school will not disclose details about a pupil’s medical condition without the consent
of the parents.

Medical records and administration details are kept on the Integris system and a printed
version is kept in each pupil’s class file. Administration of medication is recorded on a paper
record sheet in the pupil’s file. Controlled medications are recorded in a bound book held in
the medical room.

If a pupil needs to attend hospital or a medical appointment on an emergency basis
whilst at school, a care plan will be taken and a record completed for each visit.
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Consent
When new pupils join the school the head therapist will advise parents of the school’s
medical procedures. Existing parents are regularly reminded by the head teacher of the
importance of following school procedures.

Parents must sign a consent form authorising staff to administer regular medication. 
A withdrawal of permission by the parents must be formalised in writing and the
consequences of such a course of action fully discussed with all professionals concerned. 
It is not acceptable for parents to telephone the school giving instructions for medication
which has been prescribed by a doctor, such as increasing or reducing the dosage. All such
changes must be recorded in writing by the parents. 

Storage
For each pupil:
– All medication must be stored in the original labelled bottle, container or packet.
– All medication must be stored in the locked medicine cabinet (which has the facility 

of being double locked) in a designated place, which at Woodcroft is the medical room.
This room is not used by unsupervised pupils.

– The head therapist holds a key to the medicine cabinet and a duplicate key is available
from the head teacher. It is the responsibility of the designated administrator to ensure
that the key is available when medication needs to be administered.

– When required, inhalers, epi-pens and emergency medication for prolonged seizures 
are exceptions to the general rule of medication being locked in the medical cabinet in
the medical room. These are immediately available to staff in the classroom (in a named
medical bag and must be taken off-site with them), but are kept safely out of pupils’
reach. If temporary medication is held in school they may need to be stored in the fridge
in the medical room.

Procedure for the administration of medication
General guidelines
– Medication must always be given and dispensed with two staff members present. 

These will be: the designated administrator (as identified on the child’s care plan)
alongside another staff member, whose role it is to check the correct pupil name, drugs
and dosage. Staff must ask the school office for the member of staff on medication duty 
if the designated administrator is not available.

– A controlled drugs book is used to sign in medication designated as controlled which is
brought in from home. When such medication is administered the book is signed and
countersigned by the two staff members present.

– The head teacher or nominated deputy must be consulted if there is any doubt
concerning the administration of medication.

– Equipment must be collected and prepared prior to the administration of medication,
e.g. record sheets and pen, water for pupils to drink and clean spoons and beakers.

– Pupils’ privacy must be ensured and medication given in a designated medical room, 
free from interruptions, and away from other pupils.

– At lunch time staff on duty are responsible for ensuring that pupils are brought to the
identified area for their medication.

– Pupils must be encouraged to participate in the process by giving their consent.
– Only medication which is in its original container from the pharmacist is used.
– Strict standards of hygiene must be observed and hands must be washed.
– Disposable gloves must be worn as appropriate, e.g. for the application of creams.
– Tablets must not be handled but placed in a beaker or medicine pot.
– Any liquid medication taken from the bottle and not used is rinsed away down the sink

and must not be returned to the bottle.
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– Used, disposable equipment must be disposed of safely.
– Medication which is out of date or to be disposed of must be returned to the parents or

pharmacist.
– The medication cabinet must never be left unlocked or medication left unattended.

Specific guidelines 

Emergency inhaler
– Woodcroft has an emergency inhaler stored in the front office. Consent for this was

given by the head teacher in accordance with Department of Health guidelines.
– Consent for use of the emergency inhaler will be sought from all pupils’ parents and

records kept.

Paracetamol
– E.g. Calpol, anti-histamine cream or liquid are purchased through a local pharmacist as

required by Department of Health guidelines. Parents’ consent must be sought.

Epipens and emergency seizure medication
– Specific guidelines are provided at the time of training for those authorised to administer

these medications (see Epilepsy below).

Record keeping
– Woodcroft uses the relevant Department of Health format for required paperwork.

Pre-administration procedure
– There must be two members of staff present as previously detailed.
– The pupil must be identified.
– The medication sheet must be checked and matched with the pupil and preparation

completed as described above.
– The timing must be checked to ensure that the medication has not already been given.

Administration
– Medication must only be administered to one pupil at a time.The medication intended

for another pupil must not be carried at the same time.
– Medication which is out of date, discoloured, in damaged containers or in containers

with altered labels must not be used.
– Once the pupil has been identified, the dosage checked and directions for administration

followed (as in the general guidelines and pre-administration procedure) the medication
is given.

– The pupil’s records must be completed and then witnessed and signed by the attending
second member of staff.

– All medication is returned to the medicine cabinet, bag or fridge. If there are any errors
or anomalies at this stage they are reported to the head teacher or senior member of staff.

Oral administration
– Tablets Transfer tablets from the blister pack or container into the container cap, beaker

or spoon. Follow the dose of medication with a drink of water.
– Liquids Shake the bottle and use a medicine spoon or syringe for precise dosage. 

Pour the medicine in a direction away from the bottle’s label. Clean the bottle with 
a disposable wipe. Follow the dose of medication with a drink of water.

Topical application of drugs and creams
– It is important to follow manufacturers instructions carefully before applying creams.
– Precaution must be taken, such as use of applicators and the wearing of disposable gloves.
– One staff member is responsible for administration, with another staff member present. 
– Topical anti-histamine (for bites and stings) and suntan cream are kept in the main office

and allotment emergency bag. The application of both need parental consent.
– If grapeseed oil is used during relaxation sessions, it must only be used to massage hands,

lower arms and feet.Parental consent must be sought.
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Medicine refusal
If a pupil refuses medication the head teacher or nominated deputy must be informed
immediately, and the parents contacted if appropriate. If the medication is essential for 
the wellbeing of the pupil, advice must be sought at that time from a medical practitioner. 
If medication has not been administered, this is recorded on the pupil’s medication record
sheet. The same procedures should be adopted if a pupil is sick, or spits out the medication
shortly after administration. In this instance, parents must be informed. If a pupil regularly
refuses medication, advice should be sought from their gp.
Note: No pupil should be forced to take medication.

Absence during medication
If a pupil is absent from school and medication cannot be administered, it must be noted on
the pupil’s medication record sheet.

Missed dose 
Where a pupil has missed a dose of medication, advice must be sought from the head
therapist or head teacher. If the dose is given at a later time then this time is noted on the
pupil’s medication record sheet.

Over the counter / prescribed as necessary medication
– No medication should be given unless authorised by the head therapist or head teacher.
– No member of staff is to give medication on a prescribed as necessary basis, 

e.g. analgesics, laxatives, cough mixtures or capsules, topical creams or alternative
remedies, unless it has already been prescribed by a gp, or advice and written consent has
been sought and obtained using the appropriate proforma.

– Paracetamol is kept secure. The keeping of paracetamol in first aid boxes, or places which
are easily accessible to pupils, is expressly forbidden.

– All applications of medications referred to above, including asthma inhalers, must 
be recorded on the pupil’s medication record sheet and also, in the case of Calpol, 
the reason for administration. Parents must also be advised via the home/school diary. 
It is requested of parents that they inform the school if medication has been administered
prior to the pupil attending school.

Note: Paracetamol must never be given unless written permission has been obtained first.

Controlled drugs
Details of controlled drugs must be entered on the pupil’s medication record held on
Integris and the details replicated in the controlled drugs book. The second member of staff
present at the administration of medication must check the accuracy of these records,
including the current record of stock before and after administration.

Receiving medication into school
Parents must advise the school if medication is being sent into school. All medication 
must be handed to the head therapist for recording and storage. The medication record for
each pupil must be updated and the head therapist informed immediately if there are any
anomalies. Parents must inform the school in writing if there is any change in dosage or
times of administration – this includes medication given at home. Medication received in 
to school must be entered into the controlled drugs book.The head therapist has a list of
medication deemed ‘controlled’.

Administration of medication out of school
This procedure applies when pupils are out of school on visits or off-site activities.
– Medication must only be taken out of school by a designated person(apart from inhalers,

epipens and emergency medication for prolonged seizures).
– Medication must be kept in its original container.



– Pupil’s specific medications are carried in a clearly named medication bag.
– Medication which is administered must be recorded on the pupil’s medication record

sheet (including the time of administration) on return to school.

Epilepsy
If a pupil has a seizure, (this includes all ‘absences’), staff must call the head therapist or head
teacher or a first aider. 

In the case of a major epileptic attack staff must:
– time the duration of the seizure and let it run its course;
– not move the pupil unless they are in danger;
– clear a space around the pupil;
– not put anything into the pupil’s mouth and, if possible, loosen clothing around the neck,

place something soft under the head and make sure nothing hinders their breathing;
– not restrict the pupil’s movements or restrain them;
– reassure the pupil and stay with them until they have fully recovered;
– (if they are on the floor after the seizure) put the pupil in the recovery position;
– notify the main office to call 999 for an ambulance (this must not be done from a class

phone) if they have never had a seizure before, are not breathing or are blue around the
lips, the seizure lasts more than five minutes, they are not responding after the seizure has
stopped, or they have sustained an injury during the seizure;

– record what happened before, during and after the seizure and complete the seizure
chart;

– inform the pupil’s parents on the same day as the incident.

In the case of a partial seizure staff must:
– offer the pupil reassurance; and
– keep the pupil calm and supervise him until fully recovered.

Rectal diazepam / buccal midazolam 
– This must only be administered by staff who have received training.
– It must only be given if it has been prescribed for a pupil; and each pupil who has been

prescribed this medication will have written administration guidelines.
– Staff must protect the dignity of the pupil as far as possible in an emergency.
– As in the case of other administrations of medication, two adults must be present.

Administration of epi-pen for anaphylactic shock
– This must only be administered by staff who have received training.
– Staff must make themselves aware of the pupils who require epi-pen administration.

First aid
A first aid Assessment of Need has been carried out to determine school procedures are
adequate. First aid boxes are to be found in all the classrooms, the catering and staff kitchens,
secretary’s office, medical room, garage and school buses. They must be checked termly by
the head therapist or nominated deputy, who is responsible for re-stocking them. It is the
responsibility of the senior teacher’s assistant in each class, and the head therapist (or deputy)
for other areas, if items need replacing in between times.

Training
Regular training is given to key staff in first aid procedures to ensure that there are sufficient
first aiders available across the school. Additional training is also given to ensure that staff 
are trained in resuscitation techniques, in the use of epi-pens and the administration of rectal
diazepam, buccal midazolam and asthma inhalers, as required. All staff must be regularly
reminded, by the head teacher, of their responsibility to be fully aware of this policy and the
procedures it contains, and of their own role in ensuring that it is followed.
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Off-site Woodcroft School pupil policy 16.11.22

This document is to be read in conjunction with the relevant ShareZone guidance. It has been
produced to:
– Clarify procedures and lines of responsibility.
– Enable the school to consider legal requirements in relation to best practice.
– Raise awareness of health and safety issues.
– Emphasise the importance of adequate preparation and of carrying out risk assessments

(ra) for all school trips and outings.
– Ensure that identified procedures are correctly followed.
– Make certain that there are clear aims and objectives in relation to each trip or activity

and to ensure the best off-site education for all pupils.

Legal responsibilities
Before any school trip is undertaken there is a requirement for a risk assessment to have
been carried out, and for the Medical administration and treatment policy and the Missing pupil
protocol which is in the Safeguarding children policy to have been referred to. The school has a
duty of care towards pupils, so during an activity where there is an element of risk it needs to
show that all reasonable precautions have been considered and appropriate steps been taken.
The head teacher must ensure that all school visits and activities comply with regulations,
that they are properly planned and supervised and that pupils’ safety is paramount. 

Staff responsibilities
Responsibilities of the group leader or person responsible
– One person (a teacher, therapist, senior teacher’s assistant or mentor) takes overall

responsibility for the planning, organisation and management of a trip. This person 
is the group leader. A teacher’s assistant may be nominated as a sub-group leader for 
a sub-group of pupils for part of an off-site activity, or whilst travelling, or for a short 
off-site activity. However, the group leader retains overall responsibility.

– In the case of inclusion sessions in other schools, the person designated to accompany
the Woodcroft pupil will take on the duties of the group leader.

– The group leader must accept the common law duty to act as a ‘reasonable parent’
towards the pupils.

– The group leader must ensure careful preparation and planning of the activity, including
undertaking a risk assessment that takes into account specific medical needs of
participating pupils, as set out in their care plans.The group leader has a duty to safeguard
the health and safety of all pupils both on school premises and on off-site activities.

– The group leader must ensure that first aid arrangements (including kits) are in place 
and lines of responsibility recorded on the ra. Note: where an activity is taking place 
at a staffed external venue, any first aid arrangements at the venue should be followed.

The risk assessment
– The risk assessment should be based on the following considerations:

– What are the hazards?
– Who might be affected by them?
– What safety measures need to be in place to reduce the risks to an acceptable level?
– Can the group leader put the safety measures in place?
– What steps will be taken in an emergency?

– The risk assessment should be recorded and communicated to all concerned, including
the head teacher, who will need to give approval for the visit or activity. The school 
Pupil off-site risk assessment form must be used for this purpose.
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– Frequent visits to local venues, such as sports centres, may not need a new risk assessment
every time. A generic assessment, however, will need to be reviewed at regular intervals
and must be used as a constant point of reference for each trip. The folder containing the
risk assessment should be taken on the trip.

– The group leader must ensure that the ratio of supervisory staff to pupils is appropriate 
to the needs of the group and that they are appropriate people to supervise the group. 

– Ideally the group leader should not take an allocated pupil. Therefore allocation of
supervisory staff should exclude them.

– The list of participating pupils and staff will be available by 9.30am at the school office 
on the day of the visit. Travel times out and back should be included. The group leader
should retain a copy of the list for appropriate registers/head counts to take place before
leaving any premises, getting on and off transport and at the venue.

– In the case of all other visits and activities a Pupil off-site risk assessment form must be 
given to the head teacher (or deputy) for approval not less than one hour before
departure. A contact number should always be given and travel times out and back
included. There should be a contingency plan for any delays, including a late return. 

– The group leader must consider all the preparation and advance planning necessary 
for the trip, e.g. transport arrangements, money, medication and first aid, refreshments,
pre-trip visits, gaining parental consent, risk assessments and contingency arrangements.
The group leader should ensure that all supervisory staff are fully briefed and familiar
with the allocated pupils and their needs. The appropriate information folder and a
school mobile phone must be taken on the trip. There is also a responsibility to ensure
that seat belts are worn by both staff and pupils.

– On arrival at the destination the group leader is responsible for the management of the
activity. This involves the overall supervision of the staff and pupils, ensuring staff and
pupils (where possible) are clear as to the purpose of the trip and what is expected of
them, ensuring that safe practices are adhered to and that pupils are not put at risk. It also
involves the supervision of newly appointed staff and other adult helpers, ensuring that
they are familiar with off-site procedures.

– The group leader must ensure that the school’s policy on supervising pupils is adhered
to. There must always be at least two staff with a pupil or pupils (except in the case of
inclusion sessions at other schools). No pupil should be left alone with an adult who 
has not been police checked. (Police checks and/or Disclosure and Barring Service
disclosures are carried out on all adults employed by the school to work with pupils; 
but occasionally students on placement or other adult helpers may accompany a visit 
or activity. If in doubt, the group leader should consult the head teacher.)

– During the activity it may also be necessary to arrange meeting times/places and liaise
with instructors and members of the public. The group leader may also find it necessary
to intervene with the pupils.

– If the expected return is likely to be delayed by more than 15 minutes the group leader
should contact the school. The school should also be contacted if the trip has to be
stopped and an early return is anticipated, or additional support is required from school
in the event of an occurrence happening, e.g. a pupil in crisis.

– On returning to school the group leader must ensure that there has been a proper
handover of all pupils to their respective classes and that they are appropriately
supervised.

Responsibilities of the sub-group leader
– The sub-group leader must accept the common law duty to act as a ‘reasonable parent’

towards the pupils.
– The sub-group leader should carry a list of all pupils and have a mobile telephone. 
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– There should be: regular head counts of all pupils; a check before departure that all pupils
are correctly seated, with seat belts fitted; and that there is adequate staff supervision. 

– The sub-group leader will inform the driver when the bus is ready for departure.
– If the expected return is likely to be delayed by more than 15 minutes the sub-group

leader must inform the group leader and the school. The group leader and the school
must also be informed if there are any problems on the journey.

– On arrival the sub-group leader must ensure there is a proper handover to the group
leader.

– On return to school the sub-group leader must ensure that there has been a proper
handover of all pupils to their respective classes and that they are appropriately
supervised.

Responsibilities of all supervisory staff
– Supervisory staff must accept the common law duty to act as a ‘reasonable parent’. 

They must follow the instructions of the group leader and help with control and
discipline. All staff must do their best to ensure the health and safety of everyone in 
the group and speak to the group leader or sub-group leader if concerned about the
health or safety of pupils at any time during the visit or activity.

– Prior to the activity, staff should check the lists to ascertain how they have been 
deployed and how pupils have been allocated. Any potential difficulties should be
reported as soon as possible to the group leader, who is the only person who can make
changes to the list (in consultation with the head teacher or other senior member of
staff). Therefore the list should be available in time for queries and concerns to be dealt
with via the appropriate channels. In no circumstance should members of staff make
their own arrangements.

– Prior to departure the group will assemble at the agreed time and pupils escorted to the
school vehicles. Supervisory staff will check that pupils have their belongings with them.
A register must be called before departure and at suitable times during the visit / activity.

– Staff members accompanying specific pupils on a visit or activity are responsible for
them throughout the trip. They are also expected to be alert to and aware of the group 
as a whole and retain a sense of shared responsibility for others on the trip. School staff are
still responsible for and accountable for pupils when they are with an instructor or other
persons not connected with the school.

– It is hoped that school visits and activities are a positive experience for staff as well 
as pupils, but staff are reminded of the high level of responsibility placed upon them,
particularly whilst off school premises, and of the need for extra vigilance to ensure the
health and safety of pupils. All staff members must be familiar with their allocated pupils’
risk assessment.

– On the return journey supervisory staff escort pupils to the school transport, assist in
seating them and ensure the fitting of seat belts. Upon arrival at school pupils are to be
escorted into the premises and their belongings checked. Pupils should then be handed
over to their appropriate class – responsibility for them is not discharged until this has
been done.

Pupils
– The group leader should ensure that pupils enlisted for a particular visit or activity: 

are capable of undertaking the visit or activity; will benefit from it; and will not endanger
themselves or others.

– Providing information and guidance to pupils is an important part of planning for 
a school trip. Pupils must understand what standard of behaviour is expected of them 
and why rules must be followed. Pupils should also be warned about potential dangers
and how they should act to ensure their own safety and that of others.
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– The group leader should decide exactly how much information is provided to the pupils
and how this information is to be given. It could include some or all of the following:
– the aim of the visit or activity;
– the place to be visited;
– how to avoid specific dangers;
– what are the rules;
– the standard of expected behaviour;
– who is responsible for the group; and
– emergency procedures.

– Pupils using transport on a visit or activity should be made aware of basic safety rules
including:
– wait for the transport in a safe place;
– wear your seat belt and stay seated whilst travelling on transport;
– never try to get on or off the moving transport;
– never lean out of or throw things from the window of the transport;
– never distract or disturb the driver;
– after leaving the vehicle always wait for it to move off before crossing the road; and
– if you feel unwell or need help tell the group leader or a member of staff.

– Pupils using public transport should be suitably prepared.

Responsibilities of pupils
– The group leader should make it clear to pupils that they must:

– not take risks;
– follow the instructions of the leader and other members of staff including those at the

venue of the visit or activity;
– behave sensibly and responsibly; and
– look out for anything that might hurt them or members of the group and tell the

leader or a member of staff about it.

Transport
– The group leader, after having carefully considered the risk assessment, must give 

time to planning the type of transport to be used for the trip and to decisions about 
the procedures which need to be in place. The main factors include:
– Passenger safety.
– The safety of pupils when crossing roads as part of the journey. Pedestrian crossings 

and traffic lights should be used to cross roads wherever possible. Pupils are expected
to hold hands or link arms with an adult (unless deemed inappropriate due to the
pupils maturity).

– The type and length of journey.
– Traffic conditions and weather.
– Journey time and distance.
– Supervision – the number of staff needed and their specific responsibilities.
– The safety of the group in the event of an emergency or breakdown.
– Head counts, by the group leader or sub-group leader, to be carried out when the

group is getting on and off transport.
– The driver should not be responsible for supervision on the vehicle, but may help in 

a supporting role at the venue.
– It is the group leader’s responsibility, when a booking is made, to ensure

subcontractors are aware of their responsibility for their own vehicle’s road worthy
condition. 
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Online safety Woodcroft School pupil policy 16.11.22

Woodcroft’s Online safety policy relates to other Woodcroft School policies (such as the 
Anti-bullying policy and Safeguarding children policy), but specifically needs to be read in
conjunction with the Electronic information and communication systems policy. 

The term ‘online’ in this document refers to the internet and other forms of data
transmission, such as tablets and mobile phones. All staff are made aware of this policy 
and its importance explained. A copy is available from the school office. 

Internet and mobile phone use for children with sen
Children with sen are potentially more at risk and vulnerable than others when using ict:
– Those children on the Autism Spectrum (as) may make literal interpretations of

content, which will affect how they respond.
– They may not understand some of the terminology used.
– Those with more complex needs may not always understand the concept of friendship

and therefore trust everyone implicitly. They may not know how to make judgements
about what information is safe to share, leading to confusion about who to trust online.

– Some children may be vulnerable to being bullied or exploited through the internet or
via their mobile phone and may not recognize that this is happening.

– Some children may not appreciate how their own online behaviour could be seen by
someone else as bullying.

Because of these increased risks Woodcroft has developed a set of Internet and computer rules,
which are appended to this policy. Staff must follow these rules at all times and must
encourage parents and pupils to engage with them at a level appropriate to each child.

Teaching and learning
The internet and mobile phones are essential elements in twenty first century life for
education, business and social interaction. The school has a duty to provide pupils with
quality internet access as part of their learning experience. It is also part of the statutory
curriculum and a necessary tool for staff and pupils. We also have a responsibility to teach
children about the safe use of communication technology, including the internet, mobile
phones and social media.
Woodcroft School works to ensure that:
– School internet access is filtered and designed expressly for pupils use. 
– Pupils are educated in the effective use of online technologies, through being taught

what use is acceptable and what is not, and by being given clear objectives. Online safety
rules are displayed in each classroom and discussed with pupils as part of their learning.
Pupils are also informed that network and internet use is monitored.

– Pupils are taught how to report unpleasant online content to their teacher or parents.
– The school ict systems, capacity and security are reviewed, and virus protection is

updated regularly.
– The use of internet derived materials by staff and pupils complies with copyright law;

and personal data is recorded, processed, transferred and made available according to the
data protection legislation.

– Online safety training should be embedded within the ict teaching and learning
document and the Personal, Social and Health Education (pshe) curriculum.

Notes: 
– The school will take all reasonable precautions to ensure that users access only appropriate material.

However, due to the international scale and linked nature of internet content, it is not possible to
guarantee that unsuitable material will never appear on a school computer. 
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– Woodcroft staff must not use personal email accounts or social networking applications to
communicate with Woodcroft pupils or parents. Staff are provided with a school email address.

Enlisting parent support
Parents co-operation with this policy will be sought right from the start of their child’s
enrolment at Woodcroft and this policy is also included in the Parent handbook. Parents’
attention will be regularly drawn to the school Online safety policy via Parent newsletters 
and updated training and advice will be made available.

Mobile phones
Personal mobile phones are not used during lessons or formal school time, but mobile
devices can be sent into school with pupils for use on transport. (It is the responsibility 
of the pupils’ parent to fit the correct filters on these personal devices.) Personal mobile
devices must not be used to take photographs or videos of pupils. The sending of abusive
or inappropriate messages is forbidden either by text or any other means. Visitors that have
access to the classrooms may be asked to hand in their phones to the office manager. There
are dedicated school mobile phones for all off-site activities. 

Games machines
Games consoles with internet access are subject to the same filters as all computing devices
within the school.

Email 
Pupils are not given their own email accounts on the school system, but where appropriate,
an approved email address for their use will be set up for curriculum purposes, which 
is monitored at all times by the class staff. Pupils will be taught not to reveal their personal
details or those of others, or to arrange to meet anyone without specific permission. 

Social media and personal publishing
The school will block or filter access to social networking sites using appropriate filtering
software. Pupils are advised never to give out personal details of any kind which may
identify them or their location. Pupils and parents are advised that the use of social network
platforms outside school brings a range of dangers for our pupils. These risks are constantly
changing as new apps and technologies are developed. The school will therefore endeavour
to review its training regularly so that understanding of risks can be shared with colleagues,
parents and pupils.

Managing filtering
If staff or pupils discover an unsuitable site, it must be reported to the head teacher. The ict

coordinator and technician will make regular checks and ensure that the filtering methods
selected are appropriate, effective and reasonable. 

Managing emerging technologies
Emerging technologies will be examined for their educational benefits and dynamic 
risk assessment will be carried out before use in school is allowed. Staff should note that
technologies, such as mobile phones with wireless internet access, can bypass school
filtering systems and present a new route to undesirable material and communications.
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Published content and theWoodcroft School website
Contact details on the school website include the school address, email and telephone
number. Staff, parents’ or pupils’ personal information will not be published. Photographs
that include pupils will be selected carefully and will not enable individual pupils to be
identified. Pupils’ names should not be used anywhere on the public website. Written
permission from parents for the use of photographs on the website is sought prior to use.

Handling online safety complaints 
Incidents of inappropriate internet content will be reported to the head teacher, who 
will liaise with the online safety coordinator. These incidents will be logged by the head
teacher. Incidents of a safeguarding nature must be dealt with in accordance with the
school’s Safeguarding children policy.
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Outdoor play Woodcroft School pupil policy 16.11.22

This document is to be read in conjunction with the relevant ShareZone guidance. It has been
produced to:
– Clarify procedures and lines of responsibility.
– Enable the school to consider legal requirements in relation to best practice.
– Emphasise the importance of adequate preparation and of carrying out risk assessments

for all school activities.
– Ensure that identified procedures are correctly followed.

Legal responsibilities
Before any school activity is undertaken there is a requirement for a risk assessment to 
have been carried out. The school has a duty of care towards pupils, so in any activity 
where there is an element of risk it needs to show that all reasonable precautions have been
considered and appropriate steps have been taken. 

General responsibilities
The ‘person responsible’
One person has designated overall responsibility for the planning, organisation and
management of the play session. This is the ‘person responsible’. This person should be
either the teacher, therapist or member of staff at senior teacher’s assistant level. The person
responsible must ensure the careful preparation and organisation of the session, including
undertaking an initial risk assessment and keeping this under review. The risk assessment
should be based on the following considerations:
– What are the hazards?
– Who might be affected by them?
– What safety measures need to be in place to reduce the risks to an acceptable level?
– Can the person responsible put the safety measures in place?
– What steps will be taken in an emergency?
The risk assessment should be recorded on the appropriate risk assessment form and
communicated to all concerned, including the head teacher, and reviewed regularly.

Supervision
The person responsible must ensure that the ratio of supervisory staff to pupils is
appropriate to the needs of the group and that they are appropriate staff to supervise the
group. The person responsible must also ensure that the school’s policy on supervising
pupils is adhered to. There must always be at least two staff with a pupil or pupils – no pupil
should be left alone with one adult. (The usual dbs vetting procedures will have been
carried out on all staff who work with the pupils but occasionally students on placement 
or other adult helpers may be involved in playtime supervision.) All staff must accept the
common law duty to act as a ‘reasonable parent’ towards the pupils.

Playtime duties
Each class has an allocated time to use the terrace or garden. Weekly rotas detailing playtime
arrangements are agreed in advance and displayed on the notice board in the classrooms. 
In the summer months special arrangements are made to supervise play in the garden area.

The person responsible has the following specific duties, although all members of staff on
playtime duty are expected to be vigilant in meeting the guidelines below:
– Check all gates are closed and bolted at the beginning of playtime.
– Supervise the area by the main gate.
– Not admit visitors, leaving this duty to office staff only.
– Make sure there is a sufficient number of staff on duty at all times.
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– Allocate staff to cover certain play areas making sure all the areas and all the pupils can be
observed.

– Know how many and which pupils and staff should be and actually are in the play areas
and make regular headcounts. Staff leaving the play area for any reason must advise the
person responsible.

– Be aware of and follow health and safety practices and procedures, particularly in the use
of equipment.

– Ensure any incident, accident, injury or damage that occurs during playtime are properly
dealt with and recorded.

– Make sure there is always one member of staff supervising the use of each item of
playground equipment.

– Ensure play equipment is cared for and used appropriately, e.g. that scooters and 
bicycles are of a suitable size for the pupils using them. Encourage some staff initiated
activities and positive encouragement to pupils in making use of the toys, equipment and
resources.

– Remain aware of and sensitive to the fact that some pupils are more vulnerable than
others and take action where necessary to ensure their well-being. At times a particular
pupil or pupils may need one-to-one supervision.

– Ensure any behaviour management and toileting programmes for individual pupils are
followed during playtimes.

– Be responsible for toys and equipment being put away at the end of playtime. Each pupil
should be encouraged to put away the things he has been using.

– Make sure all pupils are accounted for at the end of playtime. Pupils remain the
responsibility of the person in charge until they are back with the class teacher or until
responsibility is formally transferred.

– Remain in the play area for the duration of the playtime. If for unavoidable reasons you
must leave the play area, overall responsibility must be passed to another permanent
senior staff member.

– Whilst the above applies to outside play the same principles, where appropriate, should
be followed for indoor play.

Responsibilities of all other supervisory staff during playtime 
Staff should check prior to each playtime to ascertain how they have been deployed and
how pupils have been allocated. Any potential difficulties should be reported to the person
responsible as soon as possible.

Staff must follow the instructions of the person responsible and help with control and
discipline. They must do their best to ensure the health and safety of everyone in the group
and speak to the person responsible if concerned about the health or safety of pupils at any
time during the session.

Staff members supervising individual pupils during playtime are responsible for them
throughout the session. They are also expected to be alert to and aware of the group as a
whole and retain a sense of shared responsibility for others in the play area. 

Pupils
Providing information and guidance to pupils is an important part of any session, and
appropriate communication systems should be available to them. Pupils must understand
what standard of behaviour is expected of them and why rules must be followed. Pupils
should also be warned about potential dangers and how they should act to ensure their 
own safety and that of others. Therefore pupils whose behaviour is such that the person
responsible is concerned for their own safety, or for that of others, should be withdrawn
from the play area. 
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The person responsible should decide exactly how much information is provided to the
pupils and how this information is to be given. It could include some or all of the following:
– The rules.
– The standard of expected behaviour.
– The overall person responsible and the staff member looking after them.
– Emergency procedures.

Responsibilities of pupils
The group leader should make it clear to pupils that they must:
– Not take risks.
– Follow the instructions of the person responsible and other members of staff.
– Behave sensibly and responsibly.
– Look out for anything that might hurt them or members of the group and tell the person

responsible or a member of staff about it.
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Pupil exclusion Woodcroft School pupil policy 11.11.21

1 Reasons for exclusion
1.1 Although we pride ourselves at having the necessary expertise, experience and

facilities to accommodate the special needs of our pupils, certain forms of dangerous,
harmful, damaging, undisciplined, disruptive or similar conduct or behaviour may
necessitate the temporary or permanent exclusion of a pupil from his/her class or 
the School. This is especially the case where such conduct or behaviour amounts to,
or could amount to, a risk to the safety, health or welfare of the pupil, any other pupil,
any member of staff or other person, or any loss of or damage to property.

1.2 The conduct of the parent or carer shall be disregarded when considering or deciding
whether to exclude a pupil from his/her class or the School, and regard shall be had 
to Section 86 Victimisation of pupils, etc. for conduct of parents, etc. of the Equality Act 2010

(a copy of which can be downloaded from the Internet by visiting
http://www.legislation.gov.uk/ukpga/2010/15/section/86 or is available free of charge
upon request).

2 Compliance and regard
2.1 It is our intention to comply with the relevant provisions of the equality 

act 2010 (a copy of which can be downloaded from the Internet by visiting
http://www.legislation.gov.uk/ukpga/2010/15/contents), and in particular:
– Chapter 1 Schools of Part 6 Education;
– Schedule 10  Accessibility for disabled pupils;
– Section 20  Duty to make adjustments;
– Schedule 13  Education: Reasonable Adjustments; and
– Schedule 17  Disabled pupils enforcement.
If at any time you have any reason to believe that any provision of this Act is in any
way being contravened, and in particular that any exclusion or step taken by us
involves ‘discrimination’, ‘harassment’, ‘victimisation’ or ‘a failure to comply with the 
duty to make reasonable adjustments’, you must immediately notify the head teacher
(which expression shall for the purpose of this Policy include the deputy or acting
head teacher for the time being).

2.2 It is our intention to have regard to the relevant provisions of any code of

practice for the time being issued under Section 14 of the Equality Act 2006 
as required by paragraph 7 of Schedule 13 Education: Reasonable Adjustments to
the Equality Act 2010 (currently ‘Code of Practice for Schools’, a copy of which can be
downloaded from the Internet by visiting http://www.equalityhumanrights.com/advice-
and-guidance/information-for-advisers/codes-of-practice/ or is available free of charge
upon request). For the avoidance of doubt, we shall not be bound to comply with 
any particular provision therein. If at any time you have any reason to believe that 
due regard is not being had you must immediately notify the head teacher.

2.3 It is our intention to have regard to the relevant provisions of section 52

Exclusion of pupils of the education act 2002 (a copy of which can be downloaded
from the Internet by visiting http://www.legislation.gov.uk/ukpga/2002/32/section/52

or is available free of charge upon request) and all applicable regulations made
thereunder. It should be noted that such legislation and regulations have no legal
application in respect of the School because it is not a ‘maintained school’, but
nevertheless it is our intention to have regard to the principles of good practice set
out therein. For the avoidance of doubt, we shall not be bound to comply with any
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particular provision therein, and in particular any provision limiting or restricting 
any period of exclusion. If at any time you have any reason to believe that due regard
is not being had you must immediately notify the head teacher.

2.4 It is our intention to have regard to the School’s accessibility plan for the time
being (a copy of which is available free of charge upon request). For the avoidance 
of doubt, we shall not be bound to comply with any particular provision therein. 
If at any time you have any reason to believe that due regard is not being had you must
immediately notify the head teacher.

3 Emergency exclusion procedure
3.1 Emergency exclusion
3.1.1 Where the head teacher:

a. has reasonable grounds to believe that one or more reasons for exclusion are
occurring or are likely to occur in respect of a pupil; and

b. considers that in all the circumstances an emergency exclusion of the pupil is
necessary to remove or avoid any risk to the safety, health or welfare of the pupil,
any other pupil, any member of staff or other person, or any loss of or damage to
property

the head teacher may take such steps as he/she considers necessary to forthwith
exclude that pupil from his/her class or the School.

3.1.2 An emergency exclusion may only be a temporary exclusion for a specified period
not exceeding 15 school days. In the event that the head teacher considers that a
longer period or a permanent exclusion is necessary, the procedure set out under
‘Temporary or Permanent Exclusion Procedure’ (see below) shall be followed. 

3.1.3 The head teacher shall at all times keep the board of directors fully informed of all
matters and developments relating to an emergency exclusion.

3.1.4 in the event of an emergency exclusion we shall (without delay) take

reasonable steps to comply with the procedure set out below.

3.2 Collection by parent or carer
3.2.1 The head teacher shall contact the parent or carer to;

a. inform him/her of the fact of the emergency exclusion; and
b. arrange that he/she forthwith collects the pupil.

3.2.2 At the time of contact the head teacher shall orally provide the parent or carer with
the following information:
a. the period of the emergency exclusion;
b. a summary of the reasons for the emergency exclusion;
c. that he/she will be given the opportunity to make representations about the

emergency exclusion to the head teacher;
d. the means by which such representations may be made (making reference to the

means set out in this Policy); and
e. that an emergency exclusion meeting (see below) will be convened and held in

due course.

3.2.3 At the time of collection the head teacher shall orally confirm such information to
the parent or carer.

3.2.4 After collection the head teacher shall supply the parent or carer with:
a. written confirmation of such information; and
b. a copy of this Policy.
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3.2.5 After collection the head teacher shall:
a. give the relevant local education authority written notification of the following:

– the fact of the emergency exclusion;
– the name, address, age and date of birth of the pupil;
– the name and contact details of the parent or carer;
– the period of the emergency exclusion;
– a summary of the reasons for the emergency exclusion;
– that it will be given the opportunity to make representations about the

emergency exclusion to the head teacher;
– the means by which such representations may be made (making reference to

the means set out in this Policy); and
– that an emergency exclusion meeting (see below) will be convened and held in

due course; and
b. supply it with:

– a copy of the written confirmation provided to the parent or carer; and
– a copy of this Policy.

3.2.6 The school operates a home-school transport service which is used by some local
authorities for daily transport. In the event that the parent or carer is unable to collect
the pupil under this procedure, the head teacher may, with the consent of the parent
or carer, arrange for the Woodcroft home-school transport service to transport the
pupil to the parent or carer, instead of collection, as set out in part 3.2.1.b.

3.3 Collection by local authority or emergency services
3.3.1 In the event that the parent or carer cannot be contacted or forthwith collect the

pupil by the end of the school day, the head teacher shall deem the matter to be a
safeguarding concern and act accordingly. The head teacher shall contact the relevant
local authority safeguarding officer and arrange collection with the local authority
and or emergency services, as set out in the relevant local authority safeguarding
procedure.

3.4 Documentation
3.4.1 The head teacher shall gather together:

a. all relevant documentation relating to:
– the pupil and his/her attendance at the School; and
– the emergency exclusion; and

b. such other documentation as the he/she may decide.

3.4.2 At any time before or during the emergency exclusion meeting (see below) the head
teacher shall without charge supply such information and documentation relating to
the emergency exclusion as may be reasonably requested by:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority;
d. the appropriate emergency services (where applicable); and
e. any other individual or organisation as the head teacher may decide.

3.5 Investigation
3.5.1 Before the emergency exclusion meeting (see below) the head teacher shall:

a. review and consider all relevant documentation;
b. carry out such an investigation as he/she considers necessary to establish all the

facts and issues relating to the emergency exclusion (including interviewing and
taking statements from any witnesses);
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c. reduce the investigation and its outcome into a written report; and
d. serve a copy of the written report on:

– the pupil (where appropriate);
– the parent or carer;
– the relevant local education authority;
– the appropriate emergency services (where applicable); and
– any other individual or organisation as the head teacher may decide.

3.6 Means of making representations
3.6.1 Written representations about the exclusion may be made at any time before or

during the emergency exclusion meeting (see below) by:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority;
d. the appropriate emergency services (where applicable);
e. any other individual or organisation as the head teacher may decide.

3.6.2 Such written representations shall be:
a. hand delivered or sent by pre-paid first class post to the following address:

Private and Confidential
FAO Head teacher
Woodcroft School
Whitakers Way
Loughton
Essex  IG101SQ; or

b. sent by email to mail@woodcroftschool.net

3.6.3 The head teacher shall check the School’s post intray and email inbox before an
emergency exclusion meeting to ensure that he/she is possessed of all written
representations prior to commencement.

3.6.4 Oral representations about the exclusion may be made at any time during an
emergency exclusion meeting by any attendee.

3.7 Emergency exclusion meeting
3.7.1 Before the expiry of the period of the emergency exclusion (see below) the head

teacher shall convene, hold and chair an emergency exclusion meeting with:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority;
d. the appropriate emergency services (where applicable); and
e. any other individual or organisation as the head teacher may decide.

