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Dear new staff member, student or volunteer,
welcome to Woodcroft School. As a member of our staff team we hope you enjoy a long career with us
and are challenged, developed and most of all happy in your work.

Woodcroft School aims to provide a quality educational service tailored to meet the unique and
sometimes complex needs of each individual pupil at the school. The positive ethos of the school is
the hallmark of its excellence. Whatever our job is in the school we all have a responsibility to ensure
that this ethos will be maintained.

The directors and the senior management of Woodcroft School are committed to helping all staff
to enjoy the rewards of a successful job in the school. We hope that we have your commitment so that
you can play your part.

You can continue now by reading through your Staff Handbook and familiarizing yourself with
the school Policy Document.

With best wishes for your career at Woodcroft School.

Claire Moore, head teacher

Introduction

This handbook contains information for your guidance and is to be read in conjunction
with the school’s Policy document. A printed version of the Policy document is in the school
office. It is also available online on the school website at
www.woodcroftschool.net/policydocument. Employees agree to be bound by the
provisions of this handbook and must refer to their line manager and/or a copy of the
school’s Policy document on issues of school policy not covered by this handbook. Staft are
therefore required to familiarise themselves with the contents of this handbook and the
school Policy document.

You will probably have many questions and these two documents are designed to answer
some of them. Please feel free to ask for help at any time.

‘Parents’ has been used to refer to both parents and carers throughout this handbook,
as this enables the handbook to be read more easily.

There is a glossary of words and phrases at the end of this booklet.

Please note that this handbook does not form part of your contract and we may amend
it at any time.

In addition to the information provided in this handbook, we have access to a wide range
of courses through The National College (TNc). The details for logging in to TNC will be
explained to you during your induction, and you will be alerted to training we require or
recommend.



Woodcroft School

‘Woodcroft School, Whitakers Way, Loughton, Essex 1610 15Q
Telephone: 0208508 1369

Email: mail@woodcroftschool.net

Website: www.woodcroftschool.net

Head teacher
Claire Moore

Woodcroft School is an independent special school which opened in 1963. The school

is on the Department for Education (DfE) approved list as being suitable for the admission
of pupils for whom Education Health and Care Plans are maintained or are being prepared.
Schooling is provided for pupils from the ages of 5 to 11 who may have severe or complex
learning difficulties, with many of our pupils having autism diagnoses. The school is
accredited by the National Autistic Society.

The school’s classes are grouped according to the pupils’needs. Each class of up to
eight pupils has a class teacher, a senior teacher’s assistant (senior TA) and support staft.

All pupils have access to therapists or other specialist staft members in either group or
individual sessions.

The catchment area of the school is wide and includes Essex, Hertfordshire and the
north east London boroughs. Pupils live within an hours drive and are brought to the school
by minibus or taxi, organised by their placing authority or Woodcroft. All pupils are funded
by their own local authorities (LAs).

Please read the school brochure or website if you have not already done so.

Philosophy

Woodcroft School aims to put the needs of'its pupils first. Our approach is child-centred,
providing the flexibility to adapt to pupils’ needs and integrate with local authority
provision. Our staff team aims to offer a safe and supportive environment within which
pupils can develop their full potential and live healthy, satisfying and independent lives
within society.

We believe that children should be treated with dignity and respect,and are committed
to equality of opportunity and to raising pupils’self-esteem by treating them in a positive
way. We acknowledge that some children have very special difficulties but believe that
acceptance, understanding and intensive periods of positive intervention can effect change.

Aims

Woodcroft School aims:

— To maintain a positive school culture where pupils are motivated and challenged by high
expectations and success is consistently celebrated.

— To support partner agencies 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.

The board of directors

A company, Woodcroft School Limited, is the school’s proprietor and the legal employer
of Woodcroft School staft. On behalf of the company the directors carry out a wide range
of duties.



The directors run the company, provide support for the head teacher and staft and put
in place the financial and contractual framework for the school’s activities. They monitor
standards,and with the head teacher, are responsible for defining long-term strategy.

The directors are closely involved with the day-to-day management of the school.
They are represented each week on the management team by the managing director and
meet regularly with the head teacher, senior management and administrative staft.

The directors call on a number of advisers. These include an educational advisory panel
and specialist advisors on education strategy, employment law, finance, safeguarding and
health and safety.

Directors
Ben Edwards (finance director)
Daniel Edwards (managing director)

The staff team

‘Woodcroft School has a friendly, family atmosphere. There are about 70 staft from a variety
of working backgrounds and environments. There is a wealth of experience and a broad
skills base available to assist new members of staff and to offer on-going support to us all.
We believe that all staff have an equally valuable contribution to make whilst they may
do different jobs. The staff team is important; we all need to be aware of our responsibilities
to our colleagues and of the need not to place extra burdens upon them.
Working with pupils with special needs, in particular those on the autistic spectrum,
is difficult and challenging. We may have times when we feel demoralised, confused or
exhausted and this is when we need the support of Woodcroft’s staff team. Don'’t try to go
it alone;use and value that team support.
Learning on the job is augmented with support from other sources, such as:
— Training in-house, including external training providers and The National College.
— Performance review which will be undertaken by your line manager providing an opportunity
to highlight your progress and discuss professional development.
— Reading which is an essential tool for increasing knowledge. You can do your own research or ask
a member of the senior management, teaching or therapy teams for recommendations.



General information

Induction period for new staff

A contract will normally be given to new staff within six weeks of their starting at
Woodcroft. A specific probationary period may be stated in your contract.

A new employee should be allocated a mentor during their first term. The mentor
will meet with them on their first day and be available during this term to support and
advise. In most cases, and unless otherwise specified, this will be the staft development
manager.

An induction programme is implemented for each new member of staft, as well as
meeting with the designated safeguarding lead (DsL) — the head teacher, or their deputy
(pDsL) for safeguarding training. During the induction period the mentor will ensure the
new member of staff receives training in all the areas identified in the programme and that
job specific information is disseminated. This training will be provided by the mentor and
other identified staft.

New staft who have received DBs clearance are given the codes to the external gates and
some internal doors. These codes are for Woodcroft staff only and should not be given to
anyone else, including Woodcroft pupils. Please ensure you always use your hand to cover
the key pad when entering a code.

Working calendar and hours

The schoolis open to staff on week days from 7.30am — 5.30pm during term-time.

The school operates for a total of 37 weeks per academic year, which is divided into three
terms. There are five inset (staff training) days each year. These are part of the working
week and there are no pupils on-site. Some staft are contracted to work outside these hours,
such as care taking and transport staft.

Times and places

The class timetable is planned by the class teacher, within the recommended whole school
framework. This is passed to the academic administrator. It is stored electronically and up to
date copies are held in the class file, online in the multi-disciplinary team file and provided
for the head teacher.

Everyone is responsible for ensuring that they are on duty promptly and in the right
place. If you are unable to cover your duty for any reason it is your responsibility to notify
the school office as soon as possible. For unplanned absence, this is done by phoning the
school in person, or leaving an answerphone message if out of school hours. Planned
absence should be requested via the appropriate Leave of Absence form submitted for approval
by the head teacher. These can be obtained from the school office.

Full time staff should arrive between 8.25 and 8.30am depending on whether you
need to attend training. (You will be notified when there is an early start for a meeting
or training.) Some staff like to arrive a little earlier to enjoy a coffee with colleagues before
the day begins. Part time staff should arrive at the time specified in their contract, or as
agreed with the head teacher, where flexibility may be required to staft an event or activity.

Pupils arrive from 8.50am and assemble in their classes for welcome and registration.
Classroom staffare required to escort pupils from the main school gate to their classrooms
atarrival and departure times if needed.

The time before the pupils arrive and after they leave is not free time but directed time.
Please see your line manager and the bulletin and notice boards for training and meetings
scheduled. There is a whole school staft briefing on Monday and Friday mornings at
8.40am in the playground, start times for this meeting may vary. If, for any reason, there
is no meeting, then this time should be used for preparation.



Pupils play time takes place on the terrace or in the garden (referred to as terrace time
or outdoor play) and follows a rota which is displayed in each classroom. Supervision of
pupils on the terrace is an important aspect of the job. If the weather is bad then pupils are
supervised indoors.

Pupils lunch time begins at 12.00pm and is served in their classrooms. Staff are expected
to undertake lunch time supervision as necessary.

Most pupils leave from 2. sopm onwards and are collected by minibus, taxi or
Woodcroft transport. The teaching day ends at 3.30pm, when teachers and therapists have
allocated non-contact time and some classroom staft are permitted to leave, unless they are
committed to a meeting or to training. In-house training is part of directed time and you
should familiarise yourself with the training schedule or look out for training alerts via the
school’s training email system/bulletins.

Breaks, lunch times and after school activities

Breaks will be arranged via the class timetable to allow for a sufficient number of staft to
be on duty at all times. As a result lunch breaks may be split.

If classroom staff are on duty during lunch times they are expected to use this time as
a teaching opportunity. Lunch times are a valuable teaching period for social and self help
skills and pupils may have meal time outcomes, which need to be achieved.

Some staff bring a packed lunch (no nuts please) whilst others order from our school
cook. Organic or fairly traded coffee, tea and milk are provided and a free lunch is available
to all staff on Fridays,and those attending lunchtime meetings throughout the week.

The school offers after school on-site subsidised fitness classes, e.g. Pilates and Yoga,
to all staff, subject to space availability. Please see the relevant members of the senior
management team responsible for staff wellbeing for more details on current classes, events
and membership deals currently available.

Personal mobile phones

Personal mobile phones may only be used in areas where pupils are not present. Staff
must not use their personal mobiles to contact pupils’ parents. The school office, transport
manager and each school bus has a mobile phone for this purpose. Personal phones must
not be used to take photographs or videos of pupils.

