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339 Bowes Road, New Southgate

London N11 1BA

Tel: 020 8361 5658
Mobile : 07956 365300
Email: marina@focustraining.org.uk
www.focustraining.org.uk 



Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
Working in Partnership with North London Schools & Local Authorities since 2000
Accredited Independent School Status by DFE in 2014   (Registration N0. 308/6003)
Focus 1st Academy Ethos:
 
Our programme fulfils the need of students who are disengaged from academic studies and may be exhibiting behavioural problems as a result. Our hands-on approach to learning creates an inspirational motivation for students wishing to pursue a career via the vocational route. The students are taught methods on how to improve their social skills in preparation for work and/or further education by learning in real-life situations and participating in sports and drama to express emotions. We believe that all individuals have a certain quality, which is sometimes concealed due to lack of confidence, mixed sentiments or disabilities.  As such, recognising and coming to terms with barriers is a small part of the conflict, we are certain that all individuals are aware of their own weaknesses; the most vital part is engaging with professionals and adhere to individual training plans set which in turn prepares our students for economic and social integration into adulthood.
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Child Protection Policy
All individuals working with Focus 1st Academy must have a CRB Disclosure Check.
All individuals working with Focus 1st Academy must have attended or enrolled on a Child Protection Safeguarding Training Course covering:

· The signs and indicators of Abuse

· Categories of Abuse

· The London child protection procedures and how they work to protect children

· The role and responsibilities of the designated teacher for child protection.

· The child protection process

· How to receive and refer a possible child protection concern to the designated staff

· How to promote a safer school environment.

Legal Requirements

· Senior staff member to have CP Responsibility

· Must follow ACPC (LSCB) Procedures

· Must follow School policies

· Liaise with agencies

· Duty to safeguard and promote the welfare of children

Personnel Responsible for Safeguarding

Sarah Barker – Designated Safeguarding Lead
Androulla Savva – Deputy Safeguarding
If the complaint is against Sarah Barker then you can contact Androulla Savva - Deputy for Safeguarding alternatively you can call, Mervin Cato from the L.B. Enfield on 020 8279 1000.
What to do if a child discloses possible abuse to you
· Find a quiet place to talk where you will not be interrupted

· Listen but do not pressure

· Ascertain facts

· Ask open questions

· Do not promise to keep disclosure a secret

· Reassure

· Record

· Liaise with Child Protection Teacher
This may include,
· Physical Abuse

· Sexual Abuse

· Emotional Abuse

· Neglect

· Bullying

· Disabled Children

Please refer to documents on pink paper, Part 1 for additional support – Child Protection Policy & Guidance; these documents are kept in the child protection folder, located in office of the designated child protection officer – Sarah Barker. 

Safeguarding and Approach
This policy is written and implemented with the Local Safeguarding Board.

Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!  

We work in accordance with the information required to safeguard and promote the welfare of children introduced by section 175 of Education Act 2002 which came into force on the 1st June 2004.  Updated guidance – Keeping Children Safe in Education – September 2021.
We have adopted an open-door policy to both staff and students whereby grievances can be easily reported to the designated safeguarding person Sarah Barker and Deputy Androulla Savva.  Information regarding any reports are directed to appropriate professional’s wither within or outside the organisation which enables staff to meet objectives and safeguard the students.  Any concerns regarding an abuse of students – in the first instance this should be reported to the school or appropriate LA [referrer]; a hand book is available entitled ‘What to do if you’re worried a child is being abused’ [updated 2006]; can be located via Sarah Barker or in the file along with our policies and procedures kept in reception.

Headteacher and staff are all subjected to enhance vetting through the Criminal Records Bureau and have attended Safeguarding courses and been certificated as evidence.       Prior to any intake of new employees, references are always taken up, DBS checks conducted and applicants intending to work at Focus Academy are able to account for gaps in their employment history.  
Focus will seek to ensure that it is our fundamental commitment to support the care of students on our training programmes and that all students are taught in safe surroundings
We will not tolerate abuse which includes: The physical, psychological/emotional, financial or sexual maltreatment, or neglect. The abuse may be a single act or repeated over a period of time. It may take one form or a multiple of forms. The lack of appropriate action can also be a form of abuse. Abuse can occur in a relationship where there is an expectation of trust and can be perpetrated by a person (s), in breach of that trust, who have influence over the life of a dependant, whether they be formal or informal carers, staff or family members or others. It can also occur outside such a relationship.
Forms of abuse can be categorised as follows:

· Physical abuse (including inappropriate restraint or use of medication)
· Sexual abuse
· Psychological abuse
· Financial or material abuse
· Neglect and acts of omission
· Institutional abuse
· Discriminatory abuse

Our commitment:

· Actively work with social workers, school referrer/coordinator EWO and YOT to ensure the wellbeing, safeguarding and nurturing of students which underpins our work
· Students should be kept in Focus throughout the day but are not supervised at break and lunchtimes once off of our premises, with interventions resulting in the child being safe and planned outcomes being achieved or working towards
· Ensure that staff and external bodies understand how to share information in a way that is both legal and ethical; e.g. health, education, social care and youth offending.
Safeguarding & Promoting Welfare:

This can be defined as,

· Protecting a child from maltreatment

· Preventing impairment of children’s health and development

· Ensuring the that children are growing up in circumstances consistent with provision of safe and effective care

· Undertaking a role to optimise life chances enabling entry into adulthood successful 

Our designated Safeguarding person Sarah Barker will liaise with appropriate school and/or LA who has the ultimate responsibility towards that child.  All members of staff have received training to L3 in Safeguarding underpinned by CRB checks.

Safeguarding & Promoting Welfare – Recruitment & Vetting:

We have secure entrance to eliminate the possibility of intruders and a singing in book and procedure in motion; please see example below.
Signing in Book:

In order to Safeguard our students and for the Health & Safety of all personnel, we have adopted a signing in procedure whereby all visitors are asked to sign in and out of Focus.

	Date
	Name/Company
	Visiting
	Time – in
	Time - out
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Safeguarding Regarding Work Experience

If a cause for concern is reported, this should be documented and conveyed to the designated Safeguarding Personnel Sarah Barker.

All staff at Focus 1st Academy have had Child Protection/Safeguarding Training L2, as well as CRB Disclosure.