3.7.2 The emergency exclusion meeting:
a. shall take place before the expiry of the period of emergency exclusion;
b. subject to the foregoing, may be held on such day and at such time as the head

teacher may decide;
c. shall be held at the School or such other place as the head teacher may decide

having regard to the collective and individual requirements of the attendees; and
d. shall be conducted in such a way as the head teacher considers necessary to ensure

that the matter is dealt with justly and equitably.
For the avoidance of doubt, the head teacher may adjourn the emergency exclusion
meeting for such period(s) as he/she considers necessary to ensure that the matter is
dealt with justly and equitably.
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3.7.3 At the emergency exclusion meeting the head teacher shall:
a. review and consider all relevant information and documentation;
b. review and consider all representations about the emergency exclusion made in

accordance with the means set out above;
c. having regard to such information and documentation and representations,

review and re-consider:
– the reasons for the emergency exclusion;
– the circumstances of the emergency exclusion; and
– the steps taken in connection with the emergency exclusion;

d. consider whether or not the pupil should be reinstated on the ground that all
risk to the safety, health or welfare of the pupil, any other pupil, any member of
staff or other person, or any loss of or damage to property has been removed or
avoided;

e. consider whether or not the pupil could be reinstated on the ground that all risk
to the safety, health or welfare of the pupil, any other pupil, any member of staff or
other person, or any loss of or damage to property could be removed or avoided
with reinstatement on a particular date or on particular terms; and

f. discuss such other matters relating to the emergency exclusion and the pupil
generally as the head teacher decides.

3.7.4 The head teacher shall procure that minutes of the emergency exclusion meeting are
taken.

3.7.5 After the emergency exclusion meeting the head teacher shall
a. decide whether to:

– uphold the emergency exclusion;
– forthwith reinstate the pupil; or

– reinstate the pupil on a particular date or on particular terms; and

b. prepare written reasons supporting his/her decision.

3.7.6 In making his/her decision the head teacher shall:
a. have regard to both the interests of the excluded pupil and to the interests of other

pupils, members of staff and other persons (including persons working at the
School voluntarily); and

b. not decide that a pupil should be excluded or reinstated merely because of a failure
to comply with any procedural requirement imposed by this Policy or any legal
requirement.

3.7.7 The head teacher shall:
a. give each of the below individuals and organisations written notification of the

following:
– his/her decision;
– the right of appeal against the decision;
– the fact that any notice of appeal should be given to the board of directors;
– that any notice of appeal must contain the grounds of appeal; and
– the last date on which an appeal may be made (being not less than 7 calendar

days from the date of service of the written notification); and
b. provide each of the below individuals and organisations with the following:

– a copy of the written reasons supporting his/her decision; and
– a copy of the minutes of the emergency exclusion meeting.

3.7.8 The individuals and organisations referred to above are:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority;

5of 12



d. the appropriate emergency services (where applicable); and
e. any other individual or organisation as the head teacher may decide.

3.7.9 in the event of an appeal we shall (without delay) take reasonable steps to

comply with the appeal procedure set out below.

4 Temporary or permanent exclusion procedure
4.1 Exclusion
4.1.1 Where the head teacher has reasonable grounds to believe that one or more reasons

for exclusion are occurring or are likely to occur in respect of a pupil the head teacher
may take such steps as he/she considers necessary to temporarily or permanently
exclude the pupil from his/her class or the School.

4.1.2 The head teacher shall at all times keep the board of directors fully informed of all
matters and developments relating to an exclusion.

4.1.3 in the event that the head teacher is contemplating an exclusion we shall

(without delay) take reasonable steps to comply with the procedure set out

below.

4.2 Informal resolution
4.2.1 The head teacher shall informally discuss the matter with:

a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; and
d. any other individual or organisation as he/she may decide.

4.2.2 The purpose of the informal discussion shall be to seek to reach agreement on a
course of action which will avoid the need to exclude the pupil from his/her class or
the School.

4.2.3 In the event that agreement is reached the head teacher shall send written
confirmation of the terms of the agreement to:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; and
d. any other individual or organisation as he/she may decide.

4.3 Notification
4.3.1 In the event that agreement can not be reached the head teacher shall:

a. give the parent or carer (and where appropriate the pupil) written notification of
the following:
– the fact that of the contemplated exclusion;
– the terms of the contemplated exclusion (eg whether temporary or

permanent, the period of any temporary exclusion etc);
– a summary of the reasons for the contemplated exclusion;
– that he/she will be given the opportunity to make representations about the

contemplated exclusion to the head teacher;
– the means by which such representations may be made (making reference to

the means set out in this Policy); and
– that an exclusion meeting (see below) will be convened and held in due

course; and
b. supply him/her with a copy of this Policy.
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4.3.2 The head teacher shall:
a. give the relevant local education authority (and any other individuals or

organisations he/she may decide) written notification of the following:
– the fact that of the contemplated exclusion;
– the name, address, age and date of birth of the pupil;
– the name and contact details of the parent or carer;
– the terms of the contemplated exclusion (eg whether temporary or

permanent, the period of any temporary exclusion etc);
– a summary of the reasons for the contemplated exclusion;
– that it will be given the opportunity to make representations about the

contemplated exclusion to the head teacher;
– the means by which such representations may be made (making reference to

the means set out in this Policy); and
– that an exclusion meeting (see below) will be convened and held in due

course; and
b. supply it with a copy of this Policy.

4.4 Documentation
4.4.1 The head teacher shall gather together:

a. all relevant documentation relating to:
– the pupil and his/her attendance at the School; and
– the contemplated exclusion; and

b. such other documentation as he/she may decide.

4.4.2 At any time before or during the exclusion meeting (see below) the head teacher 
shall without charge supply such information and documentation relating to the
contemplated exclusion as may be reasonably requested by:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; or
d. any other individual or organisation as the head teacher may decide.

4.5 Investigation
4.5.1 Before the exclusion meeting (see below) the head teacher shall:

a. review and consider all relevant documentation;
b. carry out such an investigation as he/she considers necessary to establish all the

facts and issues relating to the contemplated exclusion (including interviewing
and taking statements from any witnesses);

c. reduce the investigation and its outcome into a written report; and
d. serve a copy of the written report on:

– the pupil (where appropriate);
– the parent or carer;
– the relevant local education authority; and
– any other individual or organisation as the head teacher may decide.

4.6 Means of making representations
4.6.1 Written representations about the contemplated exclusion may be made at any time

before or during the exclusion meeting (see below) by:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; or
d. any other individual or organisation as the head teacher may decide.
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4.6.2 Such written representations shall be:
a. hand delivered or sent by pre-paid first class post to the following address:

Private and Confidential
FAO Head teacher
Woodcroft School
Whitakers Way
Loughton
Essex  IG101SQ; or

b. sent by email to mail@woodcroftschool.net

4.6.3 The head teacher shall check the School’s post intray and email inbox before an
exclusion meeting to ensure that he/she is possessed of all written representations
prior to commencement.

4.6.4 Oral representations about the contemplated exclusion may be made at any time
during an exclusion meeting by any attendee.

4.7 Exclusion meeting
4.7.1 The head teacher shall convene, hold and chair an exclusion meeting with:

a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; and
d. any other individual or organisation as the head teacher may decide.

4.7.2 The exclusion meeting:
a. may be held on such day and at such time as the head teacher may decide;
b. shall be held at the School or such other place as the head teacher may decide

having regard to the collective and individual requirements of the attendees; and
c. shall be conducted in such a way as the head teacher considers necessary to ensure

that the matter is dealt with justly and equitably.
For the avoidance of doubt, the head teacher may adjourn the exclusion meeting for
such period(s) as he/she considers necessary to ensure that the matter is dealt with
justly and equitably.

4.7.3 At the exclusion meeting the head teacher shall:
a. review and consider all relevant information and documentation;
b. review and consider all representations about the contemplated exclusion made

in accordance with the means set out above;
c. having regard to such information and documentation and representations,

review and re-consider the reasons for the contemplated exclusion;
d. consider whether or not exclusion should be avoided on the ground that the

risk arising from the pupil’s alleged dangerous, harmful, damaging, undisciplined,
disruptive or similar conduct or behaviour has for any reason disappeared;

e. consider whether or not exclusion could be avoided on the ground that the risk
arising from the pupil’s alleged dangerous, harmful, damaging, undisciplined,
disruptive or similar conduct or behaviour could be removed or avoided with the
imposition of any specified conditions on the pupil’s continuing attendance at the
School; and

f. discuss such other matters relating to the contemplated exclusion and the pupil
generally as the head teacher decides.

4.7.4 The head teacher shall ensure that minutes of the exclusion meeting are taken.
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4.7.5 After the exclusion meeting the head teacher shall:
a. decide whether to:

– discontinue the contemplated exclusion;
– discontinue the contemplated exclusion subject to the imposition of specified

conditions on the pupil’s continuing attendance at the School;
– temporarily exclude the pupil for a specified period; or
– permanently exclude the pupil; and

b. prepare written reasons supporting his/her decision.

4.7.6 In making his/her decision the head teacher shall:
a. have regard to both the interests of the pupil and to the interests of other pupils,

members of staff and other persons (including persons working at the School
voluntarily); and

b. not decide that a pupil should be excluded or reinstated merely because of a failure
to comply with any procedural requirement imposed by this Policy or any legal
requirement.

4.7.7 The head teacher shall:
a. give each of the below individuals and organisations written notification of the

following:
– his/her decision;
– the right of appeal against the decision;
– the fact that any notice of appeal should be given to the board of directors;
– that any notice of appeal must contain the grounds of appeal; and
– the last date on which an appeal may be made (being not less than 7 calendar

days from the date of service of the written notification); and
b. supply each of the below individuals and organisations with the following:

– a copy of the written reasons supporting his/her decision; and
– a copy of the minutes of the exclusion meeting.

4.7.8 The individuals and organisations referred to above are:
a. the pupil (where appropriate);
b. the parent or carer;
c. the relevant local education authority; and
d. any other individual or organisation as the head teacher may decide.

4.7.9 in the event of an appeal we shall (without delay) take reasonable steps to

comply with the appeal procedure set out below.

5 Appeal
5.1 Nomination of director
5.1.1 In the event that an appeal is made the board of directors shall nominate a director

who has had no previous direct involvement in the matter to handle the appeal, and
thereafter that director shall have conduct of the appeal through to its determination.

5.2 Notification
5.2.1 The director shall:

a. give each of the below individuals and organisations written notification of the
following:
– the fact of the appeal;
– the fact that a director has been nominated to handle the appeal;
– the name and contact details of the director;
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– that he/she or it will be given the opportunity to make representations about
the appeal to the director;

– the means by which such representations may be made (making reference to
the means set out in this Policy); and

– that an appeal hearing (see below) will be convened and held in due course;
and

b. supply him/her or it with:
– a copy of the notice of appeal (containing the grounds of appeal); and
– a copy of this Policy.

5.2.2 The individuals and organisations referred to above are:
a. the head teacher;
b. the pupil (where appropriate);
c. the parent or carer;
d. the relevant local education authority;
e. the appropriate emergency services (where applicable); and
f. any other individual or organisation as the director may decide.

5.3 Documentation
5.3.1 The director shall gather together:

a. all documentation generated in connection with:
– the emergency exclusion or contemplated exclusion (as the case may be); and
– the appeal; and

b. such other documentation as he/she may decide.

5.3.2 At any time before or during the appeal hearing (see below) the director shall
without charge supply such information and documentation relating to the
emergency exclusion or contemplated exclusion (as the case may be) as may be
reasonably requested by:
a. the head teacher;
b. the pupil (where appropriate);
c. the parent or carer;
d. the relevant local education authority;
e. the appropriate emergency services (where applicable); and
f. any other individual or organisation as he/she may decide.

5.4 Investigation
5.4.1 Before the appeal hearing (see below) the director shall:

a. review and consider all relevant documentation;
b. carry out such an investigation as he/she considers necessary to establish all the

facts and issues relating to the emergency exclusion or contemplated exclusion 
(as the case may be) (including interviewing and taking statements from any
witnesses);

c. reduce the investigation and its outcome into a written report; and
d. serve a copy of the written report on:

– the head teacher;
– the pupil (where appropriate);
– the parent or carer;
– the relevant local education authority;
– the appropriate emergency services (where applicable); and
– any other individual or organisation as he/she may decide.
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5.5 Means of making representations
5.5.1 Written representations about the emergency exclusion or contemplated exclusion

(as the case may be) may be made at any time before or during the appeal hearing 
(see below) by:
a. the head teacher;
b. the pupil (where appropriate);
c. the parent or carer;
d. the relevant local education authority;
e. the appropriate emergency services (where applicable); and
f. any other individual or organisation as the director may decide.

5.5.2 Such written representations shall be:
a. hand delivered or sent by pre-paid first class post to the following address:

Private and Confidential
FAO Head teacher
Woodcroft School
Whitakers Way
Loughton
Essex  IG101SQ; or

b. sent by email to mail@woodcroftschool.net

5.5.3 The director shall check the School’s post intray and email inbox before an exclusion
meeting to ensure that he/she is possessed of all written representations prior to
commencement.

5.5.4 Oral representations about the emergency exclusion or contemplated exclusion 
(as the case may be) may be made at any time during an appeal hearing by any
attendee.

5.6 Appeal hearing
5.6.1 The director shall convene, hold and chair an appeal hearing with:

a. the head teacher;
b. the pupil (where appropriate);
c. the parent or carer;
d. the relevant local education authority;
e. the appropriate emergency services (where applicable); and
f. any other individual or organisation as the he/she may decide.

5.6.2 The appeal hearing:
a. may be held on such day and at such time as the director may decide;
b. shall be held at the School or such other place as the director may decide having

regard to the collective and individual requirements of the attendees; and
c. shall be conducted in such a way as the director considers necessary to ensure that

the matter is dealt with justly and equitably.
For the avoidance of doubt, the director may adjourn the appeal hearing for such
period(s) as he/she considers necessary to ensure that the matter is dealt with justly
and equitably.

5.6.3 At the appeal hearing the director shall:
a. review and consider all relevant information and documentation relating to the

emergency exclusion or contemplated exclusion (as the case may be);
b. review and consider all representations about the emergency exclusion or

contemplated exclusion (as the case may be) made in accordance with the means
set out above;
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c. having regard to such information and documentation and representations,
review and re-consider the reasons for the emergency exclusion or
contemplated exclusion (as the case may be);

d. consider whether or not exclusion should be avoided on the ground that the
risk arising from the pupil’s alleged dangerous, harmful, damaging, undisciplined,
disruptive or similar conduct or behaviour has for any reason disappeared;

e. consider whether or not exclusion could be avoided on the ground that the risk
arising from the pupil’s alleged dangerous, harmful, damaging, undisciplined,
disruptive or similar conduct or behaviour could be removed or avoided with the
imposition of any specified conditions on the pupil’s continuing attendance at the
School; and

f. discuss such other matters relating to the emergency exclusion or contemplated
exclusion (as the case may be) and the pupil generally as the director decides.

5.6.4 The director shall ensure that minutes of the appeal hearing are taken.

5.6.5 After the appeal hearing the director shall:
a. decide whether to:

– uphold the decision(s) of the head teacher;
– discontinue the emergency exclusion or contemplated exclusion (as the case

may be); or
– discontinue the emergency exclusion or contemplated exclusion (as the case

may be) subject to the imposition of specified conditions on the pupil’s
continuing attendance at the School; and

b. prepare written reasons supporting his/her decision.

5.6.6 In making his/her decision the director shall:
a. have regard to both the interests of the pupil and to the interests of other pupils,

members of staff and other persons (including persons working at the School
voluntarily); and

b. not decide that a pupil should be excluded or reinstated merely because of a failure
to comply with any procedural requirement imposed by this Policy or any legal
requirement.

5.6.7 The director’s decision shall be final and binding.

5.6.8 The director shall:
a. give each of the below individuals and organisations written notification of the

following:
– his/her decision;
– the fact that his/her decision is final and binding; and
– the fact that there is no further right of appeal; and

b. supply each of the below individuals and organisations with the following:
– a copy of the written reasons supporting his/her decision; and
– a copy of the minutes of the appeal hearing

5.6.9 The individuals and organisations referred to above are:
a. the head teacher;
b. the pupil (where appropriate);
c. the parent or carer;
d. the relevant local education authority;
e. the appropriate emergency services (where applicable); and
f. any other individual or organisation as the director may decide.
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Relationships and sex education 
Woodcroft School pupil policy 28.11.22

Introduction
Sex education is part of the lifelong process of learning, acquiring information and forming
attitudes. Where appropriate the approach adopted at Woodcroft has regard to the statutory
guidance Relationships education (primary), 13 September 2021 and Relationships and sex
education (RSE) (secondary), 13 September 2021. It is recognised that as all pupils mature, 
both physically and emotionally, sex education is an important aspect of their educational
development. Pupils have a right to all the knowledge about sex that they are able to
comprehend and is appropriate to their particular stage of personal development.

Throughout their school life pupils are encouraged to learn how to make choices and
decisions, to develop autonomy and to take on responsibilities wherever possible. Learning
about their own sexual development and developing an awareness of their relationships
with others is also a way to develop and reinforce these skills.

It is possible that some pupils may not experience marriage or parenthood, but this does
not exclude them from forming close relationships with others during their lives. The sex
education policy and programme aims to provide pupils with the skills to conduct such
relationships with dignity and assertiveness and to avoid being exploited.

Parents are invited to discuss any matters that they are concerned about with the child’s
teacher or with a senior member of staff. Parents have a right to withdraw their child from
sex education at any stage, but not from those elements which are contained within the
National Curriculum syllabus (Relationships Education, Relationships and Sex Education RSE
and Health Education, 2019). Parents wishing to withdraw their child should discuss their
concerns with the head teacher.

Pupils with special educational needs
This document has been prepared recognising pupils’ special educational needs.
Consideration has been given to the needs of pupils when planning the programme 
(using the Equals semi-formal and formal schemes of work My relationships and sex education)
and defining the teaching strategies used to ensure that no pupil is denied access to sex
education. The programme of sex education offered to pupils is commensurate with 
their age, cognitive ability and developmental level. It is recognised that in order to be
effective, information needs to be presented in a clear unambiguous way and that repetition
and reinforcement will be necessary. The language used must be understood by the pupil
and supported wherever possible with visual materials. Pupils with special needs may well
experience difficulty within the areas of abstract thought. To help avoid confusion some
resources will necessarily need to be explicit (such as educational videos, resource packs and
anatomically correct models). Working closely with parents is essential in this important
aspect of the pupil’s curriculum. The school welcomes the involvement of parents in
discussing the pupil’s sex education programme and in sharing the responsibilities to help
the pupil assimilate the concepts and skills involved.

The sex education programme
The sex education programme aims to:
– Provide knowledge and information to which pupils are entitled.
– Clarify and build on the knowledge that pupils have already acquired.
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– Help pupils recognise and understand their sexual feelings.
– Promote acceptable and appropriate behaviour in public and in private.
– Encourage pupils to behave in a responsible way towards themselves and others.
– Provide pupils with a range of strategies which reduce the risk of exploitation,

misunderstanding and abuse.
– Raise pupils’ self-esteem and confidence, especially in their relationships with others. 
– Help pupils form positive relationships with others.
– Develop skills such as communication, decision and choice making and assertiveness.
– Provide and support access to further information as required.
All pupils are offered the opportunity to participate in a programme of relationship and sex
education and personal development appropriate to their needs. The approach may include
individual, group and class sessions. The outline of the programme is integrated into the
whole curriculum.

Stream one
Knowing my body
– Body parts
– What these parts do (their functions)
– Age differences
– Gender differences
– My clothes (on top and underneath)
– Menstration
– The physcial manifestations of a sexual state
– Masturbation
– Hygiene

Knowing me
– What I like and what I don’t like
– Who I like and who I don’t like
– What I am able to do and what I find difficult
– Trusting somebody (who can I trust?)
– Me, you and us 
– Developing a positive image and high self-esteem

Private and public 
– Where on my body is private? 
– Where on my body is not private? 
– Where can I be by myself? 
– Where can I go to be private? 
– Where can I spend time with other people? 
– My room

Touching and allowing others to touch me 
– Where on the body can I touch another person appropriately? 
– Gaining permission to touch 
– Where is it inappropriate to touch? 
– Resisting pressure and saying ‘no’ 
– Saying ‘yes’? 
– Making choices
As pupils progress time may be set aside for sex education and the areas outlined above will
continue to be reinforced. In addition, the following aspects may be incorporated, as and
when appropriate, and in consultation with parents.
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Stream two
Forming relationships
This section should only be covered if a pupil is already in an intimate relationship with
another person(s) (whether sexual or not) or indicate that they want to have an intimate
relationship with others (whether this is sexual or not).
– What does a relationship mean? 
– Liking somebody and loving somebody 
– Dating 
– Having a girlfriend or boyfriend 
– Same sex relationships 
– Compliments

Sexual intimacy with another person
This section will only be taught to those who have demonstrated a sexual persona already
and are in a relationship that is, is likely to be, or may soon become, sexual.
– The sexual act 
– The recognition that tenderness, care and empathy are key components of any sexual act

with another person
– Safe sex 
– The possible consequences of unsafe sex

Implementing the programme
Sex education may be taught by members of the teaching staff and some members of the
classroom teams. Each pupil’s programme is carefully structured and organised to ensure
continuity and consistency and to maximise the effectiveness of the teaching and learning.
Lessons will sometimes take place on an individual basis and sometimes in small groups
according to the maturity and developmental level of the pupils. Working closely with
parents is essential at all stages. Parents are welcome to meet the staff who will be involved 
in the teaching to discuss the programme, see the resources to be used and to advise of 
any religious or cultural views which will need to be taken into consideration. By working
together with parents, it is anticipated that an appropriate sex education will become a
valuable and essential aspect of the young person’s curriculum. Feedback from all involved,
received both informally and formally, will help towards assessing how effective the aims,
content, methods and resources have been in promoting the pupil’s learning.

It is not anticipated that people from outside the school will be involved in the actual
teaching of sex education, but it is recognised that where relevant, visitors to the school 
may need to be made aware of the school’s policy regarding associated issues, such as:
– Language/terminology (body parts, addressing pupils, etc.)
– Giving opportunities for furthering independence and choice
– Guidance about personal contact and touching
– Reinforcement of concepts such as ‘private’
– Treating pupils with respect
– Expectations of appropriate behaviour (sitting on laps, hugging, kissing, etc.)

Sexual abuse
It is recognised that children and adults with special needs remain vulnerable members 
of society and that incidents of exploitation and abuse do occur. This accentuates the need
for pupils to receive information about sex and personal matters. Should a member of 
staff become concerned about a pupil or a pupil makes a disclosure, this will be progressed
through the school’s Safeguarding children policy. Pupils and parents should also be aware of
the school’s approaches to the development of pupils’ skills for self-advocacy.
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Safeguarding children Woodcroft School pupil policy 28.11.22

This policy has been approved by the directors of Woodcroft School on 28.11.22

and will be reviewed in November 2023. It is based on the template developed by 
Essex County Council.

Designated safeguarding lead – Brian Sainsbury (head teacher)
brian@woodcroftschool.net / 020 8508 1369

First deputy designated safeguarding lead – Genni Renehan (head therapist)
genni@woodcroftschool.net / 020 8508 1369

Second deputy designated safeguarding lead –Trish Stokes (office manager)
trish@woodcroftschool.net / 020 8508 1369

Nominated person for concerns about designated safeguarding leads
Daniel Edwards (managing director) daniel@woodcroftschool.net / 07711 611280

Introduction
Schools and their staff form part of the wider safeguarding system for children. Everyone
who comes into contact with children and their families and carers has a role to play in
safeguarding children. In order to fulfil this responsibility effectively, all professionals should
make sure their approach is child-centred. This means that they should consider, at all times,
what is in the best interests of the child. Keeping Children Safe In Education (kcsie) – dfe, 2022

This Safeguarding children policy is for all staff, parents, directors, volunteers and the 
wider school community. It forms part of the safeguarding arrangements for our school 
and should be read in conjunction with the following:
– Keeping Children Safe In Education (Part1 and Annex C: Role of the designated safeguarding

lead;) – dfe, 2022

– Behaviour management policy
– Staff handbook under Guidelines on safe working practice
Safeguarding and promoting the welfare of children (everyone under the age of 18) is
defined in kcsie as:
– Protecting children from maltreatment.
– Preventing impairment of children’s mental and physical health or development.
– Ensuring that children grow up in circumstances consistent with the provision of safe

and effective care.
– Taking action to enable all children to have the best outcomes.
Our school has a whole school approach to safeguarding, which ensures that keeping
children safe is at the heart of everything we do and underpins all systems, processes and
policies. It is important that our values are understood and shared by all children, staff,
parents, carers, directors, advisers and the wider school community. Only by working in
partnership, can we truly keep children safe.

Statutory framework
There is government guidance set out in Working together – dfe, 2018, on how agencies 
must work in partnership to keep children safe. This guidance places a shared and equal 
duty on three safeguarding partners: the local authority; police; and health, to work together
to safeguard and promote the welfare of all children in their area under multi-agency
safeguarding arrangements. These arrangements sit under the Essex Safeguarding Children
Board (escb). In Essex, the statutory partners are Essex County Council, Essex police and
five of the seven Clinical Commissioning Groups covering the county.
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Section 157 for independent schools places a statutory responsibility on the board of
directors to have policies and procedures in place that safeguard and promote the welfare 
of children who are pupils of the school.

Woodcroft School is situated in Essex and has regard to the Southend, Essex and
Thurrock (set) Procedures. Woodcroft also places pupils from many other local authorities.
Where concerns arise from issues associated with the pupil’s home environment or locality,
the relevant procedures of the sending authority are followed. Our school also works in
accordance with the following legislation and guidance, which is not an exhaustive list:
– Behaviour in Schools – dfe, 2022

– Children Act, 1989 & 2004

– Children and Social Work Act, 2017

– Children Missing Education (statutory guidance for local authorities) – dfe, 2016

– Counter-Terrorism and Security Act – hmg, 2015

– Criminal Exploitation of Children and Vulnerable Adults (county lines guidance) – ho, 2018

– Data Protection Act, 2018

– Education Act, 2002

– Education (Pupil Registration) Regulations, 2006

– Essex Effective Support booklet 
– Female Genital Mutilation Act, 2003 (s.74 ≤ Serious Crime Act, 2015)
– Information Sharing Advice for Safeguarding Practitioners – hmg, 2018

– Keeping Children Safe In Education – dfe, 2022

– Lets Talk: Reducing the Risk of Suicide – escb, 2021

– Preventing and Tackling Bullying – dfe, 2017

– Preventing Youth Violence and Gang Involvement – ho, 2015

– Searching, Screening and Confiscation – dfe, 2022

– Serious Crime Act – ho, 2015

– Sexual Offences Act, 2003

– Sexual Violence and Sexual Harassment Between Children in Schools and Colleges – dfe, 2021

– Suspension and permanent exclusion in schools, academies and PRUs – dfe, 2022

– Teaching Online Safety in Schools – dfe, 2019

– Understanding and Supporting Behaviour (good practice for schools) – ecc, 2021

– What to Do if You’re Worried a Child is Being Abused – hmg, 2015

– Working Together – dfe, 2018

Roles and responsibilities
All adults working with or on behalf of children have a responsibility to protect them 
and to provide a safe environment in which they can learn and achieve their full potential.
However, there are key people within schools and the local authority who have specific
responsibilities under child protection procedures. The names of those in our school with
these specific responsibilities (the designated safeguarding lead and deputy designated
safeguarding leads) are shown on the first page of this policy. However, we are clear that
safeguarding is everyone’s responsibility and that everyone who comes into contact with
children has a role to play.

The board of directors
The board of directors ensure that the policies, procedures and training at Woodcroft are
effective and comply with the law at all times. It ensures that all required policies relating 
to safeguarding are in place, that the Safeguarding children policy reflects statutory and local
guidance and is reviewed at least annually. 

Woodcroft’s director for safeguarding arrangements is Daniel Edwards and he takes
strategic responsibility at board level. The board ensures there is a named designated
safeguarding lead and at least one deputy safeguarding lead in place.
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The board ensures the school contributes to inter-agency working, in line with statutory
and local guidance. It ensures that information is shared and stored appropriately and in
accordance with statutory requirements.

The board ensures that all adults in our school who work with children undergo
safeguarding and child protection training at induction as appropriate and that it is regularly
updated. All staff members receive regular safeguarding and child protection updates, at least
annually, to provide them with the relevant skills and knowledge to keep our pupils safe.

The board ensures our pupils are taught about safeguarding (including online safety)
through teaching and learning opportunities as part of a broad and balanced curriculum.
We work in accordance with government regulations regarding the mandatory subjects 
of Relationships Education (for primary age pupils), Relationships and Sex Education 
(for secondary age pupils) and Health Education (for all pupils in state funded schools).

The board and school management team are responsible for ensuring the school 
follows recruitment procedures that help to deter, reject or identify people who might
abuse children. It adheres to statutory responsibilities to check adults working with children
and has recruitment and selection procedures in place (see Recruitment, selection and disclosure
policy). It ensures that volunteers are appropriately supervised in school (see Student and
volunteer policy).

The head teacher
The Teachers’ Standards, 2012 state that teachers (which includes head teachers) should
safeguard children’s wellbeing and maintain public trust in the teaching profession as 
part of their professional duties. The head teacher works in accordance with all statutory
requirements for safeguarding and is responsible for ensuring that safeguarding policies and
procedures adopted by the board are followed by all staff. At Woodcroft, the head teacher is
the designated safeguarding lead.

The designated safeguarding lead and deputies 
Our designated safeguarding lead has ultimate lead responsibility for safeguarding and child
protection. Their role includes managing child protection referrals, working with other
agencies, ensuring all staff are appropriately trained and raising awareness of all safeguarding
and child protection policies and procedures. They ensure that everyone at Woodcroft
(including temporary staff, volunteers and contractors) is aware of these procedures and 
that they are followed at all times. They act as a source of advice and support for other staff
on child protection matters and ensure that timely referrals to Essex Children’s Social Care
(Children and Families Hub) and sending local authorities are made in accordance with
current procedures. They work with the local authorities and other bodies, such as police
and social care as required, to ensure that information is shared appropriately.

The deputy designated safeguarding leads are trained to the same standard as the
designated safeguarding lead. If for any reason the designated safeguarding lead is
unavailable, the deputy designated safeguarding leads in an identified precedence will 
act in their absence. The full description of the roles can be found in ksie annex c.

Multi-disciplinary safeguarding team
Woodcroft’s multi-disciplinary safeguarding team meetings are attended by a core 
group consisting of the designated leads for safeguarding (the head teacher, head therapist,
office manager and managing director) and,where required, additional professionals 
from Woodcroft and/or local authorities. All are bound by a code of confidentiality. 
The fundamental principle is to ensure a ‘team around the child’ approach to the work,
emphasising collaborative working, consistent communication and the sharing of skills. 
As part of this multi-disciplinary way of working all pupils are included in the confidential
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Safeguarding meeting file when starting at Woodcroft. New parents are informed of this and
signed agreement is sought. Pupils who have left Woodcroft are retained on the file until the
handover of safeguarding responsibilities has taken place, so that progress can be monitored
and support provided to pupils’ new schools. Further meetings may occur as a result of these
multi-disciplinary discussions. Should safeguarding issues arise from a safeguarding team
meeting, the school’s designated safeguarding lead will take them forward in line with the
school’s policy and procedures.

All school staff
Everyone at Woodcroft has a responsibility to provide a safe learning environment in 
which our pupils can learn. Any child may benefit from early help and all staff members are
aware of the local early help process and our role in it. They are aware of signs of abuse and
neglect so they are able to identify pupils who may be in need of help or protection. All staff
members are aware of and follow school processes (as set out in this policy) and are aware 
of how to make a referral to social care if there is a need to do so. If staff have any concerns
about a pupil’s welfare, they must act on them immediately and speak with the designated
safeguarding lead or deputy. They do not assume that others have taken action.

Types of abuse and specific safeguarding issues
kcse ≤ dfe, 2021, describes abuse in the following way:
‘Somebody may abuse or neglect a child by inflicting harm or by failing to act to prevent
harm. Children may be abused in a family or in an institutional or community setting by
those known to them or, more rarely, by others. Abuse can take place wholly online, or
technology may be used to facilitate offline abuse. Children may be abused by an adult or
adults or another child or children’.

kcse refers to four categories of abuse:
– Physical 
– Emotional
– Sexual
– Neglect
Our staff must always reassure pupils who report abuse or are victims of abuse that they will
be taken seriously, supported and kept safe. Staff should never make a pupil feel ashamed for
reporting abuse, nor make them feel they are causing a problem.

All Woodcroft staff must be aware of the signs of abuse and neglect and be able to identify
pupils who may be in need of help or protection. They should be aware of environmental
factors which may impact on a pupil’s welfare and safety and understand safeguarding in 
the wider context. Staff should be aware that abuse, neglect and safeguarding issues are rarely
‘stand-alone’ events and that, in most cases, multiple issues will overlap.

In addition, staff should be aware of other types of abuse and safeguarding issues that 
can put children at risk of harm. Behaviours linked to issues such as drug taking and alcohol
misuse, deliberately missing education and consensual and non-consensual sharing of nude
and semi-nude images, can be signs that children are at risk. 

Child Criminal Exploitation (cce) 
and Child Sexual Exploitation (cse)
cce and cse are forms of abuse that occur where an individual or group takes advantage 
of an imbalance in power to coerce, manipulate or deceive a child into taking part in sexual
or criminal activity in exchange for something the victim needs or wants, and/or for the
financial advantage or increased status of the perpetrator and/or through violence or threat
of violence. cce and cse can affect male and female children and can include children who
have been moved (commonly referred to as trafficking) for the purpose of exploitation.
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Some specific forms of cce can include children being forced or manipulated into
transporting drugs or money through county lines, working in cannabis factories,
shoplifting or pickpocketing. They can also be forced or manipulated into committing
vehicle crime or threatening to or committing serious violence to others.

cse is a form of child abuse which can happen to boys and girls from any background 
or community. It may occur over time, or be a one-off occurrence. Woodcroft has adopted
the definition of cse from the dfe, 2017: ‘Child sexual exploitation is a form of child sexual
abuse. It occurs when an individual or group takes advantage of an imbalance of power 
to coerce, manipulate or deceive a child or young person under the age of 18 into sexual
activity (a) in exchange for something the victim needs or wants, and/or (b) for the financial
advantage or increased status of the perpetrator or facilitator. The victim may have been
sexually exploited even if the sexual activity appears consensual. Child sexual exploitation
does not always involve physical contact; it can also occur through the use of technology’.

It is understood that a significant number of children who are victims of cse go missing
from home, care and education at some point. Our school must be alert to the signs of a
pupil becoming at risk of, or subject to, cse and must take appropriate action to respond 
to any concerns. The designated safeguarding lead will lead on these issues and work with
other agencies as appropriate. The following one page process map sets out arrangements
for cse in Essex: https://www.escb.co.uk/media/2075/cse-1-pager-sept- 2019.pdf

Children missing education
All children, regardless of their age, ability, aptitude and any special educational needs they
may have, are entitled to a full time education. Woodcroft recognises that a child missing
education is a potential indicator of abuse or neglect and will follow the school procedures
for unauthorised absence and for children missing education. It is also recognised that, 
when not in school, children may be vulnerable to or exposed to other risks, so we work
with parents and other partners to keep children in school whenever possible.

Parents should always inform us of the reason for any absence. Where contact is not
made, a referral may be made to another appropriate agency, such as the local authority
attendance team, social care or the police. Parents are required to provide at least two
emergency contact numbers to the school.

Our school must inform the local authority of any pupil who has been absent without
school permission for a continuous period of ten days or more.

We work in accordance with the Essex protocol for children who go missing during the
school day to ensure that there is an appropriate response to pupils who go missing. 

Contextual safeguarding
Safeguarding incidents and behaviours can be associated with factors outside our school. 
All staff are aware of contextual safeguarding and the fact they should consider whether
wider environmental factors present in a pupil’s life are a threat to their safety and welfare.
To this end, we will consider relevant information when assessing any risk to a pupil and
share it with other agencies to support better understanding of a pupil and their family.

Domestic abuse
This can encompass a wide range of behaviours and may be a single incident or a pattern 
of incidents. Domestic abuse is not limited to physical acts of violence or threatening
behaviour and can include emotional, psychological, controlling or coercive behaviour,
sexual and economic abuse. Woodcroft recognises that exposure to domestic abuse can 
have a serious, long term emotional and psychological impact on children. We work 
with other key partners and will share relevant information where there are concerns that
domestic abuse may be an issue for a pupil or family or be placing a pupil at risk of harm.
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Honour based violence including
Female Genital Mutilation (fgm) and forced marriage
fgm comprises all procedures involving partial or total removal of the external female
genitalia or other injury to female genital organs. It is illegal in the uk and a form of child
abuse.

As of October 2015, the Serious Crime Act – ho, 2015, introduced a duty on teachers
and other professionals to notify the police of known cases of female genital mutilation
where it appears to have been carried out on a girl under the age of 18. Woodcroft will
operate in accordance with the statutory requirements relating to this issue, and in line with
local safeguarding procedures.

A forced marriage is one entered into without the full consent of one or both parties. 
It is where violence, threats or other forms of coercion is used and is a crime. Our staff must
make sure they understand how to report concerns where this may be an issue.

Mental health
Mental health problems can, in some cases, be an indicator that a pupil has suffered or is 
at risk of suffering abuse, neglect or exploitation. Where children have suffered abuse or
other potentially traumatic adverse childhood experiences, this can have a lasting impact
throughout childhood, adolescence and into adulthood. Where we have concerns this may
impact on mental health, staff must seek advice and work with other agencies as appropriate
to support a pupil and ensure they receive the help they need.

Positive mental health is the concern of the whole community and we recognise that
schools play a key part in this. Woodcroft aims to develop the emotional wellbeing and
resilience of all pupils and staff, as well as provide specific support for those with additional
needs. We understand that there are risk factors which increase someones vulnerability and
protective factors that can promote or strengthen resiliency. The more risk factors present 
in an individuals life, the more protective factors or supportive interventions are required 
to counter balance and promote further growth of resilience.

It is vital that we work in partnership with parents to support the wellbeing of our 
pupils. Parents should share any concerns about the wellbeing of their child with school, 
so appropriate support and interventions can be identified and implemented.

Online safety
We recognise that our pupils are growing up in an increasingly complex world, living 
their lives on and offline. This presents many positive and exciting opportunities, but we
recognise it also presents challenges and risks. Any child can be vulnerable online, and 
their vulnerability can fluctuate depending on their age, developmental stage and personal
circumstance. We want to equip our pupils with the knowledge needed to make the best 
use of the internet and technology in a safe, considered and respectful way, so they are able 
to reap the benefits of the online world. The range of online risks could be categorised as:

Content 
Being exposed to illegal, inappropriate or harmful material, for example: pornography; 
fake news; suicide; or racist, radical and extremist views.

Contact
Being subjected to harmful online interaction with other users, for example: peer to peer
pressure; commercial advertising; as well as adults posing as children or young adults with
the intention to groom or exploit them for sexual, criminal, financial or other purposes.

Conduct
Personal online behaviour that increases the likelihood of, or causes harm, for example:
making, sending and receiving explicit images; or online bullying.
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Commerce
Risks, such as: online gambling; inappropriate advertising; phishing; or financial scams.

Woodcroft uses an internet filtering service for school computers and devices. 
The online safety coordinator attended the Child Exploitation and Online Protection
(ceop) ambassador course and is responsible for cascading the training to others, 
where appropriate. Teachers, senior teacher’s assistants and therapists will complete the
Thinkuknow online training course,which has been jointly developed by ceop and the
nspcc.Online safety and mobile technology issues are periodically brought to the attention
of parents through parent newsletters, and questionnaires are used to gather information on
pupil and parent training needs. (See Woodcroft’s Online safety policy.) 

Child on child abuse
This form of abuse is sexual violence and/or sexual harassment between children in schools. 

Children with special educational needs who are on the Autistic Spectrum, or with
other conditions originating out of attachment and/or social, emotional and mental health
needs, are at risk of both becoming victims and perpetrators of child on child abuse.Their
understanding of social norms, lack of behavioural filters and drive to achieve what they
desire can result in children acting out towards other children or accepting behaviours 
from others that are abusive in nature. This abusive behaviour can take the form of physical,
emotional, sexual or cyber abuse. It is more prevalent in mainstream settings from male 
to female, although other forms are also possible. For example, children within the same
gender group may instigate abusive relationships towards others of the same gender. 

Woodcroft School takes this risk very seriously and highlights the possibility and
appropriate actions in initial staff safeguarding training and subsequent refreshers.The high
staffing ratio and our working practice, that pupils should not be left together without adult
supervision, helps minimise the chance of such happenings occurring within school. 