Social media

These guidelines are in place to minimise the risks to Woodcroft School through use
of'social media. It deals with the use of all forms of social media, including Facebook,
Google, Instagram, LinkedIn, Threads, Tumblr, Wikipedia, Whisper, X and all other social
networking sites, internet postings and blogs. It applies to the use of social media for business
purposes as well as personal use that may affect Woodcroft School in any way.

Please also refer to Communication with pupils using technology in the Staff/pupil relations
section.

Personal use of social media

Occasional personal use of social media at break times during working hours is permitted,
so long as it does not involve unprofessional or inappropriate content,does not interfere
with your employment responsibilities or productivity and complies with these guidelines.

Prohibited use

You must avoid making any social media communications that could damage our

business interests or reputation, even indirectly. You must not use social media to defame

or disparage us, our pupils, staft or any third party;to harass, bully or unlawfully discriminate
against pupils, staft or third parties; to make false or misleading statements; or to impersonate
colleagues or third parties. You must not express opinions on our behalf via social media,



unless expressly authorised to do so by the head teacher. (You may be required to undergo
training in order to obtain such authorisation.) You must not post comments about sensitive
school or business related topics,such as our performance, or do anything to jeopardise

our trade secrets, confidential information and intellectual property. You must not include
our logos or other trademarks in any social media posting or in your profile on any social
media. You are not permitted to add business contacts made during the course of your
employment to personal social networking accounts. Any misuse of social media should

be reported to the head teacher.

Guidelines for responsible use of social media

You should make it clear in social media postings, or in your personal profile, that you are
speaking on your own behalf. Write in the first person and use a personal email address.

Be respectful to others when making any statement on social media and be aware that you
are personally responsible for all communications which will be published on the internet
for anyone to see. If you disclose your affiliation with us on your profile or in any social
media postings, you must state that your views do not represent those of Woodcroft School
(unless you have been authorised to speak on our behalf as set out in the paragraph above).
You should also ensure that your profile and any content you post are consistent with the
professional image you present to staff, pupils, parents, other professionals and the public.
If'you are uncertain or concerned about the appropriateness of any statement or posting,
refrain from posting it until you have discussed it with the head teacher. If you see social
media content that disparages or reflects poorly on us, you should contact the head teacher.

Breach of these guidelines

Breach of these guidelines may result in disciplinary action up to and including dismissal.
Any member of staff suspected of committing a breach of these guidelines will be required
to co-operate with our investigation, which may involve handing over relevant passwords
and login details. You may be required to remove any social media content that we consider
to constitute a breach of these guidelines. Failure to comply with such a request may in itself
result in disciplinary action.

No smoking

The schoolssite is a no smoking zone and smoking is not permitted in the school vehicles.
Staff are asked to leave the premises if they wish to smoke during their assigned breaks.
Smoking breaks are counted as part of contracted break times. Staff are role models for
Woodcroft pupils and are therefore required not to smoke where pupils can see
them. Pupils use Whitakers Way and Baldwins Hill throughout the day and care must be
taken to ensure that smoking is done out of view of the school and its approaches.

The smoking ban applies to anything that can be smoked and includes, but is not limited
to, cigarettes, electronic cigarettes, pipes (including water pipes), cigars and herbal cigarettes.
Staft who smoke are asked to be extremely watchful with their lighters / matches and
on no account allow pupils access to them. Please be careful with discarded cigarette ends

and other rubbish to minimise the risk of fire and avoid creating litter.

Alcohol and drugs

Staffare expected to arrive at work in a fit state to carry out their role and to perform
their duties safely without any limitations due to the use or after-eftects of alcohol or drugs.
We would ask that staff do not drink alcohol during the normal working day, at lunch-
time or during other official breaks. Drinking alcohol whilst at work without authorisation
or working under the influence of alcohol may be considered as serious misconduct.
Staff should not bring alcohol or drugs onto the school premises. However, sometimes
staff'social events are arranged by senior management and alcohol may be consumed during
these events, when the pupils have left for the day.



Oft-=site trips and activities

Oft-site P.E. activities follow a prescribed pattern, which is usually class based, but sometimes
includes pupils from across the classes for inclusion purposes.

Other non P.E. trips, such as community or educational visits, are decided upon by the
class teacher with the head teacher’s approval. The trips destination is entered into the
school diary, checking the date does not clash with anything else,and risk assessment and
outings forms are completed.

For each activity or trip a list is compiled by the ‘person responsible’ with the names
of participating staft and pupils and a designated ‘person responsible’. Lists are issued on the
day of the activity or trip and all participating staft must check these lists as only the ‘person
responsible’and/or the head teacher can authorise any changes. No trip can take place
unless a risk assessment has been carried out beforehand. Transport arrangements and risk
assessments should be included in planning.

Variation to hours and supply work

Extra hours worked and supply work must only be carried out when commissioned in
advance by the head teacher.In some instances the head teacher may grant time off in lieu
instead of commissioning paid overtime.

On completion of extra hours worked the staft member is responsible for filling out
their individual variation to hours sheet, which is kept in the variation to hours folder in the
head teacher’ office. Each entry must be initialled by the staft member and the head teacher
prior to payment. Sheets must be submitted to the head teacher by the 19th of the month,
or other date as notified.

Payment for extra hours will be made through the school’s payroll at the end of each
month. No payments will be made in cash. Questions concerning salary should be taken
to the finance manager, Pete R eadman.

The school’s Flexible working policy is available on request from the head teacher.

Expenses

If you incur approved expenses on behalf of the school you may claim the money back from
the school office. You should submit a receipt to the school secretary who will complete a
petty cash form. You can only claim reimbursement for expenses which have been approved
by the head teacher, or those given a specific budget responsibility.

A mileage allowance may be payable for approved visits. Further details are available from

the office.

When you are ill

If you are unwell please make sure you follow the procedures in the Sickness absence policy.
When you are unwell telephone the school as soon as possible (preferably before 8am)
and speak to the head teacher or a member of the senior management team (SMT)
personally, even if you have left an earlier message on the answer phone. Considering
the needs of our pupils, it is extremely helpful to know how long you might be away,
so that extra cover can be arranged if necessary. This procedure is in line with our team
approach and emphasises the joint responsibility we have for the welfare of other team
members. Please remain in contact with Woodcroft on each day of absence, when the
return date is not known.
The school is required to keep records of all staff absences, which will be registered
in the school day book and on Arbor. Class teachers will be informed by the head teacher
or the secretary. The absence will also be recorded on the daily notice board.
If you are taken ill at school and need to go home, ensure that the head teacher or smT
member knows immediately. This is to make sure that other arrangements can be made.



Leave of absence

If you require leave of absence please refer to the Staffing arrangements and cover policy and
discuss your requirements with the head teacher when you submit your Leave of absence
form.Staffare expected to personally discuss the matter with the head teacher and adequate
notice must always be given for a request to be considered.

Dress code

We encourage everyone to maintain an appropriate standard of dress and personal
appearance at work. The purpose of this dress code is to establish basic guidelines on
this subject, so that we promote a positive and professional image, take account of health
and safety requirements, respect the needs of our pupils, respect the needs of people from
all cultures and religions, make any adjustments that may be needed because of disability,
and help staft and managers decide what clothing is appropriate to wear to work.
Managers are responsible for ensuring that this code is observed and a common sense
approach is taken to any issues that may arise. Enquiries regarding our dress code (including
whether something is suitable to wear to work) should be made to the head teacher.
Failure to comply with the dress code may result in action under our Disciplinary and
capability policy.

Appearance

‘While working for Woodcroft you represent us to pupils, parents, other professionals and
the public, so it is important that you appear clean and smart at all times. As well as providing
an important role model for pupils, your appearance contributes to our reputation and the
development of the school.

Difterent roles at Woodcroft may have specific clothing requirements, such as work
that raises particular health and safety concerns. It is important that you dress in a manner
appropriate to the needs of our pupils, your particular working environment and the type
of work you do.

You should not wear clothing or jewellery that could present a health and safety risk.
Clothing should not be dirty, frayed or torn and jewellery,such as dangly earrings and large
rings,should not be worn. Please tie up long hair and keep nails short. Clothes should not
carry wording or pictures that might be oftensive or cause damage to our reputation. Please
do not wear crop tops, over-short skirts and shorts, over-long skirts or dresses, see-through
material or clothing that inappropriately exposes areas of the body. Footwear must be safe
and clean and take account of health and safety considerations. Stilettos, open-toed sandals
and flip-flops should not be worn at Woodcroft.

Damage to clothing or personal items
Woodcroft School Ltd. does not accept responsibility for damage to clothing in the work
place, but the procedure to follow if clothing is badly damaged by a pupil is for the staft’
member concerned to show the head teacher the damaged item/s. If the head teacher
considers it appropriate, the staft member will be asked to purchase a replacement and
present the school with a receipt, which will be fully refunded.

We ask you to obtain cover from your own insurers for jewellery, watches, spectacles etc.,
as the school cannot pay for breakages to these types of expensive items.

Religious and cultural dress
You may wear appropriate religious and cultural dress (including clerical collars, head
scarves, skullcaps and turbans) unless it creates a health and safety risk to you or any other
person or otherwise breaches guidance.

Where necessary, the head teacher can give further information and guidance on
cultural and religious dress at Woodcroft. Priority is at all times given to health and safety
requirements and the needs of our pupils.
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Parking I

The school is situated in a heavily residential area and as a result parking is very restricted.
No car should be parked in Whitakers Way, as this road must be kept clear to enable access
to emergency vehicles. Staff cars can park carefully on Baldwins Hill, but with regard to
signage related to parking restrictions and also avoiding the areas immediately opposite
and next to the entrance to Whitakers Way (between numbers 41 and 55 on either side

of the road). Please do not park across driveways, always show consideration to the residents
and be ready to move your car if asked to do so.If you have a disability and require special
parking arrangements, then please speak with office staff. Staft are encouraged to consider
walking, cycling or car sharing where feasible.