For further information, please read through the Child Protection Policies & Procedures and/or “What to do if you are worried a Child is Being Abused” which can be located in the Child Protection folder.
Checks for Sanctioned or Prohibited Teachers

All teachers at Focus 1st Academy  have been vetted against the ‘General Teaching Council for England (GTCE) sanctions’ and ‘Teachers prohibited from the profession’ lists. These are both verified on a yearly basis.
Child Protection 

And Safeguarding Form

Student Name: …………………………………………………………………………
Date of Birth: ……………………………………………

School: …………………………………………………………………………………
Cause for Concern

	


Action Taken

	


Signed Tutor: ………………………………………   Date: ……………………………

Equality and Diversity
Focus Academy is committed to providing services which embrace diversity and that promote equality of opportunity. 

As an employer, Focus Academy is committed to equality and valuing diversity within its workforce.

Our goal is to ensure that these commitments, reinforced by our values, are embedded in our day-to-day working practices with all our students, colleagues and partners.

We will provide equality of opportunity and will not tolerate discrimination on grounds of gender, gender identity, marital status, sexual orientation, race, colour, nationality, religion, age, disability, HIV positivity, working pattern, caring responsibilities, trade union activity or political beliefs and we adhere to immigration laws regarding the recruitment of learners and employees – or any other grounds.

We will demonstrate our commitment by:

· Promoting equality of opportunity and diversity within the communities in which we work and with all our partners and workforce 

· Aiming to build a workforce which reflects our customer base, within the diverse communities in which we work, with the aim of having parity of representation across the workforce

· Treating our students, colleagues and partners fairly and with respect 

· Promoting an environment free from discrimination, bullying and harassment, and tackling behaviour which breaches this

· Recognizing and valuing the differences and individual contribution that people make

· Providing support and encouragement to staff to develop their careers and increase their contributions to the organization through the enhancement of their skills and abilities
· Building in legislative requirements and best practice to all our service delivery and employee policies and procedures, and supporting these with appropriate training and guidance

Every person working for Focus Academy has a personal responsibility for implementing and promoting these principles in their day-to-day dealings with everyone – including staff and employers and partners. Inappropriate behaviour is not acceptable. 

From time to time we will measure and report on the effectiveness of our service delivery and employee policies and processes, in relation to these principles, by building performance monitoring and management information requirements into policy and productive development. This information will be used to improve future policy and to enhance business processes.
Child Protection Policy Statement

Focus 1st Academy is committed to creating and maintaining the safest possible environment for children / young people. 
We do this by: 
· Recognising that all children have the right to freedom from abuse and harm 

· Ensuring that all our staff and volunteers are carefully selected and vetted, have the relevant qualifications and experience, and accept responsibility for helping to prevent the abuse of children in their care 

· Responding quickly and appropriately to all suspicions or allegations of abuse 

· Providing parents / carers, children / young people with the opportunity to voice any concerns they may have 

· Adopting disciplinary measures and sanctions which are non-violent and do not impose humiliation 

· Appointing a designated Child Protection Officer [Sarah Barker] who takes specific responsibility for children’s and young people’s protection, safety and well-being 

· Reviewing the effectiveness of the organisations’ Child Protection Policy and Procedures 

· Working with external organisations, for example, Children’s Social Services, police, to ensure, as far as is possible, that children / young people are protected 

· Not tolerating bullying. Incidents of bullying will be investigated and treated seriously. Action will be taken to stop the bullying.  
Equal Opportunities Policy:

1. Policy Statement
1.1 Focus 1st Academy recognises that discrimination is unacceptable and that it is in the interests of the organisation, its employees, students and partners that the skills of each individual are effectively utilised. 

1.2 It is the aim of the company to ensure that no student, employee, or job applicant receives less favourable facilities or treatment on the grounds of sex, age, gender, marital status, disability, race, colour, nationality, ethnic origin, religion or belief, sexual orientation or dependents, special training needs or are placed at a disadvantage by imposed conditions or requirements which cannot be shown to be justified. 

1.3 Focus 1st Academy is committed to equal opportunities in terms of equal treatment, equal access and equal share in all aspects of its Human Resources policies and procedures, training programmes, administration, management and support. 

1.4 Our aim is to offer an environment which is safe, supportive, and sensitive to the diverse needs of students so that they can achieve their full potential.

1.5 Students or employees will not advice, assist, encourage or commit any act which amounts to a breach of discrimination law.

1.6 This policy and the associated arrangements shall operate in accordance with statutory requirements. In addition, full account will be taken of any Codes of Practice issued by The Commission for Racial Equality, The Equal Opportunities Commission, The Disability Rights Commission, The Department for Education, and other statutory bodies.

1.7 We strive to ensure harmony amongst students, employees and work providers.
1.8 Every student will have the right to access to his/her personal file and could have a copy of any repost written about him/her.

1.9 We have developed policies and procedures to be followed to ensure we fulfil our commitment to equal opportunities.
1.13. Our objective is to emphasise the strengths and abilities of each student, so they can achieve excellent results.

1.14. Our school uniform underpins equal opportunities; we strive to ensure that our students feel equally valued and wearing the school uniform helps to supports this

What are your rights?

Under our equal Opportunities Policy you have the right to:

· Be treated fairly throughout all aspects of your course

· Be treated with respect by all other members of Focus 1st Academy 
What are your Responsibilities?

It is the duty of all students to comply with the requirements of this policy and exercise responsibility for its implementation. This means you must not:

· Use unacceptable behaviour that causes distress to others

· Persecute others by intimidation, unfair or malicious behaviour

· Threaten or undermine the safety of others

· Use language that is offensive or disrespectful of others

2. Definitions
Two types of discrimination are covered by statue: Direct and Indirect

Direct Discrimination 
2.1 Direct discrimination occurs when a person or group is treated less favourably than others.

2.2 Segregating a person or group on the basis of their race, religion, sex, sexual orientation or disability is unlawful. It is also unlawful for an employer to discriminate against a job applicant whose conviction is spent.

Indirect Discrimination 
2.3 This already applies to Age, Race, Religion or Belief, Sex, Sexual Orientation and Marriage and Civil Partnership. It is now extended to cover Disability and Gender Reassignment.

2.4 Indirect Discrimination can occur when you have a condition, rule, policy or even a practice in your organisation that applies to everyone but particularly disadvantages people who share a protected characteristic.
Harassment: 
Unwanted conduct, related to a relevant protected characteristic, which has the purpose or effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.