Prevention of radicalisation
As of July 2015, the Counter-Terrorism and Security Act – hmg, 2015, placed a new duty on
schools and other education providers. Under section 26 of the Act, schools are required, 
in the exercise of their functions, to have ‘due regard to the need to prevent people from
being drawn into terrorism’. This duty is known as the Prevent duty. It requires schools to:
– teach a broad and balanced curriculum which promotes spiritual, moral, cultural, 

mental and physical development of pupils and prepares them for the opportunities,
responsibilities and experiences of life, and must promote community cohesion;

– be safe spaces in which children and young people can understand and discuss sensitive
topics, including terrorism and the extremist ideas that are part of terrorist ideology, 
and learn how to challenge these ideas; and

– be mindful of their existing duties to forbid political indoctrination and secure a
balanced presentation of political issues.

channel is a national programme which focuses on providing support at an early stage 
to people identified as vulnerable to being drawn into terrorism. Our school operates in
accordance with local procedures for prevent and with other agencies, sharing information
and concerns as appropriate. Where we have concerns about extremism or radicalisation,
we will seek advice from appropriate agencies and, if necessary, refer to social care and/or
the channel panel.

Serious violence
All staff are aware of the risk factors and indicators which may signal that pupils are at risk
from or involved with serious violent crime. These may include increased absence from
school, a change in friendships or relationships with older individuals or groups, a significant
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decline in performance, signs of self harm or a significant change in wellbeing, or signs of
assault or unexplained injuries. Unexplained gifts or new possessions could also indicate
that a pupil has been approached by, or is involved with, individuals associated with criminal
networks or gangs.

Children potentially at risk of greater harm
We recognise that some pupils may potentially be at risk of greater harm and require
additional help and support. These may be pupils with a Child in need or Child protection 
plan, those in care or previously in care or those requiring mental health support. We work
with social care and other appropriate agencies to ensure there is a joined up approach to
planning for these pupils and that they receive the right help at the right time.

Woodcroft, as a school working with children with special educational needs,
understands these children can face additional safeguarding challenges. Barriers can 
exist when recognising abuse and neglect in this group of children. These can include: 
– Assumptions that indicators of possible abuse, such as behaviour, mood and injury, relate

to the pupil’s disability, so further exploration is not carried out.
– That they may be more prone to peer group isolation than others.
– The potential to be disproportionally impacted by things like bullying, without

outwardly showing signs.
– Communication difficulties in overcoming these barriers.

Procedures
Woodcroft works with key local partners, including those in our sending authorities, to
promote the welfare of our pupils and protect them from harm. This includes providing 
a coordinated offer of early help when additional needs are identified and contributing to
inter-agency plans, which provide additional support. This may be through a Child in Need
Plan or a Child Protection Plan.

All staff members have a duty to identify and respond to suspected or actual abuse or
disclosures of abuse. Any member of staff, volunteer or visitor to the school who receives 
a disclosure or allegation of abuse, or suspects that abuse may have occurred, must report 
it immediately to the designated safeguarding lead or, in their absence, the designated
safeguarding deputies. Where there is risk of immediate harm, concerns will be referred 
by telephone through the appropriate local authorities Children and Families team and
/or the police. Less urgent concerns or requests for support will be sent to the relevant
Children and Families team.(As a school with multiple sending authorities, the designated
safeguarding lead will decide which local authority team(s) to contact depending on 
where any incident or concern happened or is reported to have happened. Concerns 
will be referred to Essex County Council where an incident is reported to have happened 
at school. In this case the relevant sending authority will also be informed.)

The school may also seek advice from social care or another appropriate agency 
about a concern if we are unsure how to respond to it. Wherever possible, we will share any
safeguarding concerns, or an intention to refer a child to social care, with parents or carers.
However, we will not do so where it is felt that to do so could place a pupil at greater risk of
harm or impede a criminal investigation. If it is necessary for another agency to meet with a
pupil in school, we will always seek to inform parents or carers, unless we are advised not to
by that agency. On occasions, it may be necessary to consult with the Children and Families
teams and/or police for advice on when to share information with parents and carers.

If a member of staff continues to have concerns about a pupil and feels the situation 
is not being addressed or does not appear to be improving, they should press for re-
consideration of the case with the designated safeguarding lead.
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If, for any reason, the designated safeguarding lead or deputies are not available, this 
should not delay appropriate action being taken. Safeguarding contact details are displayed
in the school to ensure that all staff members have unfettered access to safeguarding support,
should it be required. Any individual may refer to social care where there is suspected or
actual risk of harm to a pupil.

When new staff, volunteers or regular visitors join our school they must be informed 
of the safeguarding arrangements in place, the name of the designated safeguarding lead and
deputies and how to share concerns with them.

All action is taken in accordance with the following guidance:
– Essex Safeguarding Children Board Guidelines; Southend, Essex and Thurrock (set)

Child Protection Procedures – escb, 2019

– kcse – dfe, 2021

– Working Together to Safeguard Children – dfe, 2018

– Effective Support for Children and Families in Essex – escb

– Prevent Duty, Counter Terrorism and Security Act – hmg, 2015

Training 
In line with statutory requirements, the designated safeguarding lead and deputies
undertake level 3 child protection training at least every two years and training in inter-
agency working and other matters as appropriate. All staff members and directors receive
appropriate child protection training which is regularly updated and in line with advice
from the escb. In addition, all staff members and other adults working with Woodcroft
pupils receive safeguarding and child protection updates as required, at least annually, to
provide them with relevant skills and knowledge to safeguard pupils effectively. Records 
of any child protection training undertaken are kept for all staff and directors.

Professional confidentiality
Confidentiality is an issue which needs to be discussed and fully understood by all those
working with our pupils, particularly in the context of child protection. A member 
of staff must never guarantee confidentiality to anyone about a safeguarding concern,
including parents, carers or pupils, or promise to keep a secret. In accordance with 
statutory requirements, where there is a child protection concern, this must be reported 
to the designated safeguarding lead and may require further referral to and subsequent
investigation by appropriate authorities. 

Information on individual child protection cases may be shared by the designated
safeguarding lead or deputies with other relevant staff members. This will be on a ‘need 
to know’ basis only and where it is in the pupil’s best interests to do so. 

Records and information sharing
Well kept records are essential to good child protection practice. Woodcroft is clear about
the need to record any concern held about a pupil within our school and when these
records should be shared with other agencies.

Where there are concerns about the safety of a child, the sharing of information in a
timely and effective manner between organisations can reduce the risk of harm. Whilst 
the Data Protection Act, 2018, places duties on organisations and individuals to process
personal information fairly and lawfully, it is not a barrier to sharing information where the
failure to do so would result in a child being placed at risk of harm. Similarly, human rights
concerns, such as respecting the right to a private and family life would not prevent sharing
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information where there are real safeguarding concerns. Fears about sharing information
cannot be allowed to stand in the way of the need to safeguard and promote the welfare of
children at risk of abuse or neglect. Our use of data for child protection purposes is recorded
in our online Pupil privacy notice.

Any member of staff receiving a disclosure of abuse or noticing signs or indicators of
abuse, should record it as soon as possible on Woodcroft’s blue form: Safeguarding record of
concerns (see Appendix C). The form notes what was said or seen (if appropriate, using a body
map to record), giving the date, time and location. All records will be dated and signed and
will include any action taken. This is then presented to the designated safeguarding lead or
deputies, who will decide on appropriate action and record this accordingly.

Any records relating to child protection are kept on an individual child protection 
file for that pupil and kept separately to the main pupil file. All child protection records are
stored securely and confidentially and will be retained for twenty five years after the pupil’s
date of birth, or until they transfer to another school or educational setting. 

In line with statutory guidance, where a pupil transfers from our school to another
school or educational setting, their child protection records will be forwarded to the new
educational setting. These will be marked Confidential and for the attention of the receiving
school’s designated safeguarding lead, with a return address on the envelope so it can be
returned to Woodcroft if it goes astray. We will obtain evidence that the paperwork has 
been received by the new school. Where appropriate, the designated safeguarding lead may
also make contact with the new educational setting in advance of the pupil’s move there, 
to enable planning so appropriate support is in place when the pupil arrives. 

When a pupil joins Woodcroft, we request child protection records from the previous
educational establishment.

Inter-agency working
It is the responsibility of the designated safeguarding lead to ensure that the school is
represented at, and that a report is submitted to, any statutory meeting called for pupils 
on the school roll or previously known to them. Where possible and appropriate, any report
will be shared in advance with the parents and carers. The member of staff attending the
meeting will be fully briefed on any issues or concerns the school has and be prepared to
contribute to the discussions.

If a child is subject to a Child in Need Plan or a Child Protection Plan, the designated
safeguarding lead will ensure the child is monitored regarding their school attendance,
emotional well-being, academic progress, welfare and presentation. If the school is part 
of the core group, the designated safeguarding lead will ensure the school is represented,
provides appropriate information and contributes to the plan at these meetings. Any
concerns about the Child Protection Plan or the pupil’s welfare will be discussed and recorded
at the core group meeting, unless to do so would place the pupil at further risk of significant
harm. In this case the designated safeguarding lead will inform the pupil’s key worker
immediately and then record that they have done so and the actions agreed. 

Allegations about members of the workforce
All staff members are made aware of the boundaries of appropriate behaviour and conduct.
These matters form part of our staff induction and are outlined in our Staff handbook under
Guidelines on safe working practice. The school works in accordance with statutory guidance
and the set procedures – escb, 2022, in respect of allegations against an adult working with
children in a paid or voluntary capacity. 
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The school has processes in place for reporting any concerns about a member of staff 
or adult working with our pupils. Any concerns about the conduct of a member of staff
must be referred to the head teacher, or the nominated deputy in their absence, as they have
responsibility for managing employment issues. Where the allegation concerns an agency
member of staff, the head teacher will liaise with the agency, while following due process.
Where the concern involves the head teacher, it should be reported direct to the managing
director, Daniel Edwards.

The set procedures – escb, 2022, require that, where an allegation against a member 
of staff is received, the head teacher, senior named person or the managing director must
inform the duty Local Authority Designated Officer (lado) in the Children’s Workforce
Allegations Management Team on 03330 139 797 within one working day. However,
wherever possible, contact with the lado will be made immediately as they will then advise
on how to proceed and whether the matter requires police involvement. This will include
advice on speaking to pupils and parents. The school does not carry out any investigation
before speaking to the lado.

Staffing matters are confidential and the school operates within a statutory framework
around data protection.

Use of reasonable force
The term ‘reasonable force’ covers a broad range of actions used by staff that involve a
degree of physical contact to control or restrain pupils. There are circumstances when it is
appropriate for staff to use reasonable force to safeguard pupils, such as guiding a pupil to
safety or breaking up a fight. ‘Reasonable’ means using no more force than is needed. Our
school works in accordance with statutory and local guidance on the use of reasonable force
(see reference on page 2) and recognises that where intervention is required, it should always
be considered in a safeguarding context.

Whistleblowing
All members of staff should be able to raise concerns about poor or unsafe practice and feel
confident any concern will be taken seriously by the school management team. We have
whistleblowing procedures in place and these are available in the school Whistleblowing
policy. However, for any member of staff who feels unable to raise concerns internally, 
or where they feel their concerns have not been addressed, they may contact the nspcc

whistleblowing helpline on: 0800 028 0285. This helpline is available from 08:00 to 20:00,
Monday to Friday or by email at: help@nspcc.org.uk. 

Parents or others in the wider school community with concerns can contact the nspcc

general 24 hour helpline on: 0808 800 5000, or email: help@nspcc.org.uk.
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Appendix a – missing pupil protocol
Arrangements for pupils who go missing during the school day.

Definition of missing
The definition of missing from the College of Policing Authorised Professional Practice
Guidance which is used in Essex is ‘anyone whose whereabouts cannot be established will be
considered as missing until located and his or her wellbeing confirmed’.

Introduction
This guidance sets out the procedures to follow when a pupil goes missing from school.
Missing children are among the most vulnerable in our community. Sometimes children 
go missing from educational settings and when this occurs it is important that action is
taken, in line with local procedures, quickly to address this. This appendix should be read 
in conjunction with the documents listed immediately below: 
– Essex Schools Infolink for the model Child protection policy and other resources.
– escb for the set procedures and other resources.
A pupil going missing could be a one-off incident that, following investigation, does not
need further work. However, a pupil going missing frequently could be an indicator of
underlying exploitation or other forms of child abuse. 

Schools should consider missing episodes like any other child protection concern and
take action as appropriate, for example, by contacting parents, the Children and Families
Hub consultation line, and in an emergency, the priority line or the police. It may be
appropriate to use the relevant local authority’s early help procedures (for example, in Essex,
holding a Team Around the Family meeting) to address the issues and prevent escalation.
Advice should be sought and concerns should be escalated if there is no improvement. 

Where children missing frequently are open to children’s social care, a specific plan may
be in place. Where this is the case, the educational setting may be set actions as part of the
plan and should receive a copy if consent has been provided. 

When a pupil goes missing
When it is suspected that a pupil is missing from school this must be addressed immediately.
Active steps to locate the pupil should be taken, for example, searching the premises and
surrounding areas, contacting the pupil by phone, text and social media, and contacting
their parents. If none of these actions locate the pupil, then they must be reported missing 
to the police by dialling 101 (or 999 if there is a belief that the pupil is immediately suffering
significant harm). It is important that the police are informed of any checks already
completed, as it may save time and prevent duplication of tasks.

Staff must inform the missing pupil’s parents. Where there is a social worker allocated to
the pupil, they should also be informed.

After a pupil has been reported missing, any further information should be
communicated to the police by telephoning 101 and quoting the incident number that 
the police would have provided following the initial report. Further information must be
passed to the police as soon as possible, as officers will continue to search for the pupil until
informed of their return.

When the pupil is found
If the pupil is found by staff, or if the pupil returns to the premises of their own accord, the
police must be notified immediately by dialling 101 (or 999 if the matter is an emergency). 
It is important that this action is prioritised, as the pupil will remain classified as a missing
person until seen by the police.
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Essex police
On receiving a report of a missing child, Essex police will classify the child as missing and
will respond based on the level of risk involved.

Essex police will conduct a vulnerability interview for all missing children who have
returned. It may be that the child refuses to engage or speak with police, and on these
occasions the parents can assist by reporting their observations of their child to officers, 
e.g. did the child shower, have gifts, appear unwell or under the influence of any substance,
etc. The setting may also be able to contribute to this process and should provide the police
with any relevant information or observations.

Each child that returns from missing will be offered a ‘missing chat’ (an independent
return from missing interview) by a person not involved in their care. This will be facilitated
by the local authority with responsibility for the pupil. Missing chats are offered to all
children from Essex who go missing.

Useful contacts
Shane Thomson – Essex County Council (ecc) Missing Co-ordinator:

shane.thomson@essex.gov.uk 
Lucy Stovell – ecc Missing Chats: lucy.stovell@essex.gov.uk

Appendix b – local and national safeguarding contacts
0345 603 7627 Essex Children and Families Hub

Option 2 Members of the public should speak to a Family Adviser. Professionals should speak 
to the Consultation Line (for advice) or in an emergency ask for the Priority Line.

0345 606 1212 Emergency Duty Team – out of office hours 
(eds@essex.gov.uk)

999 Police or ambulance emergency service

101 Police non-emergency line
(control room will direct you to the relevant child abuse office)

Note: more details on when to contact the police can be found in the National Police Chiefs 
Council booklet When to Call the Police – guidance for schools and colleges.

020 8539 5522 Whipps Cross Hospital 

0808 800 5000 nspcc: help for adults concerned about a child

0800 1111 Childline: help for children and young people

Note: a list of the current social care contacts for each pupil’s LA is kept in the school office.
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Appendix c – safeguarding record of concerns 
(blue form)
Blue forms are available from the school office. They must be put in an envelope with a blue
sticker (also available from the office) and handed in person to the designated senior person,
or in their absence the deputy designated senior person.

Example:
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Special educational needs and disabilities
(send) Woodcroft School pupil policy 11.11.21

This policy aims to outline our provision for pupils with special needs and disabilities.
It is approved by the school’s board of directors and is due for review in Autumn 2023.

Introduction
Woodcroft School is an independent primary day school registered with the Department 
for Education for up to fifty pupils with a variety of complex special educational needs,
including Autism. Pupils generally have an Educational Health and Care plan, although
occasionally pupils are placed at Woodcroft whilst a statutory assessment of their needs is
undertaken. The spectrum of pupils’ needs at Woodcroft ranges from children who do not
consistently use their voice and have learning difficulties, to children who exhibit almost
age appropriate cognitive skills, but do not apply their skills functionally in an academic
context.
Woodcroft aims:
– To offer a safe and supportive environment within which pupils can develop to their full

potential and live healthy, satisfying and independent lives within society.
– To maintain a positive school culture where pupils are motivated and challenged by high

expectations and success is consistently celebrated.
– To support parents and local authorities by providing innovative and flexible services

that ensure each pupil’s education is adapted to their needs.
– To be widely recognised as a specialist centre of excellence where information, training

and support is shared with parents; other schools and professionals; and the wider
community.

Curriculum
At Woodcroft we believe that our curriculum should be broad, balanced and relevant to the
needs of all our pupils, whatever their abilities. The curriculum is built around the statutory
requirements of the National Curriculum, with all pupils accessing core and foundation
subjects, delivered at an appropriate level and in a style suited to their individual needs 
and abilities. Pupils access a range of learning experiences that challenge, stimulate and
promote thinking and learning. Many of our pupils benefit from learning broken into 
very small achievable steps and need lots of opportunities to repeat and practice each 
skill before becoming independent with it. Our curriculum is the totality of our pupils’
learning experiences and is highly differentiated for each pupil. It includes communication
and social skills, sensory experiences, self help, problem solving, independence and self
management of behaviour and emotions. Please see our Curriculum policy for more details.

Staff
Woodcroft has a dedicated, experienced and well trained staff team made up of teachers, 
a speech and language therapist, an occupational therapist, two therapy assistants, a music
teacher, wellbeing mentors, Team Teach tutors and teaching assistants.

The speech and language therapist and occupational therapist work with all the pupils,
usually on a class group basis and provide specialist on-site programmes and advice. (See our
Multi-sensory curriculum policy and Communication policy).

Staff holding first aid certificates are available to each class group.
The school also benefits from the occasional services of a behaviour advisor, a football

and tennis coach, a yoga instructor and a physiotherapist.
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Accommodation
Woodcroft is housed in former residential premises and is able to provide homely
accommodation in seven class bases. Each class is made up of between two and four rooms,
allowing ample opportunity for pupils to work individually or in small groups, as needs
require. For many pupils the smaller, less institutional like nature of the setting helps them to
put aside previous difficulties experienced in more formal schools.

Accessibility
The school operates a low arousal approach to the decoration of classrooms, minimising 
the risk of sensory overload through too much visual distraction. School staff utilise visual
strategies such as schedules, gestures, signs, sand timers and cue (symbol) cards to assist the
pupils with processing information and supporting transitions. 

The school is partly housed in two storey accommodation with access via stairs. These
areas are not accessible to wheel chairs or those requiring other mobility aids. Similarly, due
to the school’s situation on a sloping site, it is not suitable for those with limited mobility.

ict

Each classroom is fitted with an interactive whiteboard or large plasma touch screen and 
a generous array of technological aids ranging from laptops and desktops to iPads. 

Physical education
Pupils engage in a varied range of sports and recreational activities using local community
facilities. These include adventure playground and outdoor adventure centres, football,
pony riding, softplay, swimming, tennis and trampolining / rebound therapy.

The school adjoins Epping Forest and the pupils undertake frequent walks in the forest
as part of their weekly programme. 

Pupils also regularly visit the local library and shops as part of their pshe and community
links programme.

Inclusion
Woodcroft is actively involved in the local Project Ability initiative and takes part in a range
of ‘sports experience’ opportunities with neighbouring primary schools.

Where appropriate, weekly attendance programmes can be arranged for pupil
participation in wider inclusion experiences in settings either near Loughton or closer 
to the pupil’s home. 

School lunches and snacks
All pupils are entitled to a school lunch, which includes a meat or vegetarian option. 
Meals are made with fresh ingredients and fruit and healthy snacks are available to pupils
both in the morning and late afternoon. Pupils are encouraged to frequently sip from their
water bottles to maintain their hydration.

Woodcroft’s Food policy supports the healthy living goals of the school curriculum.

Annual reviews
Pupil’s progress is reviewed on an annual basis. In keeping with the direction of the 2014

Children and Families Act and Education, Health and Care plans the voice of each pupil 
is actively sought through a person centred approach. This increasingly includes the use 
of video footage.
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Statutory annual review Woodcroft School pupil policy 07.10.21

This policy has been revised in accordance with the send Code of Practice that came into
effect in September 2014. 

Our assessment, recording and reporting procedures are established across the school. 
It is our intention by implementing them consistently, accurately and fairly to benefit the
pupils by offering an objective view of their progress and changing needs. A pupil’s statutory
annual review should: 
– focus on the pupil’s progress towards achieving the outcomes specified in the ehc plan;
– discuss what changes might need to be made to the support and activities provided to

help them achieve those outcomes, or whether changes are needed to the outcomes
themselves;

– set shorter term targets for the coming year to achieve progress towards the agreed
outcomes to be considered at the next annual review.

School contributions
– A report from all school staff involved in providing current educational and therapeutic

input will be obtained at least four weeks prior to the annual review.
– It is the responsibility of the chairperson to ensure that all reports are presented.
– The school will endeavour to seek the ascertainable views of the pupil as well as the

views of their parents.

External contributors
– The pupil’s parents will be invited to attend the annual review; if they are unable to

attend alternative dates may be offered and an alternative venue may also be offered.
– A local authority ehc coordinator will be invited; and a health service representative 

and local authority social care representative will be invited, as appropriate.
– If the pupil is looked after by the local authority under a care order, the pupil’s named

social worker will be invited to attend.
– Other closely involved professionals will be invited to attend including appropriate 

bi-lingual support where possible.
– Where appropriate the pupil will be invited to attend all or part of the review.
– Woodcroft will endeavour to find the most appropriate way to ascertain the pupils

views.

Review framework
– The review will be held as close to the anniversary of the dated plan as possible.
– The annual review schedule and agenda will be planned to take into account the pupil’s

past, current and future needs.
– Parents will be notified of the annual review date a minimum of six weeks in advance

and the las and other external agencies and professionals are notified with a list of
meeting dates a minimum of a term in advance.
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Time schedule (the four stages of the annual review)
1. The collection and collation of information.

– Six weeks prior to the annual review parents are sent a letter and proforma requesting
their representations and views. 

– Four weeks prior to the annual review all internal and external reports are collated by
the academic administrator and passed to the head teacher. The head teacher checks
the reports for accuracy.

– The head teacher and pupil’s class teacher discuss the submitted reports.
– All written reports received by the head teacher and a covering letter inviting further

comments must be circulated to the parents and those attending the review meeting
at least two weeks before the date of the meeting. Further comments received by the
head teacher are circulated to all relevant parties prior to the review.

2. Statutory annual review meeting.
3. Within ten days after the annual review meeting the final reports are published and

distributed to the parents, las and other relevant external agencies and professionals.
4. The la takes appropriate action.

Review information
The following should be available at each pupil’s annual review:
– The ascertainable views of the pupil.
– Copies of circulated annual review reports.
– Verbal or written report from the pupil’s parents.
It is the responsibility of the chairperson to ensure that all of the above are available.

Statutory annual review meeting
The meeting will be chaired by the head teacher or in the event of their absence by a
nominated senior member of staff. The chairperson should welcome and introduce all
those in attendance. 

The agenda for the meeting is as follows:
– Introductions and apologies for absence.
– Confirmation of reports received and read.
– Review of progress.
– An inspection of the current plan and the recording of any action to be taken.
– Final recommendations and the recording of any action to be taken by the school or la.
– The agreement of new targets.
Approximately two years before a pupil is due to leave, the review meeting should discuss
the need for future school placements (the annual review during the pupil’s year 5).

Annual review report
The final report is signed and dated by the head teacher and includes: the annual review’s
main findings; any recommended changes to the existing plan; and, where appropriate,
notice of the need for a future school placement.
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Anti-harassment & bullying Woodcroft School staff policy 16.11.22

Policy statement
The purpose of this policy is to ensure that all staff are treated and treat others with dignity
and respect, free from harassment and bullying. All staff should take the time to ensure they
understand what types of behaviour are unacceptable under this policy.

This policy covers harassment or bullying which occurs both in and out of the
workplace, such as on business trips or at events or work-related social functions. It covers
bullying and harassment by staff and also by third parties such as visitors to Woodcroft. 

Staff must treat colleagues and others with dignity and respect, and should always
consider whether their words or conduct could be offensive. Even unintentional
harassment or bullying is unacceptable. 

We will take allegations of harassment or bullying seriously and address them promptly
and confidentially where possible. Harassment or bullying by an employee will be treated as
misconduct under our Disciplinary policy. In some cases it may amount to gross misconduct.
This policy does not form part of any employee’s contract of employment and we may
amend it at any time or depart from it where we consider appropriate.

Who is covered by the policy?
This policy covers all individuals working for us or at any of our sites irrespective of their
status, level or grade. It therefore includes all employees, managers, directors, consultants,
contractors, trainees, casual and agency staff and volunteers (collectively referred to as staff 
in this policy). 

What is harassment?
Harassment is any unwanted physical, verbal or non-verbal conduct which has the purpose
or effect of violating a person’s dignity or creating an intimidating, hostile, degrading,
humiliating or offensive environment for them. A single incident can amount to
harassment. 

It also includes treating someone less favourably because they have submitted or refused
to submit to such behaviour in the past.

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), 
or it may be related to age, disability, gender reassignment, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief,
sex or sexual orientation. Harassment is unacceptable even if it does not fall within any of
these categories.

Harassment may include, for example:
– unwanted physical conduct or ‘horseplay’, including touching, pinching, pushing,

grabbing, brushing past someone, invading their personal space, and more serious forms
of physical or sexual assault;

– unwelcome sexual advances or suggestive behaviour (which the harasser may perceive 
as harmless), and suggestions that sexual favours may further a career or that a refusal may
hinder it;

– continued suggestions for social activity after it has been made clear that such
suggestions are unwelcome; 

– sending or displaying material that is pornographic or that some people may find
offensive (including emails, text messages, social media content, video clips and images
sent by mobile phone or posted on the internet);

– offensive or intimidating comments or gestures, or insensitive jokes or pranks;
– mocking, mimicking or belittling a person’s disability;
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– racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical remarks about 
a particular ethnic or religious group or gender;

– outing or threatening to out someone as gay or lesbian; or
– ignoring or shunning someone, for example, by deliberately excluding them from 

a conversation or a workplace social activity.
A person may be harassed even if they were not the intended ‘target’. For example, 
a person may be harassed by racist jokes about a different ethnic group if they create an
offensive environment.

What is bullying?
Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse 
of power that can make a person feel vulnerable, upset, humiliated, undermined or
threatened. Power does not always mean being in a position of authority, but can include
both personal strength and the power to coerce through fear or intimidation. 

Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may
include, by way of example:
– shouting at, being sarcastic towards, ridiculing or demeaning others;
– physical or psychological threats;
– overbearing and intimidating levels of supervision;
– inappropriate and/or derogatory remarks about someone’s performance;
– abuse of authority or power by those in positions of seniority; or
– deliberately excluding someone from meetings or communications without good

reason.
Legitimate, reasonable and constructive criticism of a worker’s performance or behaviour,
or reasonable instructions given to workers in the course of their employment, will not
amount to bullying on their own.

Informal steps
If you are being bullied or harassed, you should initially consider raising the problem
informally with the person responsible, if you feel able. You should explain clearly to them
that their behaviour is not welcome or makes you uncomfortable. If this is too difficult or
embarrassing to do on your own, you should speak to the head teacher who can provide
confidential advice and assistance in resolving the issue formally or informally.

If you are not certain whether an incident or series of incidents amount to bullying or
harassment, you should initially contact the head teacher informally for confidential advice.

If informal steps have not been successful or are not possible or appropriate, you should
follow the formal procedure set out below.

Raising a formal complaint
If you wish to make a formal complaint about bullying or harassment, you should submit 
it in writing to the head teacher, whose role is to achieve a solution wherever possible and 
to respect the confidentiality of all concerned. If the matter concerns the head teacher, 
you should refer it to the managing director.

Your written complaint should set out full details of the conduct in question, including
the name of the harasser or bully, the nature of the harassment or bullying, the date(s) and
time(s) at which it occurred, the names of any witnesses and any action that has been taken
so far to attempt to stop it from occurring.

As a general principle, the decision whether to progress a complaint is up to you.
However, we have a duty to protect all staff and may pursue the matter independently if, 
in all the circumstances, we consider it appropriate to do so.
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Formal investigations
We will investigate complaints in a timely and confidential manner. Individuals not involved
in the complaint or the investigation should not be told about it. The investigation will 
be conducted by someone with appropriate experience and no prior involvement in the
complaint. The investigation should be thorough, impartial and objective, and carried out
with sensitivity and due respect for the rights of all parties concerned.

We will arrange a meeting with you, usually within one week of receiving your
complaint, so that you can give your account of events. You have the right to be
accompanied by a colleague or a trade union representative of your choice, who must
respect the confidentiality of the investigation. You will be given a provisional timetable 
for the investigation. The investigator will arrange further meetings with you as appropriate
throughout the investigation.

Where your complaint is about an employee, we may consider suspending them on full
pay or making other temporary changes to working arrangements pending the outcome of
the investigation, if circumstances require. The investigator will also meet with the alleged
harasser or bully who may also be accompanied by a colleague or trade union representative
of their choice to hear their account of events. They have a right to be told the details of the
allegations against them, so that they can respond.

Where your complaint is about someone other than an employee, such as a contractor 
or visitor, we will consider what action may be appropriate to protect you and anyone
involved pending the outcome of the investigation, bearing in mind the reasonable needs 
of the school and the rights of that person. Where appropriate, we will attempt to discuss 
the matter with the third party.

We will also seriously consider any request that you make for changes to your own
working arrangements during the investigation. For example you may ask for changes to
your duties or working hours so as to avoid or minimise contact with the alleged harasser 
or bully.

It may be necessary to interview witnesses to any of the incidents mentioned in your
complaint. If so, the importance of confidentiality will be emphasised to them.

At the end of the investigation, the investigator will submit a report to the head teacher
and directors. The head teacher will arrange a meeting with you, usually within a week 
of receiving the report, in order to discuss the outcome and what action, if any, should 
be taken. You have the right to be bring a colleague or a trade union representative to the
meeting. A copy of the report and the head teacher’s findings will be given to you and to 
the alleged harasser.

Action following the investigation
If the head teacher or directors consider that harassment or bullying has occurred, prompt
action will be taken to address it.

Where the harasser or bully is an employee the matter will be dealt with as a case of
possible misconduct or gross misconduct under our Disciplinary policy.

Where the harasser or bully is a third party, appropriate action might include putting up
signs setting out acceptable and unacceptable behaviour; speaking or writing to the person
and/or their superior about their behaviour; or, in very serious cases, banning them from
the premises or terminating a contract with them.

Whether or not your complaint is upheld, we will consider how best to manage the
ongoing working relationship between you and the alleged harasser or bully. It may be
appropriate to arrange some form of mediation and/or counselling, or to change the duties,
working location or reporting lines of one or both parties.

Any staff member who deliberately provides false information or otherwise acts in bad
faith as part of an investigation may be subject to action under our Disciplinary policy.
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Appeals
If you are not satisfied with the outcome you may appeal in writing to the managing
director, stating your full grounds of appeal, within one week of the date on which the
decision was sent or given to you.

We will hold an appeal meeting, normally within one week of receiving your written
appeal. This will be dealt with impartially by the finance director who has not previously
been involved in the case (although they may ask anyone previously involved to be present).
You may bring a colleague or trade union representative to the meeting.

We will confirm our final decision in writing, usually within one week of the appeal
hearing. This is the end of the procedure and there is no further appeal.

Protection for those making complaints or assisting with 
an investigation 
Staff who make complaints or who participate in good faith in any investigation conducted
under this policy must not suffer any form of retaliation or victimisation as a result. 

If you believe you have suffered any such treatment you should inform the head teacher
or managing director. If the matter is not remedied you should raise it formally using our
Grievance policy or this policy if appropriate.

Anyone found to have retaliated against or victimised someone for making a complaint
or assisting in good faith with an investigation under this procedure will be subject to
disciplinary action under our Disciplinary policy.

Confidentiality and data protection
Confidentiality is an important part of the procedures provided under this policy. 
Everyone involved in the operation of the policy, whether making a complaint or involved
in any investigation, is responsible for observing the high level of confidentiality that is
required. Details of the investigation and the names of the person making the complaint 
and the person accused must only be disclosed on a ‘need to know’ basis.

Information about a complaint by or about an employee may be placed on the
employee’s personnel file, along with a record of the outcome and of any notes or other
documents compiled during the process.

Breach of confidentiality may give rise to disciplinary action under our Disciplinary
policy.

Who is responsible for this policy?
The directors have overall responsibility for the effective operation of this policy but have
delegated day-to-day responsibility for overseeing its implementation to the head teacher.

All managers have a specific responsibility to operate within the boundaries of this
policy, ensure that all staff understand the standards of behaviour expected of them and to
take action when behaviour falls below its requirements.

Staff should disclose any instances of harassment or bullying of which they become
aware to the head teacher. 

Questions about this policy should be directed to the head teacher.

Monitoring and review of the policy
This policy is periodically reviewed by the head teacher.

Following a formal investigation under this policy, the head teacher, directors and
investigator involved should consider whether this policy has been effective in addressing
the issues and report any problems or suggestions for improvement to the directors.

Staff are invited to comment on this policy and suggest ways in which it might be
improved by contacting the head teacher or managing director.
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Disciplinary and capability Woodcroft School staff policy 20.10.22

This policy is intended to help maintain standards of conduct and performance and 
to ensure fairness and consistency when dealing with allegations of misconduct or poor
performance. 

Minor conduct or performance issues can usually be resolved informally with the head
teacher. This policy sets out formal steps to be taken if the matter is more serious or cannot
be resolved informally.

This policy applies to all employees regardless of length of service. It does not apply to
agency workers or self-employed contractors. 

This policy does not form part of any employee’s contract of employment and we may
amend it at any time.

Investigations
Before any disciplinary hearing is held, the matter will be investigated. Any meetings 
and discussions as part of an investigation are solely for the purpose of fact finding and 
no disciplinary action will be taken without a disciplinary hearing.

In some cases of alleged misconduct, we may need to suspend you from work while 
we carry out the investigation or disciplinary procedure (or both). While suspended, you
should not visit our premises or contact any of our pupils or staff, unless authorised to do so.
Suspension is not considered to be disciplinary action.

The hearing
We will give you written notice of the hearing, including sufficient information about the
alleged misconduct or poor performance and its possible consequences to enable you to
prepare. You will normally be given copies of relevant documents and witness statements.

You may be accompanied at the hearing by a trade union representative or a colleague,
who will be allowed reasonable paid time off to act as your companion. 

You should let us know as early as possible if there are any relevant witnesses you would
like to attend the hearing or any documents or other evidence you wish to be considered.

We will inform you in writing of our decision, usually within one week of the hearing.

Disciplinary action and dismissal
The usual penalties for misconduct or poor performance are:

First written warning 
Where there are no other active written warnings on your disciplinary record, you will
usually receive a first written warning. It will usually remain active for six months.

Final written warning
In case of further misconduct or failure to improve where there is an active first written
warning on your record, you will usually receive a final written warning. This may also be
used without a first written warning for serious cases of misconduct or poor performance.
The warning will usually remain active for 12 months. 

Dismissal or other action
You may be dismissed for further misconduct or failure to improve where there is an active
final written warning on your record, or for any act of gross misconduct. Examples of gross
misconduct are given below. You may also be dismissed without a warning for any act of
misconduct or unsatisfactory performance during your probationary period.

We may consider other sanctions short of dismissal, including demotion or
redeployment to another role (where permitted by your contract), and/or extension 
of a final written warning with a further review period.
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Appeal
You may appeal in writing within one week of being told of the decision.

The appeal hearing will normally be held by the finance director, if he has not previously
been involved in the case. You may bring a colleague or trade union representative with you
to the appeal hearing.

We will inform you in writing of our final decision as soon as possible, usually within
one week of the appeal hearing. There is no further right of appeal.

Gross misconduct
Gross misconduct will usually result in dismissal without warning, with no notice or
payment in lieu of notice (summary dismissal). This list is intended as a guide and is not
exhaustive.

The following are examples of matters that are normally regarded as gross misconduct:
– application of force or rough handling in respect of pupils;
– theft or fraud;
– physical violence or bullying;
– deliberate and serious damage to property;
– serious misuse of the organisation’s property or name;
– deliberately accessing internet sites containing pornographic, offensive or obscene

material;
– serious insubordination;
– unlawful discrimination or harassment;
– bringing the organisation into serious disrepute;
– attending work under the influence of alcohol or illegal drugs;
– causing loss, damage or injury through negligence;
– a serious breach of health and safety rules;
– a serious breach of safeguarding rules;
– a serious breach of confidence.
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Electronic information 
& communication systems Woodcroft School staff policy 07.10.21

Our electronic communications systems and equipment are intended to promote effective
communication and working practices within our organisation and promote effective
learning for our pupils. They are critical to the success of the school. This policy outlines 
the standards we require users of these systems to observe, the circumstances in which we
will monitor use of these systems, and the action we will take in respect of breaches of these
standards. 

The paragraphs below deal mainly with the use (and misuse) of computer equipment,
email, internet connection, telephones, smartphones, tablets, personal digital assistants
(pdas) and voicemail, but this policy applies equally to use of fax machines, copiers,
scanners, cctv, and electronic key fobs and cards. Our workers are expected to have 
regard to this policy at all times to protect our electronic communications systems from
unauthorised access and harm.

This policy is for guidance only and does not form part of your contract of employment.
Breach of this policy may be dealt with under our Disciplinary policy and, in serious cases,

may be treated as gross misconduct leading to summary dismissal.
For guidance on our policy on paper and electronic document retention see our Records

management and data protection policy. A summary of staff responsibilities, including those
relating to pupil’s use of ict, is set out on the Internet and computer rules page of the Online
safety policy.

Personnel responsible for implementation of policy
Our managing director has overall responsibility for this policy. The ict technician will 
deal with requests for permission or assistance under any provisions of this policy, subject 
to their primary and priority tasks of maintaining our core systems, and may specify certain
standards of equipment or procedures to ensure security and compatibility.

Management has a specific responsibility to operate within the boundaries of this policy,
to facilitate its operation by ensuring that workers understand the standards of behaviour
expected of them and to identify and act upon behaviour falling below these standards.

All workers are responsible for the success of this policy and should ensure that they 
take the time to read and understand it, and to disclose any misuse of our electronic
communications systems of which they become aware to the head teacher. Questions
regarding the content or application of this policy should be directed to our managing
director.

Who is covered by this policy
This policy covers all individuals working for us at all levels and grades, including
management, officers, directors, employees, contractors, trainees, homeworkers, part-time
and fixed-term employees, and agency staff (collectively known as workers in this policy),
and also third parties who have access to our electronic communication systems.

Equipment security and passwords
Workers are responsible for the security of the equipment allocated to or used by them, 
and must not allow it to be used by anyone other than in accordance with this policy. 
If given access to the email system or to the internet, workers are responsible for the security
of their terminals and, if leaving a terminal unattended or on leaving the office, should
ensure that they log off to prevent unauthorised users accessing the system in their absence.
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Workers without authorisation should only be allowed to use terminals under supervision.
Desktop pcs and cabling for telephones or computer equipment should not be moved or
tampered with without first consulting the ict technician.

Passwords are unique to each user and must be changed regularly to ensure
confidentiality. Passwords must be kept confidential and must not be made available to
anyone else unless authorised by the head teacher. For the avoidance of doubt, on the
termination of employment (for any reason) workers must provide details of their
passwords.