Parking is at staffs’ own risk and Woodcroft School Limited is not liable for any loss or
damage to cars. Staffare responsible for compliance with all road traffic laws and regulations
regarding parking and otherwise. Any serious incident should be reported to the police and
the school office notified.

Please ensure the office has a record of your car registration number.

Pensions

The school subscribes to the government auto-enrolment and the teachers’ pension
schemes. Please see the finance manager for more information.

Administration and communication

School office and reception area

This is a key area of the school, being the first point of contact for visitors and also the

main access for pupils in R owan and Oak classes. Therefore the area between the school

secretary’s office and the school administrators’ office must be kept clear. Enquiries made

at the office window should be dealt with as quickly as possible. An appointment should

be made with the appropriate member of staff for matters which require a long discussion.
The visitors book, day book and school diary are all kept in the school secretary’s office.

The meeting room

The meeting room is available to all staft members to use as and when they wish,and can

be used, by arrangement, for non-contact time, study and meetings. In the room there isapc
and a photocopier/printer. A large screen monitor is available for use during meetings or
training sessions.

Registers
Pupil registers are completed electronically twice daily by the school office, and staft
attendance registers are also kept. The transport register is available for use during an
emergency. You should ensure off-site lists are accurate and submitted to the office before
leaving the premises.

Until you are issued with a personal staff badge with photo 1D, please ensure you report
to the school office on arrival and departure and receive a visitors badge.

Notice boards and pigeon holes
There is one staff notice board in the staft room. This is used to display day-to-day and
staff training information, meeting minutes, in-house inset details and memos. If you wish
to display a personal item on the board, then please submit it to the office first. There is
also a memo board outside the office, which displays daily absences, meetings and visitor
information. You must ensure that you check this board daily.

Please leave any mail for teachers, therapists and senior Tas in the relevant staft pigeon-
hole and make sure mail is collected daily.



The weekly bulletin and staff newsletter

The weekly bulletin is produced to inform staff of key events such as meetings, visits, visitors
and staff'and pupils who are oft-site. The accurate production of this information sheet
depends on all staft members efficient use of the diary,leave of absence sheets and the day
book. All staft have a responsibility to read each bulletin and the newsletter which provides
up-to-date information.

Day book

This book is kept in the main office and is a means of keeping a record of important calls,
passing on important messages and recording any health and safety concerns. It is not

for confidential information.

Visitors

Visitors to the school are recorded in the school diary, which is kept in the school office.
Visitors are required to read our safeguarding procedures, must wear a badge and be
accompanied by a designated member of staff at all times. When leaving the premises

the badge must be returned and the visitor signed out. If staft wish to bring their children
into Woodcroft, permission must be sought from the head teacher and the above procedure
followed. Visitors at the gate must only be admitted via the school office following the
procedure above.

Maintenance and 1T jobs

Any defects relating to the school premises or equipment must be recorded in the tasks

hub by the office manager and appropriate action will be taken by the head teacher or
maintenance staff. Defects that represent a serious or immediate danger to health and safety
need to be reported to the head teacher or line manager as well as recorded in the office.
Please note that work cannot be approved unless it has been recorded.

School email and mobile phone

Every member of staff is provided with a school email account. All staff are responsible

for checking their email regularly for updates and new information. Please do not ‘reply all’
to emails sent to the ‘all staff” email list. Some information is shared with staff via text sent
from the school office mobile phone.

Accident/injury books

Each class has their own copy of the accident/injury book, (these are bound in red) which
includes space to cross-reference with any relevant physical intervention report. There is
also a copy in the central office. Any accident or injury, including medical events resulting in
action, must be written up immediately in the relevant book.

Teachers please note: it is required that you sign off your class accident/injury book each day
before returning it to the school office. Please do this whether or not there has been an accident or
injury reported during that day. At the end of the school day any incidents, whether medical
events, accidents or injuries, are written up on the school’s online system, the EVOLVE accident
book, by one of the office staff- This, in turn, is monitored by members of the senior management
team.

Incident and physical intervention recording

Each class has a device to be used solely for recording incidents and physical interventions

to the Arbor database. Please discuss this with your line manager, and ensure that you read
and are familiar with the Behaviour management policy, which contains a physical intervention

appendix.

Meeting minutes

Minutes from relevant meetings will be circulated to staft who it pertains to. It is your
responsibility to read and check those minutes for meetings you either attended, or have
been directed towards.
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Pupil records and reports

Home/school books

Daily reports to parents describing the pupil’s day are an essential part of the home/school
partnership. Where pupils have communication difficulties, it is important that staftare
able to share experiences and successes so that families feel involved in their child’s school
life. Home/school books are written under the supervision of the class teacher.

Statutory annual review

Each pupil has a statutory annual review report and additional pupil progress reports are
also required from time to time. Administration staff and your line manager will advise you
when these are due.

School assessment, recording and reporting

Staff who are responsible for delivering sessions should show records of planning. All
staff'are involved in contributing to the recording of pupils’ progress. The school academic
administrator will give an explanation of the system during teacher’s and therapist’s
induction periods. Each pupil has their own record of achievement.

Staff files
Information on all staff'is held confidentially. Staft have access to their files via the head
teacher. The directors also have access to files for contractual and finance reasons. The staff
files are maintained by the staff administrators.

Staff information is updated annually, but please inform the school office immediately
of any changes, such as address, telephone, car or bank details.

The school is registered under the Data Protection Act and full details, including
information on requesting data, are in the school’s Records management & data protection policy.

Budgets
The budget varies from term to term. Receipts must be handed in weekly, on a Friday,
and marked with the class name and budget code.

The class teacher also has a fixed amount each term to spend on class equipment and
educational visits. No orders can be processed until they have been signed by the head
teacher. The school secretary holds the order book.

Requests for additional funds are submitted in writing to the head teacher with an
accompanying rationale.

Subject budgets are determined by the head teacher and discussed at teachers’ meetings.
They are related to priorities in the school improvement plan.
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Health and safety "

Woodcroft School has a number of policies which relate to health and safety including:
Accident, injury and incident, Behaviour management, Electronic information & communication
systems, Emergency procedures, Health and safety, Medical administration and treatment, Off-site,
Outdoor play, Records management and data protection, Safeguarding children, School security and
Vehicle safety. Please read and familiarise yourself with them all, starting with the Health and
safety policy.

[t is an essential requirement that staff have the health and physical capacity to undertake
the range of activities relevant to their job, as required by The Education (Health Standards)
(England) R egulations 2003 . This includes (but is not limited to) emotional and physical
resilience; the ability to work under stress;a high level of stamina; and the required physical
fitness. Staft should speak with the head teacher if they have any concerns relating to this
requirement, either for themselves, or others.

We strongly advise that you are vaccinated against Tetanus and Hepatitis 5 and you keep
these vaccinations up to date. You can claim the cost of the prescriptions from the school.

If you have any concerns relating to health and safety please take them immediately
to the class teacher or head teacher. The name of the current staff health and safety
representative and other important information is on the Health and safety at work poster
displayed on the wall outside the head teacher’s office. Please talk to the head therapist if
you need further information on medical matters.

Safeguarding children

The Safeguarding children policy is one of the key policies in the school and pupil welfare
is of paramount importance. You must familiarise yourself with the Safeguarding
children policy, which is available in the Policy document on the school website at
www.woodcroftschool.net. A hard copy is kept in the school office. You must also read
the current version of Keeping Children Safe in Education (KCSIE), part 1, which is on
TNC website. The office manager will introduce you to this resource.

Any safeguarding concerns, allegations or other issues regarding safeguarding or
child protection must be taken immediately to the head teacher, who is our designated
safeguarding lead (Dst) for safeguarding children. If the head teacher is oft-site then report
to the deputy (pDSL) — Genni, Trish or Wendy. The managing director is nominated as the
point of contact if there are safeguarding concerns that involve the head teacher.

Do not speak with any other person about the matter until you have spoken with
the DSL or alternative point of contact, as set out above. If there is an immediate risk to the
wellbeing of other pupils, for example a pupil-on-pupil incident, then it will be necessary
to inform the senior member of staff in the classroom or for that activity at that time.

KCSIE states that if there is a risk of immediate serious harm to a child anyone can make
a referral to social care. Whilst this remains the case,we believe that the best people to
make referrals for our pupils is our DSL or their nominated deputy,in accordance with
our Safeguarding children policy.

Behaviour management

Please make sure you have read and understood the Behaviour management policy.

Pupils are not to be physically chastened in any way, no matter what the provocation.
If'you find you are becoming angry, or are losing control of a challenging situation, hand
the pupil over as soon as possible to another member of staft to enact a ‘change of face’.



None the less it is a stated policy that in their management of pupils no IS
member of staff, visiting student, voluntary assistant,intern or any other person
acting in or on behalf of the school 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 each pupil’s individual risk assessment. These assessments
includes known triggers and ‘behaviours’, alongside approved supports and recommended
management strategies. No pupil should be left unsupervised at any time.

Physical intervention may be used on occasions when it is necessary to keep a pupil or
other people from hurting themselves or others, or to move them to a safe place. Woodcroft
uses the Team Teach model. You will be shown how to do this safely in specific training
sessions. You should not restrain or use any physical intervention with any pupil unless you
have had the relevant training. If you are unsure about this talk to your line manager or to
a senior staff member.