Victimisation: 
Occurs when a person is treated less favourably than they otherwise would have been because of something they have done. For example, making an allegation of discrimination or bringing a case to investigation, or supporting another person’s complaint by giving evidence or information.
3. Rights of disabled people
3.1 Focus 1st Academy  attaches particular importance to the needs, rights and inclusion of disabled people. We cater for most disabilities, when appropriate.

Under the terms of this policy managers and employers are required to: 

· Maintain the services of a student who becomes disabled through training, provision of special equipment or reduced study hours.

· The Headteacher, Marinna Savva will advise on the availability of funds from external agencies to maintain the disabled student in education.

· Include disabled people in educational/development programmes

· Give full and proper consideration to disabled students who attend Focus 1st Academy , having regard to making reasonable adjustments for their particular aptitudes and abilities to allow them to be able to achieve their objectives.

4. Managerial Responsibility
4.1 The responsibility for ensuring effective implementation and operation of these arrangements will rest with our Director, Marina Savva. The manager should ensure that:

· All staff and students are aware of the policy, arrangements and reasons for the policy.
· Grievances concerning discrimination are dealt with properly, fairly and as quickly as possible.

· Proper records are maintained

4.2 The Headteacher, Marina Savva will be responsible for monitoring operation of the policy in respect of employees, job applicants and students, including periodic centre audits.

5. Responsibility of Staff and Students
5.1 Whilst the responsibility for ensuring that there is no unlawful discrimination rests with the manager, the attitudes of staff and students are critical to the successful operation of fair employment practices. Every student and member of staff should: 

· Comply with the policy and arrangements 

· Accept their own personal involvement in the practical application of this policy

· Not discriminate in their day-to-day activities or induce others to do so

· Not victimise, harass or intimidate other students, members of staff or groups on the grounds specified in this policy statement

· Inform their tutor if they become aware of any discriminatory practice.

6. Related Policies and Arrangements
6.1 All processes of admissions, progression and assessment of students have a bearing on equality of opportunity. Our policies and procedures will be reviewed regularly and any discriminatory elements removed.

6.2 Focus 1st Academy  works following closely its Safeguarding and Child Protection policy

7. Training
7.1 If any Focus 1st Academy  student or parent/carer has questions concerning the Equal Opportunities Policy, they should enquire Marina Savva about it or the concern should be raised on an arranged meeting with her.

Policy Implementation:

Focus 1st Academy  will put this policy into practice by:

· Recognising and fulfilling its legal obligations under the terms of:

The Sex Discrimination Act 1975

The Race Relations Act 1976

The Rehabilitation of Offenders Act 1974

The Disability Discrimination Act 1995, as amended

The Human Rights Act 1998 (The right to privacy and freedom of expression)

· Interviewing all new students with a disability who meet the minimum criteria for a vacancy and consider them on their abilities.

· Making a reasonable adjustment where any arrangements or any permanent or temporary physical feature of premises places an individual with a disability at a substantial disadvantage in comparison with people who are not disabled.

· Making every effort when students become disabled to make sure they stay in education; when appropriate.

· Taking action to ensure key employees develop the awareness of disability needed to make our commitments work.

· Ensuring that all students are aware that they have the right to be treated with dignity and that sexual or racial abuse at work will not be permitted.

· As part of the Induction procedure making all new students aware of the company’s Equal Opportunities Policy and practices.

· Encouraging any student who believes that unfair treatment has been applied to him or her, within the scope of this policy, to raise the matter through the appropriate grievance procedure, without fear or subsequent victimisation.

· Initiating disciplinary action if any student is found to be acting unlawfully either by denying equal opportunities or when a complaint about racial or sexual Abuse victimisation is proved to be well founded.

8. Monitoring
8.1 The company deems it appropriate to state its intention not to discriminate and assumes that this will be translated into practice consistently across the organisation as a whole. Accordingly, a monitoring system will be maintained to measure the effectiveness of the policy and arrangements.

8.2 Sarah Barker will be in charge of collecting and analysing the student’s information by gender, ethnic origin, qualifications, school year and length of time in Focus 1st Academy . Information regarding the number of students who are registered disabled will be also maintained.

8.3 The information collected for monitoring purposes will be treated as confidential and it will not be used for any other purpose.

8.4 Sarah Barker will constantly:

· Compile statistics on the profile of the students which will be used for the development of effective Equal Opportunities Policies and Health & Safety procedures.

· Make regular analyses of these statistics to identify specific issues.

· Annually approve a strategy for delivering objectives and monitoring their attainment.

9. Grievance & Discipline

9.1 Students and employees have a right to pursue a complaint concerning discrimination or victimisation via the company grievance procedure.

9.2 Discrimination and victimisation will be treated as disciplinary offences and they will be dealt with under the disciplinary procedure.

9.3 Any grievance arising during the course of your school year concerning your rights under this policy should be raised first with your tutor and then reported to Manuela Bustamante.

10. Review
10.1 The policy and assessments will be reviewed annually by the Headteacher, Marina Savva.

10.2 The operation of the Equal Opportunities Policy in relation to the provision of training services will be reviewed on a monthly basis and will be on the agenda at the following meetings:

· Team Meetings

· Management Meetings

· Training Meetings for Training Co-ordinators

11. Marketing, Recruitment and Public Liaison
11.1 Focus 1st Academy  will ensure that all marketing and publicity activities and training materials are developed in line with its Equal Opportunities Policy.

11.2 All marketing materials will include a statement confirming the company’s commitment to equal opportunities.

11.3 Focus 1st Academy  will work towards researching the developing needs of all groups within the local community in order to provide appropriate training for the staff so they can work together towards the students’ wellbeing. Liaison with community centres, voluntary organisations, schools, social worker communities, councils, North London Strategic Alliance and local industry will be maintained and developed.

12. Students’ Work Placements
12.1 Focus 1st Academy  will not knowingly use a placement where a non-discrimination order is not in force.

12.2 Both Focus 1st Academy  and the work experience placements are subject to our Equal Opportunities and Health & Safety Policies.

12.3 Students should be aware of their equal opportunity rights at their Work Placement.
13. Students
13.1 All students will be made aware of the Company’s Equal Opportunities Policy and advised of the procedures to be followed if they feel that have been unfairly treated. (Please, refer to our Policies and Procedures Document for Students’ Equal Opportunities Policy)

13.2 All students’ referrals and admissions will be monitored according to sex, ethnic origin, disability and special training needs.