Workers who have been issued with a laptop, pda, smart phone or tablet must ensure 
that it is kept secure at all times, especially when travelling. Passwords must be used to secure
access to data kept on such equipment to ensure that confidential data is protected in the
event that the machine is lost or stolen. Workers should also observe basic safety rules when
using such equipment, such as not using or displaying it obviously in isolated or dangerous
areas. Workers should be aware that if using equipment on, for example, public transport,
documents can be read by other passengers.

Systems and data security
Workers should not delete, destroy or modify existing systems, programs, information 
or data which could have the effect of harming our business or exposing us to risk.

Workers should not download or install software from external sources without
authorisation from the ict technician. This includes software programs, instant messaging
programs, screensavers and music files. Files and data should always be virus checked before
they are downloaded. If in doubt, workers should seek advice from the ict technician. 
The following must not be accessed from the network without authorisation from 
the head teacher or ict technician, because of their potential to overload the system 
or introduce viruses: instant messaging and social networking sites (such as Facebook). 
This list may be modified from time to time. 

No device or equipment should be attached to our systems without the prior approval 
of the ict technician. This includes any usb flash drive, mp3 or similar device, pda or
telephone. It also includes use of the usb port, infra-red connection port or any other port. 

Emails passing through our system may be monitored for viruses. Workers should
exercise caution when opening emails from unknown external sources or where, for any
reason, an email appears suspicious (for example, if its name ends in .exe). The ict

technician should be informed immediately if a suspected virus is received. We reserve the
right to block access to attachments to emails for the purpose of effective use of the system
and for compliance with this policy. We also reserve the right not to transmit any email
message. 

Workers should not attempt to gain access to restricted areas of the network, or to any
password protected information, unless specifically authorised.

Workers using laptops or wi-fi enabled equipment must be particularly vigilant about 
its use outside the office and take any precautions required by the ict technician from time
to time against importing viruses or compromising the security of the system. The system
contains information which is confidential to our business and which is subject to data
protection legislation. Such information must be treated with extreme care. Please refer 
to our Records management and data protection policy.

Email etiquette and content
Email is a vital tool, but an informal means of communication, and should be used with
great care and discipline. Workers should always consider if email is the appropriate medium
for a particular communication. Messages sent on the email system should be written as
professionally as a letter or fax. Messages should be concise and directed only to relevant
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individuals. Hard copies of emails should be kept on the appropriate file. Written
communication that identifies an individual pupil or parent must be disclosed to them
should they make a request to see it.Workers should ensure that they access their emails 
at least once every working day and stay in touch by remote access when travelling. 
Workers should not expect colleagues to read or reply to emails sent or received out 
of office working hours. Workers should endeavour to respond to emails marked ‘high
priority’ within 24 hours.

Workers should not send abusive, obscene, discriminatory, racist, harassing, derogatory 
or defamatory messages. If such messages are received, they should not be forwarded and
should be reported to the head teacher. If a recipient asks you to stop sending them personal
messages then always stop immediately. Where appropriate, the sender of the email should
be referred to this policy and asked to stop sending such material. If you feel that you have
been harassed or bullied, or are offended by material sent to you by a colleague via email,
you should inform the head teacher who will usually seek to resolve the matter informally.
If this informal procedure is unsuccessful, you should refer to our Anti-harassment and
bullying policy.

Workers should take care with the content of email messages, as incorrect or improper
statements can give rise to personal or school liability in the same way as the contents 
of letters or faxes, for example in connection with claims of discrimination, harassment,
defamation, breach of confidentiality or breach of contract. Workers should assume that
email messages may be read by others and not include in them anything which would
offend or embarrass any reader, or themselves, if it found its way into the public domain.
Our standard disclaimer should always be used. This disclaimer is available from the staff
office.

Email messages may be disclosed in legal proceedings in the same way as paper
documents. Deletion from a user’s inbox or archives does not mean that an email is
obliterated and all email messages should be treated as potentially retrievable, either 
from the main server or using specialist software.

In general, workers should not:
– send or forward private emails at work which they would not want a third party to read;
– send or forward chain mail, junk mail, cartoons, jokes or gossip either within or outside

the workplace;
– contribute to system congestion by sending trivial messages or unnecessarily copying 

or forwarding emails to those who do not have a real need to receive them;
– sell or advertise using the systems or broadcast messages about lost property, sponsorship

or charitable appeals;
– agree to terms, enter into contractual commitments or make representations by email

unless appropriate authority has been obtained – a name typed at the end of an email is 
a signature in the same way as a name written in ink at the end of a letter;

– download or email text, music and other content on the internet subject to copyright
protection, unless it is clear that the owner of such works allows this;

– send messages from another worker’s computer or under an assumed name unless
specifically authorised; 

– use their own personal email account to send or receive email for the purposes of our
business. Only use the email account Woodcroft has provided for you; or

– send confidential messages via email or the internet or by other means of external
communication which are known not to be secure.

Workers who receive an email which has been wrongly delivered should return it to the
sender of the message. If the email contains confidential information or inappropriate
material it should not be disclosed or used in any way.
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Use of the web
When a website is visited, devices such as cookies, tags or web beacons may be employed to
enable the site owner to identify and monitor visitors. If the website is of a kind described in
the following paragraph, such a marker could be a source of embarrassment to us, especially
if a worker has accessed, downloaded, stored or forwarded inappropriate material from the
website. Workers may even be committing a criminal offence if, for example, the material 
is pornographic in nature.

Workers should not therefore access from our system any web page or any files 
(whether documents, images or other) downloaded from the web which, on the widest
meaning of those terms, could be regarded as illegal, offensive, in bad taste or immoral.
While content may be legal in the uk, it may be in sufficient bad taste to fall within this
prohibition. As a general rule, if any person (whether intended to view the page or not)
might be offended by the contents of a page, or if the fact that our software has accessed 
the page or file might be a source of embarrassment if made public, then viewing it will 
be a breach of this policy.

Workers should not under any circumstances use our systems to participate in any
internet chat room, post messages on any internet message board or set up or log text or
information on a blog or wiki, even in their own time.

Remember also that text, music and other content on the internet are copyright works.
Workers should not download or email such content to others unless certain that the owner
of such works allows this. Please see the Internet and computer rules page of the Online safety
policy.

Personal use of systems
We permit the incidental use of the internet, email and telephone systems to send personal
email, browse the web and make personal telephone calls subject to certain conditions set
out below. Our policy on personal use is a privilege and not a right. The policy is dependent
upon its not being abused or overused and we reserve the right to withdraw our permission
or amend the scope of this policy at any time. 

The following conditions must be met for personal usage to continue:
– use must be minimal and take place substantially out of normal working hours 

(that is, during a worker’s usual break, before 8.30am or after 3.30pm);
– personal emails must be labelled ‘personal’ in the subject header;
– use must not interfere with business or office commitments;
– use must not commit us to any marginal costs; and
– use must comply with our policies including the Equal opportunities policy, 

Anti-harassment and bullying policy, Records management and data protection policy and
Disciplinary policy.

Workers should be aware that any personal use of the systems may also be monitored and,
where breaches of this policy are found, action may be taken under the Disciplinary policy.
We reserve the right to restrict or prevent access to certain telephone numbers or internet
sites if we consider that personal use is excessive. 

Monitoring of use of systems
Our systems provide the capability to monitor telephone, email, voicemail, web and 
other communications traffic. For business reasons, and in order to perform various legal
obligations in connection with our role as an employer, use of our systems including the
telephone and computer systems, and any personal use of them, may be monitored by the
use of automated software. Monitoring will only be carried out to the extent permitted 
or required by law and as necessary and justifiable for business purposes. 
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cctv systems may monitor parts of our building at any time, and any such data will be
recorded.

We reserve the right to retrieve the contents of messages or check searches which have
been made on the internet for the following purposes (this list is non-exhaustive):
– to monitor whether the use of the email system or the internet is legitimate and in

accordance with this policy;
– to find lost messages or to retrieve messages lost due to computer failure;
– to assist in the investigation of wrongful acts; or
– to comply with any legal obligation.

Inappropriate use of equipment and systems
Access is granted to the web, telephones and to other electronic systems for legitimate
business purposes only. Incidental personal use is permissible provided it is in full
compliance with our rules, policies and procedures (including this policy, the Anti-
harassment and bullying policy, Disciplinary policy, Equal opportunities policy, Online safety policy
and the Records management and data protection policy ).

Misuse or excessive use or abuse of our telephone or email system, or inappropriate use
of the internet in breach of this policy will be dealt with in accordance with our Disciplinary
policy. Misuse of the internet can, in certain circumstances, constitute a criminal offence. 
In particular, misuse of the email system or inappropriate use of the internet by viewing,
accessing, transmitting or downloading any of the following material, or using any of the
following facilities, will amount to gross misconduct (this list is not exhaustive):
– pornographic material (that is, writings, pictures, films, video clips of a sexually explicit

or arousing nature);
– offensive, obscene, or criminal material or material which is liable to cause

embarrassment to us or to our clients;
– a false and defamatory statement about any person or organisation;
– material which is discriminatory, offensive, derogatory or may cause embarrassment 

to others (including material which breaches our Equal opportunities policy or our
Anti-harassment and bullying policy);

– confidential information about us or any of our staff or clients (except as authorised in
the proper performance of your duties);

– unauthorised software;
– any other statement which is likely to create any liability (whether criminal or civil, 

and whether for you or us);
– material in breach of copyright;
– online gambling; or
– chain letters.
Any such action will be treated very seriously and is likely to result in summary dismissal. 

Where evidence of misuse is found we may undertake a more detailed investigation 
in accordance with our Disciplinary policy, involving the examination and disclosure of
monitoring records to those nominated to undertake the investigation and any witnesses 
or management involved in the disciplinary procedure. If necessary such information may
be handed to the police in connection with a criminal investigation.
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Equal opportunities (staff) Woodcroft School staff policy 16.11.22

Policy statement
We are committed to promoting equality of opportunity for all staff and job applicants. 
We aim to create a working environment in which all individuals are able to make best use
of their skills, free from discrimination or harassment, and in which all decisions are based 
on merit.

We do not discriminate against staff on the basis of their age, disability, gender
reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality,
ethnic or national origin, religion or belief, sex or sexual orientation (the protected
characteristics).

The principles of non-discrimination and equality of opportunity also apply to the 
way in which staff treat pupils, parents, visitors, contractors and former staff members.

All staff have a duty to act in accordance with this policy and treat colleagues with
dignity at all times, and not to discriminate against or harass other members of staff,
regardless of their status. Please see our Anti-harassment and bullying policy.

This policy does not form part of any employee’s contract of employment and may 
be amended at any time.

Who is covered by the policy?
This policy covers all individuals working at all levels and grades, including senior managers,
directors, employees, contractors, trainees, part-time and fixed-term employees, volunteers,
casual workers and agency staff (collectively referred to as staff in this policy).

Who is responsible for this policy?
The directors have overall responsibility for the effective operation of this policy and for
ensuring compliance with discrimination law. Day-to-day operational responsibility has
been delegated to the head teacher.

All managers must set an appropriate standard of behaviour, lead by example and ensure
that those they manage adhere to the policy and promote our aims and objectives with
regard to equal opportunities. The head teacher has overall responsibility for equal
opportunities training.

If you have any questions about the content or application of this policy, you should
contact the head teacher.

Scope and purpose of the policy
This policy applies to all aspects of our relationship with staff and to relations between staff
members at all levels. This includes job advertisements, recruitment and selection, training
and development, appraisals, opportunities for promotion, conditions of service, pay and
benefits, conduct at work, disciplinary and grievance procedures, and termination of
employment.

We will take appropriate steps to accommodate the requirements of different religions,
cultures, and domestic responsibilities.

Forms of discrimination
Discrimination by or against an employee is generally prohibited unless there is a specific
legal exemption. Discrimination may be direct or indirect and it may occur intentionally 
or unintentionally. 

Direct discrimination occurs where someone is treated less favourably because of one 
or more of the protected characteristics set out above. For example, rejecting an applicant 
on the grounds of their race because they would not ‘fit in’ would be direct discrimination. 
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Indirect discrimination occurs where someone is disadvantaged by an unjustified
provision, criterion or practice that also puts other people with the same protected
characteristic at a particular disadvantage. For example, a requirement to work full time 
puts women at a particular disadvantage because they generally have greater child care
commitments than men. Such a requirement will need to be objectively justified. 

Harassment related to any of the protected characteristics is prohibited. Harassment is
unwanted conduct that has the purpose or effect of violating someone’s dignity, or creating
an intimidating, hostile, degrading, humiliating or offensive environment for them.
Harassment is dealt with further in our Anti-harassment and bullying policy.

Victimisation is also prohibited. This is less favourable treatment of someone who 
has complained or given information about discrimination or harassment, or supported
someone else’s complaint.

Disability discrimination includes direct and indirect discrimination, any unjustified 
less favourable treatment because of the effects of a disability, and failure to make reasonable
adjustments to alleviate disadvantages caused by a disability.

Recruitment and selection
We aim to ensure that no job applicant suffers discrimination because of any of the
protected characteristics above. Our recruitment procedures are reviewed regularly 
to ensure that individuals are treated on the basis of their relevant merits and abilities. 
Job selection criteria are regularly reviewed to ensure that they are relevant to the job 
and are not disproportionate.

Job advertisements should avoid stereotyping or using wording that may discourage
particular groups from applying. They should include an appropriate short policy statement
on equal opportunities and a copy of this policy shall be sent on request to those who
enquire about vacancies. 

We take steps to ensure that our vacancies are advertised to a diverse labour market.
Applicants should not be asked about health or disability before a job offer is made.

There are limited exceptions which should only be used with the approval of the managing
director. For example:
– Questions necessary to establish if an applicant can perform an intrinsic part of the job

(subject to any reasonable adjustments).
– Questions to establish if an applicant is fit to attend an assessment or any reasonable

adjustments that may be needed at interview or assessment. 
– Positive action to recruit disabled persons.

Applicants should not be asked about past or current pregnancy or future intentions
related to pregnancy. Applicants should not be asked about matters concerning age, race,
religion or belief, sexual orientation, or gender reassignment without the approval of the
managing director (who should first consider whether such matters are relevant and may
lawfully be taken into account).

We are required by law to ensure that all employees are entitled to work in the uk.
Assumptions about immigration status should not be made based on appearance or
apparent nationality. All prospective employees, regardless of nationality, must be able to
produce original documents (such as a passport) before employment starts, to satisfy current
immigration legislation. The list of acceptable documents is available from the uk Border
Agency.

Staff training and promotion and conditions of service
Staff training needs will be identified through regular staff appraisals. All staff will be given
appropriate access to training to enable them to progress within the organisation and all
promotion decisions will be made on the basis of merit. 

Our conditions of service, benefits and facilities are reviewed regularly to ensure that
they are available to all staff who should have access to them.
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Termination of employment
We will ensure that redundancy criteria and procedures are fair and objective and are not
directly or indirectly discriminatory. We will also ensure that disciplinary procedures and
penalties are applied without discrimination, whether they result in disciplinary warnings,
dismissal or other disciplinary action. 

Disability discrimination
If you are disabled or become disabled, we encourage you to tell us about your condition so
that we can support you as appropriate. 

If you experience difficulties at work because of your disability, you may wish to contact
the head teacher to discuss reasonable adjustments that would help overcome or minimise
the difficulty. The head teacher may wish to consult with you and your medical adviser(s)
about possible adjustments. We will consider the matter carefully and try to accommodate
your needs within reason. If we consider a particular adjustment would not be reasonable
we will explain our reasons and try to find an alternative solution where possible. 

We will monitor the physical features of our premises to consider whether they place
disabled workers, job applicants or service users at a substantial disadvantage compared 
to other staff. Where reasonable, we will take steps to improve access for disabled staff and
service users.

Fixed-term employees and agency workers
We monitor our use of fixed-term employees and agency workers, and their conditions 
of service, to ensure that they are being offered appropriate access to benefits, training,
promotion and permanent employment opportunities. We will, where relevant, monitor
their progress to ensure that they are accessing permanent vacancies.

Part-time work
We monitor the conditions of service of part-time employees and their progression to
ensure that they are being offered appropriate access to benefits and training and promotion
opportunities. We will ensure requests to alter working hours are dealt with appropriately.

Breaches of this policy
If you believe that you may have been discriminated against you are encouraged to raise 
the matter through our Grievance policy. If you believe that you may have been subject to
harassment you are encouraged to raise the matter through our Anti-harassment and bullying
policy. If you are uncertain which applies or need advice on how to proceed you should
speak to the head teacher.

Allegations regarding potential breaches of this policy will be treated in confidence and
investigated in accordance with the relevant procedure. Staff who make such allegations in
good faith will not be victimised or treated less favourably as a result. False allegations which
are found to have been made in bad faith will be dealt with under our Disciplinary policy.

Any member of staff who is found to have committed an act of discrimination or
harassment will be subject to disciplinary action. Such behaviour may constitute gross
misconduct and, as such, may result in summary dismissal. We take a strict approach to
serious breaches of this policy.

Monitoring and review of the policy
The head teacher periodically reviews this policy to assess its effectiveness and ensure it is
achieving its objectives. Staff are also invited to comment on this policy and suggest ways in
which it might be improved by contacting the head teacher.
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Fitness towork Woodcroft School staff policy 30.11.21

In accordance with The Education (Health Standards) (England) Regulations 2003, education
staff must have the health and physical capacity for their employment, subject to duties on
employers imposed by the Equalities Act 2010. The regulations cover many kinds of work
with children including: planning, delivering, assisting and supporting teaching and other
school activities, alongside administration and ancillary posts.

Woodcroft’s fitness to work policy has two components:
1. Occupational health assessment
Standard for all employees and carried out at recruitment, and in-work should issues arise
2. Physical fitness assessment
An additional process for those working in posts where risk assessments require a specific
level of physical fitness

Recruitment fitness assessments
Any offer of employment made by Woodcroft School is conditional upon the school
verifying the successful applicant’s medical fitness for the role. If an application is successful,
candidates will be required to complete a medical questionnaire, the responses to which will
be assessed by the school’s advisers before any offer of employment is confirmed. There may
be circumstances when it will be necessary for the school’s advisers to be given access to
medical records and/or for candidates to be referred to a specialist clinician. The procedure
for the occupational health aspects of recruitment are set out in the school’s Recruitment,
selection and disclosure policy.

For some roles, including but not limited to classroom, driving and maintenance staff, 
an additional physical fitness assessment is required for new staff (see Appendix 1).

In-work fitness assessments
For those already in employment, concerns about an employees fitness for work may result
in the need for occupational health or fitness to work assessments carried out by the school’s
occupational health advisers or other persons appointed by the school.

A physical or mental health fitness for work process may be initiated as part of a sickness,
absence or capability procedure – or at the discretion of the directors in discussion with the
head teacher and their legal and health advisers.

Such in-work fitness assessments will be carried out in accordance with The Education
(Health Standards) (England) Regulations 2003.

The physical fitness component of these assessments are outlined in Appendix 1.

Appendix 1 – Physical fitness assessment procedure
Physical fitness assessment will be undertaken by a suitably qualified person. The assessment
may be done at or after a successful interview, or in-work in cases of concerns about an
employee’s health and physical capacity. Assessments may be done at school in private rooms
or at a dedicated facility.

Recruitment
Where a physical fitness assessment is required for a post, this will be advertised along with
the post and applicants will be directed to the Fitness to work policy on the recruitment pages
of the school website.
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Shortlisted candidates will be asked fitness related questions at interview. A fitness test
will be taken on the same day. If, following interview, a candidate is considered suitable for
the offer of a post then concerns raised in either the answers to the fitness questions or the
results of the fitness test will be forwarded to the occupational health service when deciding
on whether an offer is made. Additional consultations and/or tests may be made before a
decision on offering a post is made. 

If an offer is made and accepted by the candidate, the occupational health service will
conclude the standard occupational health assessment with input from the person carrying
out any physical fitness assessment where required. Mitigations based on risk assessments, 
for example short-term physiotherapy programmes, may be implemented where
appropriate. Probationary periods may include expectations of improvements in physical
health and fitness and meeting these expectations may include further physical fitness tests.

In-work assessments
Where required by the head teacher or directors, and in consultation with the school’s
occupational health provider, physical fitness assessments may be required as part of a
capability, sickness or other procedure. 

Content of physical fitness tests
Tests may include, but are not limited to:
– Step-ups
– Push-ups
– Seated twist and reach
– Forward, side and back lunges
– Sit up to assesses lower abdominal strength
– Squat assessment
– Hamstring flexibility sit and reach

Appendix 2 – Evidence base
Excerpt from Staffing and employment advice for schools: departmental advice for school leaders,
governing bodies, academy trusts and local authorities, January 2021 …

Health standards 
5.11  Maintained schools are required to ensure that teachers and other school staff have a
sufficient standard of health and physical capacity to undertake a range of relevant activities
required of teachers and wider school staff. The legislation covering this can be found in
The Education (Health Standards) (England) Regulations 2003, including a range of the typical
functions of school staff. 
5.12  The health standards are intended to help ensure pupils’ welfare. This means that a
governing body or local authority must not appoint, or continue to employ a person in
relevant activities unless they have the health and physical capacity for such employment. 

Excerpt from Statutory Instruments 2003 No.3139, The Education (Health Standards) (England)
Regulations 2003 …

Prescribed activities 
5.1 Each of the following kinds of activity is prescribed for the purposes of section 141 of
the 2002 Act
a. planning and preparing lessons and courses for children; 
b delivering lessons to children; 
c. assessing the development, progress and attainment of children; 
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d. reporting on the development, progress and attainment of children; 
e. an activity which assists or supports teaching; 
f. supervising, assisting and supporting a child; 
g. an administrative or organisational activity which supports the provision of education; & 
h. an activity which is ancillary to the provision of education. 
5.2 In paragraph 1b. ‘delivering’ includes delivery via distance learning or computer-aided
techniques. 

Health standards 
6.1 A relevant activity may only be carried out by a person if, having regard to any duty of
his employer under Part II of the Disability Discrimination Act 1995(a), he has the health and
physical capacity to carry out that activity. 
6.2 Subject to paragraph 3, a person who is in receipt of a retirement pension by virtue of
regulation e4(4) of the Teachers’ Pensions Regulations 1997(b) (ill health retirement) is not to be
regarded as having the health or physical capacity for teaching. 
6.3 Nothing in paragraph 2 shall prevent a person being appointed on a part-time basis 
to carry out a relevant activity if his entitlement to receive such pension took effect before
1st April 1997. 

Health standards – procedures
7.1 If it appears to an employer that a person may no longer have the health or physical
capacity to carry out a relevant activity, the employer: 
a. must afford the person an opportunity to submit medical evidence and make

representations to him; 
b. must consider such evidence and representations and any other medical evidence

available to him, including such evidence which has been furnished in confidence on 
the ground that it would not be in the best interests of the person concerned to see it; & 

c. may require the person, or at his request must arrange for him, to submit himself for
examination by a qualified medical practitioner appointed by the employer and, if the
person fails to submit himself for such examination without good reason or refuses to
make available medical evidence or information sought by the medical practitioner, 
the employer may reach a conclusion in the matter, including a conclusion that the
person no longer has the health or physical capacity to carry out that relevant activity, 
on such evidence and information as is available to him, notwithstanding that further
medical evidence may be desirable. 

7.2 At any time before such medical examination as is referred to in paragraph 1c. is
undertaken, the employer or the person himself may submit to the appointed medical
practitioner a statement containing evidence or other matter relevant to the examination:
and the examination may be attended by a qualified medical practitioner appointed by the
person being examined.
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Flexible working Woodcroft School staff policy 16.11.22

We are committed to providing equality of opportunity in employment for our staff and to
developing work practices and policies that support work / life balance. We recognise that,
in addition to helping employees balance their work and personal lives, flexible working can
improve our use and retention of staff, raise staff morale and reduce absenteeism.

Our flexible working policy gives eligible employees an opportunity to request a change
to their working pattern. Management is encouraged to facilitate such requests unless they
cannot be accommodated for business or operational reasons. 

This policy observes the requirements of the statutory entitlement given to certain
employees to request flexible working. We are committed to a programme of action to
make this policy effective and to bring it to the attention of all staff. 

Nobody who makes a request for flexible working will be subjected to any detriment 
or lose any career development opportunities as a result.

The following paragraphs explain how this policy works, who is responsible for
implementing it, which of our employees are eligible to apply, and the procedure under
which a request to work flexibly should be made. It also provides more specific guidance 
on the parameters of our policy and approach to flexible working.

This policy is for guidance only and does not form part of your contract of employment.

Personnel responsible for implementation of policy
Our managing director has overall responsibility for this policy and for ensuring
compliance with the relevant statutory framework.

Those working at management level have a specific responsibility to set an appropriate
standard of behaviour, to lead by example and to ensure that those they manage adhere to
this policy and promote our aims and objectives with regard to flexible working.

All employees are responsible for the success of this policy and must ensure that they
familiarise themselves with it and act in accordance with its aims and objectives. If you 
have any questions about the content or application of this policy you should contact our
managing director.

To whom does this policy apply?
Those employees who have caring responsibilities for certain children and adults (set out
below) have a statutory right to request flexible working. That right is recognised by the
formal procedure set out in this policy. Since a request accepted under the formal procedure
results in permanent changes to terms of employment, employees who can make a request
under the formal procedure may choose to make a request under the informal procedure 
set out in this policy.

Those employees who do not have caring responsibilities for certain children and 
adults (set out below) will not be able to make a request under the formal procedure. 
Those employees may nevertheless make a request for flexible working under the informal
procedure set out in this policy.

To be eligible to make a request under the formal procedure, you must:
– be an employee;
– have worked for us continuously for 26 weeks at the date the request is made; and
– not have made a formal request to work flexibly during the last 12 months 

(each 12 month period runs from the date when the most recent application was made).
Employees who want to work flexibly to care for a child must:
– be making the application in respect of a child who is under 17, or if the child is disabled

under 18;
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– be responsible for bringing up the child and be making the application to enable them 
to care for the child; and

– be either the mother, father, adopter, guardian or foster parent of the child; or married to,
or the partner of, the child’s mother, father, adopter, guardian or foster parent.

Partner, in relation to a child’s mother, father, adopter, guardian or foster parent means a
person (whether of different sex or the same sex) who lives with the child and the mother,
father, adopter, guardian or foster parent in an enduring family relationship, but is not a
relative.

Employees who want to work flexibly to care for an adult who is aged 18 or over and
who is in need of care must be (or expect to be) the person who cares for that adult and:
– married to, or the partner or civil partner of, the adult;
– a relative of that adult; or
– neither of the above, but living at the same address as the adult for whom they care.
The policy does not apply to agency workers, consultants or self-employed contractors.

Scope and purpose of policy
Any member of staff interested in flexible working is advised to request an informal meeting
with the head teacher to discuss their eligibility, the different options and the effect of the
proposed work pattern on colleagues and service delivery before submitting a formal or
informal request.

Formal requests can only be made to enable employees who meet the criteria to carry
out caring responsibilities. This may cover a range of circumstances. For example, they may
need to spend more time with their child or they may need to be able drop their child off at
or collect him or her from school. 

Employees who meet the eligibility criteria and whose requests for flexible working 
are accepted will have permanent changes made to their contracts of employment to reflect
their new working arrangements. 

Employees who meet the eligibility criteria but who do not want to make permanent
changes to their terms of employment should consider making an informal request to the
head teacher who will consider such a request according to our business and operational
requirements.

Employees who do not meet the eligibility criteria and who want to make either
permanent or temporary changes to their working arrangements may make an informal
request to the head teacher, who will consider such a request according to our business 
and operational requirements. 

Forms of flexible working
Flexible working can incorporate a number of changes to working arrangements:
– reduction or variation of working hours;
– reduction of the number of days worked each week; and
– working from a different location, for example from home.
Such changes may involve starting a job share, working a set number of hours a year rather
than a week (annualised hours), working from home (whether for all or part of the week),
working only during term time (part year working), working compressed hours, and
working flexitime.

Informal procedure to request a flexible working pattern
Employees who wish to make an informal request for flexible working may make a 
request to the head teacher, who will consider such a request according to our business 
and operational requirements.
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It will help the head teacher to consider your request if you:
– make your request in writing and confirm whether you wish any change to your current

working pattern to be temporary or permanent;
– provide as much information as you can about your current and desired working

pattern, including working days, hours and start and finish times;
– think about what effect the changes to your working pattern will have on the work that

you do and on your colleagues as well as on our service delivery and if you have any
suggestions as to how any potentially negative effects can be dealt with please include
these in your written application – the head teacher can consider whether they are
workable; and

– give details of the demands of your caring responsibilities – if your proposal cannot be
accommodated discussion between you and the head teacher may result in an alternative
working pattern that can assist you.

The head teacher will advise you what steps will be taken to consider your request, which
may include inviting you to attend a meeting, before advising you of the outcome of your
request. 

Formal procedure to request a flexible working pattern
You will need to submit a written application if you would like your request to be
considered under the formal procedure.

Your written application should be submitted to the head teacher and should:
– state the reason for your request, whether to care for a child or adult;
– provide information to confirm that you meet the eligibility criteria set out in this

policy; and
– ideally be submitted at least 2 months before you wish the changes you are requesting to

take effect.
It will help the head teacher to consider your request if you:
– provide as much information as you can about your current and desired working

pattern, including working days, hours and start and finish times;
– think about what effect the changes to your working pattern will have on the work 

that you do, on your colleagues as well as on our service delivery, and if you have any
suggestions as to how any potentially negative effects can be dealt with, please include
these in your written application – the head teacher can consider whether they are
workable; and

– give details of the demands of your caring responsibilities, and if your proposal cannot 
be accommodated, discussion between you and the head teacher may result in an
alternative working pattern that can assist you.

The head teacher might be able to agree your proposal without the need for a meeting
(which is the next stage of the formal procedure). If that is the case the head teacher will
write to you to confirming their decision and explaining the changes that will be made to
your contract of employment. 

Meeting
The head teacher will arrange to meet with you within 28 days of your request being
submitted. You may bring a workplace colleague or a trade union representative to the
meeting if you wish. 

The head teacher will ensure that the meeting is held at a time and place that is
convenient to you. In most cases the meeting will be held at your usual place of work.

The meeting will be used to consider the working arrangements you have requested.
You will be able to explain how the arrangements accommodate your caring
responsibilities. You will be able to discuss with the head teacher what impact your
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proposed working arrangements will have on your work and the work of the rest of your
team. If the arrangements you have requested cannot be accommodated discussion at the
meeting also provides an opportunity to explore possible alternative working
arrangements. 

If new working arrangements are agreed the head teacher may suggest starting them
under an initial trial period to ensure that they meet your needs and our needs.

Decision
Following the meeting the head teacher will notify you of their decision in writing within
14 days.

If the head teacher needs more time to make a decision they will ask for your agreement
to delay the decision for up to a further 14 days. A request for an extension is likely to benefit
you. For example, the head teacher may need more time to investigate how your request can
be accommodated or to consult several members of staff.

There will be circumstances where due to business and operational requirements we are
unable to agree to a request. In these circumstances the head teacher will write to you:
– stating the business ground(s) why the request cannot be agreed;
– providing an explanation of why the business reasons apply in the circumstances; and
– setting out the appeal procedure.
The business grounds on which we may reject your request are:
– the burden of additional costs;
– detrimental effect on ability to meet customer demand;
– inability to reorganise work among existing staff;
– inability to recruit additional staff;
– detrimental impact on quality;
– detrimental impact on performance;
– insufficiency of work during the periods the employee proposes to work; and
– planned changes.
If your request is accepted or where we propose an alternative to the arrangements you
requested the head teacher will write to you with details of the new working arrangements,
details of any trial period, an explanation of changes to your contract of employment and
the date on which they will commence. You will be asked to sign and return a copy of the
letter. This will be placed on your personnel file to confirm the variation to your terms of
employment. There may also be some additional practical matters such as arrangements for
handing over work that the head teacher will discuss with you. 

Please note that under the formal procedure changes to your terms of employment will
be permanent and you will not be able to make another formal request until 12 months after
the date of your original application.

Appeal
If your request is rejected you have the right to appeal. Your appeal must:
– be in writing and dated;
– set out the grounds for your appeal; and
– be sent to our managing director within 14 days of the date on which you received the

written rejection of your request. 
Our managing director will arrange for your appeal meeting to take place within 14 days 
of receipt of your request. The appeal meeting will be held at a convenient time for all those
attending and, as at the meeting that considered your request, you may be accompanied by 
a workplace colleague or a trade union representative. 

The appeal will be heard by our managing director. You will be informed in writing of
our managing director’s decision within 14 days of the date of the appeal meeting. 
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If your appeal is upheld you will be advised of your new working arrangements, details of
any trial period, an explanation of changes to your contract of employment and the date on
which they will commence. You will be asked to sign and return a copy of the letter. This
will be placed on your personnel file to confirm the variation to your terms of employment.
There may also be some additional practical matters such as arrangements for handing over
work that the head teacher will discuss with you.

You should be aware that changes to your terms of employment will be permanent and
you will not be able to make another formal request until 12 months after the date of your
original application. 

If your appeal is rejected the written decision will state the grounds for the decision 
and provide an explanation as to why the grounds for refusal apply in the circumstances.
You will not be able to make another formal request until 12 months after the date of your
original application. 

Breaches of policy
There will be exceptional occasions when it is not possible to complete a particular part 
of the procedure within the expected time limits. Where an extension of time is agreed the
head teacher will write to you confirming the extension that has been agreed and the date
on which the extension will end.

In certain circumstances an application made under the formal procedure set out in this
policy will be treated as withdrawn. This will occur if:
– you decide to withdraw a request – if a request made under the formal procedure is

withdrawn an employee will not be eligible to make another request for 12 months from
the date of their original request, and where you decide to withdraw a request you
should notify the head teacher as soon as possible;

– you fail to attend two meetings without reasonable cause; or
– you unreasonably refuse to provide information required by us.
In such circumstances the head teacher will write to you confirming that the request has
been treated as withdrawn.
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Grievance Woodcroft School staff policy 20.10.22

Most grievances can be resolved quickly and informally through discussion with the head
teacher. If this does not resolve the problem you should initiate the formal procedure set out
below.

This policy applies to all employees regardless of length of service. It does not apply to
agency workers or self-employed contractors.

This policy does not form part of any employee’s contract of employment. It may be
amended at any time and we may depart from it depending on the circumstances of any
case.

1. Written grievance
You should put your grievance in writing and submit it to the head teacher. If your
grievance concerns the head teacher you may submit it to the managing director.

The written grievance should set out the nature of the complaint, including any relevant
facts, dates and names of individuals involved, so that we can investigate it.

2. Meeting
We will arrange a grievance meeting, normally within one week of receiving your written
grievance. You should make every effort to attend.

You may bring a companion to the grievance meeting if you make a reasonable request
in advance and tell us the name of your chosen companion. The companion may be either a
trade union representative or a colleague, who will be allowed reasonable paid time off from
duties to act as your companion.

If you or your companion cannot attend at the time specified you should let us know as
soon as possible and we will try, within reason, to agree an alternative time.

We may adjourn the meeting if we need to carry out further investigations, after which
the meeting will usually be reconvened.

We will write to you, usually within one week of the last grievance meeting, to confirm
our decision and notify you of any further action that we intend to take to resolve the
grievance. We will also advise you of your right of appeal.

3. Appeal
If the grievance has not been resolved to your satisfaction you may appeal in writing to the
finance director, stating your full grounds of appeal, within one week of the date on which
the decision was sent or given to you.

We will hold an appeal meeting, normally within two weeks of receiving the appeal.
This will be dealt with impartially by the finance director,who would not have previously
been involved in the case. You will have a right to bring a companion (see the Meeting
paragraph above).

We will confirm our final decision in writing, usually within one week of the appeal
hearing. There is no further right of appeal.
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Recruitment, selection and disclosure
Woodcroft School staff policy 05.10.22

Introduction
Woodcroft School is committed to providing the best possible care and education to 
its pupils and to safeguarding and promoting the welfare of children and young people. 
The school is also committed to providing a supportive and flexible working environment
to all its members of staff. The school recognises that, in order to achieve these aims, it is of
fundamental importance to attract, recruit and retain staff of the highest calibre who share
this commitment.
The aims of Woodcroft school’s recruitment policy are to ensure:
– that the best possible staff are recruited on the basis of their merits, abilities and suitability

for the position;
– that all job applicants are considered equally and consistently;
– that no job applicant is treated unfairly on any grounds including race, colour,

nationality, ethnic or national origin, religion or religious belief, sex or sexual
orientation, marital or civil partner status, disability or age;

– compliance with all relevant legislation, recommendations and guidance including 
the statutory guidance published by the Department for Education (dfe), Keeping
Children Safe In Education, September 2022 (the Guidance) and any guidance or code 
of practice published by the Disclosure and Barring Service (dbs);

– that the school meets its commitment to safeguarding and promoting the welfare 
of children and young people by carrying out all necessary pre-employment checks.

Employees involved in the recruitment and selection of staff are responsible for familiarising
themselves with and complying with the provisions of this policy.

Recruitment and selection procedure
All applicants for employment will be required to complete an Application form containing
questions about their academic and employment history and their suitability for the role.
We reserve the right to not consider incomplete applications when shortlisting. 
A curriculum vitae will not be accepted in place of the completed application form. 

Applicants will receive a Job description and Person specification for the role applied for.
The applicant may then be invited to attend one or more formal interviews at which 

his or her relevant skills and experience will be discussed in more detail.
If it is decided to make an offer of employment following the formal interview(s), 

any such offer will be conditional on the following:
– the agreement of a mutually acceptable start date and the signing of a contract

incorporating the school’s standard terms and conditions of employment;
– the receipt of two references (one of which must be from the applicant’s most recent

employer) which the school considers to be satisfactory;
– the receipt of an enhanced disclosure from the dbs which the school considers to be

satisfactory;
– verification of the applicant’s medical fitness for the role from the school’s medical

adviser; and
– where the position amounts to ‘regulated activity’ (see Criminal records check below)

confirmation that the applicant is not named on the Children’s Barred List administered
by the dbs. (A check of the Children’s Barred List is not permitted if an individual 
will not be undertaking ‘regulated activity’. Whether a position amounts to ‘regulated
activity’must therefore be considered by the school in order to decide which dbs checks
are appropriate. It is however likely that in nearly all cases a Children’s Barred List check
will be carried out.)
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Medical fitness
The school is legally required to verify the medical fitness of anyone to be appointed to a
post at the school, after an offer of employment has been made but before the appointment
can be confirmed.

It is the school’s practice that all applicants to whom an offer of employment is made
must complete a medical self-certification form and a health questionnaire. The school 
will arrange for the information contained in the health questionnaire to be reviewed by
the school’s medical advisor. This information will be reviewed against the Job description
and the Person specification for the particular role, together with details of any other physical
or mental requirements of the role, i.e. proposed timetable, extra-curricular activities, layout
of the school etc. If the school’s medical advisor has any doubts about an applicant’s fitness
the school will consider reasonable adjustments in consultation with the applicant. The
school may also seek a further medical opinion from a specialist or request that the applicant
undertakes a full medical assessment.

In accordance with The Education (Health Standards) (England) Regulations 2003,
education staff must have the health and physical capacity for their employment, subject 
to duties on employers imposed by the Equalities Act 2010. The relevant sections of the
school’s Fitness to work policy will be implemented as part of the recruitment and selection
procedure.

Pre-employment checks
In accordance with the recommendations set out in the Guidance, and the requirements 
of The Education (Independent School Standards)(England) Regulations 2010 the school
carries out a number of pre-employment checks in respect of all prospective employees.

Verification of identity and address
All applicants who are invited to a second interview will be required to bring with 
them original evidence of identity, right to work in the uk, address and any qualifications
referred to in their application form. A list of valid identity documents that comply with 
dbs identity checking guidelines will be sent to applicants as part of the recruitment 
process. Copies of the list can be requested from the school’s staff recruitment administrator.
Where an applicant claims to have changed his or her name by deed poll or any other 
means (e.g. marriage, adoption, statutory declaration) he or she will be required to provide
documentary evidence of the change. Some job roles may require candidates to complete 
a physical fitness assessment at second interview stage.

The school asks for the date of birth of all applicants (and proof of this) in accordance
with the Guidance. Proof of date of birth is necessary so that the school may verify the
identity of, and check for any unexplained discrepancies in the employment and education
history of all applicants. The school does not discriminate on the grounds of age. 