Woodcroft uses a behaviour management system for recording and monitoring via the
Arbor database. All staff may be involved in recording aspects of an incident, and all issues
related to behaviour are monitored regularly by the school’s directors, senior management,
and other relevant members of the teaching and wellbeing teams. The use of rewards
and consequences are led by teachers, are discussed with all staft at relevant meetings and
are detailed on the individual pupil’s risk assessment. Training is given in whole school
strategies and supports relevant to our pupil cohort.

The ‘denial’ of access to play time, food or drink is not acceptable as a behavioural
strategy. However, access may need to be oftered late in some circumstances, e.g.if it is
considered unsafe for these to be given at that moment in time and if this approach complies
with agreed strategies outlined in the individual’s pupil risk assessment.

Fire procedures

The premises are protected by an automatic fire and smoke alarm system and Woodcroft

house is further protected with a sprinkler system. If a fire is discovered:

— Setoffa fire alarm and inform the school office. The office will call the fire brigade.

— Follow the fire drill set out below.

— To prevent fires spreading, all windows and internal doors should be shut once pupils
have vacated the building.

— Tackle the fire with available equipment if this can be done without endangering
yourself or other persons.

Fire drill

Fire drills are carried out termly. Please refer to current guidance displayed in each class.

There is a separate fire alarm for Holly class, but the procedure set out below is the same.

— On the ringing of the fire alarm bell (one unbroken and continuous ring) pupils and staft
should go at once to the nearest exit.

— Each staft member takes responsibility for the pupil / pupils in their care at that moment.

— Alist of staft who are responsible for checking each area is empty is issued regularly.

— The main school assembles in the main garden and Holly assembles in the Holly garden,
where the presence of all staff and pupils is confirmed. The head teacher or nominated
deputy will give instructions to staff.

— Return to the building is only permitted once the alarm has been reset and the all-clear
given by the head teacher or nominated deputy.

Emergency lockdown procedure

In the event of an actual or perceived threat, or a critical incident that requires the shutting
down of the premises, the school will follow the Emergency lockdown procedure, which has



been circulated to all staff. In summary, on hearing the lockdown alert:lock doors and lower
blinds;stay low and enact ‘sleepy lions’; hide and remain calm;and await all clear from smt
or police.

Transport

Use of school vehicles

The school has a number of vehicles which are used under the school’s vehicle operators
licence. Only members of staff who are registered with our insurers and have received
drivers responsibility training are permitted to transport pupils. Specific responsibilities
are also set out in the Vehicle safety policy. The vehicles are used regularly so any additional
use must be arranged well in advance, and if this necessitates working extra hours this must
also be approved with the head teacher.

Use of staft cars

Members of staff are not permitted to use their own vehicles to take pupils on school trips
or outings. Emergency use is permitted with the prior agreement of the head teacher or
nominated deputy, e.g. taking a pupil to hospital, providing you have appropriate business
cover on your own personal insurance. Petrol costs incurred are refunded. Use of cars

for your personal travel to meetings is also permitted provided you have the appropriate
business cover on your insurance.

Risk management and reporting

Spillages

‘Where spillages occur, the area must be cordoned oft 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/illness that poses immediate risk to life orlong
term health. It can include:loss of consciousness, an acute confused state, severe chest pain,
breathing difficulties, first seizure / 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.

Reporting

Staff are required to inform the directors, through line managers, of any work situations
which represent a serious and immediate danger to health and safety. In practice this will
include, for example, speaking with your line manager or the head teacher about unsafe
practices and reporting maintenance related risks, such as damage to the fabric of the
school that may cause injury. The day book can be used to record maintenance jobs, after
your line manager or the head teacher has been alerted to the immediate hazard. This will

then be added to the health and safety task list by the office team.

Pupil internet and computer rules

‘Woodcroft has a filtering system in place to help prevent inappropriate material appearing
on school networks. However, such filters are only part of the system and are not infallible.
So,when working with pupils at Woodcroft, it is essential that staff provide a second, manual
filtering process. This is described in the Internet and computer rules in Appendix s, which
must be followed by all staff.
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Code of conduct (Staff behaviour policy)

This code applies to all adults working at Woodcroft School whatever their position, roles
or responsibilities.

All adults working at Woodcroft School need to know the name of those with
delegated safeguarding children responsibilities in school, know and follow relevant child
protection policy and procedures and be familiar with local child protection arrangements.
They have a duty to report any child protection concerns to their designated person for
child protection and anyone who has concerns or is in doubt should refer to the document
What to do if you’re worried a child is being abused and follow that guidance. Copies are available
from the head teacher or managing director.

Woodcroft staff must read, familiarise themselves and keep up to date with the annual
updates to the school’s Safeguarding children policy.

Guidelines on safe working practice

The safeguarding duty of schools

The key documents explaining this duty are: The Education Act,2002;Education
(Independent School Standards) R egulations, 201 4; Working Together to Safeguard
Children, bfg, 202 3;and KCSIE, DfE, 2025.

Underpinning principles

The welfare of the child is paramount (Children Act 1989), therefore staft:

— should understand their responsibilities to safeguard and promote the welfare of children
and young people;

— are responsible for their own actions and behaviour and should avoid any conduct which
would lead any reasonable person to question their motivation and intentions;

— should work,and be seen to work, in an open and transparent way;

— should discuss and/or take advice promptly from the senior designated person about
any incident which may give rise to concern,and records should be made of any such
incident and of decisions made/further actions agreed, in accordance with school policy
for keeping and maintaining records;

— should apply the same professional standards following the school’s Equal opportunities
policy;

— should be aware that breaches of the law and other professional guidelines could result
in criminal or disciplinary action being taken against them;and

— should take allegations against staff to the DSL or bDsL, according to our Safeguarding
children policy.

Duty of care

Staff should understand the responsibilities which are part of their employment or role and
be aware that sanctions will be applied if these provisions are breached. They should always
act,and be seen to act, in the pupil’s best interests, avoid any conduct which would lead any
reasonable person to question their motivation and intentions and take responsibility for
their own actions and behaviour.

Exercise of professional judgement

Where no specific guidance exists, staft should discuss the circumstances that informed
their action, or their proposed action, with a senior colleague. This will help to ensure

that the safest practices are employed and reduce the risk of actions being misinterpreted.
Staft should always discuss any misunderstanding, accidents or threats with a senior manager
and always record discussions and actions taken with their justifications.
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Conduct 18
Conduct at all times must be in keeping with being a role model for pupils. Staff should not
behave in a manner which would lead any reasonable person to question their suitability to
work with children. Language used around the school must be appropriate in terms of tone,
content and audience, taking into account the communication needs of many of the pupils.
Staff should not make sexual remarks to, or about,a pupil; discuss their own sexual
relationships with or in the presence of pupils; discuss a pupil’s sexual relationships in
inappropriate settings or contexts; or make (or encourage others to make) unprofessional
personal comments which scapegoat, demean or humiliate, or might be interpreted as such.

Staft/pupil relations

One to one situations

Staff should avoid meetings with pupils in remote, secluded areas of school and should
ensure there is visual access and/or an open door in one-to-one situations. They should
inform other staff of the meeting beforehand, assessing the need to have them present

or close by. Care should be taken to avoid use of ‘engaged’ or equivalent signs wherever
possible, as such signs may create an opportunity for secrecy or the interpretation of secrecy.
Staff should always report any one-to-one situation where a pupil becomes distressed or
angry to a senior colleague. R egular sessions should be pre-planned and a walkie talkie
used.

Work with pupils outside school

Many Woodcroft pupils, in particular those on the autistic spectrum, find it difficult to

learn about developing and maintaining appropriate personal relationships. To address
these issues Woodcroft aims to reinforce professional boundaries and to discourage the
development of one-to-one relationships. It also needs to be able to provide the support
necessary to implement its Safeguarding children policy in order to protect both pupils and
staff. For the above reasons, Woodcroft staft must not undertake paid, voluntary or any other
kind of work with Woodcroft pupils or their siblings outside school hours. The rule applies
to work commissioned by parents, carers or any other individual or organisation and applies
at weekends and in school holidays, as well as during term time. Staff receiving requests for
such work should contact the head teacher for advice on how to proceed.

Sexual contact

Staff must not pursue sexual relationships with pupils either in or out of school and must
avoid any form of communication with a pupil which could be interpreted as sexually
suggestive or provocative.

Physical contact
Staff should be aware that even well intentioned physical contact may be misconstrued
by a pupil,an observer or by anyone to whom this action is described. Never touch a pupil
in a way which may be considered indecent and always be prepared to explain actions.
Staff should accept that all physical contact be open to scrutiny and should never indulge
in horseplay, tickling or fun fights.

Staff should consider the way in which they offer comfort to a distressed pupil, always
tell a colleague when and how they offered comfort and record situations which may give
rise to concern.

Intimate care

The teaching of personal care skills is essential for the development of pupils independence.
Where possible, pupils should always be encouraged to undertake intimate care tasks

independently. Otherwise personal care should always be undertaken by a member of

staft and not by students, volunteers or interns; and intimate examinations should never

be undertaken by any member of staff, student or volunteer. Staft should never place

themselves in vulnerable situations by being alone with a pupil inappropriately.



Many pupils at Woodcroft need assistance with personal hygiene and every effort
must be made to allow male and female staft to assist pupils of the same sex as themselves.
Staft should always explain to a pupil the reason why contactis necessary and what form
that contact will take. Whilst assisting, staff should not touch private parts, unless absolutely
necessary.

When toileting it is important to respect the pupil’s privacy by closing bathroom doors.
However, pupils must not be left alone or allowed to lock the bathroom door, unless stated
in their risk assessment.

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 between
procedures whether gloves are worn or not. Ensure cuts and abrasions on exposed skin
are covered with waterproof dressings.