14. Venue / Facilities
14.1 Our aim is to maintain our building safe and facilities as accessible as possible for all the students and staff.

14.2 We should aim to provide a range of opportunities in venue, e.g. separate toilets for students and staff and sinks in each toilet with running hot and cold water.

15. Resources / Materials
15.1 The design and use of resources are vital in our learning programme. They can motivate and arouse the student interest, provide variety in learning, contribute experience, and improve our communicative skills. Therefore, we ensure that resources should not contain any racist, sexiest and homophobic comments as well as offensive materials.

Abuse / Bullying Policy and Procedure

1. Policy Statement
Focus 1st Academy  recognises that all students have a right to study in an environment in which the dignity of individuals is respected and which is free from abuse and bullying. It is committed to eliminating intimidation in any form.

This policy applies to abuse on the grounds of disability, gender,, sexual orientation, age, creed, colour, race or ethnic origin.

Abuse breaches our Equal Opportunities Policy and it is classified as a serious offence, which may result in summary dismissal.

This policy applies to ALL STUDENTS and staff who are part of Focus 1st Academy .

2. Definitions
Abuse: 

Unwanted conduct which affects the dignity of women and men; it encompasses unwelcome physical, verbal or non-verbal behaviour which denigrates or ridicules or is intimidating.
General Abuse:

Abuse can take many forms and may be directed in particular against women and ethnic minorities or towards people because of their age, sexual orientation, physical or mental disability or some other characteristics. It may involve action, behaviour, comment or physical contact which is found objectionable or which causes offence; it can result in the recipient feeling threatened, humiliated or patronised and it can create and intimidatory environment.
Sexual/Homophobic Abuse:

Invited, unreciprocated and unwelcome behaviour of a sexual nature which is offensive to the person involved and causes that person to feel threatened, humiliated or embarrassed. Examples of sexual/homophobic abuse are:

· Requests for sexual favours, including implied or overt promises of preferential treatment or threats concerning present or future employment status.

· Offensive Gestures or comments

· Sexually/homophobic orientated jibes, innuendo or jokes 

· Unwanted physical Contact

· The display of sexually offensive visual material such as calendars, photographs, books or videos

Sexual/Homophobic abuse may be experienced for either men or women as a result of the conduct of both. It applies equally regardless of grade or job position and may also occur when dealing with external clients and/or members of the public.

Racial or Sectarian Abuse:

It may take the form of actual or threatened physical abuse or it may involve jokes, verbal abuse, language, graffiti or literature of a racist or sectarian nature or offensive remarks about a person’s skin colour, physical characteristics or religion. It may also include repeated exclusion of a person from an ethnic or religious minority from conversations, patronising remarks, unfair allocation of work or pressure about speed and/or quality of their work in a way that differs from the treatment of other employees.

Bullying:
Is the intimidation or belittling of someone through the misuse of power or position, which leaves the recipient feeling hurt, upset, vulnerable or helpless. It is often inextricably linked to the areas of abuse described above.  The following are examples of bullying:

· Unjustified criticism of an individual’s personal or professional performance, shouting at an individual, criticising an individual in front of others.

· Spreading malicious rumours or making malicious allegations (Inclusive of cyber bullying)

· Intimidation or ridicule of individuals with disabilities and/or learning difficulties

· Ignoring or excluding an individual from the team/group

In all circumstances listed below; the issues encountered must be reported to the Headteacher and/or the designated safeguarding officer.
Child sexual exploitation (CSE) 
Child sexual exploitation is a form of child abuse which involves children and young people (male and female, of a range of ethnic origins and ages, in some cases as young as 10) receiving something in exchange for sexual activity. Perpetrators of child sexual exploitation are found in all parts of the country and are not restricted to particular ethnic groups.

Frontline practitioners from Focus Academy should be aware of the key indicator of children being sexually exploited which can include: 
· going missing for periods of time or regularly coming home late; 

· regularly missing school or education or not taking part in education; 

Cyber bullying:

We will not tolerate the use of electronic communication to bully a person, typically by sending messages of an intimidating or threatening nature. We also combat cyber bullying through our curriculum in an informal manner as well as during the induction process. 

Agreements on the responsible use of technology should include: 

· Rules on the use of school equipment, software and access routes when used on or off the school premises within school hours [9am until 3pm]: for example, internet access, tablets, lap tops and mobile phones. 

· Acceptable behaviour for pupils and employees, including behaviour outside school: for example teachers’ and pupils’ use of social networking services and other sites, so as not to harm others or bring the school into disrepute. 

· School staff should expect the school to react quickly to reported incidents or support the member of staff concerned to do so. It is also important that staff who are harassed in this way receive support and information enabling them to access appropriate personal support. The school should endeavour to approach internet providers or other agencies on their behalf in order to request that the inappropriate material is removed. The internet provider may only accept a request from the victim. However, the school may want to take action if it is on a school website or email address. 
· If it is necessary for the person being bullied can also contact the service providers directly, the school may provide support. This might apply, for example, in cases of identity theft, impersonation or abuse via a mobile phone service. 

Useful resources 

The Parent Zone has established a training programme designed to enable schools and professionals working with parents to deliver their own sessions on internet safety. They also provide innovative resources for schools to help and support parents, particularly around e-safety. 

Facebook has produced Empowering Educators support sheet specifically for teachers and launched the Bullying Prevention Hub with Yale's Centre for Emotional Intelligence. 

Getting offensive content taken down 
If online content is offensive or inappropriate, and the person or people responsible are known, you need to ensure they understand why the material is unacceptable or offensive and request they remove it. 

Most social networks have reporting mechanisms in place to report content which breaches their terms. If the person responsible has not been identified, or does not respond to requests to take down the material, the staff member should use the tools on the social networking site directly to make a report. 

Some service providers will not accept complaints lodged by a third party. In cases of mobile phone abuse, where the person being bullied is receiving malicious calls and messages, the account holder will need to contact the provider directly. 

Before you contact a service provider, it is important to be clear about where the content is; for example by taking a screen shot of the material that includes the web address. If you are requesting they take down material that is not illegal, be clear to point out how it breaks the site’s terms and conditions. Where the material is suspected of being illegal you should contact the police directly.