Qualification checks
All teachers and therapists are subject to further pre-employment checks. The school 
uses the dfe Teaching Regulations Agency online tool to ensure that any potential class
teachers are not/have not ever been prohibited from teaching, and that their qualifications
are as listed on their application form. Therapists are checked against the Health and Care
Professions Council register (which can be found on the hcpc website) to ensure that their
registration is up to date. The hcpc are a regulator, set up to protect the public. They ensure
that all health and care professionals who are registered with them meet their standards for
training, professional skills, behaviour and health.
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References
Wherever possible references will be taken up on short listed candidates prior to interview.

All offers of employment will be subject to the receipt of a minimum of two references
which are considered satisfactory by the school. One of the references must be from the
applicant’s current or most recent employer. If the current or most recent employment does 
or did not involve work with children, then the second referee should be from the employer
with whom the applicant most recently worked with children. Neither referee should be 
a relative or someone known to the applicant solely as a friend.

All referees will be asked whether they believe the applicant is suitable for the job for
which they have applied and whether they have any reason to believe that the applicant is
unsuitable to work with children. All referees will be sent a copy of the Job description and
Person specification for the role which the applicant has applied for. If the referee is a current
or previous employer, they will also be asked to confirm the following:
– the applicant’s dates of employment, salary, job title / duties, reason for leaving,

performance and disciplinary record;
– whether the applicant has ever been the subject of disciplinary procedures involving

issues related to the safety and welfare of children (including any in which the
disciplinary sanction has expired), except where the issues were deemed to have resulted
from allegations which were found to be false, unsubstantiated, unfounded or malicious;

– whether any allegations or concerns have been raised about the applicant that relate 
to the safety and welfare of children or young people or behaviour towards children 
or young people, except where the allegation or concerns were found to be false,
unsubstantiated, unfounded or malicious.

The school will only accept references obtained directly from the referee and it will 
not rely on references or testimonials provided by the applicant or on open references 
or testimonials. Written references may be followed up with a telephone call.

The school will compare all references with any information given on the application
form. Any discrepancies or inconsistencies in the information will be taken up with the
applicant and the relevant referee before any appointment is confirmed.

Criminal records check
Due to the nature of the work, the school is required to see an enhanced disclosure check
from the dbs in respect of all prospective staff members, volunteers and directors. This will
be checked online against the current information held on the dbs Update Service.

Prospective staff members, volunteers and directors will be asked to register with the dbs

Update Service (if they have not already done so with a previous dbs application), and sign
their written consent for Woodcroft School, as employers, to use the update service to
monitor their status periodically. The school may pay for initial dbs checks for prospective
staff who do not already hold a dbs check. Appointed staff will be expected to pay to register
and remain registered with the dbs Update Service.

For those prospective staff, volunteers and directors who do not have a pre-existing dbs

check (including registration to the dbs Update Service) the school applies for an enhanced
disclosure from the dbs (including a check of the Children’s Barred List) in respect of all
positions at the school which amount to ‘regulated activity’ as defined in the Safeguarding
Vulnerable Groups Act 2006 (as amended). The purpose of carrying out an enhanced 
check for regulated activity is to identify whether an applicant is barred from working with
children by virtue of his/her inclusion on the Children’s Barred List maintained by the dbs.

If there is a delay in receiving a dbs disclosure the head teacher has discretion to allow 
an individual to begin work pending receipt of the disclosure. This will only be allowed if 
all other checks, including a clear check of the Children’s Barred List (where the position
amounts to regulated activity), have been completed and once appropriate supervision has
been put in place.
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dbs checks will also be requested for applicants with recent periods of overseas 
residence and those with little or no previous uk residence. These applicants may also be
asked to provide further information, including a criminal records check from the relevant
jurisdiction(s). The current guidelines from the dfe on dbs checks for people from overseas
will be followed.

Prior to 29 May 2013 an enhanced disclosure contained details of all convictions on
record (including those which are defined as ‘spent’ under the Rehabilitation of Offenders
Act 1974) together with details of any cautions, reprimands or warnings held on the Police
National Computer. It could also have contained non-conviction information from local
police records which a chief police officer thinks may be relevant in connection with the
matter in question.

As of 29 May 2013 the dbs commenced the filtering and removal of certain specified
information relating to old and minor criminal offences from all criminal records
disclosures. The dbs and the Home Office have developed a set of filtering rules relating 
to spent convictions which work as follows:

For those aged 18 or over at the time of an offence
An adult conviction will be removed from a dbs disclosure if:
– 11 years have elapsed since the date of conviction; 
– it is the person’s only offence, and 
– it did not result in a custodial sentence.
It will not be removed under any circumstances if it appears on a list of ‘specified offences’
which must always be disclosed. If a person has more than one offence on their criminal
record, then details of all their convictions will always be included.

A caution received when a person was aged 18 or over will not be disclosed if six years
have elapsed since the date it was issued, and if it does not appear on the list of ‘specified
offences’.

For those aged under 18 at the time of an offence
A conviction will be removed from a dbs disclosure if:
– five and a half years have elapsed since the date of conviction; and
– it is the person’s only offence, and 
– it did not result in a custodial sentence.
Again, the conviction will not be removed under any circumstances if appears on the list 
of ‘specified offences’, or if a person has more than one offence on their criminal record.

A caution received when a person was aged under 18 will not be disclosed if two years
have elapsed since the date it was issued, and if it does not appear on the list of ‘specified
offences’.

The list of ‘specified offences’ which must always be disclosed
This contains a large number of offences, which includes certain sexual, violent and other
offences that are considered so serious they will always be disclosed, regardless of when 
they took place or the person’s previous or subsequent criminal record. The list of ‘specified
offences’ can be found at: https://www.gov.uk/government/publications/dbs-list-of-
offences-that-will-never-be-filtered-from-a-criminal-record-check.

Contractors, agency staff and students
The school expects third party providers, outside contractors and sending local authorities
to complete our Safeguarding assurance agreement to confirm their compliance with statutory
requirements in respect of dbs vetting and safer recruitment checks for any of their staff 
who may engage in regulated activity with our pupils.The school expects employment
agencies that are used by the school to complete our Supply agency employment checks form
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for each member of staff supplied to Woodcroft School. The school expects student 
/ work placement sending organisations to comply with our Student and volunteer policy,
which includes a declaration of assurance that all statutory vetting checks have been
completed applicable to students placed at Woodcroft School. The school will
independently verify the identity of such staff and students on their first day in school.

Policy on recruitment of ex-offenders
Background
The school will not unfairly discriminate against any applicant for employment on the 
basis of conviction or other details revealed. The school makes appointment decisions on
the basis of merit and ability. If an applicant has a criminal record this will not automatically
bar him or her from employment within the school. Instead, each case will be decided on 
its merits in accordance with the objective assessment criteria set out in Assessment criteria
below.

All positions within the school are exempt from the provisions of the Rehabilitation 
of Offenders Act 1974. All applicants must therefore declare all previous convictions and
cautions, including those which would normally be considered ‘spent’ except for those 
to which the dbs filtering rules apply (see Criminal records check above), when applying 
for a position at the school. A failure to disclose a previous conviction may lead to an
application being rejected or, if the failure to disclose is discovered after employment has
started, may lead to summary dismissal on the grounds of gross misconduct. A failure to
disclose a previous conviction may also amount to a criminal offence.

It is unlawful for the school to employ anyone who is barred from working with
children. It is a criminal offence for any person who is barred from working with children 
to attempt to apply for a position at the school. The school will make a report to the Police
and / or the dbs if:
– it receives an application from a barred person
– it is provided with false information in, or in support of an applicant’s application or
– it has serious concerns about an applicant’s suitability to work with children.

Assessment criteria
In the event that relevant information (whether in relation to previous convictions or
otherwise) is volunteered by an applicant during the recruitment process or obtained
through a disclosure check, the school will consider the following factors before reaching 
a recruitment decision:
– whether the conviction or other matter revealed is relevant to the position in question
– the seriousness of any offence or other matter revealed
– the length of time since the offence or other matter occurred
– whether the applicant has a pattern of offending behaviour or other relevant matters
– whether the applicant’s circumstances have changed since the offending behaviour or

other relevant matters
– the circumstances surrounding the offence and the explanation(s) offered by the

convicted person.
If the post involves regular contact with children, it is the school’s normal policy to consider
it a high risk to employ anyone who has been convicted at any time of any the following
offences:
– murder, manslaughter, rape, other serious sexual offences, grievous bodily harm or other

serious acts of violence or
– serious class a drug related offences, robbery, burglary, theft, deception or fraud.
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If the post involves access to money or budget responsibility, it is the school’s normal policy
to consider it a high risk to employ anyone who has been convicted at any time of robbery,
burglary, theft, deception or fraud.

If the post involves some driving responsibilities, it is the school’s normal policy to
consider it a high risk to employ anyone who has been convicted of drink driving within
the last ten years.

Assessment procedure
In the event that relevant information (whether in relation to previous convictions or
otherwise) is volunteered by an applicant during the recruitment process or obtained
through a disclosure check, the school will carry out a risk assessment by reference to the
criteria set out above. The assessment form must be signed by the managing director and
head teacher of the school before a position is offered.

If an applicant wishes to dispute any information contained in a disclosure, he or she can
do so by contacting the dbs direct. In cases where the applicant would otherwise be offered
a position were it not for the disputed information, the school will, where practicable, defer
a final decision about the appointment until the applicant has had a reasonable opportunity
to challenge the disclosure information.

Retention and security of disclosure information
The school’s policy is to observe the guidance issued or supported by the dbs on the use 
of disclosure information, but is under no obligation to do so. In particular, the school will:
– store disclosure information and other confidential documents issued by the dbs in

locked, non-portable storage containers, access to which will be restricted to members
of the school’s senior management team and staff recruitment administrators

– not retain disclosure information or any associated correspondence for longer than 
is necessary, and for a maximum of six months. The school will keep a record of the date
of a disclosure, the name of the subject, the type of disclosure, the position in question,
the unique number issued by the dbs and the recruitment decision taken

– ensure that any disclosure information is destroyed by suitably secure means such as
shredding.

Retention of records
If an applicant is appointed, the school will retain any relevant information provided on 
his or her application form (together with any attachments) on his or her personnel file. 
If the application is unsuccessful, all documentation relating to the application will normally
be confidentially destroyed after six months, unless the applicant specifically requests the
school to keep their details on file.

Queries
If an applicant has any queries on how to complete the application form or any other matter
he or she should contact the staff recruitment administrator.
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Sickness absence Woodcroft School staff policy 16.11.22

This policy sets out our arrangements for sick pay and for reporting and managing sickness
absence.

Abuse of sickness absence, including failing to report absence or falsely claiming sick pay,
will be treated as misconduct under our Disciplinary and capability policy.

This policy does not form part of any employee’s contract of employment and we may
amend it at any time.

Reporting when you are sick
If you cannot attend work because you are sick or injured you should telephone the school
as early as possible and no later than 30 minutes after the time when you are normally
expected to start work. The following details should be provided:
– the nature of your illness;
– the expected length of absence from work;
– contact details; and
– any outstanding or urgent work that requires attention.
The head teacher should ensure that:
– any sickness absence that is notified to them is recorded and reported to the relevant

head of department; and
– arrangements are made where necessary to cover work and to inform colleagues and

clients, while maintaining confidentiality.
Anyone taken ill while at work should report or be taken to the head teacher and be given
permission to leave work. The head teacher should make arrangements for anyone who is
unwell to be accompanied home and to receive medical treatment where necessary.

Anyone who has reported in unwell or who has left work after being taken ill should
expect to be contacted by the head teacher who will want to enquire after their health and
be advised if possible as to their expected return date.

Evidence of incapacity
You must complete a self-certification form for sickness absence of up to seven calendar
days.

For absence of more than a week you must obtain a certificate from your doctor stating
that you are not fit for work, giving the reason. You must also complete a self-certification
form to cover the first seven days. If absence continues beyond the expiry of a certificate, 
a further certificate must be provided.

If your doctor provides a certificate stating that you ‘may be fit for work’ you must
inform the school immediately. We will hold a discussion with you about how to facilitate
your return to work, taking account of your doctor’s advice. If appropriate measures cannot
be taken, you will remain on sick leave and we will set a date for review.

Sick pay
All employees should refer to their contracts of employment for details of the sick pay to
which they are entitled.

Keeping in contact during sickness absence
Anyone absent on sick leave should expect to be contacted from time to time by the head
teacher in order to discuss their wellbeing, expected length of continued absence from 
work and any of their work that requires attention. Such contact is intended to provide
reassurance and will be kept to a minimum in view of the needs of our business.
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In the event that anyone absent on sick leave has any concerns, whether about the reason
for their absence or their ability to return to work, they should feel free to contact the head
teacher at any time.

Return to work interviews
After a period of sick leave the head teacher may hold a return to work interview with you.
The purposes may include:
– ensuring you are fit for work and agreeing any actions necessary to facilitate your return;
– confirming you have submitted the necessary certificates;
– updating you on anything that may have happened during your absence;
– raising any other concerns regarding your absence record or your return to work.

Fitness to work
In accordance with The Education (Health Standards) (England) Regulations 2003, education
staff must have the health and physical capacity for their employment, subject to duties on
employers imposed by the Equalities Act 2010. Elements of the school’s Fitness to work policy
may be implemented as part of this Sickness absence policy.

Managing long-term or persistent absence
The following paragraphs set out our procedure for dealing with long-term absence 
or where your level or frequency of short-term absence has given us cause for concern. 
The purpose of the procedure is to investigate and discuss the reasons for your absence,
whether it is likely to continue or recur, and whether there are any measures that could
improve your health and/or attendance. We may decide that medical evidence, or further
medical evidence is required before deciding on a course of action.

We will notify you in writing of the time, date and place of any meeting, and why it is
being held. We will usually give you a week’s notice of the meeting.

Meetings will be conducted by the head teacher.
You may bring a companion to any meeting or appeal meeting under this procedure.

Your companion may be either a trade union representative or a colleague, who will be
allowed reasonable paid time off from duties to act as your companion.

If you, or your companion, cannot attend at the time specified you should let us know as
soon as possible and we will try, within reason, to agree an alternative time.

If you have a disability, we will consider whether reasonable adjustments may need to be
made to the sickness absence meetings procedure, or to your role or working arrangements.

Medical examinations
We may ask you to consent to a medical examination by a doctor or occupational health
professional or other specialist nominated by us (at our expense).

You will be asked to agree that any medical report produced may be disclosed to us 
and that we may discuss the contents of the report with the specialist and with our advisers. 
All medical reports will be kept confidential and held in accordance with our Records
management and data protection policy.

Initial sickness absence meeting
The purposes of a sickness absence meeting or meetings will be to discuss the reasons for
your absence, how long it is likely to continue, whether it is likely to recur, whether to
obtain a medical report, and whether there are any measures that could improve your health
and/or attendance. 

In cases of long-term absence, we may seek to agree a return to work programme,
possibly on a phased basis.

In cases of short-term, intermittent absence, we may set a target for improved attendance
within a certain timescale.
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If matters do not improve
If, after a reasonable time, you have not been able to return to work or if your attendance 
has not improved within the agreed timescale, we will hold a further meeting or meetings.
We will seek to establish whether the situation is likely to change, and may consider
redeployment opportunities at that stage. If it is considered unlikely that you will return 
to work or that your attendance will improve within a short time, we may give you a 
written warning you that you are at risk of dismissal. We may also set a further date for
review. 

Final sickness absence meeting
Where you have been warned that you are at risk of dismissal, and the situation has not
changed significantly, we will hold a meeting to consider the possible termination of your
employment. Before we make a decision, we will consider any matters you wish to raise 
and whether there have been any changes since the last meeting. 

Appeal
You may appeal against the outcome of any stage of this procedure. If you wish to appeal
you should set out your appeal in writing to the managing director stating your grounds 
of appeal, within one week of the date on which the decision was sent or given to you.

If you are appealing against a decision to dismiss you, we will hold an appeal meeting,
normally within two weeks of receiving the appeal. This will be dealt with by the finance
director who would not have been previously involved in the case.

We will confirm our final decision in writing, usually within one week of the appeal
hearing. There is no further right of appeal.

The date that any dismissal takes effect will not be delayed pending the outcome of an
appeal. However, if the appeal is successful, the decision to dismiss will be revoked with no
loss of continuity or pay.
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Staffing arrangements and cover
Woodcroft School staff policy 16.11.22

Woodcroft School aims to meet the needs of children with a wide range of special
educational needs and aims to provide the appropriate staff/pupil ratio. It is important to
ensure that there are sufficient staff to provide support for pupils to be taught individually, 
in small groups, or as a whole class – both in school and in the community.

If the head teacher is off-site, a member of the management team with designated
responsibility to deputise for the head teacher must remain on the premises at all times.

Sickness absence
Procedures for reporting sickness absence are covered in the school’s Sickness absence policy
and in individual contracts of employment. Payment for sickness absence is subject to
contract and Statutory Sick Pay regulations.

Timekeeping
It is the responsibility of all members of staff to inform the school office if they are likely to
arrive late for their duties in school. Persistent lateness may invoke disciplinary procedures.

Off-site training and meetings
If staff are attending courses or out of school meetings, this should be recorded in the school
diary, giving as much notice as possible. Such absences should be arranged with due regard
to any other special circumstances in school on that day. There is a limit of two members 
of staff absent on such planned absences, and it is each staff member’s responsibility to check
this before booking them. An application for staff training must also be completed and
signed by the head teacher and staff development manager.

Holiday
Our pupils require a high staff ratio, and staff absence during term time has a significant
impact on the ability of the school to provide the optimum level of support. It is therefore
the school’s policy that holidays during school term time are not permitted for staff 
with classroom or caretaking duties. Breaches of this policy may invoke staff disciplinary
procedures. Administrative staff who work in the school holidays should seek written
approval for any holidays taken in term time with their line manager and inform the head
teacher as soon as possible and at least one month in advance of any holidays taken during
term time. 

Leave of absence
All leave of absence must be agreed in advance using the Leave of absence form and
authorisation is at the discretion of the head teacher. Only essential and unavoidable leave
will be granted. Leave of absence will be unpaid with the following exceptions, which may
be paid at the discretion of the directors:
– time taken off for dependents;
– bereavement; and
– compassionate leave.
Please see Appendix A – policies on leave of absence for definition of the above.

When an unavoidable absence is anticipated, the staff member concerned is required 
to contact the head teacher as soon as possible. When the return date is not known, absent
staff must remain in contact with the head teacher on each day of absence. Please contact the
school office by telephone and do not send a message via a colleague.
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Procedure for staff cover
Short term absence 
Short term absence is defined as the first twenty working days of staff absence and will not
be covered by bringing in additional staff. Existing staff will be redeployed to cover the
duties of absentees in the first instance and classes with fewer pupils will be called upon first.
The redeployment of staff will take into account the balance of staff within the classroom,
the special needs of the pupils and the wider needs of the school as a whole. Cover for short
term absence may need to be reviewed if more than one member of staff is absent, and this
must be authorised in advance by the directors. 

Long term absence 
Long term absence is deemed to be continuous absence over twenty working days. Such
absence may be covered by the temporary employment of an equivalent staff member on 
a short term contract where authorised in advance by the directors.

Senior members of staff who would not normally be working in the classroom may be
available for temporary cover, if other duties permit.

Light duties
Staff on light duties will not be covered unless the person on light duties is in receipt of
Statutory Sick Pay or Statutory Maternity Pay. In such cases cover is at the discretion of the
directors.

Agency supply staff
Although not part of the permanent staff team, agency staff should have the relevant
background and training. dbs checks and the school’s recruitment procedures must be
carried out for all agency staff. 

Agency staff should receive training and guidance on the school’s policies, procedures,
safe working practices and the special needs of our pupils prior to starting work. Taster 
days are excepted from this policy but must be subject to a risk assessment and supervision.
A senior member of staff should provide continuity and consistency when agency staff are
not in school on a regular basis. Class organisation pro-forma (e.g. lesson plans) must give
clear guidance on agency staff deployment.

Agency teacher’s assistants should only be used in exceptional circumstances at the
discretion of the directors.

Overtime
Overtime for administrative and maintenance staff must be commissioned in advance by
the head teacher or directors. Overtime is not used to provide cover for absent classroom
staff. Overtime or other benefit in kind is not paid to any staff member for working through
lunch breaks as this is not allowed under current employment legislation.

Where to look for further information
– The notice board, office diary and day book hold information regarding daily staff and

pupil absences. 
– Off-site planning sheets and risk assessment pro-formas are available from the office.
– Staff rotas, completed leave of absence forms and the bulletin are also available.
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Appendix a – policies on leave of absence
Time off for dependents
The law recognises and we respect that there will be occasions when you will need to 
take time off work to deal with unexpected events involving one of your dependents or
someone close to you.

This Time off for dependents policy gives all employees the right to take a reasonable
amount of time off work to deal with certain situations affecting their dependents. We are
committed to a programme of action to make this policy effective and to bring it to the
attention of all employees.

No employee who takes time off in accordance with this policy will be subjected to any
detriment.

This policy does not form part of any employee’s contract of employment and it may be
amended at any time.

Staff responsible for implementing the policy
Our board of directors (the board) has overall responsibility for the effective operation of
this policy and for ensuring compliance with the relevant statutory framework. The board
has delegated day-to-day responsibility for operating the policy and ensuring its
maintenance and review to the head teacher.

Managers have a specific responsibility to ensure the fair application of this policy and
must ensure that they familiarise themselves with it. They may request training from and
address any questions about the policy to the managing director. 

The right to reasonable time off
All employees have a right to take a reasonable amount of time off work when it is 
necessary to:
– provide assistance when a dependant falls ill, gives birth, is injured or assaulted;
– make longer term care arrangements for a dependant who is ill or injured;
– take action required in consequence of the death of a dependant;
– deal with the unexpected disruption, termination or breakdown of arrangements for the

care of a dependant; and/or 
– deal with an unexpected incident involving their child during school hours (or those of

another educational establishment).
A dependant for the purposes of this policy is:
– an employee’s spouse, civil partner, parent or child;
– a person who lives in the same household as the employee, but who is not their tenant,

lodger, boarder or employee; or
– anyone else who reasonably relies on the employee to provide assistance, make

arrangements or take action of the kind referred to in the above paragraph.
Employees are only entitled to take time off under this policy to provide personal care for 
a dependant where there is an immediate crisis. If you know well in advance that you wish
to take time off to care for a dependant yourself, rather than arrange for someone else to 
do so, this policy will not apply. You should take advice from the head teacher if you need 
to take time off work in these circumstances.

For the right to time off under this policy to arise, it must be necessary for you to take
action in relation to a dependant. Whether action is necessary will depend on the nature 
of the problem, the closeness of the relationship between you, and whether someone else 
is available to assist. Action is unlikely to be considered necessary if you knew in advance
that a problem might arise but didn’t make alternative arrangements for a dependent’s care.

Reasonable time off in relation to a particular problem will not normally be more than
one or two days. However, we will always consider each set of circumstances on their facts.
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Exercising the right to time off
You will only be entitled to time off under this policy if, as soon as is reasonably practicable,
you tell the head teacher:
– the reason for your absence; and
– how long you expect to be away from work.

If you fail to notify us as required by the above paragraph, you may be subject to
disciplinary proceedings under our Disciplinary procedure for taking unauthorised time off.

Where it is possible to do so in advance or when you return to work after taking time off
under this policy, we might ask you to provide evidence for your reasons for taking the time
off. Suspected abuse of this policy will be dealt with as a disciplinary issue under our
Disciplinary procedure.

Bereavement leave
Bereavement leave is designed to help an employee cope with the death of a close relative, 
to deal with necessary arrangements and attend their funeral.

Entitlement
Employees are entitled to take paid bereavement leave of up to five working days in the
event of the death of a spouse or partner, child, stepchild, grandchild, parent, stepparent,
parent-in-law, grandparent, brother or sister, stepbrother or stepsister, or brother or sister
-in-law.

We may exercise our discretion to grant bereavement leave in the event of the death of
any other relative or close friend, depending on the circumstances of each case.

An employee who is unable to return to work following a period of bereavement leave
should contact the head teacher. It may be appropriate to take a period of sickness absence,
annual leave or unpaid leave in those circumstances.

Requesting bereavement leave
We recognise that it may not always be possible to request bereavement leave in advance.
However, where it is possible, you should make a request to the head teacher. You should 
tell them the reasons for your request and the number of days leave you would like to take. 

Where it is not possible to request leave in advance you should contact the head teacher
as soon as possible to tell them the reason for your absence and the number of days you will
be absent. Someone can do this on your behalf if necessary.

In exceptional circumstances we may have to refuse a request for bereavement leave. 
If so the head teacher will give you a written explanation for the refusal. If you are
dissatisfied with this decision you may make a complaint under our Grievance procedure
within five days of receipt of the written reasons for the refusal.

Compassionate leave
Compassionate leave is designed to help an employee where they need to deal with
necessary arrangements for or to assist a close relative who is seriously or critically ill.

Entitlement
Employees are entitled to take paid compassionate leave of up to five working days in any
twelve month period in respect of a spouse or partner, child, stepchild, grandchild, parent,
stepparent, parent-in-law, grandparent, brother or sister, stepbrother or stepsister, or brother
or sister-in-law.

We may exercise our discretion to grant compassionate leave in respect of any other
relative or close friend, depending on the circumstances of each case.

An employee who is unable to return to work following a period of compassionate leave
should contact the head teacher. It may be appropriate to take a period of annual leave or
unpaid leave in those circumstances.
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Requesting compassionate leave
We recognise that it may not always be possible to request compassionate leave in advance.
However, where it is possible, you should make a request to the head teacher. You should tell
them the reasons for your request and the number of days leave you would like to take.

Where it is not possible to request leave in advance you should contact the head teacher
as soon as possible to tell them the reason for your absence and the number of days you
expect to be absent. Someone can do this on your behalf if necessary.

In exceptional circumstances we may have to refuse a request for compassionate leave. 
If so the head teacher will give you a written explanation for the refusal. If you are
dissatisfied with this decision you may make a complaint under our Grievance procedure
within five days of receipt of the written reasons for refusal.
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Staff development Woodcroft School staff policy 29.11.21

Woodcroft School is committed to working towards good induction, training and
performance review procedures for all staff, whom it recognises as its most important
resource. This is considered essential in enabling Woodcroft to provide effective services 
to pupils, their families, professionals and other service users. This will enable staff to achieve
competence in their roles, thereby improving job satisfaction and performance, as well as
preparing them for taking on more responsibility and developing their careers.

Staff induction
Our induction procedures aim to:
– provide consistency at the commencement of employment of all new staff;
– welcome new employees and familiarise them with the school premises and the people

with whom they work; and
– clarify expectations of employees in the school environment and ensure that they are

adequately informed.
Each newly appointed employee receives a job description and access to a Staff handbook
(which includes some policies).

A new employee will be allocated a mentor during the first term. The mentor will meet
with them on their first day and will be available during the first term to support and advise.
During the induction period the mentor will ensure the new member of staff receives
training in all the areas identified in the induction record and that job specific information 
is disseminated.

Staff training
Training takes place as soon as possible on commencement of the new staff member’s time
at Woodcroft. However, it is essential that training on safeguarding children, health and
safety and behaviour management is completed before work in the classroom begins. Staff
cannot use physical intervention techniques until they have received Team Teach training.

Training is reviewed annually as part of a systematic approach. This includes the
provision of relevant and up to date information and research based training and education,
as well as personal development and wellbeing opportunities. 

Training objectives are to:
– ensure that each new member of staff satisfactorily completes an induction period;
– establish a continuing instruction and training programme to ensure that staff are well

prepared for the posts for which they were engaged;
– encourage those in positions of responsibility to develop leadership skills; and to ensure

that the development of expertise is a continuing process fully integrated into the 
day-to-day running of the school;

– provide a coherent framework for personal development and improvement within the
context of the school’s current needs, national guidelines and ‘best practice’ frameworks;

– provide access to relevant learning and development opportunities, both internal and
external, with appropriate support and time release, if feasible;

– encourage staff to gain recognised and relevant qualifications;
– prepare training plans, based on assessment of training needs after careful performance

review, related to the training budget;
– provide mandatory health and safety training, e.g. first aid, manual handling etc.
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In-house training
It is essential that all staff make every effort to participate in all training as part of their
continuing professional development. Woodcroft provides in-house / inset training in
a variety of ways, allowing for staff needs to be met by the most relevant method. These
include: in person via small groups, or ‘on-line’ via the school’s training and staff
development website – Woodcroft College, or remotely via Microsoft Teams or Zoom. 

In brief the following training is offered in-house and is open to all staff and students.

Regular
Whole staff briefings, regular class or professionals’ meetings (e.g. senior management,
teachers and therapists’ or wellbeing team meetings) and pertinent informal in-house
training sessions are organized throughout the week, with subjects and agendas varying. 
Meetings may be face to face or via Microsoft Teams and minutes kept. Some training
sessions may be recorded to be accessed at a later date via Woodcroft College. Staff bulletins
and newsletters inform staff of upcoming relevant events and courses, and the launch of
Woodcroft College was paired with the creation of the training@woodcroftschool.net
dedicated email address. 

Five times per year
Whole school inset training days where subjects vary (these are non-pupil days and are also
used for preparation and planning). Part time staff are required to attend. The five inset days
will have specific training allocated to them to link with priorities identified by the senior
management team, and will include Team Teach training.

Accredited (certificated) training
Woodcroft School also offers staff the opportunity to attend in-house courses which are
accredited. These utilise the expertise of school staff who are familiar with the schools’
needs and can ensure training is relevant and up to date. In addition, some of our staff have
attended Train the Trainer courses to enable them to deliver specific accredited training as
on-site trainers. Subjects include; Team Teach, Elklan, Makaton and the scerts framework. 

If appropriate, when staff members attend intensive courses, school resources may allow
the allocation of a specific amount of non contact time for study.

Statutory training
Woodcroft School is compliant with a range of statutory requirements for training,
including amongst others: safeguarding (including Channel and Prevent) and first aid
training at various levels, safer recruitment, fire marshalling and food safety in catering.
Records for these are kept via a training matrix in order to ensure compliance is
maintained. These training opportunities may be taken off-site, on-site or online, as
appropriate. 

Off-site training
Key members of staff will attend off-site training and subsequently will be responsible 
for leading in-house training sessions. Additional training will be allocated to meeting the
regulations regarding: safeguarding children; staff recruitment, selection and disclosure; 
first aid; Team Teach; and health and safety.
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Training evaluation
Evaluation of training is important in order to ensure it remains valid, relevant and up to
date. Training evaluation forms are built into the Woodcroft College site for each piece of
content and staff are required to submit this on completion. Those attending courses from
outside trainers that are relevant to other colleagues are expected to feedback in the relevant
forum. In-house, accredited courses such as Makaton and elklan have built in evaluation in
the final session. Questions related to training needs and development opportunities are also
built into the staff performance management system. 

Performance review
Woodcroft’s performance review is a two way process which will enable the employee 
and line manager to assess and review performance over the past year and to agree future
objectives. This will be done by:
– discussing and recognising good work;
– identifying challenges and utilising strengths;
– relating the employee’s abilities and aspirations to the school’s requirements; and
– identifying staff development needs.
Each member of staff will be appraised at least once annually by their line manager 
and in carrying out performance reviews, line managers will adhere to the school’s 
Equal opportunities policy.

Confidentiality 
An appropriate level of confidentiality should be negotiated between the line manager 
and employee so that the limits are known to both during the review process. The head
teacher will receive copies from the reviewer of the completed documentation, which will
be kept in a file in the staff administration office.

General procedure
1. Reviews will be held at least once annually (see schedule).
2. One week prior to the review the employee should complete the self assessment

documents for their line manager. This provides the employee with the opportunity 
to plan for the review.

3. The self assessment documents should be returned to the line manager at least two
working days before the review.

4. For the review the line manger should have the relevant job description and joint
assessment forms, which can be requested from the staff administrator.

5. During the review the employee and line manager will discuss jointly and agree
objectives and time scales, and minutes will be recorded on the staff assessment
documents.

6. The employee should have some time to consider agreed objectives.
7. The agreed objectives can be discussed and reviewed regularly, with interim meetings 

if appropriate.
8. Documentation will be given to the head teacher on completion of the review. 

The employee will retain a copy..
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Stress Woodcroft School staff policy 16.11.22

We are committed to protecting the health, safety and well-being of all those who work 
for us and to maintaining a working environment in which everyone treats one another
with dignity and respect and is able to trust and co-operate with their colleagues. 

We recognise that whatever its source stress is a health and safety issue in the workplace.
We acknowledge the importance of a supportive environment and working culture and of
identifying and reducing workplace stressors.

We are committed to a programme of action to make this policy effective and to bring 
it to the attention of all employees. However, this policy can only be effective if everyone
within the organisation co-operates to achieve its aims.

What is stress?
Stress is the adverse reaction experienced in response to excessive pressures or demands.
Stress is not an illness but sustained over a period of time it can lead to mental and physical
illness. 

There is an important distinction between working under pressure and experiencing
stress. Certain levels of pressure are acceptable and normal in every job. They can improve
performance, enable individuals to meet their full potential and provide a sense of
achievement and job satisfaction. However, when pressure becomes excessive it produces
stress. 

Pressures outside the workplace, whether the result of unexpected or traumatic events
such as accidents, illness, bereavement, family breakdown or financial worries, can result in
stress. They can also compound normal workplace pressures.

We recognise that what triggers stress and the capacity to deal with stress varies from
person to person. Individuals react to similar situations in different ways.

Legal obligations
We have a legal duty to take reasonable care to ensure that the health of our employees is not
put at risk by excessive pressures or demands arising from the way work is organised.

This policy acknowledges our obligations under the Health & Safety at Work etc Act
1974, Management of Health & Safety at Work Regulations 1999, Employment Rights Act
1996, Protection from Harassment Act 1997, Working Time Regulations 1998 and Equality
Act 2010.

Who is covered by this policy?
This policy covers all individuals working for us at all levels and grades, including
management, directors, employees, contractors, trainees, homeworkers, part-time and
fixed-term employees, and agency employees (collectively referred to as employees in this
policy). 

Third parties who have access to our premises (such as consultants, contractors,
customers and visitors) are also required to comply with this policy.

This policy does not form part of any contract of employment.

Scope and purpose of this policy
We are committed to identifying and tackling the causes of work related stress and to
providing appropriate support and consideration to employees suffering from stress on 
a confidential basis where appropriate. We:
– promote a culture of open communication, participation and encouragement, and

through training, effective planning and allocation of workloads ensure feedback is
provided on performance; 
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– we wish employees to develop their skills and confidence and to feel able to raise any
concerns they have about their work or working environment;

– use our practice of employees’ development, employees’ support systems and policies
reflecting current good practice to help employees understand and recognise the causes
of stress and to address work related stress and the impact of external stressors at work;
and

– recognise that the following policies and initiatives can assist employees to achieve 
an appropriate work/life balance and recognise and manage personal health issues,
particularly where stress may result from a number of factors: 
– providing a workplace free from harassment, bullying and victimisation;
– addressing violence, aggression and other forms of inappropriate behaviour by

colleagues through disciplinary action;
– risk assessments to include or specifically address workplace stress;
– maintaining a performance review process to ensure the suitability of workloads,

supported by a capability procedure;
– flexible working; and
– the development of support services, such as occupational health, for employees

affected by or absent by reason of stress.

Personnel responsible for implementation of the policy
Our managing director has overall responsibility for this policy and for ensuring
compliance with the relevant statutory framework.

Recognition of stress as a genuine problem requires management support and action.
Those working at management and supervisory level have a specific responsibility to:
– participate in the culture of open communication and encouragement, ensure that

employees they manage receive training, effectively plan and allocate workloads and
provide feedback on performance;

– monitor workloads and reallocate work where necessary; and
– ensure that employees they manage understand the standards of behaviour expected 

of them and others and act upon behaviour that falls below those standards.
To facilitate this process management is encouraged to seek advice on how to recognise
stress in the employees they manage.

However, all employees are responsible for the success of this policy and must ensure 
that they:
– familiarise themselves with it and act in accordance with its aims and objectives;
– plan and organise their work to meet personal and organisational objectives;
– speak to the head teacher if they experience or are aware of a situation that may lead 

to a stress problem; and
– co-operate with support, advice and guidance we may offer them.
Any questions concerning the operation of this policy should be directed to our managing
director.

Sources of support
Management should report to and work with our managing director to provide support to
employees suffering from stress.
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Resolving cases of stress at work
Any employee who believes they are suffering from stress is encouraged to discuss this with
the head teacher in the first instance. If they feel unable to do so they should contact the
managing director. 

Once an issue affecting the health of any employee comes to the attention of the head
teacher steps will be taken to address that issue. Those steps may include any of the
following:
– a workload review, reallocation of work, monitoring of future workload or possible

redeployment, and our Capability policy may be applied;
– where appropriate, investigation under our Disciplinary policy and Grievance policy;
– referral for medical advice (including a medical report) to be provided from our medical

advisers or the gp (and any medical specialist) treating the employee concerned; and
– where the employee is on sickness absence discussion of an appropriate return to work

programme, and our Sickness absence policy may be applied.

Absence due to stress
Any employee who is absent due to stress should follow the sickness absence reporting
procedure contained in their contract and our Sickness absence policy.

Confidentiality
Confidentiality is an important part of this policy. Every employee is responsible for
observing the high level of confidentiality that is required, whether they are suffering 
from stress, supporting a colleague who is suffering from stress or because they are otherwise
involved in the operation of this policy. 

Breach of confidentiality may give rise to disciplinary action under our Disciplinary
policy.

However, we should make it clear that there are occasions when matters reported by 
an employee suffering from stress may have to be put to third parties, for example where
duties need to be reallocated within a team or where as the result of reported bullying or
misconduct an investigation or proceedings take place under our Disciplinary policy.

If this is the case, matters will be discussed with the employee concerned before any
action is taken in respect of the matters they have brought to our attention.

Protection for those reporting stress or assisting an investigation
Employees who report that they are suffering from stress, who support a colleague in
making such a report or who participate in any investigation connected with this policy 
in good faith will be protected from any form of intimidation or victimisation.

Any employee who considers that they have been subjected to any such intimidation 
or victimisation should seek support from the head teacher. They may alternatively or
additionally raise a complaint in accordance with our Grievance policy.

Any employee who is after investigation found to have acted in bad faith or to have
provided false information will be subject to action under our Disciplinary policy.
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Whistleblowing Woodcroft School staff policy 16.11.22

About this policy
– We are committed to conducting our business with honesty and integrity and we expect

all staff to maintain high standards. Any suspected wrong doing should be reported as
soon as possible.

– This policy covers all employees, students, agency workers, interns, volunteers, casual
workers, consultants and contractors.

– This policy does not form part of any employee’s contract of employment and we may
amend it at any time.

What is whistleblowing?
Whistleblowing is the reporting of suspected wrong doing or dangers in relation to our
activities. This includes bribery, fraud or other criminal activity, miscarriages of justice,
health and safety risks, damage to the environment and any breach of legal or professional
obligations.

How to raise a concern
We hope that in many cases you will be able to raise any concerns with the head teacher.
However, where you prefer not to raise it with the head teacher for any reason, you should
contact the managing director. 

We will arrange a meeting with you as soon as possible to discuss your concern. 
You may bring a colleague or union representative to any meetings under this policy. 
Your companion must respect the confidentiality of your disclosure and any subsequent
investigation. 

Concerns regarding the safeguarding of children that you wish to report under this
Whistleblowing policy must also be raised with the designated senior person according 
to our Safeguarding children policy. The managing director is nominated as the point of 
contact if there are safeguarding concerns that involve the designated senior person.

Safeguarding – allegations against staff
If for some reason you are unable to follow the school’s allegations against staff policy 
(see Safeguarding policy – appendix C in the Woodcroft policy document at
www.woodcroftschool.net/policies), then the referral route is via the Essex Local
Authority Designated Officer (lado). The Essex Duty lado number is 03330 139 797.
This duty line is for allegations made against those who work with children only and is 
not a general line of enquiry for children’s safeguarding. The telephone line is open from
Monday to Friday (during office hours, excluding public holidays). All calls are managed 
by an it system, so when the Duty lado is engaged in a telephone call you will receive 
an automated voice message asking you to leave your contact details.