Staff must not change in the same place as pupils or shower with pupils. They must avoid
any physical contact with pupils who are in a state of undress and avoid any visually intrusive
behaviour.

Pupil’s soiled clothes must be washed and sent home in a clean condition. Please inform
parents via the home/school diary.

Social contact

If, for any reason, a staff member is expecting to have any social contact with pupils or
parents outside school,approval should be sought from the head teacher. Staft should

seek advice from the head teacher if they have had any social contact with a pupil which
may give rise to concern as well as report and record any situation which they feel might
compromise the school or their own professional standing. Staff should refrain from sending
personal communication to pupils, unless agreed with the head teacher.

Communication with pupils using technology
Technology in this context includes mobile phones, text messaging, emails, digital cameras,
videos, webcams, websites, blogs, social media etc.

In any communication with pupils, staff should only use equipment provided by the
school and follow the guidance in the Conduct section above. Communication should take
place within professional boundaries and any personal subject matter should be avoided.
Staft should not give their personal contact details to pupils (this includes email, home or
mobile telephone numbers) unless the need to do so is agreed with senior management.

Power and positions of trust

Staff should not use their position to gain access to information for their own advantage
and/or a pupil’s or family’s detriment; use their power to intimidate, threaten, coerce or
undermine pupils; or use their status and standing to form or promote relationships with
pupils which are of a sexual nature or which may become so.

Infatuations
Staff should report to a senior colleague any indications (verbal, written or physical) that
suggest a pupil may be infatuated with a member of staff.

Gifts and rewards

Staft should ensure that gifts received or given in situations which may be misconstrued
are declared and should only give gifts to a pupil as part of an agreed reward system.
Where giving gifts other than as above, ensure that these are of insignificant value and
given to all pupils equally.
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Our philosophy and approach to teaching .

The aim of Woodcroft School is to put the needs of the pupils first. We recognise the
importance of seeing the pupil behind the label and we ask stat to acknowledge that pupils
are children first,and with a disability,second.

This part of the handbook gives examples of some of the difficulties our pupils may
face and guidelines for effective teaching approaches and promoting British values. It will
take some time for you to assimilate all this information and it would not be helpful to try
to read it all at once. It will, however, gradually make more sense when you relate it to your
own observations of the pupils.

Autism

Autism is a lifelong condition that manifests itself in a set of symptoms. There are difterences
in these three areas (referenced from Autism Education Trust):

1. Social understanding and communication

2. Sensory processing and integration

3. Flexible thinking, information processing and understanding

Our pupils often have additional needs, such as Attention Deficit Hyperactivity Disorder
(ADHD), sensory processing disorders, anxiety, developmental trauma, Developmental
Coordination Disorder (DcD), which i1s sometimes called dyspraxia, and this makes it more
challenging for them to learn and regulate themselves.

Language and communication

Autistic children process information differently to neurotypical children and so have
difficulties with the comprehension of language (receptive language difficulties), use of
language (expressive language) and the social use of language.

Receptive language (understanding of language)

Our pupils have a wide range of difficulties in understanding language. Some pupil’s
difficulties are clear — they will need support to follow basic instructions, but others will
have more subtle difficulties.

These pupils with subtle difficulties may be able to chat with you and speak in
sentences. However, their relatively good spoken language can mask their challenges
with understanding. They may find it hard to learn new words, or tell you when they have
not understood something. They may have difficulties with ‘working memory’and not
be able to remember long chunks of spoken words. They may also take things literally and
struggle to understand sarcasm or not understand changes in a tone of voice (e.g. we may
say something in a jokey or angry tone of voice and they will not pick up on this).

Their difficulties with understanding spoken language might vary depending on the
environment. If the classroom is noisy then it will be more difficult for them to process what
you are saying.

Receptive language difficulties can cause confusion and possibly behavioural difficulties
as the pupils may not understand what is expected of them.

These pupils need to develop their receptive language skills in order to make sense
of their environment and to relate to other people. A secure daily routine is particularly
important for our pupils so that they can predict their day, reduce anxiety and so maximise
opportunities for learning, developing their language skills and understanding of the world.



Support strategies for receptive language

‘We can support our pupils’language skills using the following visual support strategies:

— Visual timetables for their daily routine,now/next boards or task planners (sequence
of instructions for activities such as cooking or art).

— Communication boards of picture symbols called ‘core boards’ which have basic

everyday vocabulary on them;we also have talkpads (tablets with communication apps).

— Using picture symbols, real objects or photographs to help pupils know what is coming
next or to offer choices.

— Makaton signs and gestures.

— Cue cards e.g. yellow ‘break’ cards which are used by pupils to ask to take a break.

It is essential that we use these visual support strategies consistently, both to support the

pupils’understanding and also to show them strategies they can use to communicate, by

using them ourselves.

These visual support strategies listed above come under the term alternative
/augmentative communication (AAC), which is essentially any form of communication
outside speaking. We all use AAC by texting, writing, gestures,etc. Even road signs are AAC.
‘We can also use these language support strategies:

— Use a pupil’s name to get their attention before speaking to them.

— Give clear,simple instructions.

— Check a pupil’s understanding of vocabulary.

— Show instead of tell how to do a task.

— Break instructions into shorter chunks.

— Allow time for pupils to process what they have heard —sometimes we need to wait
thirty seconds before expecting a response, especially with pupils with co-ordination
difficulties.

— Be aware that pupils sometimes interpret language literally, so may not understand
sarcasm, jokes or inferences.

— Use low arousal environments to avoid overloading pupils’ processing capacities,

e.g. have only one adult speaking at a time to keep distractions to a minimum.

Expressive language (use of language)

Our pupils have a wide range of difficulties in their use of language. Some pupil’s
difficulties are clear — they will need support to express their basic wants and needs,

but others will have more subtle difficulties. They may have difficulties with organising
their thoughts to retell an event with all the relevant information in the right order, or
thinking of a word that they need (that frustrating feeling of ‘it’s on the tip of my tongue’).
Expressive language difficulties can cause frustration and misunderstandings for both staft’
and pupils.

Support strategies for expressive language

The most important strategy is to use all the visual supports listed above for receptive

language. When we use picture symbols, core boards, etc. ourselves, we are giving

the clear message that they are valid forms of communication. As the pupils become

accustomed to them, they may start to use these not just to help their understanding,

but also to communicate by pointing to a symbol or pressing a button on a talkpad.

— Give students time to organise their thoughts and put sentences together.

— Ifapupil says a sentence that has words in the wrong order or misses out words, you can
model back the correct sentence (without expecting them to repeat this back to you.)

— Story telling prompt cards with who, where, when, what happened prompts.

— Prompt cards for emotions to help pupils express themselves.
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Reasons for communication

For communication to be really effective it is important that pupils are motivated to
communicate with others and are given opportunities to use language for real purposes.
The school environment, in effect the total curriculum, is structured to encourage the
development of the functional use of language and communication.

Pupils will need to develop their communication skills for many different reasons in
order to be able to:seek attention; develop shared attention; give greetings; request items,
ask to do things and ask for information; make comments; name objects and people;
agree or disagree; express feelings, choices, opinions and beliefs; correct misunderstandings;
negotiate and bargain; give directions and information or to relay messages; and ask
questions.

Special language features associated with Autism
Autistic children can have particular features in their use of language.

Echolalia — the repeating of words or phrases previously heard

Echolalia may be immediate, where the pupil repeats language they have just heard,
maybe to help them process the phrase. Echolalia can also be delayed, where the

pupil repeats a sentence they have heard sometime previously, maybe from a television
programme. These echolalic phrases often have a meaning to the pupil and can be used
communicatively, however the adult listener may have to be a detective to figure out what
the meaning is,as it may not be obvious.

Non-verbal communication — skills such as pointing, facial expressions, eye contact and body language

Our pupils may have difficulties with non-verbal communication, which can cause

misunderstandings, such as:

— Facial expressions that may not always reflect how the pupil is feeling internally,
e.g.the pupil’s face looks neutral, but they may be starting to feel dysregulated or upset.

— Difficulties understanding other people’s facial expressions.

— Notusing pointing for shared attention.

— Limited use and understanding of gestures.

— Difficulties with eye contact.

Social use of language and social interaction skills

Our pupils may still be learning how to use language in different social situations,
e.g.the speaker/listener turn taking roles within a conversation. They also may not use
the appropriate style of language for the situation or person, e.g. not understanding the
need to speak difterently to a head teacher verses another pupil.

Autistic children vary considerably in their interest and motivation to interact with
others. Some children are happy in their own company and need support to engage with
others and some children are very motivated to be with others. This can vary day to day
for some children.

Our pupils often have difficulties understanding what others are thinking, feeling
or believing, which can make other people hard to predict and relationships difficult to
navigate. Our pupils can also have difficulty in generalising, e.g. applying a learned strategy
to another situation. This means that they not only have to learn social rules, but also have
to learn how to apply these rules in each different situation.

Many of our pupils have had negative experiences in other educational settings and
have low self-esteem and confidence as a result. The ability to relate to others is a key part
oflearning about the world. They need support to develop positive relationships with
others as part of their learning at Woodcroft. We aim to extend positive social interaction
and relationship skills from school to the wider community.

Building positive relationships with our pupils is at the heart of our work at Woodcroft.
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Support strategies for social interaction

Staff are role models for pupils, therefore we need to model good social interaction skills.

— Model good turn taking in conversations, waiting for other to finish talking.

— For some pupils explicitly teach turn taking, e.g. using a visual cue in games to show
whose turn it is.

— Model being a good loser in games.

— Be mindful of your tone of voice and try to speak in a calm and even-tempered manner.

— Be mindful of trying to convey a calm and controlled mood with a relaxed and friendly
body position, and remember to give some personal space to pupils to avoid them feeling
threatened.