Domestic violence 
The cross-government definition of domestic violence and abuse is:
Any incident or pattern of incidents of controlling, coercive, threatening behavior, violence or abuse, or have been, intimate partners or family members regardless of gender or sexuality. The abuse can encompass, but is not limited to:
· Psychological
· Physical
· Sexual
· Financial
· Emotional

Controlling behaviour

Controlling behaviour is a range of acts designed to make a person subordinate and/or dependent by isolating them from sources of support, exploiting their resources and capacities for personal gain, depriving them of the means needed for independence, resistance and escape and regulating their everyday behaviour.
Coercive behaviour

Coercive behaviour is an act or a pattern of acts of assault, threats, humiliation and intimidation or other abuse that is used to harm, punish, or frighten their victim.

This is not a legal definition.

Definition of domestic violence and abuse:

To help local areas consider the consider how the extension to the definition of domestic violence and abuse may impact on their services, the Home Office, in partnership with Against Violence and Abuse (AVA) has produced a guide for local areas. 

A guide for Wales is currently being developed and will be published in due course.

Forced marriage

Read information and practice guidelines for professionals protecting, advising and supporting victims of forced marriage.

Three steps to escaping domestic violence

Read the leaflet the Home Office developed with Southall Black Sisters at women in black and minority ethnic communities: Three steps to escaping domestic violence.

Drugs 

The Headteacher and staff are best placed to decide on the most appropriate response to tackling drugs within their school. This is most effective when: 

· It is supported by the whole School
· Drug education is part of a well-planned programme of PSHE education delivered in a supportive environment, where pupils are aware of the school rules, feel able to engage in open discussion and feel confident about asking for help if necessary; 

Through PSHE we ensure access to and knowledge of up-to-date information on sources of help. This includes local and national help-lines (including FRANK for drugs, NHS Smoking Services for tobacco and Drink-line for alcohol), youth and community services and drug services. These sources can be used as part of, or in addition to, the school’s own drug and alcohol education. 

If a student is suspected of being under the influence of drugs or alcohol on school premises, we will prioritise the safety of the young person and those around them. If necessary it should be dealt with as a medical emergency, administering First Aid and summoning appropriate support. Depending on the circumstances, parents or the police may need to be contacted. If the child is felt to be at risk the Safeguarding Policy will come into effect and social services may need to be contacted. 

Discipline

Any response to drug-related incidents needs to balance the needs of the individual students concerned with the wider school. In deciding what action to take we will use our disciplinary procedures currently in place. 

Exclusion should not be the automatic response to a drug incident and permanent exclusion should only be used in serious cases. 
Fabricated or induced illness 

The fabrication or induction of illness in children is a relatively rare form of child abuse. Where concerns exist about fabricated or induced illness, it requires professionals to work together, evaluating all the available evidence, in order to reach an understanding of the reasons for the child’s signs and symptoms of illness. The management of these cases requires a careful medical evaluation which considers a range of possible diagnoses. At all times professionals need to keep an open mind to ensure that they have not missed a vital piece of information. 

By their nature these types of cases require expert input from a range of disciplines, in particular paediatricians. It is, therefore, essential that all professionals who come into contact with children whose signs and symptoms may be being induced or fabricated are aware that this form of abuse exists. This should be reported to the designated child protection officer within Focus as well as a statutory body such as health, social care, education, schools and the police or local authority children’s social care services. 
Faith abuse 
Child abuse is never acceptable wherever it occurs and whatever form it takes. Abuse linked to belief, including belief in witchcraft or possession, is a horrific crime which is condemned by people of all cultures, communities and faiths. [The Government & Focus Academy applauds the work being done in communities to tackle this form of abuse and to stand up to the perpetrators]. 

Key messages

· Child abuse is condemned by people of all cultures, communities and faiths, and is never acceptable under any circumstances. Child abuse related to belief includes inflicting physical violence or emotional harm on a child by stigmatising or labelling them as evil or as a witch. Where this type of abuse occurs it causes great distress and suffering to the child. 

· Everyone working or in contact with children has a responsibility to recognise and know how to act on evidence, concerns and signs that a child’s health, development and safety is being or may be threatened, especially when they suffer or are likely to suffer significant harm. 

· Standard child safeguarding procedures apply and must always be followed in all cases where abuse or neglect is suspected including those that may be related to particular belief systems. 

· The number of cases of child abuse linked to a belief in spirits, possession and witchcraft is small, but where it occurs the impact on the child is great, causing much distress and suffering to the child. It is likely that a proportion of this type of abuse remains unreported. 
            Research commissioned by the DfE in 2006 reviewed child abuse cases that had   

            occurred between 2000 and 2005 to identify any cases where the abuse was linked to 
            accusations of possession or witchcraft. 38 cases involving 47 children were found to 
            be relevant and sufficiently well documented. The children came from a variety of 
            backgrounds including African, South Asian and European. 

· Child abuse linked to faith or belief may occur where a child is treated as a scapegoat for perceived failure. Whilst specific beliefs, practices, terms or forms of abuse may exist, the underlying reasons for the abuse are often similar to other contexts in which children become at risk. These reasons can include family stress, deprivation, domestic violence, substance abuse and mental health problems. Children who are different in some way, perhaps because they have a disability or learning difficulty, an illness or are exceptionally bright, can also be targeted in this kind of abuse. 
Female genital mutilation (FGM) 

FGM is child abuse and a form of violence against women and girls, and therefore is dealt with as part of our existing child and adult safeguarding/protection structures, policies and procedures in place.
Forced marriage 

Forced marriage is an abuse of human rights, a form of violence and if it affects students from Focus, it will be reported to all professionals and dealt with as a matter of urgency. If you or someone you know is being forced into a marriage from Focus please contact the Headteacher Marina Savva.
Gangs and youth violence 

Focus Academy has a duty and a responsibility to protect its students. It is also well established that success in learning is one of the most powerful indicators in the prevention of youth crime and dealing with violence also helps attainment.  We are committed to our learners achieving to maximise potential which is also used as a preventative measure against crime.
Gender-based violence/violence against women and girls (VAWG) 
Domestic and sexual violence is often hidden away behind closed doors, with the victim suffering in silence.  We are determined to support victims [associated with Focus] in rebuilding their lives, reporting these crimes, and to make sure perpetrators are brought to justice.  If you suspect any such crimes being committed please report this to either the Headteacher or Safeguarding Officer, imminently. 
Mental health 
We aim to support our students with mental health issues such as ADHD, by providing [where applicable] 1-1 tuition to enable our students to reach their full potential and work in alongside external colleagues to support the process. 