Confidentiality
We hope that you will feel able to voice whistleblowing concerns openly under this policy.
Completely anonymous disclosures are difficult to investigate. If you want to raise your
concern confidentially, we will make every effort to keep your identity secret and only
reveal it where necessary to those involved in investigating your concern.
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External disclosures
The aim of this policy is to provide an internal mechanism for reporting, investigating and
remedying any wrong doing in the workplace. In most cases you should not find it
necessary to alert anyone externally.

The law recognises that in some circumstances it may be appropriate for you to report
your concerns to an external body, such as a regulator. We strongly encourage you to seek
advice before reporting a concern to anyone external. The independent whistleblowing
charity Protect operates a confidential helpline: 020 3117 2520. They can also be contacted
via their website protect-advice.org.uk

Protection and support for whistleblowers
We aim to encourage openness and will support whistleblowers who raise genuine
concerns under this policy, even if they turn out to be mistaken.

Whistleblowers must not suffer any detrimental treatment as a result of raising a genuine
concern. If you believe that you have suffered any such treatment, you should inform the
managing director immediately. If the matter is not remedied you should raise it formally
using our Grievance policy.

You must not threaten or retaliate against whistleblowers in any way. If you are involved
in such conduct you may be subject to disciplinary action. In some cases the whistleblower
could have a right to sue you personally for compensation in an employment tribunal.

However, if we conclude that a whistleblower has made false allegations maliciously 
or with a view to personal gain, the whistleblower may be subject to disciplinary action.
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Accident, injury and incident 
Woodcroft School general policy 16.11.22

The aims of this policy are to:
– Safeguard the pupils and staff at Woodcroft.
– Meet the statutory reporting requirements.
– Indicate and remedy, where appropriate, the school’s main risk areas and activities.

This policy has been approved by the board of directors of Woodcroft School. It is due
for review in Autumn 2023.

Action and documentation
Please note: the approach to recording accidents and injuries is currently in the process 
of evolution, changing from a manual one to use of the Evolve online system. This allows
the information inputted to be more easily located, and integrates more easily with the
safeguarding cpoms and rm Integris systems. It is necessary therefore to keep this in mind
when reading this policy in relation to reference to the use of books, that such incidents are
also being recorded electronically.

Accident/injury books are kept in locked cupboards in the classrooms and there are
additional copies kept in the school office. Records of incidents involving pupils are
recorded electronically using the school’s Integris software.

These entries provide information in the case of a complaint from a parent, member of
staff or member of the public alleging injury as the result of an accident, injury or incident
connected with Woodcroft School.

Accident/injury books
When an accident or injury occurs to a Woodcroft pupil, staff member or a directly 
involved member of the public, it is recorded by the relevant staff member in the school’s
Accident/injury book. This documents the accident or injury in full, recording: the name of
the party involved; the date, time and description of the accident or injury; the nature and
location of the injury (if the injury is as a consequence of an incident then a cross reference
is made to the appropriate entry in the Integris incident account); a witness or witnesses; 
any follow up action (including any treatment given, who administered the treatment and
advice as to further treatment); and the signature of the head teacher or nominated deputy. 

Incident recording
When a Woodcroft pupil is involved in an incident, regardless of whether it results in an
accident or injury, a record of the incident is entered into the school computer’s Integris
management system, recording: the names of all parties involved; the date, time and
location; a description of the incident covering the period before, during and after; 
details of any physical intervention associated with the incident; details of the use of a safe
space, if used; action taken to prevent re-occurrence; and the signatures of the staff member,
a witness or witnesses and the head teacher or nominated deputy. Where an incident
involved a member of the public then, where possible, their full details are also recorded.

Additional information
– The information from both of the above sources is recorded on the Incident Database.
– If the accident, injury or incident has happened to a pupil, a phone call is made to the

parents that day and a note made in the pupil’s home/school book.
– If the accident, injury or incident happens to a staff member, where, as a result, seven days

absence occurs, a riddor report will be completed. See below.
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Spillages
Where spillages occur, the area must be cordoned off using high visibility tape and the duty
caretaker informed immediately. The caretaker will use sawdust to control the spillage and
remove waste. Where spillages involve bodily fluids or hazardous materials, the waste must
be disposed of in sealable yellow bags (available in each classroom or from the caretakers
workshop), which must be double bagged inside regular black bin liners. The cordon must
remain in place until the waste is removed and the area disinfected and dry.

Medical emergencies
A medical emergency is an acute injury or illness that poses an immediate risk to a person’s
life or long term health. It can include: loss of consciousness, an acute confused state, 
severe chest pain, breathing difficulties, first seizure or seizure lasting longer than usual,
severe bleeding, severe allergic reaction, serious head injury, severe burns or scalds, suspected
stroke, suspected heart attack. In all medical emergencies an ambulance must be called
immediately.

Health and Safety Executive (hse) notification
The head teacher will notify the hse in the event of certain types of serious
accidents/injuries, as specified in the current riddor guidelines (Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations, 01.10.13). The directors must be informed 
if a riddor notification is submitted to the hse.
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Bereavement Woodcroft School staff policy 16.11.22

Bereavement support
Rationale
This policy has been prepared for staff who are faced with an individual or group of
bereaved pupils. It is not designed to make anyone into specialist grief counsellors but tries
to address the very practical questions that are likely to face them in this situation. Children
are all different and they will all react to bereavement in their own way. The difference in
their levels of awareness, understanding, age, emotional maturity, security and not least, 
their relationship with the deceased, will have significant effects.

Background
The trauma of bereavement can have a huge impact, therefore contingency plans, 
as outlined in this policy document, must be put into place, thus reflecting on how the
school could or should respond in a tragic situation.

In common with other phse and curriculum work already done, bereavement issues
should be approached at relevant times in the course of primary education, each time
building on what has been introduced before and the pupil’s level of understanding.

Common reactions in adults and children
Adults and children can respond in broadly similar ways to grief and bereavement.
Reactions will depend on the nature of the incident, their degree of involvement with 
it, their own personality and their level of understanding and coping skills. For adults,
reactions may be manifested behaviourally or physically by such symptoms as: tiredness,
sleep disturbance, tension, menstrual irregularity, difficulty concentrating, intolerance,
shaking, tearfulness, irritability, loss of appetite, headaches, depression, nausea, memory
difficulties or increased sensitivity.

As well as the above reactions, children may also display the following: increased
misbehaviour and acting younger, pretend play and acting out the traumatic incident, 
sleep disturbance (including fear of the dark or of being alone), clinging behaviour with
parents, preoccupation with the traumatic event, difficulty concentrating in school,
heightened alertness to danger (including sensitivity to loud noises), changes in appetite,
fears for their own safety or for that of family and friends or a reluctance to talk.

For both adults and children it is their naturally available communities (family, friends 
and colleagues) who will provide the most appropriate and potential sources of help 
and support. External sources of support should be sensitive to the needs of these natural
communities and should seek to augment, validate and reassure these to enhance rather 
than detract from their effectiveness.

Features
If a pupil feels secure with a particular staff member it is likely that they will come to that
person specifically for comfort or enlightenment and it is important that some thought 
has been given as to how to respond. A bereaved pupil may ask questions which are
disconcertingly blunt and the staff member may find themselves upset by the form of 
the question, or their inability to answer it.
– A natural instinct may be to protect a pupil from the magnitude of their loss. It is

probably wiser for the staff member to present the real situation.
– The pupil should be told as soon as possible that a person has died to prevent them

learning from some other and often inappropriate source. The staff member should use 
a normal tone of voice and clear direct language and avoid hushed whispers, which may
convey unnatural and spooky feelings.
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– Whenever possible, a pupil should be told by someone close to them, in familiar
surroundings where the pupil will feel more secure. However, it may be appropriate 
for a nominated person to be in charge. This person should be or should have been
briefed by the head teacher, who will have had the relevant training.

– It is important to tell the truth as far as you know it. Children will vary in their ability at
any one time to take in particular explanations.

– It is very important to let the pupil know that it is natural and acceptable to be upset and
to cry (even for adults) as it is better to share feelings rather than to deny them. However,
it may be better to protect a pupil from extreme grief reactions. Adults who are prostrate
with grief may need time and space to release these reactions.

– The staff member can encourage the pupil to ask questions and should tailor their
answers to the pupil’s level of understanding, where possible, within their home religion
or culture and the staff member’s own belief system.

– There are several phases of grief. The initial stage of disbelief usually passes quickly, but
many individuals are in this stage for some considerable time. The feelings of depression
have to be passed through, even fleetingly, before the individual can again begin to think
positively. This makes it particularly difficult when several pupils are going through the
grieving process (e.g. a class reacting to the death of one of their peers) as they will all be
at different stages at the same time and it should be allowed to run its natural course.

– Very young pupils (under five years) or others at this developmental level are beginning
to develop their independence and the loss can be particularly damaging to them. 
They may express their disturbance in indirect ways (e.g. bedwetting, nightmares) and
should be reassured and comforted. Other very vulnerable pupils are those from already
insecure backgrounds, and these pupils may have severe reactions to the new loss. All
children can come to terms with the loss and the aim is to provide support and comfort
so that the trauma is gradually overcome.

– Children who have witnessed a dramatic death or deaths, or been involved in a disaster,
or other trauma, may need specialised treatment. Parents, and schools too may need help.
These experiences are often too shocking and disruptive to be absorbed and worked
through over time.

Helping bereaved children 
– Try to maintain feelings of security, of being cared for and of being loved.
– Maintain all the necessary practical care.
– Be honest with the child.
– Continue to talk and communicate with the child at their level of understanding.
– Do not pretend to believe what you do not believe.
– Don’t be afraid to share your own feelings.
– Remember there are others who can help.
– Do not be afraid to admit to colleagues, family and managers that you can’t cope.

Other crises
There are other crises which can have an effect on pupils. Many people tend to associate
bereavement with a permanent deprivation of a loved one through their death. However,
for many children there are other losses which may be experienced as though it were
bereavement. The emotional and behavioural outcomes can be similar to those in the
bereavement process. Examples could include the following: being taken into care, violence,
sexual harassment, drug problems, a hospital stay, the death of a pet, divorce, a parent in
prison, a parent returning to paid employment or changing jobs or a disabled or seriously 
ill sibling.
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It would be very demanding to create a specific contingency plan for each situation, 
but in general the initial response to an upset pupil should be: to identify the source of 
the distress; the pupil’s response; and the support required, with the assistance of various
specialists. The normal referral routes should apply but consideration should be given to 
the following:
– What support can the pupil expect at home?
– Can a visit to the pupil’s home or a meeting with the parents be useful?
– Should external agencies be contacted?
– Has the pupil close, supportive friends?
– What can staff members do?
– Does the situation demand the involvement of the whole class?

Procedures
Death of a pupil outside of school 
Should the death of a pupil occur outside of school the head teacher should verify as 
many facts as possible about the event, such as: when, where and how it happened; were
other pupils present; and where is the pupil now? The head teacher should then discuss or
meet with the management team to organise how best to inform all staff and consequently
all pupils. Further meetings should be held to arrange for how best to deal with the
consequences and arranging appropriate support in the classrooms.

Death of a pupil’s parent or sibling
Parents should be notified that in the case of a death in the pupil’s immediate family, 
the head teacher must be informed. If the death happens while the pupil is at school, 
a family representative, preferably a parent, should come to the school to inform the pupil. 

In many circumstances a staff member will have to give the death notification. 
The nominated staff member should determine what information is to be given (and in
what form) to the bereaved pupil before speaking with them. It is a symbolic gesture to the
bereaved pupil’s family if a representative of the school, preferably a known adult, is present
at the funeral. 

Death of a staff member
If the death of a staff member happens unexpectedly it is advisable to arrange a meeting
where colleagues can talk through what has happened. Continuity in the classroom should
be established as soon as possible with adequate support for affected pupils and staff.
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Complaints Woodcroft School general policy 20.10.22

Who should use this procedure?
The following procedure should be used if a parent or other individual or organisation 
has a complaint about the school. Woodcroft staff should not use this procedure to make 
a complaint, but should follow the school’s Grievance policy. This policy has been approved
by the board of directors of Woodcroft School.

The complaints procedure
Woodcroft School Limited aims to investigate and properly consider all complaints, and
inform all those involved in the complaint of the outcome. A panel, including a member
who is independent of the running and management of the school, may be convened as 
part of the complaints process.
1. The complaint should be discussed informally with the person concerned, where

appropriate. If this is not appropriate, or if this does not resolve the matter, then the
complaint should be discussed informally with the head teacher.

2. If the complaint cannot be resolved informally within five working days, then the
complaint should be written down and handed, or sent by recorded delivery post, to the
head teacher, at the school office, in a sealed envelope. The head teacher will investigate
the complaint and provide a written reply within ten days of receipt of the complaint. 
A copy of the complaint and the reply will be sent by the head teacher to the board of
directors.

3. If the complainant is not satisfied with the head teacher’s written reply, then a further
written complaint should be addressed to the board of directors and handed to one 
of the directors in person, or sent by recorded delivery post, to the school office. 
The directors will investigate the complaint and provide a written reply within ten 
days of receipt of the complaint. 

4. If the complainant is still not satisfied with the directors’ written reply, the directors will,
within ten days of receipt of a written request from the complainant, convene a panel to
consider the complaint. The panel will consist of at least three people who have not been
directly involved with the matters detailed in the complaint and include one person who
is independent of the running and management of the school. The complainant will
receive at least five days notice of a hearing by the panel, and will be informed that they
may be accompanied to the hearing if they wish. The panel will consider the complaint
and any relevant documentation submitted by the complainant or others involved. 
The panel will make findings and recommendations. The panel will inform in writing
the complainant, head teacher, board of directors and others directly involved about any
findings and recommendations within five days of the end of the panel hearing.

Please note that the timescales stated above apply during the school’s normal term dates.
During school holidays the timescales may be subject to alteration.

Record keeping
The head teacher and directors will keep written records of all formal complaints,
correspondence, statements and records of hearings including: keeping a record of whether
formal complaints are dealt with using formal procedures (parts 2 and 3) or a panel hearing
(part 4); and the action taken by the school as a result of those complaints, regardless of
whether they are upheld. The above records will be kept confidentially, except where the
Secretary of State or a body conducting an inspection under section 109 of the Education
and Skills Act 2008, requests them. 
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Directorate advisory panel Woodcroft School general policy 07.10.21

The purpose of the panel is to advise the directors of Woodcroft School on matters
concerning the school’s pupils, parents, staff and resources. 

The panel
The panel consists of advisers who are chosen for their expertise from the following areas:
education, child development and health, personnel management, the law and resources.

The work of the panel
1. Regular meetings

The advisers will meet once a term with the directors and the head teacher. The agenda
will cover matters affecting the school based on reports from the directors and head
teacher and other items proposed by the directors, advisers or head teacher. At times
documents may be sent in advance to the advisers for comments at the next meeting.

2. Extraordinary meetings
In circumstances where matters need to be discussed urgently the advisers, head teacher
or directors may need to call an extraordinary meeting. This should be done in writing
via the chair person.

3. Individual advice
At times the directors may wish to discuss matters individually with an adviser.

Administration of the panel
One of the directors is appointed chair person and is responsible for preparing the agenda
and minuting meetings where required. Reminders of the forthcoming meeting along with
a draft agenda will be sent to panel members in advance. Items for the agenda from the panel
should be communicated directly to the chair person in time for a final agenda to be sent
before the meeting. Minutes from each meeting will be circulated.

Payment 
The advisers are paid on a fixed fee consultancy basis for each meeting and on an hourly
basis for advice between meetings. Invoices should be submitted to the chair person for
payment.
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Emergency procedures Woodcroft School general policy 11.11.21

This document should be read in conjunction with Woodcroft’s Health and safety policy,
Missing pupil protocol (in the Safeguarding children policy) and other associated policies.

Throughout this document head teacher also refers to the head teacher’s nominated
deputy where the head teacher is absent. The head teacher is responsible for all decisions
and arrangement in emergencies. The managing director or board of directors should be
consulted where practical and informed as soon as possible.

During emergencies the main school telephone lines may become very busy and every
effort must be made to use alternative lines for personal calls. There is an emergency mobile
number for communicating with the school during office hours if the main number is
unavailable – 07400 560218.

Staff and parents should visit www.woodcroftschool.net where an alert or update on
emergency situations should be posted by the office manager.

Critical incidents
Essex County Council will be able to provide advice during critical incidents via the
schools communication service. A critical incident is:
– An incident which has taken place which involves emergency services.
– A pupil or member of staff  who has died or suffered a serious injury.
– A natural disaster or severe damage which has occurred to the school building.
– An incident which has generated high media interest, or increase in absence, 

e.g. infectious disease.
– A serious safeguarding incident relating to a pupil, e.g. abuse, abduction.

Essex County Council emergency contact details are as follows:
– Critical incident (schools communication) 03330 139 880.

This number is monitored from Monday to Friday 8am to 4pm. If there is no answer,
leave a message and it will be answered on that day or the next working day.

School closure due to adverse weather
Overnight
Every effort will be made to keep the school open. Special arrangements will have to be
made when adverse weather conditions, such as snow or ice, are likely to affect the running
of the school. These decisions will be taken by a member of the senior management team,
who lives in the locality of the school, in consultation with the head teacher and/or
managing director. The caretaker and office manager will be informed of the special
arrangements and should make every effort to report to the school site as soon as possible.
The managing director will post information alerts on the school website. 

All la transport services will be contacted and advised of the local road conditions. 
They will be asked to contact parents regarding whether they are able to transport pupils
safely. Woodcroft School transport services will follow the same procedure. Services will 
be advised that additional information will be made available during the day. 

Staff who are able to reach the school safely should report for duty, as alternative tasks 
will be found if few pupils are present. An emergency number will be available for staff use.

Deterioration of weather conditions during the day
If deteriorating weather conditions cause concern during the school day, the decision may
have to be taken to close the school early. The head teacher, or nominated deputy from the
senior management team, will make this decision in consultation where possible with the
managing director.
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Pupils
The head teacher will contact la transport services who will be consulted regarding 
an earlier pick up time. The office manager will inform parents of this possibility. 
Final arrangements will be confirmed with las and parents. Provisional arrangements 
will be made for the next school day and all agencies advised of the arrangements. 
In the event of being unable to contact parents, social services and las will be informed.

Staff
The head teacher takes responsibility for the school. Staff are required to remain on the
premises until pupils have been collected and the office must be manned at all times. 
When a small group of pupils remain on the premises they may be grouped together in one
classroom with an appropriate number of staff. At this point staff who could have difficult
home journeys may leave, provided there is the head teacher and senior teacher’s assistant
available to supervise pupils. The caretaker and office manager must remain on-site until all
pupils have left. 

School closure during other emergencies 
Pupils
In the event of an unexpected short term closure of the school, e.g. for health and safety
reasons, las and parents will be informed immediately. Parents and la transport services 
will be contacted. Parents of pupils affected will be given an estimated time of their
childrens arrival home and the pupils will take home a letter detailing estimated length 
of closure time. All parents and las will be contacted by telephone and in writing advising
them when the school will re-open.

It should be noted that every effort will be made to minimize disruption to pupils
education. It may be possible to maintain provision for some pupils or to establish
arrangements whereby all pupils have some time in school.

Staff
Depending on the situation, staff will be instructed whether and/or when to report for
work. The presence of the head teacher, caretaker, office staff and members of the senior
management team will be required.

Fire
The premises will be evacuated following agreed procedures. After assembly on the
allotments all personnel will be transferred to an emergency location. Transport, parents and
groups on off-site visits will be informed. Pupils will be taken home as soon as transport can
be arranged. A procedure for the following day will be confirmed.

Incidents elsewhere
When the schools duty of care towards pupils is affected by an incident elsewhere, 
e.g. in one of the London boroughs from or to which pupils travel daily, the safety of 
pupils and staff will be Woodcroft’s first priority. All pupils who are unaffected by the
incident will return home as normal. The head teacher will consult the la within the
boroughs concerned regarding any emergency plan already actioned or alternative care
arrangements already established.

Pupils remaining at school
Parents will be advised that pupils will be kept safe either at Woodcroft or at an alternative
venue determined by the la. There will be close liaison with the affected la’s transport
services (and the police, if relevant). la transport services will retain responsibility for pupil
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transport arrangements during any emergency. If pupils are unable to leave Woodcroft
premises at the end of the school day a staff:pupil ratio of 1:1 should be maintained on-site.
The head teacher, or nominated deputy from the senior management team, will have
ultimate responsibility and should consult with the managing director or board of directors
if possible. In the event of pupils being delayed for some time, liaison with social services
may be necessary, and it may be necessary to provide temporary eating and sleeping
arrangements. The school office must be manned at all times pupils are on-site.

Pupils off-site
If an emergency situation affects the school or transport between an off-site visit and the
school, the off-site group leader should contact the school immediately. The headteacher
also should contact the group leaders of any groups that are off-site immediately.

Unless otherwise instructed groups should stay at the venue where the visit is based or
return to the venue if close by. The group leader should await instructions from the school.
If the venue is unsafe an alternative safe location should be sought and communication with
the school should be maintained. The school will contact parents and la transport providers
to arrange for transport home.

Group leaders should also contact the school if they are likely to be more than fifteen
minutes late arriving at their intended venue.

Emergency transport
Transport during illness
If a pupil is ill during the school day and the decision is taken by the head teacher that the
pupil should return home:
– Parents will be telephoned and asked to collect their child. Arrangements will be made

in school to care for the pupil until their parents arrive.
– In certain circumstances when the pupil is the only pupil using a particular la transport

vehicle it may be possible to arrange for the transport and staff to collect the pupil early.
Parents will need to be telephoned to ensure that someone is at home to receive the
pupil.

– If neither parents or the la transport service are able to collect the pupil the school will
do its best to arrange transport. If a school vehicle and driver are available the pupil will
be taken home, escorted by a senior teacher’s assistant. If transport is unavailable a taxi
may be used.

– If the pupil is too unwell to go home the parents will be informed. The pupil will then 
be taken to casualty at Whipps Cross Hospital or other local hospital along with all
relevant information held by the school. The parents will be asked to meet school staff
there. An ambulance will be called if no vehicle is available or if it is required for medical
reasons.

Other alternative transport 
When a pupil’s behaviour is such that la transport is thought to be unsafe a written risk
assessment will be undertaken by the head teacher. The risk assessment will determine
whether normal transport arrangements are safe. If not:
– Transport may be delayed briefly to ascertain whether the pupil may be calmed

sufficiently to rejoin the transport.
– If, after a short period, the transport cannot be delayed further, the pupil will be brought

into school accompanied by two members of staff. The la will be informed.
– The pupil’s parents will be contacted and asked to collect their child as soon as possible.

The estimated arrival time will be requested.
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– If the parents have no transport they will be asked to arrange a taxi at their own expense
and to provide an escort for the pupil’s homeward journey. Again an estimated arrival
time should be given.

– In the meantime two members of staff will be asked to remain in the school with the
pupil. A member of the senior management team will remain on-site until the pupil is
collected. The school office will also be manned.

– If the pupil’s parents cannot be contacted or are unable or unwilling to provide transport
home the la will be informed and social services asked to collect the pupil.

– In the event of a serious incident relating to la transport: social services, parents, the la

and the police will be called.

Further information
In the event of any other emergency Woodcroft School will ensure, to the best of its ability,
that all pupils are cared for and are safe. If pupils are not able to return to their home for any
reason the school will make contact with parents to give details of alternative arrangements.
If pupils are not able to be educated or cared for on the school site alternative temporary
provision may be sought. Parents will be given full details of these arrangements and of
estimated timescales. The school will always do its best to minimize disruption and to liaise
with the appropriate authorities to ensure that travel arrangements run as smoothly as
possible.

Parents are asked to always inform the school of any changes to emergency contact
numbers and in addition the school sends out termly Emergency contact forms. Back up copies
of this information, details of emergency medical information and relevant risk assessments
are held by the school. 

All staff will be informed of emergency procedures via the Staff handbook, and training
given where appropriate.
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Equal opportunities (general) 
Woodcroft School general policy 16.11.22

Woodcroft School aims to develop in our pupils an awareness of an increasingly diverse
society, and to encourage them to acquire positive attitudes to a pluralistic society. We wish
to foster in our pupils a strong desire to be part of society as it exists in our community.

Statement of principles
1. Discrimination on the basis of age, disability, gender reassignment, marital or civil

partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin,
religion or belief, sex or sexual orientation is unacceptable at Woodcroft School.

2. The school affirms its commitment to the promotion of the welfare of all in the school
community acknowledging their right to be safe and their need to flourish in an
atmosphere of trust.

3. Every member of staff will endeavour to promote the above commitment by personally
contributing towards a safe, calm and supportive environment by showing respect for,
and appreciation of each other and for all pupils as individuals. They will further develop
this by fostering the same spirit between pupil to pupil, pupil to staff and staff to staff.

4. The primary objective of the school will therefore be to educate, develop and prepare 
all our pupils for life in the community.

5. Respect for all human beings implies equal opportunities for all. Therefore, the Equal
opportunities policy will be practised by all staff, offering relevant role models to all pupils
and staff.

6. The school acknowledges the complexity of British society and recognises its duty to
prepare all its pupils for their integral part in society.

7. The school is committed to emphasising the common elements and values of our
multiple society rather than highlighting conflicting areas.

The school’s practice
Our pupils and staff have a right not to be discriminated against. They should be shown how
and when to seek help and to know that, when they do, they will be believed and supported.
They should be shown how to make a complaint, which should be listened to and dealt
with. They have a right not to be victimised if they complain.

Pupils and staff should be shown how to appreciate their responsibilities, which are: 
not to discriminate against others or use abusive or offensive language. They should be
encouraged to support other people who may be discriminated against and to report to
someone responsible if they are aware that discrimination is taking place.

Pupil admissions
The school follows an Admissions policy which does not permit discrimination to be used 
as criteria for admission. Pupils admitted to Woodcroft School are those whose identified
needs can be met within the school’s framework.

Registration
Pupil’s names should be accurately recorded and correctly pronounced. Pupils should be
encouraged to accept and respect names from other cultures. Care should be taken in the
use of nicknames. Pupils should always be addressed respectfully. The views of pupils and
their parents must be taken into consideration.

Discrimination
All forms of discrimination within the school are to be treated seriously.
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Pupils
A careful note must be kept of all incidents of discrimination and senior staff should be
informed. It should always be made clear to offending individuals that such behaviour is
unacceptable. 

Parents
Parents should be aware of the school’s commitment to equal opportunities offered by the
school. Information which is supplied to parents will state that courses and facilities are
equally available to meet all pupils’ individual needs.

Staff
All staff should be aware of possible cultural assumptions and bias within their own
attitudes.

In all staff appointments, the best candidate will be appointed, based upon strict
professional criteria.

The curriculum
All pupils must have access to the school’s curriculum. Staff must be constantly aware 
that their own expectations affect the achievement, behaviour and status of each pupil. 
The curriculum must be balanced, objective and sensitive.

All pupils should have equal access to all curriculum areas at a level appropriate to their
own level of development. The curriculum should be reviewed regularly to ensure equality
of opportunity.

All pupils must be afforded equal access to all the benefits, facilities and services provided
by the school, including recreational, sport and social facilities.

The hidden curriculum
Care should be taken to ensure that there are no forms of discrimination or stereotyping
which, although they may be unintentional, may be undesirable and harmful to the
development of our pupils. The learning environment should be non-discriminatory, 
with regard to such aspects as school organisation, dress, television, books and other learning
materials, discipline, teacher attention and adult role models.

Language
The school views linguistic diversity positively and staff should be aware of the language 
and dialect spoken by pupils and their families. Pupils must feel that their language or dialect
is valued. Staff must be aware of any discriminatory connotations in the language they
themselves use.

Resources
The school’s aim is to provide for all pupils according to their needs.

Whenever possible, staff must ensure that the resources used in all curriculum areas
contain positive images of all groups. Variety should be evident in the morals, stories and
information offered to our pupils.

Employment of staff
The practice of an effective Equal opportunities policy will ensure, as far as possible, against
unlawful direct or indirect discrimination and that the best use is made of the school’s
existing staffing.

Consistent criteria should be used for selection, training, promotion, redundancy and
dismissal. (See Equal opportunities (staff) policy in the staff section of the Policy document.)
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Breaches of this policy
Pupils, parents, carers and members of the public
If you believe that someone may have been discriminated against at Woodcroft you are
encouraged to raise the matter through our Complaints policy. If you need advice on how 
to proceed you should speak to the head teacher.

Woodcroft staff
If you are a Woodcroft staff member and you believe that you may have been discriminated
against then our Equal opportunities policy (staff) should be referred to. 

Monitoring
The effectiveness of this policy will be kept under review by the head teacher and the policy
will be reviewed every two years.
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Health and safety Woodcroft School general policy 17.11.22

Statement of intent
The board of directors is committed to ensuring that high standards of health, safety and
welfare are provided and maintained to ensure a healthy and safe working environment for
all pupils, staff, students and visitors. 

The board of directors recognizes that health, safety and welfare is a management
responsibility of equal importance to service delivery and needs to be considered an integral
part of the school provision. This commitment also embraces all aspects of occupational
health and safety, including physical and mental well being of all employees. 

Managers at all levels are expected to embrace this commitment by ensuring a high
standard of health, safety and welfare in their area of responsibility as defined in the policy
and arrangements, by supporting their staff and pupils to maintain this commitment and
leading by example. 

The head teacher, as appointed health and safety co-coordinator, will ensure that the
board’s commitment to health, safety and welfare detailed in this policy is actioned and
communicated to all employees. 

All employees are reminded of their responsibilities as outlined in the policy and the
requirements under the Health and Safety at Work Act. This means any breach of health,
safety and welfare could lead to the prosecution of board of directors and/or individual
employees. Failure to comply with safety requirements could also result in disciplinary
action. 

This statement, policy and arrangements have been approved by the board of directors
and are due for review in the Autumn term of 2023. This document is signed by Daniel
Edwards, the managing director, on behalf of Woodcroft School Limited.

Organisation and responsibilities
The board of directors takes overall responsibility for health and safety at the school. 
The board delegates specific health and safety tasks to others as set out in this policy and 
the Guidance Standards from ajg Risk Management Services, SchoolShare Services
(referred to as SchoolShare in the rest of this document). The Guidance is published on 
the SchoolShare ShareZone website.

The role of the board of directors
The board of directors, as employer, has a duty (as required by The Management of Health
and Safety at Work Regulations 1999) to:
– institute a Health and safety policy and advise employees of it;
– ensure, so far as is reasonably practicable, the health, safety and welfare of all staff and

pupils in school and during off-site visits, and of visitors to the school, and volunteers
involved in any school activity;

– assess the risks of all activities, both in school and off-site, introduce measures to manage
those risks, and tell employees about the measures;

– ensure that staff are trained annually in their health and safety responsibilities; and,
– take reasonable steps to make sure that the buildings, equipment and materials are safe

and do not put the health of users and visitors at risk.
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Head teacher
The head teacher is accountable to the board of directors for the implementation of 
the Health and safety policy and will also discharge the board of director’s overall duty as
employer. This will be achieved through the following systems.
Establishing and maintaining control by:
– ensuring the Health and safety policy is brought to the attention of all staff;
– allocating and defining the health and safety responsibilities of all managers and all

employees;
– ensuring managers have access to competent advice and assistance.
Securing co-operation between individuals, safety representatives and groups to encourage
ownership of the Health and safety policy by:
– establishing a health and safety committee to facilitate consultation (the committee

meets on a termly basis);
– facilitating and encouraging local consultation between managers and employees or

their representatives;
– ensuring arrangements are in place for appropriate co-operation and co-ordination

where services are delivered in partnership with other organizations, including the self
employed;

– supervising all office staff and ensuring the Health and safety policy is implemented in all
school offices.

Establishing effective communication with regard to health and safety including:
– ensuring relevant health and safety information is appropriately disseminated to

managers and staff at least annually;
– facilitating access of all managers to competent health and safety advice;
– ensuring managers lead by example;
– ensuring health and safety is included in team meetings;
– ensuring health and safety is addressed during appraisals / performance reviews;
– ensuring there are facilities for enabling employees to raise health and safety issues,

concerns and suggestions;
– ensuring where persons are not employees, such as employees of a contractor, self-

employed persons or voluntary workers, that arrangements are made for the provision 
of information with regard to relevant risk assessments and the associated preventive
/protective measures;

– ensuring relevant health and safety information is provided to visitors, temporary and
agency staff and voluntary workers.

Establishing arrangements to ensure staff are competent. These arrangements should
include:
– recruitment procedures;
– the provision of information, instruction and training to meet these needs.
Establishing a planned and systematic approach to implementing the Health and safety policy
which includes:
– ensuring there is guidance in place to indicate the work place precautions and

arrangements for implementing the policy;
– ensuring an annual health and safety action plan is prepared and agreed by the

management team for prioritising different health and safety objectives;
– maintaining the fire register.
Establishing arrangements for monitoring health and safety performance including:
– arrangements for inspections of areas of work, including allocation of responsibilities for

undertaking them and specified frequencies;
– arrangements for monitoring services (e.g. gas and electrical systems) and equipment;
– complying with the school’s procedures for monitoring the implementation of health

and safety systems;
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– appropriate investigation of accidents, injuries and incidents;
– the collation and analysis of accidents, injuries and incidents records;
– the investigation and monitoring of sickness absence arising from work related ill health

or injury;
– arrangements to enable staff to report hazards.
Establishing arrangements for reviewing health and safety performance including:
– establishing appraisal protocols which ensure issues identified by monitoring and

auditing are addressed;
– an annual report is produced for the board of directors summarizing health and safety

performance according to the criteria and in the format agreed by the board of directors;
– ensuring health and safety performance is included in performance management

reviews;
– procedures for identifying and acting upon failures by any employee (including

managers) to achieve adequate health and safety performance.
A copy of Woodcroft health and safety policy arrangements is completed, posted on notice boards
in a prominent position and updated at regular intervals.

Health and safety co-ordinator
The head teacher is the nominated health and safety co-ordinator and has responsibility for
the overall co-ordination and monitoring of the implementation of this policy.
Responsibilities include:
– ensuring that the school’s Health and safety policy reflects current priorities and is

monitored, reviewed and revised as necessary;
– establishing means of communication on health, safety and welfare matters throughout

the school;
– ensuring the effective co-ordination of health and safety throughout the school;
– ensuring effective monitoring systems in accordance with the school’s policies are in

place;
– ensuring all appropriate health and safety issues are addressed at management team level;
– ensuring all managers have access to competent advice and assistance on health, safety

and welfare matters;
– preparing an action plan for health and safety (annually or longer term as appropriate).

Head teacher’s nominated deputy
The head teacher’s nominated deputy is responsible for carrying out the head teacher’s
duties in their absence.

Managers 
(Including the head therapist and finance and office managers)
Managers are responsible for implementing the Health and safety policy in their area of
control. This will include ensuring that:
– health and safety information and guidance appropriate to their areas of responsibility

are brought to the attention of and communicated effectively to all staff within their
management and are complied with;

– assessments for all risks to health and safety are carried out and significant findings
recorded, with appropriate preventative measures completed, in accordance with the
guidance relevant to the subject area;

– all incidents occurring in the area of responsibility are reported; the causes are
investigated and an incident report form is completed;

– reasonable arrangements for allowing safety representatives to carry out their functions
are complied with;

– staff are aware of safety procedures (including fire procedures, first aid, accident, injury
and incident reporting, etc.);
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– new employees receive appropriate health and safety information, instruction and
training, including the area of responsibility safety procedures;

– both active and re-active health and safety monitoring is undertaken in their area 
of control (inspections, accident/near miss investigations, appraisals, monitoring
checklists, etc.);

– staff have the necessary competence to fulfil their duties (provision of information,
instruction, training, etc.);

– health and safety issues are raised with the head teacher which cannot be addressed
within the area of responsibility;

– health and safety is included as an agenda item at meetings;
– procedures for identifying and acting upon failures by any employees to adhere to the

Health and safety policy.

Class teachers
The safety of pupils in the classroom, around the school and during off-site activities is the
responsibility of the pupil’s class teacher and senior teachers’ assistants who have formally
agreed to take the teacher’s class during longer term absence. This section also applies to
agency teachers.
A class teacher is expected to:
– know the emergency procedures in respect of fire and first aid and the special safety

measures to be adopted in their own teaching areas and to ensure that they are applied;
– exercise effective supervision of pupils and ensure that they know of the general

emergency procedures in respect of fire and first aid and the special safety measures of the
teaching area;

– give clear instructions and warnings as often as necessary (notices, posters and hand-outs,
etc., are not enough);

– ensure that pupils’ coats, bags, cases, etc., are safely stowed away;
– integrate all relevant aspects of safety into the teaching process and if necessary give

special lessons on safety;
– follow safe working procedures personally;
– call for protective clothing, guards, special safe working procedures, etc., when necessary;
– make recommendations on safety matters to the head teacher.

Duty caretakers
The duty caretakers are responsible for the premises and vehicles, ensuring appropriate
standards of health and safety are maintained for the areas and duties set out in their job
descriptions. Specific responsibilities include:
– ensuring health and safety arrangements are in place with regard to cleaning staff, and

monitoring health and safety standards in their area of activity; ensuring such work is
carried out safely and without risks to health, ensuring they are provided with relevant
health and safety information including the Health and safety policy and Guidance;

– ensuring health and safety arrangements are in place with regard to fire precautions;
– liaising with contractors to ensure appropriate co-operation and co-ordination between

the school, the duty caretaker and the contractor, as required by the Management of
Health and Safety at Work Regulations; to ensure all reasonable steps are taken to inform
the contractor of the risks to their or their employees’ health and safety arising out of or
in connection with the operation of the school; and to ensure contractors are aware of
any special risks to children which might arise out of their work;

– daily checking of the online maintenance tasks, prioritising health and safety items; 
– carrying out and recording inspections as set out in the Inspections folder; and
– ensuring that premises and vehicle defects which affect health and safety are dealt 

with or, if this is not possible, for ensuring they are raised with the head teacher, finance
manager or the board of directors.
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Line managers
All managers, including therapists and senior teachers’ assistants, are responsible for ensuring 
the Health and safety policy and arrangements that have been made are implemented in their
areas of activity. As a general rule managers’ direct responsibility for health and safety is
determined by the extent to which they have authority to take executive action. In other
words, if they have the responsibility to make the general decision about some aspect 
of their work, they are responsible for the health and safety implications of that decision.
In addition to ensuring work activities under their control are carried out, so far as is
reasonably practicable, safely and without risk to health, managers’ responsibilities include:
– monitoring the implementation of the Health and safety policy in their area of

responsibility, carrying out inspections of workplaces and equipment; and ensuring
accidents are investigated;

– ensuring individual employees are aware of their responsibilities for health and safety;
– ensuring employees under their control are adequately trained, informed, instructed and

supervised.
Therapists have additional responsibilities. In particular, they will need to ensure that:
– guidance appropriate to their area are brought to the attention of all relevant staff;
– guidance is complied with and appropriate safety signs or notices are displayed;
– relevant health and safety information is communicated to staff;
– first aid procedures are complied with;
– all accidents occurring in their area are reported and an accident, injury or incident

report is completed;
– reasonable arrangements for allowing safety representatives to carry out their functions

are complied with;
– training needs of staff within the area are identified;
– staff are aware of the fire procedures;
– new employees receive appropriate health and safety information including specific

safety procedures.

All employees
Health and safety responsibilities for all employees include:
– taking reasonable care of their own health and safety and that of all persons affected by

their acts or omissions;
– co-operating with the board of directors so far as is necessary to enable it to meet its

responsibilities for health and safety;
– complying with all the board of directors’ rules, procedures and reasonable requests;
– not interfering with or misusing anything provided to safeguard their health and safety;
– warning others immediately of any known hazards or dangers;
– refraining from any task for which he or she is not trained, authorised and competent;
– using the correct tools, plant or equipment, keeping them in good order and ensuring

they are safe before, during and after use; 
– not introducing any personal work or electrical equipment unless it has been inspected

and approved by the head teacher as appropriate;
– using as directed any personal protective equipment needed to protect against hazards to

health and safety; 
– using work equipment provided correctly in accordance with instructions and training;
– to inform the board of directors, through line managers, of any work situations which

represent a serious and immediate danger to health and safety.
All employees are reminded of the need to report any accidents which occur at work.
Failure to do so may lead to difficulties when claiming industrial injury benefit.