— Show interest and enthusiasm in activities and classwork.

— Never refer to a pupil as ‘bad’ or ‘naughty’— their behaviour will have a reason, even if it
is not immediately obvious.

— Teach social rules in different situations to help the pupils generalise learning.

Behavioural and cognitive features associated with Autism

Attention

Autism is characterised by difficulties with joint attention (sharing a focus with another

person) or following what another person is showing them. Our pupils can take a long time

to switch their attention or stop what they are doing to focus on you. They may be able

to focus for a long time on topics of interest and they often have great attention to detail.
Support strategies for attention:

— Give them time to stop what they are doing and allow them to finish what they are doing
whenever possible.

— Use timers to indicate a change in activity.

— Use visual timetables to show a change in activity and remove activities as you finish
them.

Independence

Our pupils can find it difficult to learn new skills because of all the issues above, so they

need our support. However, it is essential that we also support their independence as much

as possible to boost their confidence, prepare them for their future lives and their possible

careers. In the classroom, this will be appropriate to their capabilities. For some pupils

it could be getting them to serve snacks, put their wellies on by themselves, tidy up their

belongings or take a message to another class.
Support strategies for independence:

— Give pupils time before you step in to help — they may need extra time for problem
solving.

— If'you think they do need help, ask them if they need help before stepping in.

— Allow them to make mistakes.

— Scaffold/help with one aspect, e.g. hold the paper while they cut it with scissors.

— Phase out your support, e.g. help with the first two steps and allow them to do the last
one themselves.

— Give them jobs to do around the school.

— Talk to them about their interests and possible future careers (for older pupils
particularly).

Autistic demand avoidance

Autistic people may avoid demands or situations that trigger anxiety or sensory overload,
disrupt routines, involve transitioning from one activity to another,and activities/events
that they don’t see the point of or have any interest in. They may refuse, withdraw, shutdown
or escape in order to avoid these things.
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Helpful approaches include addressing sensory issues, helping individuals adjust to
new situations (for instance by using visuals or social stories), keeping to a predictable
routine, giving plenty of notice about any changes or accepting that avoiding some things
is perfectly acceptable.

Pathological demand avoidance (PDA)

Some pupils have an extreme type of demand avoidance. This is a type of autism that is

characterised by anxiety. It is all-encompassing and has some unique aspects:

— Many everyday demands are avoided simply because they are demands. This could
include daily activities, such as teeth brushing. Some people explain that it is the
expectation (from someone else or yourself), which leads to a feeling of lack of control,
then anxiety increases and panic can set in.

— Inaddition, there can be an irrational quality to the avoidance, for instance, a seemingly
dramatic reaction to a tiny request, or the feeling of hunger inexplicably stopping
someone from being able to eat.

— The avoidance can vary,depending on an individual’s capacity for demands at the time,
their level of anxiety, their overall health and well-being or the environment (people,
places and things).

Support strategies for PDA:

— Give choices.

— Explain reasons for your requests.

— Collaborate and negotiate.

— Try humour.

— Beflexible.

— Use indirect language instead of direct requests, such as instead of saying ‘you need to
tidy up’try ‘I wonder if there is anyone who can help me with tidying up?’

— Avoid trigger words such as ‘no’and ‘don’t’.

(The information above on Autistic demand avoidance and PDA is taken from the
Pathological Demand Avoidance (PDA) society website.)

Flexible thinking, information processing and understanding

Our pupils can often have strong preferences for particular activities and like to repeat
these. This preference for repetition can show up in their language as well. These
repetitive routines can be partly for comfort, pleasure and predictability in a confusing
and unpredictable world. However, they can be a barrier to learning new things.

Support strategies

— Give the pupil the opportunity to participate in a variety of experiences.

— Use visual timetables to show a change in activity and take off activities as you finish
them.

— Give the pupil time to finish their activity when possible.

— Use timers to indicate a change in activity.

— When necessary, redirect the pupil using positive language and visual supports to tell
them what is coming next

— Use the pupil’s interests to introduce new tasks, skills or people.

Executive functioning and memory

Our pupils can have difficulty planning, organising and carrying out tasks. They also might
have ditficulties with short-term working memory (holding information in their head).
Some pupils have excellent visual memories and sometimes also have excellent auditory
memories —they can tell you word for word what you said last week. Often, they have
excellent memories for facts and figures related to their special interests.
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Support strategies

— Give the pupil time to process verbal instructions.

— Give clear and simple visual instructions so a pupil knows what is expected of them,
e.g.symbols or writing on a mini whiteboard. They need to know what to do, how
much to do, when it is finished and what to do next.

— Ask the pupil to repeat back the instructions for the task.

— Make sure you have a clear beginning, middle and end for each task.

— Structure the environment so expectations are clear, e.g.a place to work, a place to play,

aplace to eat, etc. A tidy and organised environment helps the pupil to become more
independent as they are able to find and put away things for themselves. A place for
finished work reinforces the concept of finished.

Sensory processing and integration

Sensory differences refer to how individuals process and respond to sensory input,

which can present as hypersensitivity (over-responsiveness) or hyposensitivity (under-
responsiveness) that may impact an individuals sense of sight, hearing, touch, taste, smell,
interoception (awareness of internal body sensations), vestibular (balance and spatial
orientation) and proprioception (body awareness and movement). How these sensory
differences are experienced are individual, meaning that what is overwhelming or
distressing for one pupil may be barely noticeable to another. Additionally,sensory
responses often fluctuate due to factors such as time of day, illness, anxiety or environmental
conditions like lighting, noise levels or the presence of strong smells. At Woodcroft it is
essential for staft to be aware of these sensory variations and their impact on each pupils
learning, behaviours and well-being. By creating a flexible, responsive environment and
offering appropriate transactional supports, such as calm spaces, sensory breaks or alternative
seating options, we can support pupils in managing their sensory experiences and engaging
more effectively in their education.

Attention deficit hyperactivity disorder (ADHD)

ADHD is a complex condition characterised by excessive inattentiveness, impulsiveness

and/or hyperactivity that interferes with everyday life. It is believed that ADHD is a

genetically inherited condition that can lead to difficulties with self-control, concentration

and hyperactivity. It is also important to understand that ADHD is often found with other

conditions, the symptoms of which overlap, e.g. high functioning autism, dyslexia and

oppositional defiance disorder. If ADHD is not diagnosed at an early pre-school age the

additional difficulties may get worse. Common problems are:

— poorsocial skills

— poorself esteem

— insatiability

— variation in symptoms from day to day

— excessive dogmatism

— poor organisational skills and management of time

All or some of these conditions or difficulties may be present in an individual child with

ADHD. In many respects ADHD can be seen as a sub category of the special educational term

emotional and behavioural difficulties (EBD). While there are many similarities between

them there are differences,such as:

— ADHD is believed to have a biological basis.

— Medication such as Ritalin can play an important part in the treatment of ADHD because
of its biological nature.
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The child with ADHD

Children with ADHD often have difficulty sleeping. In some cases they may even appear
to find physical contact distressing. They may also be hyperactive to sensory stimuli and
react with discomfort to levels of sound and light. Sometimes they appear to show little
understanding of or empathy for the feelings of others. This can manifest itself in cruelty
towards peers or pets. Such cruelty is often committed without malice so that the child
fails to understand the reason why they are being punished or why other children may
reject them following their act of cruelty.

Another problem that children with ADHD often experience is the failure to grasp
and recall even relatively short sequences of instructions. They often have difficulty with
auditory processing — that is while they may have perfect hearing they are impaired in their
ability to extract understanding from the sounds that they hear. Bewilderment, uncertainty,
repeated rebukes for laziness and the stigma of failure often have a demoralising effect on
a child. The problem is that the child with ADHD is often punished, blamed or otherwise
negated for types of behaviour over which there is little self control. This in itself leads to
low self esteem, conduct problems, lack of motivation and, in some cases, extremely violent
responses to certain situations.

The ApHD pupil in the classroom

Classroom behaviour of pupils with ADHD is often marked by some or all of the following:

— leaving their seat frequently

— deviating from the set task

— not following the teacher’ instructions

— talking out of turn or calling out

— showing aggression towards classmates and adults

— being unable to give reasons for behaviour

— generally unable to accept responsibility for actions

— feelings of frustration and the lack of ability to cope leading to eventual withdrawal from
an activity

Teaching a pupil with ADHD can be a frustrating experience. The pupil may show on some
occasions high levels of performance, wit and imagination, but the problem is that the
pupil’s performance is erratic as they may often appear disengaged, easily distracted and
without motivation.
In order to teach pupils with ADHD or other associated disorders clear classroom practice
needs to be established, such as:
— structure
— short working periods
— appropriate staft/pupil ratio
— more individualised instruction
— amotivating curriculum
— positive reinforcers and reward systems
— positive and high expectations
— frequent monitoring and checking of tasks with constant positive feedback
— clearinstructions
— warmth, patience and humour
— consistency and firmness

Clear rules and boundaries should be established and all staff should be aware of the need
to model the kinds of behaviour that they wish to see in their pupils. The main principles
for behavioural interventions are to:

— remove the reason a pupil might wish to avoid positive engagement in lessons

— cater for individual differences
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— create circumstances in which positive attention is available to pupils for legitimate
reasons
— ensure clear and effective channels of communication with the pupil and parents

In order to address problems with pupils self esteem staft should employ interpersonal
techniques such as:
— empathy
— unconditional positive regard
— honesty
— aclear and consistent approach
— encouraging pupils to have ownership of their own learning and social development
— reward systems
The school’s Behaviour management policy can be referred to for a list of positive approaches
and consequences. The section on the autistic spectrum also contains relevant guidance
regarding appropriate teaching approaches.