Private fostering 
We welcome students from care homes and foster homes; we have a safeguarding officer in place to ensure all aspects of their lives are cared for so that we can pave the way to a successful career beyond Focus Academy.
Radicalisation 
Channel is about safeguarding children from being drawn into committing terrorist-related activity.  If any member of staff suspects any such movement within Focus this must be reported to the Headteacher and/or the police; this is about early intervention to protect and divert people away from the risk they face before illegality occurs.
Sexting 

We have now incorporated the new downloadable set of lesson plans for our tutors to use with our students.  The Toolkit helps you transform the [Thinkuknow website] from a reference tool into an interactive resource.  With clear tutor guidance and engaging photocopiable learning materials, each activity gets students thinking and talking about key issues related to sex, relationships and the internet, delivers safety messages, and encourages them to return to the website in their own time which includes sexting, webcam, using social networks, inappropriate content and chatting with strangers online. 

Teenage relationship abuse 

Some of the signs below could indicate that a student is experiencing relationship abuse. This list is not exhaustive and students respond differently. These signs could also be due to other causes, but it is useful to be aware of common responses. 

· Physical signs of injury / illness
· Truancy, failing grades
· Withdrawal, passivity, being compliant
· Changes in mood and personality
·  Isolation from family and friends
·  Frequent texts and calls from boyfriend / girlfriend
· Inappropriate sexual behaviour / language / attitudes
·  Depression
· Pregnancy
· Use of drugs / alcohol (where there was no prior use)
· Self-harm
· Eating disorders or problems sleeping
· Symptoms of post-traumatic stress 
· Bullying / being bullied
Please liaise with the safeguarding officer if you suspect any such occurrences.

Trafficking 
Trafficking of persons shall mean the recruitment, transportation, transfer, harbouring or receipt of persons, by means of the threat or use of force or other forms of coercion, of abduction, of fraud, of deception, of the abuse of power or of a position of vulnerability or of the giving or receiving of payments or benefits to achieve the consent of a person having control over another person, for the purpose of exploitation. Exploitation shall include, at a minimum, the exploitation of the prostitution of others or other forms of sexual exploitation, forced labour or services, slavery or practices similar to slavery, servitude or the removal of organs. Child trafficking is a very serious issue which can have a devastating and lasting impact on its victims; please liaise with the safeguarding officer in you suspect any students is trafficking.
3. Responsibilities of Managers
3.1 Our Headteacher, Marina Savva has an obligation to prevent abuse and bullying and to take immediate action once it has been identified, whether or not a complaint has been made.

3.2 Allegations of abuse or bullying received either formally or informally through the grievance procedure must be dealt with promptly and sensitively.

3.3 The Headteacher of Focus 1st Academy , Marina Savva must ensure that students do not pre-judge situations based on their own sexual or racial attitudes or prejudices.

4. Responsibilities of all students
4.1 Every student has a personal responsibility not to harass or bully other members of staff.

4.2 A student who becomes aware of abuse or bullying occurring should bring the matter to the attention of his/her tutor.

5. Redress

5.1 A student who feels that s/he has been harassed or bullied has the right to seek redress via the following procedure set out in section 6.

6. Procedure for dealing with Abuse / Bullying:
6.1 A student who feels that s/he is being subjected to abuse or bullying may attempt to resolve the matter informally in the first instance. In some cases it may be possible and sufficient for him/her to explain clearly to the person(s) engaged in the unwanted activities that the behaviour is unwelcome, that it offends and/or makes him/her uncomfortable.

6.2 If at the initial informal stage the circumstances are too difficult or embarrassing to approach the harasser alone, the complainant may wish to explain to his/her tutor or the designated Safeguarding Officer Sarah Barker about the unwanted activities and that the behaviour is unwelcome, that it offends and/or makes him/her uncomfortable. 

6.3 In some cases victims of abuse or bullying may not be sufficiently confident to tell the harasser that his/her behaviour is unacceptable. Focus 1st Academy  emphasises therefore that students are not required to approach the harasser in an attempt to resolve the problem informally, and are entitled to report the matter immediately if they so wish.

6.6 Where steps outlined in 6.1 are unsuccessful or inappropriate, the complainant should raise the matter informally and in confidence with the Headteacher, Marina Savva or Safeguarding Officer, Sarah Barker.
6.7 If the complaint relates to the conduct of the Headteacher, the complainant may choose to discuss the matter with our Safeguarding Officer, Sarah Barker.
6.8 Marina Savva or Sarah Barker will discuss the matter with the complainant and agree a course of action. The alleged abuser will also have the right to state their version of events to the manager.

6.9 The complainer will be assured that s/he will not be discriminated against or victimised for raising the complaint. Confidentially will be observed throughout and the need for any disclosure of the details of the case will be discussed and agreed.

6.10 At any stage in the process the complainant, the members of staff dealing with the complaint or the accused may feel that they need help of a trained person before deciding on the best course of action. A senior at Focus 1st Academy  will provide support as listed below,

· Advising on the nature of abuse

· Offering guidance on resolving abuse problems

· Advising on the use of company’s grievance procedure

6.11 If the situation cannot be resolved informally then the complainant has the right to pursue his/her complaint formally through grievance procedure.

6.12 Where management consider that there may be evidence of abuse, they may consider it appropriate to undertake a full investigation of the circumstances. In this case, an individual within Focus 1st Academy  will be commissioned to undertake this investigation. Best practice in relation to confidentiality will be maintained during the investigation; and both the complainant and alleged abuser will have the opportunity to have their say. The investigator will also interview and take statements from any appropriate witness to the alleged abuse. 

Our designated Safeguarding person Sarah Barker will liaise with appropriate school and/or LA who has the ultimate responsibility towards that child.  All members of staff have received training to L3 in Safeguarding underpinned by CRB/DBS checks.

7. Communication
7.1 All students will be informed of the abuse policy and procedure. They must be reassured regarding:

· Fear that others will consider the behaviour trivial and not take complaints of abuse seriously

· Fear that no action will be taken against a person guilty of abuse

· Fear of retaliation or victimisation in registering 

8. Training
8.1 Training will be provided for those employees who have a specific responsibility for implementing the procedure or who may be dealing with complaints that arise.
9. Monitoring and Review
9.1 In order to assess the effectiveness of the procedure, statistics will be maintained in respect of the complaints of abuse. Strict confidentiality will be maintained and the monitoring process will comply with the Data Protection Act.