Any employee having a problem concerned with health and safety or identifying any
hazardous situation should raise the matter with their line manager or the head teacher.
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Pupils
Pupils have no particular responsibility in the implementation of the school’s Health and
safety policy, but are nevertheless expected to:
– exercise personal responsibility for safety of themselves and others;
– observe the safety rules of the school and in particular the instructions of staff given in an

emergency;
– use and not willfully misuse, neglect or interfere with any item provided for safety.

General arrangements
Health and safety advice
SchoolShare has been appointed to assist in undertaking protective and preventive
measures.

Guidance
Information on SchoolShare is published on the SchoolShare ShareZone website and
should be made available to the relevant departments.

Accident reporting
Details of who to contact in the event of an accident are in Woodcroft health and safety policy
arrangements, copies of which are displayed on the school notice boards.

Woodcroft health and safety policy arrangements
The document Woodcroft health and safety policy arrangements should be completed and
displayed on school notice boards, where all staff have access. This information informs
employees where they would find the general arrangements for implementing this policy.

Consequences of non-compliance
It is a requirement for all staff to fulfil their responsibilities as outlined in this policy. 
Where there is a failure to comply with the policy (including the Guidance), whether
observed in routine activities, active or reactive monitoring or auditing, an appropriate
response is required to hold managers and staff to account and remedy the failure within 
the establishment. 

For serious breaches of health and safety legislation or the Health and safety policy
resulting in an employee putting either themselves or others at risk, disciplinary action 
in accordance with the school’s disciplinary procedure will follow.

Where the breach is considered to be sufficiently serious it may be regarded as gross
misconduct, possibly resulting in dismissal.

Ultimately, compliance would be enforceable through the courts. Substantial or
persistent non-compliance with the school’s Health and safety policy requirements is a
ground for suspending delegation, subject to the right of appeal.

It is necessary to have relevant procedures in place, as stated in this document, to ensure
that all employees and managers in the school fulfils their legal responsibilities so that the
board of directors is able to meet its legal obligations as the employer. A failure to manage
health and safety could lead to enforcement action by the health and safety executive.

Appendix a – risk assessment policy
We have a number of specific procedures that address the different areas that require risk
assessment. Our risk assessment format is based on that of the SchoolShare Service.

Fire risk assessment
A fire risk assessment has been undertaken by an independent fire risk assessment specialist.
The risk assessment is reviewed annually by the head teacher in consultation with the
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caretaker and managing director, or sooner if major structural changes have taken place.
Records are held in the fire risk assessment folder in the head teacher’s office.

Lockdown procedure (security emergencies)
Woodcroft has a lockdown procedure which can be found in the SharePoint risk
assessments group. smt and office staff should familiarize themselves with this procedure.

Miscellaneous
Woodcroft subscribes to the SchoolShare Service. A range of miscellaneous risk assessments
are being adapted for our use from the SchoolShare ShareZone website. 

Off-site risk assessments
All locations visited by groups on a regular basis e.g. sports/pe activities are updated 
annually or more frequently if the need arises (for example in the event of building work or
new risks becoming apparent). One-off or less frequently visited sites are risk assessed prior
to the visit taking place, using the previous risk assessment as a starting point. These are
initiated by the office manager and signed off by the head teacher or head therapist. They
are filed in the off-site folders for each individual activity, and are kept in the school office.
Please also see our Off-site policy.

Premises risk assessments 
The classrooms, communal areas, therapy rooms, garden and terrace are risk assessed
annually. The review is initiated by the head therapist and signed off by the head teacher 
or nominated deputy. They are filed in the risk assessments folder on SharePoint. A termly
Health and safety timetable and checklist containing record keeping for all aspects of premises
safety is kept by the school caretakers. These are signed off termly by the head teacher or
managing director.

Pupil risk assessments
These are initiated on admission to Woodcroft and updated as we gain more insight in 
to the needs of the pupil. They contain a detailed pupil and sensory profile, medical issues
and known triggers, individualised risks likely to be encountered in school and off-site and
the control thereof. They are reviewed each term (or more regularly if deemed appropriate
by the head teacher) and updated as necessary. Input is sought from teachers and parents. 
A parent signature is sought at least annually, usually at annual review (or more frequently 
in the event of a major revision). Copies are held in the pupil’s class and office file. Please also
see our Behaviour management policy.

Staff risk assessments
Staff with formally identified risks may have specific risk assessments, copies of which 
will be held in the school office. These may include maternity, injuries, lone working or
occupational health risks. The latter will be assessed by our occupational health service
provider, either on appointment, or following an issue identified during the course of
employment. In the case of an injury requiring a cast, crutches or similar, a risk assessment
will be carried out by the school’s occupational therapist, the head teacher notified and the
assessment signed off by the staff member and Woodcroft representative. Note: a gp or
hospital letter may also be required depending on circumstances.

Vehicle risk assessments
Woodcroft inspects its vehicles according to an inspection schedule required by the terms 
of our vehicle operators licence. These include ten-weekly, weekly and daily checks, as well
as driver walkround checks. Records of these checks are held by the finance manager.

Covid risk assessments
The school’s Covid 19 risk assessment is updated in line with government guidance. It is
published to parents on the Home/school website and to staff on the Woodcroft training website.
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Appendix b – first aid policy
This appendix draws on information in the First Aid section of SchoolShare, and should be
read in conjunction with other related policies including: Accident, injury and incident policy,
Emergency procedures and Medical administration and treatment policy.

Appointed persons for first aid
The head teacher or nominated deputy (and out of office hours, the duty caretaker) are the
persons appointed to take charge of the situation in an emergency. They are also the persons
appointed to authorise the calling of an ambulance, which must be made from the main
office telephone. An appointed person must be on the premises at all times the school is
open. 

It is the responsibility of the head teacher to ensure that all appointed persons refer to 
the online first aid guidance and to ensure that they have been made aware of their duty to
follow the guidance therein. 

Please note that the policy on appointed persons is different for an off-site activity. 
The group leader must ensure that first aid arrangements are in place and lines of
responsibility recorded on the risk assessment. See the Off-site policy for more information.

Conditions of employment
Woodcroft employees’ conditions of employment do not specify giving first aid, although
any member of staff may volunteer to undertake these tasks and become a first aider. Staff in
charge of pupils are however expected to use their best endeavours at all times, particularly
in emergencies, to secure the welfare of the pupils at the school, in the same way that 
parents might be expected to act towards their children in a similar situation. In general, 
the consequences of taking no action are likely to be more serious than those of trying to
assist in an emergency. 

First aiders
There is a list of first aiders displayed in each class and in the school office. It is the
responsibility of the head therapist to ensure that first aid training is updated every three
years and that the lists are kept up to date.

It is the responsibility of the head teacher to ensure that all first aiders refer to the 
online First Aid guidance and to ensure that they have been made aware of their duty to
follow the guidance therein. 

First aid boxes
There are first aid boxes in each classroom, in the school office, in the kitchen area of the
house and in each school vehicle. It is the responsibility of the head therapist to check these
boxes at least termly and to ensure the contents are kept up to date. First aid boxes are
marked with a white cross on a green background. 

General guidance for staff
– If a serious accident or asthma attack occurs, the person should not be moved until the 

head therapist, head teacher (or nominated deputy) or duty caretaker arrives. The 
person should be reassured and the surrounding area made safe. In the case of a seizure,
appropriate action should be taken according to staff first aid training while an appointed
person is called. All major health decisions concerning pupils and staff will be made by
the head teacher (or nominated deputy), head therapist or duty caretaker. 

– Plastic gloves must be worn (available from the first aid boxes and every bathroom) 
when handling a pupil who is bleeding or attending to any personal hygiene matter.
These gloves should be changed between each use with an individual and each activity.



They should be disposed of after use. Hands should be washed thoroughly using hand
wash or gel between procedures whether gloves are worn or not.

– Emergency medical information is kept in the school office and must accompany a 
pupil if sent to hospital. The head therapist is responsible for updating this information.

– Plasters should only be used when permission has been obtained from a pupil’s parents.
This information is obtained during the school admission process.

– Every accident to any person on Woodcroft property or during an off-site activity 
must be recorded as soon as possible in the classroom Accident and injury books.

– If a member of staff or pupil incurs an accident that results in a deep cut or wound the
individual’s gp should be consulted regarding the need for a Tetanus injection or other
treatment, such as a course of antibiotics.

Appendix c
– Woodcroft health and safety policy arrangements
Risk assessments
All tasks carried out by the school and our employees will be the subject of a specific 
or generic risk assessment. Risk assessments are used to identify potential hazards and
appropriate control measures to ensure that those activities can be undertaken safely.

Risk assessments must be undertaken by or under the control of the head teacher.
Training must be provided, as necessary, to any person who is required to record risk
assessments.

Specific risk assessments must be carried out in respect of higher risk areas, such as sports
and off-site facilities, kitchens, and in respect of high risk activities identified by legislation.
See Appendix A – risk assessment policy.

Control measures required to remove or control risks identified by the risk 
assessments must be approved by the head teacher, who will ensure that responsibility 
for implementation is delegated, communicated and implemented effectively. The head
teacher must check to ensure that control measures are implemented and that they are
operating effectively.

Copies of risk assessments must be held by the head teacher in the school office and 
are available to all employees. All employees must ensure that they are fully conversant and
comply with these documents. 

Any new hazards or circumstances which render a risk assessment inadequate will
require a revised document to be agreed by the head teacher before work continues.

Risk assessments must be reviewed annually or when the work activity changes,
whichever is soonest.

The school is in the process of transferring risk assessments from the previous Essex
formats to the SchoolShare formats available on ShareZone. The head teacher and
managing director are responsible for the programme of replacement. Please see Appendix A
– risk assessment policy for specific policy regarding risk assessments.

Consultation
Consultation and communication on health and safety matters is via the supervisory chain
of management and the school health and safety committee.

The head teacher acts as the employee representative. Any health and safety concerns
should be reported immediately to the head teacher, who will ensure that appropriate
action is taken. The head teacher must, in turn, report these concerns to the board of
directors.
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Staff meetings must be held regularly and should be used as a forum for the two-way
communication of health and safety matters with the head teacher. The health and safety
committee, comprising of the managing director, head teacher, office manager, caretaker
and staff development manager will meet at least once per term. Minutes are available from
the school office on request.

When necessary a staff meeting is called to explain issues, consult staff on realistic actions,
agree practical improvements and to ask for help in making changes where necessary. 

The managing director will make arrangements with external safety advisors, who will
visit premises and provide advice as required. 

The Health and Safety Law poster and Certificate of Employers Liability are displayed
outside the head teacher’s office.

Monitoring
The head teacher is responsible for ensuring that working conditions are acceptable, 
that our safe working practices are being followed and workplaces are maintained in safe
condition. Routine inspections are carried out and recorded with any necessary
improvements or changes made.

The head teacher will investigate work related causes of absence through accident or
sickness.

The health and safety committee monitors progress towards fire and general health and
safety action plans.

Medical screening
Before employment is offered, all potential employees must complete a medical
questionnaire and, if necessary, attend a medical examination with an occupational health
specialist to establish:
– Mental and physical capacity to do the required work.
– Medical history which could be aggravated by the planned work or environment.
– Any reason to believe he or she may be a hazard to themselves or others.
– Specialist considerations. 
Personnel with an existing medical condition will not be disqualified from employment
unless the condition reduces their ability to do the required work to an unacceptable level,
which will be defined by a risk assessment. Changes in health should be reported to the
head teacher for appropriate action. Records will be held on the personnel file during
employment and for at least a further ten years.

Concerns will be carefully considered to avoid discrimination against those groups 
with characteristics protected under the Equality Act. Please see our Recruitment, selection
and disclosure policy for more information.

Training and competence
The school will ensure all new employees have induction training before starting work.
This induction must include general safety rules and procedures together with specific
hazards. We aim to ensure that employees are aware of their duties and responsibilities 
and are fully aware of the relevant safety issues. Risk assessments must be made available 
to all employees.

Health and safety training will be provided to all employees. If you are not trained 
to do a job, inform your manager immediately and check that it is safe for you to do the
work. He or she will arrange for appropriate training if necessary.

Those employees needing specific skills and knowledge must be identified and
appropriate training given. Details of all training given must be recorded on personnel
files, signed for by the recipient and reviewed and refreshed regularly. Please see our 
Staff development policy.
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Young persons
Young persons (those under 18 years of age) have specific risk issues. They may have little
work experience and need closer supervision and guidance to minimise the risk of injury. 
If such a person is employed, a risk assessment must be recorded to identify and manage the
additional risks to the employee and others nearby and any reasonably practical changes to
be implemented. The parent, guardian or carer may also be involved in this process to ensure
the precautions are suitable and adequate.

Disabled persons
Disabled persons will be employed, subject to a risk assessment, provided the individual is
capable of doing the work required without excessive risk to him or herself and others and
that the adjustments needed to accommodate the individual are not excessive.

Special arrangements and equipment must be provided to allow them to work 
safely where appropriate. Personal Emergency Evacuation Plans will be prepared and
documented, and agreed with all those affected. The parent, guardian or carer may also
be involved in these processes to ensure the precautions are suitable and adequate.

Pregnant women / nursing mothers
There is a potential risk to any unborn child if the mother over exerts herself or is exposed
to some substances. This risk exists at all stages of pregnancy, even at the earliest stages when
the mother may not know she is pregnant. New and nursing mothers (and their babies) can
also be at risk from exposure to some hazardous substances and significant physical effort. 

A general risk assessment is recorded. When an employee reports to the head teacher 
that she is pregnant, a detailed risk assessment will be recorded with her and suitable
precautions agreed immediately. This risk assessment will be reviewed monthly until the
employee begins maternity leave.

Each female employee knows her own capacity for manual effort. She is reminded to 
act responsibly both in her own and any potential baby’s interests, as well as an employee of
the school. Capacity for effort varies each day and during each day for many reasons. If she
needs help she should ask her colleagues, and all colleagues should be ready and willing to
provide help to avoid injury. The immediate supervisor will make sure work is shared out
fairly without excessive risk to any individual. This is a restatement of normal behaviour 
and is not a licence to be excused from work or to expect others to do unpopular activities.

On return to work a further risk assessment will be carried out and acted upon.

Accident and near miss response, reporting and investigation 
An accident is defined as an undesired event that results in personal injury or damage. A near
miss is an incident that did not result in injury, allowing the opportunity to prevent a serious
event in future.

All accidents and near misses must be reported immediately to the head teacher. 
The relevant manager as appropriate must ensure that these are recorded in the accident
book on the day of occurrence. It is the responsibility of the head teacher to ensure each
incident is correctly recorded and that an appropriate investigation is carried out, and 
that incidents resulting in injury are reported to the managing director. Accident and near
miss statistics will be compiled by the head teacher, and will be provided to the managing
director at least annually. The managing director will ensure that accident data is analysed
with a view to preventing a recurrence, and that information is provided to the board of
directors.

Events that are reportable under the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations will be reported to the relevant authorities by the head teacher
and the managing director will be informed.
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The site of any accident or near miss should not be cleared without the authorisation 
of the head teacher as the police, Health and Safety Executive and Environmental 
Health Officer consider an incident site to be a potential crime scene and expect a careful
investigation of the incident to be recorded if it cannot be left undisturbed. 

Remember:
– Do not approach until it is safe to do so.
– Call a first aider or ambulance if necessary.
– Report the accident to the head teacher.
– Do not move anything except to release the injured person(s) until given specific

authority to do so in case the police / hse / eho wish to investigate the incident.
The first aider must:
– Only allow access if it is safe to do so.
– Only allow those needed to assist at the scene and keep all others away.
– Arrange medical assistance and other emergency services help as necessary.
– Send somebody to find and liaise with ambulance crew, police, etc.
– If relevant, ensure the coshh Assessment and / or Data Sheet is provided to medical

personnel.
– If possible determine injuries.
The head teacher must:
– Investigate the cause.
– Record information, conditions and statements.
– Take photos, measurements, samples, etc.
– Record the incident in the accident book.
– Check the area is safe before restarting work.
– Report all incidents required under riddor.
– Carry out an incident investigation and if necessary prepare a report with relevant

measurements, information, statements, photographs, cctv footage, etc.
– Keep records of all incidents for reference.
The head teacher must act on the findings of the investigation to try to prevent recurrence.

Please also refer to our Accident, injury and incident policy.

First aid
First aid should only be given by a trained first aider or a medically qualified person. Only 
a first aider or the injured person can apply a plaster or bandage. Any person may apply 
a plaster or bandage to him or herself. Names of appointed first aiders are displayed on 
staff notice boards. Non first aid trained persons can help the injured person if requested,
provided they act only under the instructions of the injured person or a medically trained
person. All remaining staff are authorised to call 999 in a medical emergency to ask for help.
This must be done via the school office due to the emergency services triage system.

First aid kits and eye wash stations are provided throughout our premises. A list of the
items which must be present in each first aid kit is kept inside each kit. The contents of each
first aid kit must be checked termly by the occupational therapist or nominated deputy.

Please also see Appendix B – first aid policy.

Security 
The board of directors aims to provide a safe and secure environment for our employees,
visitors, students and others who may visit our premises or use our facilities. Access is
restricted to authorised persons. A security risk assessment shall be carried out and all
reasonable steps are taken to prevent unauthorised access to our premises. Measures in place
will depend on the location, but will include a mixture of physical barriers, such as security
fencing and access control systems, as well as staff training. Please refer to our School security
policy.
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Visitors
Visitors must report their arrival and departure. They must then be supervised while on-site
by the person responsible. Safety rules and emergency procedures must be communicated.
Employees are encouraged to challenge anyone seen unaccompanied or unidentified on 
the premises and to report them to their immediate manager if there are any suspicions.

Alcohol and drugs
It is our policy to prohibit the misuse of all prescribed and non-prescribed drugs or alcohol
at or before work to avoid the associated risks to those taking the substance and those who
may be affected by the consequences. Any misuse or abuse of alcohol or drugs at work will
be treated as gross misconduct and will be subject to disciplinary action. 

Any contractor found to be under the influence of alcohol or drugs will be asked to leave
and will not be asked to carry out work for the school in future. 

Personal protective equipment (ppe)
ppe is considered a temporary or last resort measure. All ppe must be assessed to provide
adequate protection against the hazard(s) and for suitability for the task and the user, and 
as identified within the risk assessments and safe systems of work. 

Where ppe is assessed as being required by risk assessment, staff will be provided with
suitable ppe at no charge. Where necessary, ppe must also be inspected, maintained, cleaned
and replaced without charge. Suitable storage facilities will be provided. Records must be
kept of issue, maintenance, cleaning and testing.

Employees are to check that their ppe is in good condition at all times and obtain
replacements from their supervisor if required. No work is to be carried out without the
appropriate ppe being worn. Constant supervision of ppe use and condition must be carried
out by managers and supervisors. Failure to comply with ppe requirements will be regarded
as a formal disciplinary offence.

Stress
Although stress can be a significant concern, we can only provide help and support when
aware of any employee suffering stress problems. 

Employees will be told at induction and routine briefings to report any such problems 
or concerns about themselves or others so that appropriate help can be provided. Any
employee reporting a concern should be treated with respect, and care should be taken 
to investigate the issues, approach the relevant person sympathetically and to develop a
practical and realistic solution for immediate and longer term needs in accordance with 
the hse guidelines for managing stress.

Please refer to our Stress policy for more information.

Smoking
Smoking is banned inside our premises and grounds. It is a risk to health for smokers and
those nearby, and also involves a risk of fire from unsafely discarded smoking materials. 
Smoking within the premises or grounds may be treated as gross misconduct and may be
subject to disciplinary action.

Management of contractors
The system for approval and control of contractors must be followed in all cases to ensure
the safety of contractors, visitors, employees and the public. All contractors must satisfy the
school that they are:
– Competent to do the planned work safely.
– Routinely managing health and safety matters competently as part of their activities.
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– Providing adequate resource to health and safety risk control, including training,
documented safe working procedures, method statements, etc. 

– Adequately insured for the planned work.
When it is planned to use contractors on site, a method statement must be agreed before
work can start. It should identify hazards and an agreed safe method for the task to minimise
the risk to employees, pupils, visitors and others who may be affected. The head teacher
must ensure this document is prepared, and then made available to all involved before the
work starts. Copies of risk assessments and method statements should be held by the head
teacher as appropriate. 

Contractors must be issued with site rules and safety procedures to adhere to whilst they
are working at our premises.

Only approved contractors are to be engaged on the school premises. The head teacher
will maintain a register of approved contractors.

Site induction should be provided by the head teacher or caretaker as appropriate, or by
the contractor for sub-contractors, as appropriate. Personnel must be met when starting
work on the first day and all operational points covered including task specific risk
assessments and method statements, etc. 

Supervision of contractors should be by a nominated person. Specific high-risk work
must be controlled using permit systems. This includes hot work, work at height, work on
live electrical equipment, work underground and work in confined spaces.

Fire safety
A fire risk assessment is carried out at the school premises. All of the control measures
identified are implemented and the risk assessment is reviewed annually or whenever there
are any changes to the workplace (whichever is the soonest).

Fire escape routes, doors and corridors should be kept clear at all times. Fire doors 
should not be propped open or obstructed in any way. Escape routes must be checked daily
by the duty caretaker.

Fire extinguishers are provided at fire extinguisher points throughout the buildings.
Extinguishers are maintained under contract by an approved firm and are inspected
according to the relevant inspection schedule by a designated person.

Where a fire alarm system has been installed, this is maintained under contract by a
specialist firm. Fire points should not be interfered with in any way. Fire points are inspected
regularly by a designated person.

Emergency lighting, where provided, is maintained by a specialist contractor.
Fire alarms are tested once a week. Emergency evacuation drills are practised regularly.

Fire Marshals are appointed and trained to assist with evacuation. Personal emergency
evacuation plans must be compiled for those with impaired mobility.

Records of testing, maintenance and evacuations are held by the head teacher.

Fire evacuation procedures
Do not take personal risks. The Fire Assembly Point is signposted externally and detailed on
Fire Action Notices within the premises. In the Event of Fire:
– Activate the nearest fire alarm.
– Contact the school office, they will call the fire brigade.
– Leave the building immediately by the nearest fire exit and go to the assembly point.
– Report the location of the fire to the chief fire marshal.
On hearing the fire alarm:
– Immediately shut down any equipment.
– Leave the building immediately by the nearest fire exit and go to the assembly point.
– Close all windows and doors (if possible and without endangering yourself).
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Remember:
– Do not collect personal belongings.
– Do not panic or cause panic.
– Do not run or shout.
– Do not return inside the building until authorised to do so.
– Beware of emergency vehicles.

Work equipment
We must ensure that work equipment provided by the school or by our employees is 
suitable and safe, meeting the required health and safety standards, before it is first used. 
All equipment belonging to employees should be approved by the head teacher before use
and included in inspection and maintenance procedures. All work equipment provided
requiring maintenance must be identified and effective maintenance procedures must be
put in place. 

Any problems found with work equipment should be reported to the head teacher.
Defective equipment must be removed from service immediately and not used until it has
been repaired or replaced.

Work equipment will be inspected regularly. Inspection and cleaning should only be
done by authorised, trained and competent employees following specified procedures. The
electrical supply to the item must be turned off during inspection and cleaning. Records of
inspections, repairs and any required risk assessments must be kept. Where there is a legal
requirement for independent inspection by an approved body, this must be arranged.

Driving on school business
All vehicles owned or used on official school business will be maintained regularly by a
qualified vehicle mechanic. In addition they must be subject to a pre-use inspection by the
driver or other authorised member of staff. See Vehicle safety policy.

Whether using their own or a school owned vehicle, only authorised persons may drive
on school business. Authorisation must be sought from the head teacher or directors.

Drivers must be in possession of a valid licence for the class of vehicle they are asked to
drive. Training can be arranged via your manager if required for business purposes.

Where required, mot certification for vehicles for which the school is responsible will 
be arranged by the head teacher. The school will arrange motor insurance and ensure that
vehicles are taxed.

Where employees use their own vehicles for business purposes (e.g. to attend meetings 
at places other than the usual place of work) they must provide the following documents for
approval prior to the journey being carried out: 
– Driving licence.
– mot certificate (where required due to the age of the vehicle).
– Motor insurance certificate confirming the existence of business use cover.
The head teacher will require these documents to be supplied annually for inspection.
Employees are required to disclose any changes to the validity of the documents
immediately. Failure to comply with these requirements will be regarded as a formal
disciplinary offence.

Safe handling and use of substances
Some work involves the use of hazardous substances (e.g. cleaning). This work may be 
done by employees or contractors, but must be managed in the same way. Only those
trained and authorised may use these substances, following the safe systems of work and
controls specified. Storage, use and disposal of hazardous substances must be strictly
controlled by each authorised person. If you are not trained and authorised, do not use 
any substance known to be, or marked as, hazardous.
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All substances that fall under Control of Substances Hazardous to Health (coshh)
Regulations must be identified and subject to coshh Assessment before being used. 
All actions identified in coshh Assessments must be implemented. Data sheets and coshh

Assessments must be kept available for reference at all times, with an up to date library set
held by the head teacher. If anyone is exposed to a hazardous substance, a copy of the data
sheet must be taken to the hospital or doctor with the injured person.

Workplace slips and trips
Slips and trips are one of the most common causes of injury at work. We aim to reduce 
the likelihood of slips and trips by a combination of good housekeeping measures, including
effective cleaning, and by enforcing the use of sensible footwear by our employees. 
This includes the prohibition of high heeled shoes or flip flops at all times in our school.

Cleaning chemicals used on floors by cleaners are selected for their non-slip properties.
Lids must be used when transporting containers of liquid or food. Any spillages, 

flooring defects or obstructions observed must be removed or reported to the head teacher
immediately. Warning signage must be placed by spillages until they have been removed and
the area is thoroughly dry.

Working with computers
Where employees use computers routinely, workstations must be set up correctly to suit the
employee and appropriate equipment provided. A detailed risk assessment must be recorded
and reviewed annually for each affected employee to record the measures taken and to
identify additional measures needed. 

Employees identified as using workstations for a significant period of time (defined 
as in excess of one hour per day) are entitled to an eyesight test by an optician at school
expense on joining and every two years thereafter. Subsequent to this, the school will 
make a contribution towards glasses that are required specifically for use with computers.

Manual handling
Occasional tasks will require physical effort (e.g. physical interventions, reorganising
furniture etc.). So far as is reasonably practicable, we are committed to managing the risk 
to health from manual handling operations. 

Manual work must be carried out using suitable equipment where practical. For the
remaining tasks involving significant manual effort, risk assessments must be written to
reduce the risk to an acceptable level.

If due to the nature of the work the elimination of manual handling is not possible, the
following guidelines should be followed:
– Do not attempt physical effort if you are not confident of your capacity to do it safely. 
– Avoid unnecessary handling by the use of any mechanical aids provided.
– Place materials as close as practicable to workplace to limit distance, time and effort.
– Avoid lifting any loads in excess of 25kg for men and 16kg for women.
– Do not overload shelves.
– Ask for help or guidance if necessary.
– Ensure sufficient personnel are available to undertake the lift taking into account the

size, weight and shape of the load and the area in which the lift is planned.
– Adopt good lifting techniques including straight back, knees slightly bent and legs apart,

chin up, good grip, keep the load as close to the body as possible.
– Protect any sharp edges, leaks, etc. 
– Wear uniform, gloves, apron, etc. as appropriate.
– During any repetitive work, allow sufficient time between lifts for resting.
– Ensure good communication between all personnel involved in any shared lifts.
– Avoid sudden movements (e.g. by catching a falling object).
– Do not put any other person at risk.
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Fixed electrical installation
niceic or eca approved electricians maintain the electrical installation. They work to
current iee wiring regulations. A full test of the installation is carried out at least every five
years with records kept.

Any changes and repairs must be carried out by niceic approved electricians to the same
standard and are certified. Records must be kept.

Employees are not to touch or open fuseboxes or electrical circuitry. Any damaged or
defective items observed must be reported immediately to the head teacher.

Portable electrical appliances
Portable electrical appliances includes any item that is electrically powered and used in 
the workplace, whether belonging to the school or to an employee, and includes ancillary
equipment such as extension cables. 

Employees should visually inspect portable electrical appliances before using them.
Damaged or defective items should be reported immediately to your immediate manager
and removed from service until replaced or repaired by a competent person. The use of
insulating tape as a temporary repair is prohibited.

Routine maintenance applied to all portable electrical appliances includes Portable
Appliance Testing annually by an electrical contractor. 

Any new appliances (including those belonging to employees) must be checked, and
approved by the head teacher before being used on the premises.

Flexible cables will be kept as short as possible. Cables should be fully unwound from
reels or drums before use to reduce the potential for overheating. 

Electrical appliances and their cables should not be used in wet conditions or on wet
floors unless the circuit is protected by a Residual Current Device (which must be tested
regularly). 

Gas and oil appliances
Gas fired boilers are provided in school premises for both heating and hot water. These 
are subject to regular maintenance by competent, approved contractors and should not 
be interfered with by staff.

Gas isolation valves are provided that can be turned off in the event of an emergency 
(if safe to do so).

Work at height
Work at height presents a hazard both to persons undertaking the work, particularly falling
from height, and to others in the vicinity, particularly from falling objects. As such, work at
height should be avoided where practical. 

Ladders, stepladders and steps are provided as a means of access and for light or short
term work where it is not reasonably practicable to select an alternative safer method. This
may include removing items from upper shelves. However, care should be taken not to store
heavy or bulky items at height. If stepladders are used, the following general rules will apply:
– Manufacturer’s guidance will be followed.
– The stepladders in use will be British Standard Class 1 ‘Industrial’ or bs en 131.

– The stepladder must be of adequate length so the work can be done without over
reaching.

– The stepladder must be erected on suitable firm ground and never on loose materials.
– Stepladders will be inspected monthly to ensure they remain fit for use with records

kept.
– If any ladder is considered unsafe it must be reported to the head teacher and not used

until it has been repaired or replaced.
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Skin conditions
Extended exposure to some cleaning products or food juices can lead to skin problems. 
To reduce this exposure it is compulsory for all employees in kitchens and food technology
departments, as well as cleaners, to wear the non-latex protective gloves provided whenever
they are handling food or cleaning (including cleaning glasses, dishes, etc.). The following
general protective measures are to be followed:
– All hand jewellery, other than wedding rings, should be removed whilst at work.
– Tongs, etc. are provided for handling food and should be used wherever possible.
– Hands should be thoroughly dried after washing.
– Any skin rashes, itches, etc. should be reported immediately to your immediate manager.

Muscoskeletal injury
Tasks must be varied and managed to reduce the likelihood of exposure to muscoskeletal
injury (also known as work related upper limb disorder or repetitive strain injury). Should
an employee experience any symptoms (such as sore arms or swelling) they should report
these immediately to their immediate manager.

Food safety
All employees who are to be involved in handling food must be provided with
independently accredited food hygiene training as soon as possible after commencing
work. Controls in place include:
– Ongoing cleaning regime in all work and storage areas.
– Temperature controlled food storage.
– Daily, recorded temperature checks.
– Segregated food storage.
– Food is marked with ‘use by’ dates.
– Pest control points.
– Use of colour coded cutting boards.
– Use of separate knives for different types of food (meat, vegetables, etc.).
– Regular cleaning of all work equipment and surfaces.
Any employee whose role involves handling food who has suffered from diarrhoea or
vomiting is required to phone in sick and remain away from the premises for at least 48

hours.

Lone working
Working alone can be dangerous. Risk assessments must be carried out and documented to
reduce the risk. Lone working is to be avoided where possible.

Arrange must be made for employees who are working alone to be adequately trained
and equipped to work safely. Each person must be suitably trained and aware of the risks
before working alone and be able to summon help quickly in any emergency. Each person
will manage their own risk responsibly and ask for help or guidance as appropriate.

Control of asbestos
Asbestos is a naturally occurring mineral that has been used extensively in the construction
of buildings and other products, particularly buildings constructed prior to the year 2000. 
It was used mainly because of its fire resisting and insulating qualities.

The school takes the management of asbestos seriously and complies with all required
legislation to protect our employees from exposure to asbestos as far as is reasonably
practicable.

Asbestos surveys have been carried out at school premises in accordance with the
Control of Asbestos Regulations to identify any asbestos in the building construction.
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Where asbestos is identified this is recorded on an Asbestos Register and is managed in
accordance with an Asbestos Management Plan to ensure that employees and others using
the premises are not exposed. 

The Asbestos Register must be made available to all contractors and site staff who 
will carry out work at the premises. Specialist contractors must be engaged if there is need 
to carry out work in any area involving asbestos and appropriate control measures and
exclusion zones must be put in place.

If anyone suspects they have discovered or disturbed asbestos they should:
– Not disturb it further.
– Ensure that access to the affected area is prevented.
– Report it immediately to the head teacher.
– Ensure that any clothing that may have been covered in dust or debris is appropriately

disposed of.

Legionella
Legionnaires Disease is an uncommon, but serious, type of respiratory illness. It does 
not spread from person to person, but is contracted by inhaling small droplets of water
suspended in the air which contain the legionella bacterium. Outbreaks occur from water
systems where temperatures are warm enough to encourage growth of the bacteria and
where conditions allow the bacteria to develop. However, it should be noted that most
people who are exposed to legionella do not become ill.

The school arranges for legionella surveys and risk assessments to be carried out at our
premises by approved contractors. A legionella management plan is provided and must be
followed. Depending on the nature of the water system at each school premises, regular
checks such as temperature monitoring, flush throughs, descaling of shower heads and
cleaning of water tanks may be required. The head teacher must ensure that these checks,
which will be detailed in the legionella management plan, are in place.

Waste management
Waste is to be placed in bins that are provided throughout our premises. These are 
emptied regularly by cleaners to external bins, which are in turn emptied regularly 
by registered waste carriers for disposal by registered waste processors or for transport 
to landfill sites. Materials are recycled where practical. Hazardous waste is collected 
separately and disposed using suitably registered contractors. Records are kept for 
at least 40 years including contracts, waste transfer notes, collection notes, copies 
of registration certificates and checks made on contractors.

Appendix d – absconding procedure
This procedure should be followed if a pupil absconds or ‘leaves without permission’ from
Woodcroft School, or during an activity managed by Woodcroft School.

Under Section 3 of the Health and Safety at Work Act 1974, schools owe a duty of care
towards their pupils. This duty of care requires that all reasonable steps are taken to ensure
that pupils are safe and remain in the care of the school.

We maintain a secure environment, with the school site surrounded by high fencing. 
We must also make it clear to any pupil vulnerable to strong emotional outbursts, that there
are places at Woodcroft where it is safe for them to go. Each pupil has a risk assessment and 
a behaviour support profile. However, the specific needs of our pupils means that from time 
to time pupils may absent themselves from the school site, transport or an off-site location
where the school is managing an activity. It is possible that pupils might abscond to ‘test the
boundaries’ or for some other reason unknown to us. There may be times when pupils will
absent themselves, whilst their whereabouts remain known, for a short period of time and
then return. 
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It is accepted that many of our pupils are particularly vulnerable and are unable to
recognize the potential hazards present in the wider environment. It is also acknowledged
that a smaller proportion of pupils could be described as ‘streetwise’ and are experienced 
in safely negotiating their home localities and other urban environments. 

Roles and responsibilities
– The head teacher, or deputy in their absence, is responsible for all decisions made when 

a pupil absconds from the Woodcroft site. 
– On transport or off-site activities, decisions are the responsibility of the group leader,

with the head teacher or deputy involved in the decision making process by telephone 
as soon as possible. 

– The class teacher or escort, (or therapist or teacher’s assistant if working independently
with the pupil) is responsible for caring for the pupil until they leave the premises,
vehicle, or activity. If necessary, they are responsible for seeking additional help.

– Pupils’ parents are responsible for supporting the work of the school by encouraging
their children to follow all school procedures and policies.

– If Woodcroft has informed the parents that their child has absconded, parents are
responsible for actively supporting the school with the subsequent procedures and
actions. This could include coming to school to help secure the safety of their child 
after he has absconded, as well as meeting with the head teacher or other staff members
in order to agree subsequent actions.

Procedures
If a pupil is suspected of leaving the school site without permission:
– The staff member should alert the head teacher (or deputy), or when off-site the 

group leader should contact the head teacher or deputy via the school office.
– If the pupil appears to be missing, but there is no evidence that he has left a particular

area, a quick but thorough search of the area should be conducted before the parents 
or police are informed.

– If there is no doubt that the pupil has absconded, the school office should contact the
pupil’s parents to inform them and, if the pupil is out of sight for more than five minutes,
call the police. 

– Staff should not chase the pupil, as this could lead to the pupil going further afield, acting
impetuously or causing a traffic accident. Staff should aim to keep within eye contact, 
if necessary at a distance. 

– If the pupil is within close distance of the school, staff are advised not to engage them 
in conversation, as the pupil might be in a distressed state and be unable to act in a
controlled manner. This would mean there is still the potential for traffic accidents
should the pupil venture further afield.

– A judgement will have to be made as to how and when to intervene in the best 
interests of the pupil, staff and members of the public. This decision needs to be based 
on a dynamic risk assessment, based on common sense and, where possible, a knowledge
of the pupil.

– If the pupil returns of their own volition, parents and (if necessary) the police must be
informed.

– When the pupil is back in school and is in a calm state, the parent, relevant member 
of staff and (where communication ability allows) the pupil should discuss the issues, 
this policy and any consequences. 

If the head teacher or deputy is aware that a pupil is not acting emotionally or in defiance 
of school procedures, but has left the school grounds by mistake, the above procedures may
be adapted and the pupil brought back on-site without the need to telephone the parents 
or police. The seriousness of leaving the school site should be explained to the pupil and
their parents informed at the end of the day.
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Maintenance Woodcroft School general policy 16.11.22

This document sets out Woodcroft School’s policies on the maintenance of its buildings,
grounds and equipment.

Responsibility for the routine maintenance of Woodcroft School’s property and
resources lies with the head teacher, in consultation where stated with the directors. 
Much of the practical day-to-day maintenance is delegated to the duty caretakers and
maintenance team and other work to recognised specialists.

Getting work done
Defects
Any defects relating to the school premises or equipment should be recorded through the
school office. Appropriate action will be taken by the head teacher or duty caretakers.

Improvements
Any member of staff can make a request for improvement work to be carried out by
recording their request through the school office. The duty caretakers will respond as soon
as possible and will discuss requests with the head teacher who will authorise the request 
(in consultation with the directors for major changes).

Risk assessment
Woodcroft’s Health and safety policy gives details of the health and safety requirements
relating to maintenance.

Complaints
Staff wishing to make complaints concerning maintenance work should approach the 
head teacher.

Day-to-day maintenance
It is the responsibility of the class teacher or therapist to tidy their classroom, therapy room,
kitchen, bathroom and corridor areas at the end of each school day, making it ready for the
contract cleaning team to clean.

The duty caretakers and maintenance staff carry out all of the day-to-day maintenance
work. This includes emergency mending work and cleaning. There is a separate cleaning
schedule which sets out: the areas/equipment to be cleaned; the frequency; the cleaning
methods; the person responsible; and evaluation details.

The garden areas are maintained by the school gardener and duty caretakers in
consultation with the directors.

Specialist maintenance
Specialist maintenance is usually carried out during school holidays. All building, plumbing,
electrical, blind fitting and specialist gardening work (such as tree pruning) is carried out by
specialists. A contact list is kept by the duty caretakers.

It is the responsibility of the duty caretakers, in consultation with the head teacher and
directors, to commission any specialist work. It is the responsibility of the duty caretakers to
check and accept the quality of the finished work and arrange payment through the finance
manager.
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The‘look’of Woodcroft
Woodcroft School has a very particular aesthetic which should be upheld by the head
teacher and maintenance team by the application of the following rules:

General
– All materials used must be of good quality, e.g. the use of good quality paint rather than 

a cheaper alternative which will not last as long.
 – All work carried out (day-to-day maintenance and specialist) must be of a good

standard.
– Plans for new or extended permanent fixtures, e.g. cupboards, carpets, exterior signs etc.,

must be approved in writing by the directors.
– Expenditure outside the maintenance budget can only be carried out once written

consent from the directors has been obtained.
– Any alterations to the garden areas (including trellis, fences etc.) can only be carried out

once written consent from the directors has been obtained.