In summary a calm, encouraging and consistent approach, with a well-structured
routine, clear rules and set standards of work are beneficial to the pupil with ADHD.

Promoting British values

At Woodcroft we aim to teach pupils about British values, which are defined as:

— democracy

— rule oflaw

— individual liberty

— mutual respect

— tolerance of those of different faiths and beliefs

These values are taught explicitly through Personal, Social, Health and Economic education
(psHE) and R eligious Education (Re). We also teach British values through planning and
delivering a broad and balanced curriculum.

The school takes opportunities to actively promote British values through a broad
and balanced curriculum, whole school events and whole school systems and structures,
such as electing and running a school council. We also actively promote British values
through ensuring that our curriculum planning and delivery includes real opportunities
for exploring these values.

Democracy

Democracy is an important value at our school. Pupils have the opportunity to have their
voices heard through our school council, which is open to all of our pupils.

The rule of law

The importance of rules and laws, whether they are those that govern the class, the school
or the country, are consistently reinforced throughout regular school days. Daily positive
reinforcements are used to promote positive behaviour and appropriate rewards are given.

Pupils are taught the value of and reasons behind laws, that they govern and protect us,
the responsibilities that this involves and the consequences when laws are broken. Pupils are
asked to identify, to the best of their ability, any rules they have broken to ensure that they
understand the connection between breaking rules and the consequences of breaking rules.
This work can be assisted by the behaviour support team or through the use of therapist
input to devise appropriate social stories to aid the pupils’understanding.



‘We are committed to praising pupils’ efforts and they are rewarded not only for achievement
in curriculum areas, but also for good behaviour. R ewards are given in the form of stickers,
team points and certificates. We endeavour to praise the pupils informally, individually,
during group work, in front of the whole class and the whole school (during events such

as celebration assemblies).

Individual liberty

Pupils are actively encouraged to make choices at Woodcroft, knowing that they are in

a safe and supportive environment, within a planned and ordered community. Pupils are
encouraged to know, understand and exercise their rights and personal freedoms and are
advised how to exercise these safely, for example through our e-safety teaching. Our
behaviour policy reinforces the idea that with rights comes responsibilities. They are

also given the freedom to make choices, e.g.signing up for lunchtime clubs,such as the
allotment, dance and choir clubs. It is important that staff and pupils feel able to speak freely
and that different views and opinions are respected.

Mutual respect

Our school ethos and Behaviour policy are based around core Christian values,such as
‘respect’ and ‘responsibility’ and these values determine how we live as a community
at Woodcroft. We are aware that those involved in the leadership of the school are
instrumental in demonstrating mutual respect between all members of the school.
We strive to achieve a feeling of openness and tolerance which welcomes everyone
and pupils are encouraged to greet visitors to the school with friendliness and respect.

Tolerance of those of different faiths and beliefs

This is achieved through enhancing pupils’ understanding of their place in a culturally
diverse society and by giving them opportunities to experience such diversity in our

local community. Topics such as prejudices and prejudice based bullying are covered largely
in PSHE, RE and cross curriculum lessons and whenever the opportunity may arise in school.
Staff have a legal duty to offer a balanced presentation of opposing views,and must not
promote partisan political views in the classroom.

Conclusion

Now that you have read parts one and two of your induction pack you may want to talk to
your line manager, mentor or senior member of staff to resolve any unanswered questions
you have.

You will have realised by now that the approach that we use at Woodcroft School is
eclectic and inclusive. This means that we use all available methods of teaching our pupils
to help us to build bridges between their world and our world and to enable them to be
included in society.

You will also have realised that no matter what the pupil’s disability might be we use
a positive, structured approach, trying to show understanding of the difficulties which
may be experienced and taking these into account in our planning and in our teaching.
The whole environment is arranged so that we can support our pupils in the best way
possible.

To find out more about the approaches we use read the following appendices. You will
also have the opportunity to attend training sessions during the course of the year.
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Appendices

Appendix 1.

Social Communication, Emotional Regulation
and Transactional Support (SCERTS©)

SCERTS is an innovative educational model for working with children with autism spectrum
disorder (asp) and their families. Developed by practitioners in the Usa, it provides specific
guidelines for helping a child become a competent and confident social communicator,
while preventing problem behaviours that interfere with learning and the development of
relationships. It is also designed to help families, educators and therapists work cooperatively
as a team, in a carefully coordinated manner, to maximize progress in supporting a child.

The acronym sCERTS refers to the focus on:

—  Social Communication which is the development of spontaneous, functional
communication, emotional expression and secure and trusting relationships with
children and adults;

— Emotional Regulation which is the development of the ability to maintain a well regulated
emotional state to cope with everyday stress and to be most available for learning and
interacting;and

— Tiansactional Support which is the development and implementation of supports to help
partners respond to the child’s needs and interests, modify and adapt the environment
and provide tools to enhance learning, such as picture communication, written
schedules and sensory supports. Specific plans are also developed to provide educational
and emotional support to families and to foster teamwork among professionals.

The scerTs model targets the most significant challenges faced by children with Asp

and their families. This is accomplished through family professional partnerships (family

centered care) and by prioritizing the abilities and supports that will lead to the most

positive long term outcomes, as indicated by the National Research Council in their 2001

study Educating Children with Autism. As such, it provides family members and educational

teams with a plan for implementing a comprehensive and evidence based program that will
improve quality of life for children and their families.

The scerts model can be used with children and older individuals across a range of
developmental abilities, including nonverbal and verbal individuals. It is a lifespan model
that can be used from initial diagnosis, throughout the school years and beyond. It can
be adapted to meet the unique demands of different social settings for younger and older
individuals with Asp including home, school, community and ultimately vocational
settings.

The scerts model includes a well coordinated assessment process that helps a team
measure the child’s progress and determine the necessary supports to be used by the child’s
social partners, such as educators, peers and family members. This assessment process
ensures that:

— Functional, meaningful and developmentally appropriate goals and objectives are
selected.

— Individual differences in a child’s style of learning, interests and motivations are
respected.

— The culture and lifestyle of the family are understood and respected.

— The child is engaged in meaningful and purposeful activities throughout the day.

— Supports are developed and used consistently across partners, activities and
environments.

— A child’s progress is systematically charted over time.

— Program quality is measured frequently to assure accountability.
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The scerts curriculum provides a systematic method that ensures that specific skills 30
and appropriate supports, stated as educational objectives, are selected and applied in a
consistent manner across a child’s day. This process allows families and educational teams
to draw from a wide range of effective practices that are available and to build upon their
current knowledge and abilities in providing an effective program. One of the most unique
qualities of SCERTS is that it can incorporate practices from other approaches. The SCERTs
model is most concerned with helping persons with autism to achieve authentic progress,
which is defined as the ability to learn and spontaneously apply functional and relevant skills
in a variety of settings and with a variety of partners.

Appendix 2.
Woodcroft’s use of the TEACCH approach

A. Structuring the classroom/teaching area

How?

The physical arrangement of these areas:

1. Work areas
a. individual
b. group
It should be clear to pupils where these are and how they are defined.

2. Play areas
a. outside areas (age appropriate, quiet areas etc.)
b. within classrooms

3. Eating areas
a. for classroom snacks and drinks
b. lunch times

4. Storage of work materials, resources, equipment and belongings
— coats, bags, boots, sports equipment
— money
— books, classroom and work materials
— towels and toiletries
— toys and leisure activities

All of the above should be stored in clearly marked spaces so that the pupil can obtain what
isneeded, e.g. they can be independent and can gain information from the environment
itself. The labelling system can be words and/or pictures,symbols or photographs. Pupils
own possessions should be clearly marked and there should be places to put finished work.

There should be clearly defined areas in classroom organisation for:
— work

— drinks, refreshments

— pupils own belongings

— notices

— quiet activities such as reading

Why?
Structuring sets out limits or rules to compensate for pupils lack of organisational skills and
to allow pupils to function with maximum possible independence.



B. Structuring the day

How?

Structuring the day involves setting out a timetable, programme or schedule. Class or group
timetables provide pupils with a framework for the school day and individual timetables
help them to understand what will happen next.

The overall class or group timetable or routine outlines the events of the day and shows
general work times, activities and break times etc.

The individual timetable specifies the type of work or activity to be done,and should
be set out in a way that the pupil understands. It may be just two sessions, a half-day,a whole
day or even a weeks timetable.

Visual timetables (pictures, symbols or photographs) are used by a number of pupils.

Organising and setting out timetables can take place during registration or other times
of information sharing.

Important aspects of timetables:

— The beginning the pupil needs to know when and where to begin a task

— Theend the pupils needs a clear signal for when the task or activity has finished — they need to be
taught the concept of ‘finished’

— What happens next? the pupil also needs to know what happens next, e.g. first work then play,

first maths then break

When constructing a pupil’s individual programme, it is important that the following

factors are borne in mind. The pupil needs to know:

— What work (task, activity)?

— How much work?

— When the work has ended (the concept of finished)?

— What happens next?

Why?
Timetables are a means of information sharing. They are an important part of the structure
needed by pupils with autism. The structure of the timetable compensates for difficulties
many pupils have with sequential memory and with the organisation of time. They can help
a pupil organise and predict what will happen next thereby lessening anxiety and, in time,
aid the independent transition to the next task.

For those pupils with receptive language difficulties the visual timetable is a way of
enabling them to understand what they will be doing.

c. Teaching methods

How?

These should be systematised and organised in order to produce eftective teaching.

Directions /instructions

This can be done verbally or non-verbally but always according to the pupils level of
understanding. In the case of verbal instructions, this means using the minimum amount
of language needed. Verbal instructions can be accompanied with signs or gestures to aid
pupils understanding. Non-verbal instructions include gestures and visual and contextual
cues.