9.2 The Headteacher, Marina Savva is responsible for reviewing the policy and procedure one year after implementation and bi-annually thereafter.
Personal Social & Health Education
Ethos: The student’s welfare is of paramount importance. Our school will establish and maintain an ethos where students feel secure, are encouraged to talk, are listened to and are safe. Students will be able to talk freely to any member of staff if they are worried or concerned about something.

1.  Focus’s policy is to ensure every student who is a registered at our school is safe and protected from harm. This means we will always work to:
· Protect from maltreatment;

· Prevent impairment of our students and health or development;

· Ensure that students develop in circumstances that are consistent with the provision of safe and effective care;

· Undertake that role so as to enable students to have optimum life chances and enter adulthood successfully.

2.  This policy gives clear direction to staff, volunteers, visitors and parents about the expected behaviour and our legal responsibility to safeguarding and promotes the welfare of all children at our school. 

3.  Our school fully recognises the contribution it can make to protect students from harm and supporting and promoting the welfare of all students who are registered at our school. The elements of our policy are prevention, protection and support.

4.  This policy applies to all students, staff, parents, volunteers and visitors.

5.  All staff and regular visitors will, either through training or induction, know how to recognise indicators of concern, how to respond to a disclosure from a student and how to record and report this information. We will not make promises to any student and we will not keep secrets. Every student will know what the adult will have to do with any information they have chosen to disclose.
6.  Throughout our curriculum we will provide activities and opportunities for students to develop the skills they need to identify risks and stay safe. This will also be extended to include material that will encourage our students to develop essential life skills. This is reflected in our education plan with particular emphasis on the development of life skills during tutor periods, PSHEE and all other parts of the curriculum.
7.  At all times we will work in partnership and endeavour to establish effective working relationships with parents, carers and colleagues from other agencies.

Roles & Responsibilities

8.  It is the responsibility of every member of staff, volunteer and regular visitor to our school to ensure that they carry out the requirements of this procedure and, at all times, work in a way that will safeguard and promote the welfare of all of the students at this school. 

9.  We have a designated person Sarah Barker to take the lead responsibility for safeguarding and student protection and that there is an alternate and appropriately trained member of staff identified (Androulla Savva) to deal with any issues in the absence of the senior designated professional [all members of staff have been of a safeguarding course L2 and are well equipped to take the lead in his absence].

10.  All staff have undertaken appropriate child protection training. Procedures are in place for dealing with allegations against members of staff and volunteers in line with statutory guidance;

Safer recruitment practices are followed in accordance with the requirements of Safeguarding Children and Safer Recruitment in Education, 2006. They remedy without delay any weakness in regard to our safeguarding arrangements that are brought to their attention.

11.  The Headteacher is responsible for:
· Identifying a member of the senior leadership team to be the SDP for safeguarding;

· Identifying another member of staff to act as the alternate SDP for safeguarding in his/her absence;

· Ensuring that all staff and volunteers feel able to raise concerns about poor or unsafe practice and such concerns are addressed sensitively in accordance with agreed whistle-blowing procedures.

The Senior Designated Professional (SDP)

12.  Any concern for a student’s safety or welfare will be recorded in writing and given to the SDP. Through appropriate training, knowledge and experience our SDP will liaise with Children’s Services and other agencies where necessary, and make referrals of suspected abuse to Children’s Services. 

13.  The SDP or his/her representative at TAPFS will represent our school at child protection conferences and core group meetings and will be responsible for ensuring that all staff members and volunteers are aware of our policy and the procedure they need to follow.

14.  The SDP will maintain written records and child protection files ensuring that they are kept confidential and stored securely.

15.  The SDP will ensure that all staff, volunteers and regular visitors have received appropriate child protection information during induction and have been trained in child protection procedures. 

Training & Induction

16.  When new staff, volunteers or regular visitors join our school they will be informed of the safeguarding arrangements in place. They will be given a copy of our school’s safeguarding policy and told who our SDP for Safeguarding is. They will also be provided with the recording form, given information on how to complete it and who to pass it to. 

17.  Every new member of staff or volunteer will have an induction period that will include essential safeguarding information. This programme will include basic safeguarding information relating to signs and symptoms of abuse, how to manage a disclosure from a student, how to record any issues of confidentiality. The induction will also remind staff and volunteers of their responsibility to safeguard all students and the remit of the role of the SDP.

18. New staff who have not had any child protection/safeguarding training or staff who have had training more than three years ago will be provided with an introduction to safeguarding and will then be trained with the rest of the staff team at least 3 yearly. 

19.  All regular visitors and volunteers to our school will be given a set of our safeguarding procedures; they will be informed of whom our SDP and alternate staff members are and what the recording and reporting system is.

20.  All members of staff will undertake appropriate safeguarding training at least once every three years. The SDP, the alternate designated member of staff and any other senior member of staff who may be in a position of making referrals or attending child protection conferences or core groups will attend an appropriate training course at least once every three years. In addition to this, the SDP and alternate will attend a Safeguarding Children in Education course at least every 3 years.

21.  A record of all training undertaken by staff will be kept on file.

Procedures for Managing Concerns

22.  All staff have a duty to recognise concerns and pass the information on in accordance with the procedures outlined in this policy. Any member of staff or visitor to the school who receives a disclosure of abuse or suspects that a child is at risk of harm must report it immediately to the SDP or, if unavailable, to the alternate designated person. In the absence of either of the above, the matter should be brought to the attention of the most senior member of staff.

23.  All concerns about a student should be reported without delay and recorded in writing.

24.  Following receipt of any information raising concern, the SDP will consider what action to take and seek advice from Children’s Services as required. All information and actions taken, including the reasons for any decisions made, will be fully documented.

25.  All referrals will be made in line with Children’s Services procedures.

26.  Confidentiality must be maintained and information relating to individual students/families shared with staff on a strictly need to know basis. 

Working with Parents & Carers

27.  Focus Academy is committed to working in partnership with parents/carers to safeguard and promote the welfare of students and to support them to understand our statutory responsibilities in this area.