Specific
– All internal paintwork is white (emulsion walls, gloss woodwork).
– All external paintwork on Woodcroft house is white gloss. Farrow and Balls’ Hardwick

White is used on the exterior of some buildings.
– All internal window blinds and curtains are plain (no pattern) and in pale grey or pale

blue. Boarded windows are painted to match the blinds.

Vehicles
The school has a separate Vehicle safety policy. This details the school’s: vehicle maintenance
schedule; regular safety checks; general safety procedures; and method for defect reporting.

Equipment
The head teacher is responsible for purchasing and arranging for the maintenance of
equipment. An inventory, including records of safety checks required by the school 
Health and safety policy, is kept by the head teacher in the school office.
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Management team Woodcroft School general policy 07.10.21

The purpose of Woodcroft’s management team is to support the head teacher and to
participate in decision-making in all areas of the school’s work. The team acts as a sounding
board for new ideas and can bring their experience and knowledge of the school to bear on
complex or difficult matters arising from both the day-to-day work and forward planning
necessary to ensure the proper education and care of pupils at the school. Agendas for the
senior management team meetings are prepared by the head teacher from items raised via
the action plans, management team members and staff suggestions.

The specific aim of the team is to discuss agenda items and make recommendations 
for action, which will then be implemented or taken further by the head teacher. The 
team’s remit will include staffing, curriculum and school development, health and safety,
maintenance, transport and communication.

Members of the senior management team participate in policy creation, implementation
and review. They contribute to school review by participating in self evaluation and have an
essential role in leading and managing change to ensure school improvement. Members of
the senior management team will be available to deputise for the head teacher.

The agendas, discussions, recommendations and minutes of management team meetings
are confidential.

Composition
The team is appointed by the head teacher and directors. Additional members may be
co-opted for specific purposes. Each member of the team has a specific area of responsibility,
which may include a budget area.

Meetings
The team will meet weekly and minutes will be taken by the head teacher. 

Copies of minutes, which are confidential, will be held by the head teacher and be
available to the directors and members of the senior management team.
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Office finance Woodcroft School general policy 05.10.22

Petty cash
The petty cash system is the responsibility of the school secretaries who are the sole key 
holders of the petty cash box.All transactions have to be made via the secretaries and
entered into the petty cash book. Petty cash receipts must be authorized and counter signed
by a class teacher or therapist.

A float will be supplied as and when needed by the finance manager. The petty cash
should not be used to pay staff wages or overtime or to make substantial purchases.

Ordering system
All orders placed under the name of Woodcroft School are the responsibility of the 
head teacher or directors and expenditure should fall within the school’s termly budgets.
The procedure for ordering is as follows:
1. Office manager or head teacher to place order using order book in office. Head teacher

or directors to sign order and note budget code prior to sending out.
2. Deliveries and delivery notes to be checked with order book to confirm quantities 

at time of receiving goods. Date received to be entered into order book and signed by
person receiving goods.

3. Invoices are checked against delivery note and order book and processed by the finance
manager.
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Records management and data protection
Woodcroft School general policy 05.10.22

This policy is intended to ensure that confidential information and records are managed
correctly and that personal information processed by Woodcroft complies with the General
Data Protection Regulation (gdpr). See also the Electronic information & communications
systems policy which includes the school’s Internet and computer rules.

In accordance with Keeping Children Safe In Education, 2022 (kcsie), staff are reminded
that The Data Protection Act 2018 and gdpr do not prevent the sharing of information for
the purposes of keeping children safe. Fears about sharing information must not be allowed
to stand in the way of the need to safeguard and promote the welfare and protect the safety
of children.

The term ‘record’ has been used throughout this policy to cover all types of stored or
circulated information including but not restricted to: forms, reports, flyers, letters, emails,
photographs, videos and computer or hand written documents.

All documents, materials and other records prepared in the normal course of a staff
member’s employment or student or volunteer’s placement remain the property of
Woodcroft School Ltd.

Safeguarding considerations
kcsie states: ‘Staff should not assume a colleague or another professional will take action 
and share information that might be critical in keeping children safe. They should be
mindful that early information sharing is vital for effective identification, assessment 
and allocation of appropriate service provision. Information Sharing: Advice for Practitioners
Providing Safeguarding Services to Children, Young People, Parents and Carers supports staff 
who have to make decisions about sharing information. This advice includes the seven
golden rules for sharing information and considerations with regard to the Data Protection
Act 2018 and gdpr. If in any doubt about sharing information, staff should speak to the
designated safeguarding lead or a deputy. Fears about sharing information must not be
allowed to stand in the way of the need to promote the welfare, and protect the safety of
children.’

Retention guidelines
The corporate information, records and data of Woodcroft School Limited is important 
to how we carry on Woodcroft School, conduct our business and affairs, and manage our
staff. There are legal and regulatory requirements for us to retain certain data, usually for 
a specified amount of time. We also retain data to help us operate and to have information
available when we need it. However, we do not need to retain all data indefinitely, and
retaining data can expose us to risk as well as being a cost.

The school uses the retention guidelines in the Records Management Toolkit for
Schools published by The Information and Records Management Society (irms) for
guidance on deciding how long to keep the various categories of school documents. The
guidelines also have information on how documents should be destroyed or forwarded. 
The office manager has the latest version and can advise on the implementation. It is
essential that all Woodcroft staff follow the instructions shown on the retention
guidelines in relation to all documents they handle in the course of their duties.

Special circumstances: 
preservation of documents for contemplated litigation and other special situations
We require all members of staff to comply fully with the irms record retention guidelines,
and the procedures as provided in this policy. All members of staff should note the following
general exception to any stated destruction schedule. If you believe, or the head teacher, 
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or any director informs you, that certain records are relevant to current litigation or
contemplated litigation (that is, a dispute that could result in litigation), government
investigation, audit, or other event, you must preserve and not delete, dispose, destroy, 
or change those records, including emails and other electronic documents, until the 
head teacher or any director determines those records are no longer needed. Preserving
documents includes suspending any requirements in the record retention guidelines and
preserving the integrity of the electronic files or other format in which the records are kept. 

If you believe this exception may apply, or have any questions regarding whether it may
apply, please contact the head teacher or any director.

In addition, you may be asked to suspend any routine data disposal procedures in
connection with certain other types of events, such as our merger with another organisation
or the replacement of our information technology systems.

Confidentiality
Much of the information processed by Woodcroft staff is considered confidential and is
therefore expected to be kept secure. Staff have a duty towards Woodcroft and its pupils and
staff to keep confidential information to themselves and share it only with individuals with 
a right to access to that information. Breaching confidentiality is a disciplinary matter which
could result in dismissal.

Confidential information includes all personal information regarding Woodcroft 
and its pupils and staff, such as a personal address, medical history, images etc. Confidential
information should not be disclosed to any person who is not directly concerned with
Woodcroft. If information is being asked for via telephone, email or post you must 
be satisfied that the person seeking information is identifiable as a person who has a right 
to know; and when this is established the information is sent in an appropriately safe way.
Always consult the head teacher if you are in any doubt about disclosing information.

Confidential information about pupils, staff and Woodcroft is not just contained in
written formats but can also be verbal, visual or electronic. For these reasons staff must be
careful not to conduct conversations about a pupil in a public place where they may be
overheard, nor to leave files open and unattended.

Information received from other professionals about Woodcroft and its pupils and staff 
is and should be marked as confidential.

When recording information about Woodcroft and its pupils and staff in writing keep
the information factual, relevant and secure. All documents, materials and other written
information prepared in the normal course of employment by Woodcroft employees
remains the property of Woodcroft School Ltd.

Woodcroft house style
Woodcroft has a large number of pre-designed forms for gathering information. These are
available from the office manager or academic administrator. With the widespread use of 
ict across the school, it has become easier for staff to design their own forms for use in their
work at the school. However, in order to ensure that the school complies with the gdpr 

staff are not permitted to create their own forms in order to gather or process personal
information without the prior written agreement of the head teacher. The head teacher
will ensure that authorised forms are designed appropriately.

All printed documentation represents the school and should therefore be of a consistent
recognisable standard. The academic administrator can advise on the production of
documentation. Please follow the school’s house style guidelines when using the computer
to generate school documents:
– keep it simple by using no more information or punctuation than is needed;
– always double check spelling and grammar and do not use double spaces after full-stops;
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– use either the informal font Sassoon or the formal font Bembo and only use one of these
fonts throughout the whole document;

– align all text to the left and do not centre or justify;
– align headings to the left using upper and lower case; and
– always remember to include a date and/or version number.

gdpr

Data controllers are the people or organisations who determine the purposes for which, 
and the manner in which, any personal data is processed. They have a responsibility to
establish practices and policies in line with gdpr and irms guidance. We are the data
controller of all personal data used in our business.

Data users include employees whose work involves using personal data. Data users have 
a duty to protect the information they handle by following our data protection and security
policies at all times.

Data processors include any person who processes personal data on behalf of a data
controller. Employees of data controllers are excluded from this definition but it could
include suppliers which handle personal data on our behalf.

Processing is any activity that involves use of the data. It includes obtaining, recording 
or holding the data, or carrying out any operation or set of operations on the data including
organising, amending, retrieving, using, disclosing, erasing or destroying it. Processing also
includes transferring personal data to third parties.

Sensitive personal data includes information about a person’s racial or ethnic origin,
political opinions, religious or similar beliefs, trade union membership, physical or mental
health or condition or sexual life, or about the commission of, or proceedings for, any
offence committed or alleged to have been committed by that person, the disposal of such
proceedings or the sentence of any court in such proceedings. Sensitive personal data can
only be processed under strict conditions, including a condition requiring the express
permission of the person concerned.

Data protection principles
Anyone processing personal data (data controllers – dcs) must comply with the seven key
principles of good practice. These are:
– Lawfulness, fairness and transparency
– Purpose limitation
– Data minimisation
– Accuracy
– Storage limitation
– Integrity and confidentiality (security)
– Accountability

Lawfulness, fairness and transparency
– Valid grounds must be identified under the gdpr (known as a ‘lawful basis’) for collecting

and using personal data.
– dcs must ensure that they do not do anything with the data that breaches any other laws.
– Personal data must be used in a way that is fair and must not be processed in a way that is

unduly detrimental, unexpected or misleading to the individuals concerned.
– dcs must be clear, open and honest from the start about how personal data will be used.

Purpose limitation and Data minimisation
– dcs must be clear about what their purposes for processing are from the start.
– dcs need to record their purposes as part of their documentation obligations and specify

them in privacy information for individuals.
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– Personal data can only be used for a new purpose if either this is compatible with the
original purpose, consent is given, or there is a clear basis in law.

Accuracy
– dcs should take all reasonable steps to ensure the personal data they hold is not incorrect

or misleading as to any matter of fact.
– dcs may need to keep the personal data updated, although this will depend on what it is

being used for.
– Reasonable steps to correct or erase incorrect or misleading personal data must be taken

as soon as possible.
– Careful consideration must be given to any challenges to the accuracy of personal data.

Storage limitation
– Personal data must not be kept for longer than it is needed.
– dcs need to think about, and be able to justify, how long personal data is kept for. 

This will depend on the purposes for holding the data.
– Data should also be reviewed periodically, and erased or anonymised when it is no longer

needed.
– dcs must carefully consider any challenges to retention of data. Individuals have a right

to erasure if the data stored is no longer needed.
– Personal data can be kept for longer only if it is being kept for public interest archiving,

scientific or historical research, or statistical purposes.

Integrity and confidentiality (security)
Appropriate security measures must be in place to protect the personal data held. This is the
‘integrity and confidentiality’ principle of the gdpr – also known as the security principle.

Accountability
The accountability principle requires dcs to take responsibility for what is done with
personal data and how they comply with the other principles. Appropriate measures and
records must be in place to be able to demonstrate compliance.

Compliance guidelines
Gathering and processing information
All information gathered and processed from or about pupils, parents, staff and other
professionals may contain personal information or matter that is confidential in nature.

In some circumstances the records produced may be used in court; they should 
therefore be relevant to the task in hand, accurate, and should concentrate on facts rather
than opinion. Sarcastic and facetious remarks must never be made.

The following questions are based on advice from the Information Commissioner and
will help in ensuring compliance with the gdpr when gathering and processing personal
information:
– Do I really need this information?
– Do I know what I am going to use it for?
– Do the people whose information I hold know that I have got it? Are they likely to

understand what it will be used for? Would any of them be surprised at what I am doing
with their personal information?

– Do other staff members who would find this information useful and have a right to
access know that I have this information?

– Am I sure the personal information is accurate and up to date?
It is the school’s policy that if the answer to any of these questions is ‘no’ then action must 
be taken to rectify the situation as soon as possible if the information is to be kept. The head
teacher should be consulted if there are any questions that cannot be answered affirmatively.
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Storing information
All records must be stored according to the retention guidelines.

Records that have been finished with and are to be kept must be handed in person 
to the head teacher or office manager. Please keep a dated note that this has been done for
future reference.

Passing on information
Confidential or personal information should always be referred to the head teacher 
before disclosure to a third party. When asked to pass on personal information, in any
recorded format or verbally, be absolutely sure that the person receiving the information 
is identifiable and has a right to know. If there is any doubt do not disclose the information 
and consult the head teacher.

Disposing of information
Before disposing of information always consult the retention guidelines. 

The school has several shredders which can be used for small amounts of records which
need shredding. Large amounts of records to be shredded or confidentially disposed of need
to be handed in person to the office manager, who will arrange for its secure destruction.

Videos and photographs
Videos and photographs taken purely for personal use are exempt from the gdpr and those
taken by the media are usually exempt, but images taken for official school use may bring
gdpr and irms guidance into force. If the image taker asks and obtains permission to record
the image this will usually be enough to ensure compliance with gdpr and irms guidance. 
A record of this permission should be kept. Woodcroft obtains video and photo consent
from most pupils’ parents on entry. However, some parents do not give consent, and care
should be taken especially when taking group photographs.

Internet and email
There are many legal and security issues involved with using internet resources including
the infringement of records management procedures, copyright and gdpr. Woodcroft 
has a separate Electronic information & communications systems policy which can be found in 
the school’s Policy document. 

Data security
We must ensure that appropriate security measures are taken against unlawful or
unauthorised processing of personal data, and against the accidental loss of, or damage to,
personal data.

gdpr requires us to put in place procedures and technologies to maintain the security 
of all personal data from the point of collection to the point of destruction. Personal data
may only be transferred to a third party data processor if he agrees to comply with those
procedures and policies, or if he puts in place adequate measures himself.

Maintaining data security means guaranteeing the confidentiality, integrity and
availability (for authorised purposes) of the personal data, defined as follows:
– confidentiality means that only people who are authorised to use the data can access it;
– integrity means that personal data should be accurate and suitable for the purpose for

which it is processed; and
– availability means that authorised users should be able to access the data if they need it for

authorised purposes.
Personal data should therefore be stored on our office administration computer system
instead of individual pcs in classrooms or laptops.
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Security procedures include:
– entry controls any stranger seen in entry controlled areas should be reported;
– secure lockable offices, desks and cupboards offices, desks and cupboards should be kept locked

if they hold confidential information of any kind, and personal information is always
considered confidential;

– methods of disposal paper documents should be shredded and cd-roms should be
physically destroyed when they are no longer required; and

– equipment data users should ensure that individual monitors do not show confidential
information to passers by and that they log off from their pc when it is left unattended.

Dealing with subject access requests
A formal request from a data subject for information we hold about them must be made 
in writing. Employees who receive a written request should forward it to our managing
director.

When receiving telephone enquiries, employees should be careful about disclosing any
personal information held on our systems. In particular they should:
– check the caller’s identity to make sure that information is only given to a person who is

entitled to it;
– suggest that the caller put their request in writing where the employee is not sure about

the caller’s identity and where their identity cannot be checked; and
– refer to the head teacher for assistance in difficult situations – employees should not be

bullied into disclosing personal information.

Appendix a – pupil privacy notice
Who processes personal data relating to pupils and their families and carers
Woodcroft School Limited (‘School’ or ‘we’ or ‘us’) is the data controller of all personal
information relating to pupils and their families and carers, which at any time is provided 
to us (‘personal data’). This means the School determines the purpose(s) for which personal
data is processed, and the manner of such processing.

In some cases, personal data will be outsourced to a third party processor. However, this
will only occur with your consent or if the law requires the School to share such personal
data. Where the School outsources personal data to a third party processor, the same data
protection standards that the School upholds will be imposed on the third party processor.

Trish Stokes, the School’s office manager, is also the School’s data protection officer
(‘dpo’). The dpo’s role is to oversee and monitor the School’s data protection procedures,
and to ensure they are compliant with the General Data Protection Regulations (‘gdpr’).
The dpo can be contacted on 020 8508 1369 or at trish@woodcroftschool.net

Categories of personal data the School collects, processes, holds and shares
These categories include:
– personal information (such as name, sex, age, address);
– characteristics (such as ethnicity, language spoken, nationality, country of birth);
– attendance information (such as sessions attended, number of absences and reasons for

absences);
– assessment information (such as levels attained);
– medical information (such as accidents, medical conditions, allergies and medication);
– special educational needs information (such as an Education, Health and Care Plan);
– record of behavioural incidents (such as details of incidents and interventions used); and
– safeguarding information (such as records of safeguarding concerns and minutes of multi

professional meetings).

6of 10



Why the School collects, uses and processes the personal data
The School collects, uses and processes the personal data to:
– support pupil learning;
– monitor and report on pupil progress;
– provide appropriate pastoral care;
– assess the quality of our services;
– comply with the law regarding data sharing; and
– safeguard pupils.

The lawful basis on which the School collects, uses and processes the personal data
The School holds the legal right to collect, use and process the personal data. The School
may also receive personal information relating to pupils and their families and carers from
any previous schools the pupil may have attended, the relevant local authority and/or the
Department for Education (‘dfe’). 

The School collects, uses and processes the personal data in order to meet legal
requirements and legitimate interests set out in the gdpr and uk law, including those 
in relation to: Article 6 and Article 9 of the gdpr; Education Act 1996; and Regulation 5
of The Education (Information About Individual Pupils) (England) Regulations 2013.

Collecting the personal data
Whilst the majority of the personal data you provide to us is mandatory, some of it is
provided to us on a voluntary basis. In order to comply with the gdpr, the School will
inform you as to whether you are required, or if you have a choice in providing us with
certain personal data.

Storing the personal data
The School holds the personal data for thirty years from the pupil’s date of birth.

Who the School shares the personal data with
The School shares personal data with: any school the pupil may attend after leaving us; 
the relevant local authority; the dfe; and the nhs.

Why the School shares personal data
The School does not share the personal data with anyone without consent or unless the law
or our policies allow us to do so.

The School shares the personal data with the dfe on a statutory basis. This sharing
underpins school funding and educational attainment policy and monitoring.

Personal data collection requirements
To find out more about the data collection requirements placed on us by the dfe, 
e.g. via the school census, go to 
https://www.gov.uk/education/data-collection-and-censuses-for-schools

The National Pupil Database
The National Pupil Database (‘npd’) is owned and managed by the dfe and contains
personal data relating to pupils in schools in England. It provides invaluable evidence on
educational performance to inform independent research, as well as studies commissioned
by the dfe. It is held in electronic format for statistical purposes. This personal data is
securely collected from a range of sources, including schools, relevant local authorities 
and awarding bodies. 

The School is required by law to provide certain personal information relating to our
pupils and their families and carers to the dfe as part of statutory data collections, such as the
school census and early years’ census. Some of this personal data is then stored in the npd.
The law that allows this is the Education (Information About Individual Pupils) (England)
Regulations 2013.
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The dfe may share personal information about our pupils and their families and carers
from the npd with third parties who promote the education or well-being of children in
England by: conducting research or analysis; producing statistics; and providing
information, advice or guidance.

The dfe has robust processes in place to ensure that the confidentiality of the personal
data the School shares is maintained, and there are stringent controls in place regarding
access and use of such data. Decisions on whether dfe releases personal data to third parties
are subject to a strict approval process and based on a detailed assessment of: who is
requesting the data; the purpose for which it is required; the level and sensitivity of data
requested; and the arrangements in place to securely store and handle the data.

To be granted access to personal data, organisations must comply with strict terms and
conditions covering the confidentiality and handling of such data, security arrangements
and retention and use of the data.

For more information about the dfe’s personal data sharing process, please visit
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data

To contact the dfe, please visit https://www.gov.uk/contact-dfe

Requesting access to your personal data
Under data protection legislation, pupils and their families and carers have the right to
request access to personal data that the School holds. To make a request for such personal
data, or to be given access to your child’s educational records, contact the dpo.

You also have the right to:
– object to personal data processing that is likely to cause, or is causing damage or distress;
– prevent processing for the purpose of direct marketing;
– object to decisions being taken by automated means;
– in certain circumstances, have inaccurate personal data rectified, blocked, erased or

destroyed; and
– claim compensation for damages caused by a breach of the gdpr or other relevant

regulations or laws.
If you have a concern about the way the School is collecting or using your personal data, 
we request that you raise your concern with us in the first instance. Alternatively, you can
contact the Information Commissioner’s Office.

Contact
If you would like to discuss anything in this Privacy Notice, please contact the dpo.

Appendix b – staff privacy notice
Who processes personal data relating to staff
Woodcroft School Limited (‘School’ or ‘we’ or ‘us’) is the data controller of all personal
information relating to staff, which at any time is provided to us (‘personal data’). This
means the School determines the purpose(s) for which personal data is processed, and the
manner of such processing.

In some cases, personal data will be outsourced to a third party processor. However, this
will only occur with your consent or if the law requires the School to share such personal
data. Where the School outsources personal data to a third party processor, the same data
protection standards that the School upholds will be imposed on the third party processor.

Trish Stokes, the School’s office manager, is also the School’s data protection officer
(‘dpo’). The dpo’s role is to oversee and monitor the School’s data protection procedures,
and to ensure they are compliant with the General Data Protection Regulations (‘gdpr’).
The dpo can be contacted on 020 8508 1369 or at trish@woodcroftschool.net
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Categories of personal data the School collects, processes, holds and shares
These categories include:
– personal information (such as name, teacher number, national insurance number);
– characteristics (such as gender, age, ethnic group);
– contract information (such as start dates, hours worked, post, roles, salary information);
– work absence information (such as number of absences and reasons for absences);
– qualifications and training courses attended;
– medical information (such as occupational health);
– bank details (for payroll purposes); and
– staff management information (such as records of performance management and

disciplinary proceedings).

Why the School collects, uses and processes the personal data
The School collects, uses and processes the personal data to:
– perform its obligations under your contract of employment;
– safeguard children;
– effectively operate the running of the School;
– enable the development of a comprehensive picture of the workforce and how it is

deployed;
– inform the development of recruitment and retention policies; and
– enable individuals to be paid.

The lawful basis on which the School collects, uses and processes the personal data
The School holds the legal right to collect, use and process the personal data. The School
may also receive personal information relating to staff from their previous employers,
occupational health advisors and the dbs service. 

The School collects, uses and processes the personal data in order to meet legal
requirements and legitimate interests set out in the gdpr and uk law, including those in
relation to: Article 6 and Article 9 of the gdpr; and Education Act 1996.

Collecting the personal data
Whilst the majority of the personal data you provide to us is mandatory, some of it is
provided to us on a voluntary basis. In order to comply with the gdpr, the School will
inform you as to whether you are required, or if you have a choice in providing us with
certain personal data.

Storing the personal data
The School holds the personal data for six years from the termination of your employment
or engagement at the School. Certain payroll information is held indefinitely for hmrc

purposes. The School uses rm Integris to store personal data. Access is restricted 
to authorised personnel only.

Who the School shares the personal data with
The School shares the information required by law with the Department for Education
(‘dfe’) and hmrc.

Why the School shares personal data
The School does not share information about the workforce with anyone without consent
unless the law or our policies allow us to do so.

The School shares personal data with the dfe on a statutory basis. This data sharing
underpins workforce policy monitoring, evaluation, and links to school funding
/expenditure and the assessment educational attainment.
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Personal data collection requirements
The dfe collects and processes personal data relating to those employed by schools
(including Multi Academy Trusts) and local authorities that work in state funded schools
(including all maintained schools, all academies and free schools and all special schools
including Pupil Referral Units and Alternative Provision). All state funded schools are
required to make a census submission because it is a statutory return under sections 113 and
114 of the Education Act 2005.

To find out more about the personal data collection requirements placed on us by the
dfe, including the personal data that we share with them, go to
https://www.gov.uk/education/data-collection-and-censuses-for-schools

The dfe may share information about school employees with third parties who promote
the education or well-being of children or the effective deployment of school staff in
England by: conducting research or analysis; producing statistics; and providing
information, advice or guidance.

The dfe has robust processes in place to ensure that the confidentiality of the personal
data the School shares is maintained, and there are stringent controls in place regarding
access and use of such data. Decisions on whether dfe releases personal data to third parties
are subject to a strict approval process and based on a detailed assessment of: who is
requesting the data; the purpose for which it is required; the level and sensitivity of data
requested; and the arrangements in place to securely store and handle the data.

To be granted access to personal data, organisations must comply with strict terms and
conditions covering the confidentiality and handling of such data, security arrangements
and retention and use of the data.

For more information about the dfe’s data sharing process, please visit
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 

To contact the dfe, please visit https://www.gov.uk/contact-dfe

Requesting access to your personal data
Under data protection legislation, you have the right to request access to personal data that
the School holds. To make a request for such personal data, contact the dpo.

You also have the right to:
– object to personal data processing that is likely to cause, or is causing damage or distress;
– prevent processing for the purpose of direct marketing;
– object to decisions being taken by automated means;
– in certain circumstances, have inaccurate personal data rectified, blocked, erased or

destroyed; and
– claim compensation for damages caused by a breach of the gdpr or other relevant

regulations or laws.
If you have a concern about the way the School is collecting or using your personal data, 
we request that you raise your concern with us in the first instance. Alternatively, you can
contact the Information Commissioner’s Office at https://ico.org.uk/concerns/

Contact
If you would like to discuss anything in this Privacy Notice, please contact the dpo.
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School security Woodcroft School general policy 16.11.22

This policy aims to fulfil the school’s duty of care by providing a safe and secure
environment for all members of the school community, and to reduce the likelihood 
of damage to or theft of school property. The policy aims to achieve this by heightening
awareness of security across the school and setting out practical guidelines.

The premises
The pm caretaker is responsible for maintaining the perimeter fences, gates, lighting, alarms
and other aspects of the physical security of the premises. 

Perimeter security
The school and its garden is enclosed by fencing, with three gates opening onto Whitakers
Way. Two of these with direct access to Whitakers Way have electronic locks which must be
active and locked at all times. Unlocking is by keypad or buzzer entry system. The third gate
near the staff room is accessed via a secondary electronically locked gate opening onto the
terrace area, which is also to be active and locked at all times. The gate code is only given to
Woodcroft employees and is changed at regular intervals. The main entrance and staff room
entrance gates are visible from the school office.

Standard lighting covers all external areas.

Terrace area
The terrace (pupil play area) is bounded by fences and gates. These gates are to be kept
bolted or electronically locked whenever pupils are using the terrace. A nominated person is
responsible for the security of pupils during these times. Visitors are admitted by office staff
only.

Internal security
The school’s keyholders are the caretakers, head teacher, finance manager and directors.

Fire alarms protect the school buildings when areas are not in use. The systems are
maintained and inspected termly by the duty caretakers, who is also responsible for
responding to call-outs.

Extra door handles which are out of the reach of children are installed to prevent pupils
leaving buildings or moving around from one classroom to another unnoticed. It is essential
that these doors are kept closed when pupils are on the premises.

Security management
The head teacher is responsible for the overall management of security issues at the school.
The head teacher will nominate a deputising member of the management team in their
absence who will take on security management along with their other deputising tasks.
Each member of staff must be aware of the need for strict security at all times, and work with
the staff team as a whole to ensure the safety of both persons and property.

Visitors
Visitors must be directed to report to the office, where they will sign into the day-book 
and be issued with a Woodcroft identification badge which must be worn whilst on the
premises. Visitors must be accompanied at all times by a member of staff and must return 
to the office to sign out on leaving.

Staff must challenge any stranger they meet on the premises who is not wearing a
Woodcroft badge or who is unaccompanied by a member of staff. The office must be
consulted and the person identified before being allowed to continue their visit.
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Communication
The school has a telephone system which links all areas, giving quick access to assistance 
or information to all staff. 

Panic alarms are installed in the main teaching and therapy areas which are linked 
to alerts in the main office area. The head teacher, nominated deputy or office staff will
respond to panic alarms immediately, following guidelines displayed in the school offices.

Risk assessments
Regular risk assessments carried out under the school Health and safety policy take into
account security issues such as the personal safety of those working in unusual conditions:
alone; carrying money; out of school hours; dealing with parents and members of the
public; and carrying out home visits. Fire risk assessments identify potential targets for arson
attacks. 

Home visits
A teacher or therapist always carries out home visits with additional staff accompanying the
teacher or therapist if necessary. All home visits must be planned in consultation with the
head teacher and full details recorded in the school diary in advance. Afterwards, each visit 
is documented and copies are kept in the relevant files. For some home visits it may be
appropriate for staff to visit in pairs.

Off-site visits
Risk assessments including security precautions are also carried out prior to off-site visits.
(See Off-site policy)

Training
Organising staff induction and training in security issues is the responsibility of the head
teacher, following identification of need through the health and safety risk assessment
process.

Emergencies
Emergency procedures for evacuation of the premises are implemented by the office
manager or nominated deputy in consultation with the head teacher. Directions for
emergency procedures are displayed in teaching areas and the school office. 

Further information about fire precautions, administration of medicine, and dealing
with violence are available from the head teacher.
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Student and volunteer 
Woodcroft School general policy 16.11.22

Students and work experience applicants are a valuable resource to Woodcroft. They
potentially bring a fresh outlook, enthusiasm and new ideas to our work. Woodcroft’s pupils
often enjoy the company of new people and adapt surprisingly well to the regular influx 
of visiting students. Woodcroft also sees the value in extending the knowledge of working
with its very special clientele in the two way process that occurs when students are here. 
A placement at Woodcroft gives students valuable experience in a very specialised setting,
and can also contribute to the future recruitment of staff, as well as generally highlighting
the role the school has within the community. It is the policy of the school that no student,
work experience applicant or volunteer is left in sole supervision of a pupil or pupils.

The Non-employed adults procedure must be followed for all those aged over 16, with some
exemptions in certain circumstances for 16 ≤ 18 year old students as set out below.

Students and work experience applicants
Students come from a variety of sending organisations for varying lengths of time and with
different aims. And they come from other schools as part of an organised work experience
scheme, or by arrangement with their school as part of a community awareness scheme. 
A number of universities, colleges and therapy training establishments may send students 
to observe teachers, therapists or other specialist staff. On occasion people attend Woodcroft
on an informal basis, but are not actually attached to a sending organisation. In these cases,
special arrangements will be made following a risk assessment and discussion with the head
teacher.

Pre-placement visit and interview
Tutors and teachers from sending organisations are encouraged to visit Woodcroft, and
should make at least one visit during the student’s placement. They are informed of any
changes to policy or provision.

Due to the nature of the work carried out at Woodcroft and the very special needs of
many of its pupils, it is essential that students are well prepared for their placements. This
necessitates a pre-visit and interview before starting. A brief tour of the school is given 
and students may be introduced to relevant staff. This pre-visit provides an opportunity 
for students to meet staff and pupils on an informal basis and helps our pupils anticipate
changes to the class team. In addition, any questions or concerns can be addressed including
students’ special strengths or interests and particular course requirements.

On application or at the pre-visit students receive a student information sheet, 
a handbook and a school brochure.

Students are encouraged to:
– use their initiative;
– participate fully in a variety of curriculum activities;
– ask questions; and
– advise the staff development manager of specific requirements for their course.

Student supervision
Students may be allocated an on-site mentor or supervisor, in addition to being supervised 
by the staff development manager. If the student has any concerns, for example about the
way they are coping in particular situations, they should be addressed as soon as possible to
the staff development manager, the head teacher or their college tutor.
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Any questions relating to a specific pupil should be handled with discretion and asked
out of earshot of any of the pupils.

Students must be made aware of and follow the Safeguarding children policy.

Confidentiality
Confidentiality should be observed at all times and students must be advised not to discuss
any school business or use the pupils’ names out of Woodcroft’s surroundings. Paperwork
required by their course provider, such as observations, case studies and project work 
must have all pupil details pseudonymised. Photographs of pupils can only be used with 
the express, written permission of the head teacher and the pupil’s parents. The taking 
of photographs of school buildings or of activities on or off school premises must also be
agreed in advance by the head teacher.

Student / work experience procedures
There are two different procedures to follow depending on the age of the student or work
experience applicant on commencing their placement at Woodcroft. The following forms
and checks will be administered by the staff development manager. Please check with the
staff administrator for the current Recruitment, selection and disclosure policy.

School or college students working up to ks5 

These students will be required to fill out Student placement application form A. In addition the
student’s parent and school tutor will be required to fill out the relevant sections on form a,
which will take the place of references. 

It is recommended that a pre-visit be undertaken. In the event that this is not possible, 
the first hour of a placement will be used for an informal interview and basic induction. 

On or before their first day at Woodcroft, the applicant must provide one piece of 
photo id (passport, photocard driving licence or valid id card). If this is not possible a photo
emailed from the sending school or college will suffice.

All other college or university students / work placements over 16 years
These applicants will require an enhanced dbs. The checks should be obtained via the
applicant’s sending organisation, following the guidelines set out by the dfe entitled 
Keeping Children Safe In Education. A representative of the sending organisation will be
required to fill out and sign Student / work placement checks form C to confirm the checks 
were done in accordance with the guidelines. In addition the applicant will be required 
to fill out Student / work placement application form B.

It is recommended that a pre-visit be undertaken. This will include an informal meeting
and basic induction. 

On or before their first day at Woodcroft, the applicant must provide one piece of photo
id (passport, photocard driving licence or valid id card) and original proof of current
address which is less than three months old.

Non-employed adults
A non-employed adult is defined as someone over the age of 16 who does not have an
employment contract with Woodcroft School Limited. If any non-employed adult in
school is not covered by the categories in our Recruitment, selection and disclosure policy or
Student and volunteer policy, then the head teacher or nominated deputy must carry out a risk
assessment based on the definitions below before the person is allowed to remain on the
premises. 

The risk assessment will vary depending on the type of work or contact with the school
or its pupils. For the purposes of this policy, a regulated activity is paid or voluntary activity
either on the Woodcroft School site, or with Woodcroft pupils at some other location, 
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that is frequent (once a week or more), intensive (four or more days in any 30 day period) 
or overnight (between 2am and 6am).

Those carrying out regulated activity must be placed on the school’s Single central record.
It is the school’s policy that non-employed adults should not carry out a regulated activity
involving direct contact with pupils unless two references and an enhanced dbs or a
Safeguarding assurance agreement have been obtained. �

Examples of those carrying out regulated activity may include: agency supply staff,
students, work placements, contractors working regularly or on longer projects, self-
employed or subcontracted technicians, gardeners or cleaners, volunteers, parents of
Woodcroft pupils providing regular care, professionals doing ongoing observations of
pupils, etc. 

Examples of those carrying out unregulated activity may include: visitors, such as
caseworkers or parents attending meetings; a delivery person making a one off delivery;
contractors doing irregular or short term work; persons being shown around the school;
interviewees; parents of Woodcroft pupils accompanying�a school trip; etc.

Parent volunteers
In the case of parent volunteers assisting with a school trip on a one-off basis a dbs disclosure
will not be necessary on the understanding that they are under the supervision of school
staff at all times and a risk assessment has been completed.

Conclusion
All staff, students, applicants and volunteers working at Woodcroft are expected to be
flexible (within a given framework), to demonstrate a mature and calm attitude and to 
work as part of a team. 

Confidentiality should be observed at all times by all those working at Woodcroft, with
particular care being taken not to discuss school business outside of the school premises.
Permission to use any form of pupil information, including photographs must be sought
from both the head teacher and pupil’s parents.

Woodcroft School’s policies and procedures apply to all those working with the pupils 
in any capacity and it is the student’s, applicant’s or volunteer’s responsibility to ensure 
they have taken advantage of the information to which they should have been directed. 
Any questions should be addressed to the staff development manager or head teacher.

Note
– To comply with our Fire evacuation procedures all students, applicants and volunteers must report 

to the office for registration purposes on arrival to and departure from the premises on each day of
attendance.

3of 3



Vehicle safety Woodcroft School general policy 05.10.22

The school operates a number of vehicles under an Operator’s Licence. It is the
responsibility of both the operator (the school) and individual drivers, to ensure 
that vehicles used under the licence are in a roadworthy condition. It is an offence to use 
an unroadworthy vehicle on the road. 

The school has a maintenance schedule which includes full safety inspections at an
appropriate garage approximately every ten weeks, plus daily and weekly vehicle checks 
by the duty caretakers. Walkround checks are also carried out by the drivers. Details of these
inspections and the schedule are available from the finance manager, who is the school’s
nominated transport manager.

Much of the following information is taken from the dvse booklet Guide to Maintaining
Roadworthiness. The booklet is available from the finance manager.

Regular scheduled safety inspections
The finance manager is responsible for ensuring that regular safety inspections are carried
out according to the school’s Vehicle safety inspection chart, which is kept in the caretakers
garage. Arrangements for carrying out the inspections are delegated to the duty caretakers. 
A maintenance agreement with an appropriate garage requires maintenance records which
are kept for 15 months.

The finance manager is responsible for deciding whether a vehicle can be allowed back
into service following repairs highlighted by scheduled ten weekly check. 

The head teacher is responsible for deciding whether a vehicle can be allowed back into
service following repairs highlighted by the daily and weekly checks.

Daily and drivers walkround checks
The Daily vehicle check form is completed by the duty caretakers each day. Spare forms are
available from the finance manager. It is each driver’s responsibility to perform an additional
visual daily walkround check every time before a vehicle is used. This may mean more than
one check in a working day.

If drivers employed by the school are using hired vehicles to carry passengers for the
school, the same responsibilities for ensuring roadworthiness and performing checks apply.
The duty caretakers are able to give guidance or assistance on the checks if needed.

Defect reporting
The Daily vehicle check form is also to be used for reporting defects discovered during 
daily walkround checks or when the vehicle is being used. If defects are found, then the
completed form should be given to the head teacher or nominated deputy immediately,
who will decide on the action to be taken. If defects causing concern about safety are 
found when on a journey, drivers should contact the head teacher or nominated deputy 
by telephone to decide how to proceed. 

Daily and weekly check forms, including forms with ‘nil’ defects, should be handed 
in by the caretakers at the end of the day or the next morning to the finance manager. 
The finance manager is responsible for keeping defect reports and details of remedial action.

Monitoring
The directors of Woodcroft School are responsible for monitoring the efficiency of vehicle
maintenance and safety inspections. 
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The finance manager will administer the vehicle maintenance records and will monitor
the record keeping weekly, reporting to the directors termly or when issues arise. The
record keeping includes daily, weekly and ten-weekly safety inspection forms; copies of staff
driving licences and responsibility acceptance letters; insurance documents; mots; vehicle
registration documents; and operators licence details.

Notes for drivers
Driver training
The finance manager will provide training for drivers in daily walk around checks,
breakdown and accident procedures and general vehicle safety.

Seat belts
It is each driver’s responsibility to ensure all passengers are wearing seat belts before
beginning a journey.

Legal compliance
Police will prosecute drivers for:
– dangerous, careless or inconsiderate driving;
– failure to comply with specified traffic signs or directions of a police officer on traffic

duty; and
– speeding or leaving a vehicle in a dangerous position.

Changes to drivers licenses and/or medical conditions
Drivers must immediately inform the head teacher or nominated deputy of any
endorsement/s on their license, medication that states it would affect their driving and any
notification from their doctor regarding their ability to drive. In the above situations drivers
must not drive the school vehicles.

Driver vision
Drivers must ensure that they wear any corrective or assistive glasses or lenses that they may
require when driving. 

2of 2