Note
— It is important to remember to gain the pupil’s attention before giving instructions, e.g. say the pupil’s
name. Encourage the pupil to use the same strategy when addressing their peers.

Setting up strategies for completing a task

— Working from left to right and from top to bottom.

— Follow a routine or set of steps to complete a task and include a clear beginning and end.
— Follow a sequence of pictures,symbols or written instructions to complete a task.
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— Provide only the materials needed for the task and set out the materials in an organised
way, e.g.1n the order that they are to be used.

— Provide visual clarity — highlight what is important by marking or sectioning off which
work is to be done. Give clear visual signals as to what the task is.

Prompts and reinforcement
A prompt must be given clearly before the pupil gives an incorrect response and the prompt
must be suited to the individual’s needs.

The use of reinforcement must be organised and systematic. The type and frequency
of reinforcement or reward should be planned, according to individual needs and based on
the pupils level of understanding and motivation. The reward, or reinforcer,should follow
immediately after the desired behaviour or demonstration of skill.

Various kinds of prompts:

— Physical prompt, e.g. guiding a pupils hand
— Verbal prompt

— Visual prompt

— Gesture, e.g. pointing or demonstrating
Motivation

Most people are motivated to work for various reasons. Pupils with autism may be
motivated by a variety of items or activities.

Why?

— To enable our pupils to participate in new experiences and to learn new skills.

— So our pupils enjoy successful learning experiences and that these are appropriately
reinforced to provide further motivation.

Summary
The TEACCH system provides a structure.

How?

In terms of the physical environment, the timetable and the way we teach.

Why?

So that our pupils can understand:

— where to be,

— whatto do,

— andhow to do it ... all as independently as possible.

Appendix 3.
Team Teach

Points to remember

Team Teach always stresses the whole person approach. This includes:
— structuring the day

— non-confrontational approaches

— management of the environment

— recognising behaviour cues

— positive behaviour support

— communication skills

— staff support

— record keeping

— health and safety issues
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Physical interventions are used as a last resort and only when other methods have failed
to be effective. If appropriate, the least intrusive method should be used first. Intervention
always works best if you know the pupil.

Interventions are used for two main reasons:
— toremove a pupil from a potentially volatile situation
— in order to avoid injury either to the pupil, others or property

When dealing with any situation:

— consider early intervention or redirection to avoid the escalation of the crisis episode
— remain calm and focused on the needs of the pupil

— Dbe consistent in your approach

— do not take it personally

— always have support from another member of staft

— remember BBANC = breathing, body position, ability to move, noise and colour

When using a physical intervention:

— only one person should be interacting verbally with the pupil

— apupil should be spoken to and made aware of what is happening and why
— gradient in and out of the intervention

— designate a suitable place or space to remove the pupil

— enacta change of face where a physical intervention has become prolonged

Appendix 4.
Glossary

This glossary is intended to provide relatively simple explanations of some of the terms
we use in school. For greater detail please refer to your line manager during staft training.
Terms defined in legislation are simplified and the full definitions can be found in the
legislation referred to. This list is not exhaustive.

Annual review

The schoolis in the process of transferring statements over to Education, Health and Care

Plans in keeping with the programme of the local authorities (LAs) that take up placements

at Woodcroft. This process is intended to be completed by September 2017. At present

an LA must review a statement within 12 months of making a statement and then every

year until the statement ceases to be maintained. The school organises and chairs the annual

review meetings in consultation with the La. Written advice has to be submitted before

the review date. At the review pupils’ views should be heard and considered, if possible;

the curriculum reviewed alongside pupil progress;and objectives set for the coming year.
The school formulates the annual review document and forwards a copy to all involved.

The statement may be amended at this stage.

Child protection / safeguarding children

Asocial services department covers each area of child protection and a register is kept of
all children who are at risk or of children for whom there are unresolved child protection
issues. Each school must have a Safeguarding children policy in line with approved guidelines
and a named officer. Child protection issues are concerned with the safety and welfare

of all children and the school must therefore offer training to all staff. Staff must follow
prescribed safeguarding children procedures. (See Woodcroft’s Safeguarding children policy)
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Code of practice 34
This code is the guidance issued by the secretary of state to local education authorities about

their responsibilities towards all children with special educational needs (SEN). The code

highlights the procedures for assessment and identification of SN and related developments

such as monitoring arrangements.

Curriculum
This is the total of experiences, opportunities, teaching and learning available to pupils
as part of the life of the school which they attend —in this case Woodcroft School.

Department for Education (DfE)

Woodcroft School has been approved by the DfE as being suitable for the admission
of children with Education, Health and Care Plans (EacCP) or for whom a plan is being
prepared.

Woodcroft Approach to Goal Setting (WAGS)

Teachers, together with therapists and class teams identify outcomes from each pupil’s
Education Health and Care Plan, stating what it is that the child can currently do and what
it is that they want them to be able to do. The outcomes are then broken down into one

or more goals using waGs. The goals are then broken down into strands that are recorded,
monitored and measured using the goal setting record sheet. The goal setting record sheets
are held on the school server. The academic administrator and assessment manager access
and monitor these sheets each half term and use the information to record pupil progress
on termly and annual reports. In keeping with the SCERTS approach, transactional supports
(i.e. what staft can do to support the pupil achieve the goal) are also identified.

Her Majesty’s Inspector (HmI)
Her Majesty’s Inspector is sent to schools by the DfE to inspect or approve schools and the
curriculum.

Education, Health and Care Plan (EHCP)

Each pupil at Woodcroft usually has an Erce. This document is based around the pupil’s
statutory annual review and will outline the nature of their difficulties, the level of support
required and the special programmes which are to be used. Generic targets are set across
the curricular, medical and pastoral areas of the school’s work. Monitoring arrangements
are stated with review times and dates.

The school follows its own system of assessment, recording and reporting to ensure our
work is focussed on meeting these targets. (See GGss above and the Assessment, recording and
reporting policy.)

Key stages

These denote the complete phases of a pupil’s education
Early years — pre-school children (nursery)

Key stage 1 —infant school, years 1 and 2

Key stage 2 —junior school, years 3, 4, §and 6

Looked after children

Pupils who do not reside for all or part of the time with their parents are designated ‘looked
after’. This is a term used by the Children Act. There is a statutory six month review by
social services, attended by all agencies who have an interest in the child’s well being and

to ensure that the child’s needs are being met.



Office for Standards in Education (OFSTED) 35
This is the government body with the responsibility for the regular inspection of all schools.
Inspectors will look closely at schools’special educational needs policies and procedures and

the arrangements for inclusion.

Pupil Behaviour Profile and Risk Assessment (PBP/RA)

This document takes account of the pupil’s communication and social difficulties and
outlines approaches to be used by all staff in order to improve behaviour. It is reviewed
monthly at class meetings and monitored by the head teacher and behaviour support
supervisors. The plans encompass the school’s Behaviour management policy and the
philosophy of Team Teach. (See appendix 3.)

Social Communication, Emotional Regulation and Transactional Support (SCERTS)
(See appendix 1.)

SCERTS is an innovative educational model for working with children with autism spectrum
disorder (asp) and their families. It provides specific guidelines for helping a child become
a competent and confident social communicator, while preventing problem behaviours
that interfere with learning and the development of relationships. It is also designed to help
families, educators and therapists work cooperatively as a team, in a carefully coordinated
manner, to maximize progress in supporting a child.

Team Teach (See appendix 3.)

A system of behaviour management and support used across the school and supported
by on-site and off-site training. Our behaviour management supervisors are trained and
accredited Team Teach instructors.

The tribunal

This is an independent body established to determine appeals by parents against local
education authorities decisions about assessments and statements. The decision reached
by the tribunal is binding to both parties involved in the appeal.

Treatment and Educational of Autistic and Communication Handicapped Children
and Adults (TEaccH) (See appendix 2.)

This is an approach which Woodcroft has adopted to facilitate pupils’ communication and
to develop their independence. It operates in ways that structure the environment, the time
table and how we teach. It should enable pupils to understand where to be, what to do

and how to do it. It develops pupils’skills by using visual resources like photos and symbols.



Internet and computer rules woodcrof schoot o1.11.25

It is the responsibility of all staff to ensure that these rules are followed in
order to protect pupils, staff and the school as a whole. These rules form part
of the school’s Online safety policy. Please note that breaches of these rules
will be deemed as misconduct and could lead to disciplinary sanctions, up to
and including dismissal for gross misconduct.

Pupils must never be allowed to use internet-enabled mobile devices
or computers unsupervised.

Only pre-checked live sites and searches or offline sites may be used
during pupil sessions.

Pupils should be told of the potential for inaccurate, biased or
inappropriate online content, including that generated by Artificial
Intelligence (AD).

Pupils should be encouraged to develop their own thinking and analytical
skills and to use these before reaching for Al tools.

Al systems are not to be used instead of, or to supplement, personal face
to face teaching.

Pupil internet sessions must be planned for alongside the individual pupils’
learning goals, and risk assessments must be carried out.

The school uses Smoothwall to provide part of the schools internet filtering
and monitoring service. However, new threats can be introduced at any
time, so the assumption is that staff will provide the final safety checks.
Internet and network access must be made via the user’s authorised
account and password, which must not be given to any other person.
School computer and internet use must be for pupil education or

staff professional activity only, subject to the Electronic information

& communication systems policy.

Pupils are not permitted to use email, social media or chat rooms.

No pupil or staff personal data or information concerning the school
should be put into Al systems.

The school may monitor the use of its computer systems by, for example:
monitoring access to websites; intercepting email; and viewing files stored
on computer. It may do this for reasons including but not limited to:
enforcing the above rules; where it believes unauthorised use may be
taking place; or where it believes the system may be being used for
criminal purposes.