28.  When new students join our school, parents and carers will be informed that we have a safeguarding policy. A copy will be provided to parents on request and is referenced in the school information pack. Parents and carers will be informed of our legal duty to assist our colleagues in other agencies with child protection enquiries and what happens should we have cause to make a referral to Children’s Services.

29.  We are committed to working with parents positively, openly and honestly. We ensure that all parents are treated with respect, dignity and courtesy. We respect parents’ rights to privacy and confidentiality and will not share sensitive information unless we have permission or it is necessary to do so in order to safeguard a student from harm.

30.  We will seek to share with parents any concerns we may have about their child unless to do so may place a child at increased risk of harm. A lack of parental engagement or agreement regarding the concerns the school has about a student will not prevent the SDP making a referral to Children’s Services in those circumstances where it is appropriate to do so.

Records and Information Sharing

31.  If staff are concerned about the welfare or safety of any student at our school they will record their concern on the agreed reporting form. They should ensure that the form is signed and dated. Any concerns should be passed to the SDP without delay.

32.  Any information recorded will be kept in a separate named file, in a secure cabinet and not with the child’s academic file. These files will be the responsibility of the SDP. Child protection information will only be shared within school on the basis of ‘need to know in the student’s interests’ and on the understanding that it remains strictly confidential.

33. Child protection information will only be kept in the file and this file will be kept up to date. Records of concern, copies of referrals, invitations to child protection conferences, core groups and reports will be stored here. All our safeguarding files will include; a chronology, contents front cover and will record significant events in the student’s life.

34.  When a child leaves our school, the SDP will make contact with the SDP at the new school and will ensure that the child protection file is forwarded to the receiving school in an appropriately agreed manner.

35.  All adults who come into contact with our student have a duty of care to safeguard and promote their welfare. There is a legal duty placed upon us to ensure that all adults who work with or on behalf of our students are competent, confident and safe to do so.

Managing Allegations against Staff & Volunteers

36.  If an allegation is made or information is received about an adult who works in our setting which indicates that they may be unsuitable to work with students, the member of staff receiving the information should inform the Headteacher immediately. 

Computer, Internet, Email and Social Media Policy

	Date adopted
	February 2015

	Date for review
	February 2016


1. Use of School  Computer Equipment
1.1 In order to control the use of our Academy’s computer equipment and reduce the risk of contamination, the following will apply:



1.1.1 The introduction of new software must first of all be checked and authorised by the Headteacher Marina Savva before general use will be permitted.



1.1.2 Only authorised staff should have access to our Academy’s computer equipment.



1.1.3 Only authorised software may be used on any of our Academy’s computer equipment.  
1.1.4 No software may be brought on to or taken from Focus 1st Academy  premises without prior authorisation.



1.1.5 Unauthorised access to the computer facility will result in disciplinary action.  Unauthorised copying and/or removal will result in disciplinary action.  Such actions could lead to dismissal.


1.2 Focus 1st Academy  reserves the right to carry out regular monitoring of Employee’s use of all computer equipment including the e-mail system, particularly in cases where it is suspected that some form of system or equipment abuse may be happening or where other unacceptable practices are taking place.

2. Internet


2.1 The Internet is an important communication facility providing contact with professional and academic sources throughout the world.  Where appropriate and duly authorised, staff are encouraged to make use of the Internet as part of their official professional activities.  Attention must be paid to ensuring that published information has relevance to normal professional activities before material is released in our Academy’s name.  Where personal views are expressed, a disclaimer stating that this is the case should be clearly added to all correspondence.



2.2 Intellectual Property Rights and Copyright must not be compromised or infringed when publishing on the Internet.



2.3 The availability and variety of information on the Internet has meant that it can be used to obtain material reasonably considered to be offensive.  The use of the Internet to access and/or distribute any kind of offensive material or non-related employment issues will leave you liable to disciplinary action which could lead to dismissal.



3. E-mail Policy
The use of the e-mail system is encouraged, as its appropriate use improves efficiency.      Used correctly, it is a facility that is of great assistance to employees.  Its inappropriate use, however, causes many problems, including distractions, time wasting and legal claims.                       This policy sets out our Academy’s position on the correct use of the e-mail system, both on computers and voicemail on telephones.



3.1 Procedure


Authorised Use



The e-mail system is available for communication on matters directly concerned with the legitimate business of our Academy.  If you use the e-mail system you should pay particular attention to the following points:



· All e-mails must comply with Partnership communication standards.



· E-mail messages and copies should only be sent to those for whom they are particularly relevant.



· E-mail should not be used as a substitute for face-to-face communication.        E-mails, which are rude or abusive, must not be sent.  Hasty messages, sent without proper consideration, can upset and cause concern or misunderstandings.


· If an e-mail is confidential, you must ensure that the necessary steps are taken to protect confidentiality of all parties as Focus 1st Academy  will be liable for infringing copyright or any defamatory information circulated either within our Academy or to external users of the system.


· Where communications contain student information, such correspondence will be considered to be “sensitive personal data”. All such communication should refer to the student via initials only and not by name or in such a way as to readily identify the student.

· Offers or contracts transmitted via e-mail are as legally binding on Focus 1st Academy  as those sent on paper.



· Any failure to observe these guidelines could result in disciplinary action, including summary dismissal.



Unauthorised Use



· Focus 1st Academy  will not tolerate the use of the e-mail system for unofficial or inappropriate purposes, including:

· A message that could constitute bullying, harassment or other detriment.

· Personal use, e.g. social invitations, personal messages, jokes, cartoons, chain letters or other private matters.

· On-line gambling.

· Accessing or transmitting pornography.

· Transmitting copyright information and/or any software available to the user.

· Posting confidential information about other employees, Focus 1st Academy  or its students.



· Any unauthorised or inappropriate use of e-mail may result in disciplinary action being taken against you, which could include summary dismissal.



Implementation of the Policy



· Regular monitoring of e-mail messages will be carried out on a random basis.  Hard copies of e-mail messages will be used as evidence in disciplinary proceedings.  


· Unknown files or messages should never be introduced into the system without first being checked for viruses.


· Training in the use of e-mail will be run on an in-house basis on request.      Headteacher Marina Savva is required to ensure that all new employees are instructed in the use of the e-mail system.



· E-mail users may be issued with a confidential password which will be changed at irregular intervals.  Access to the e-mail system using another employee’s password without prior authorisation is likely to result in disciplinary action.


· Critical information must not be stored solely within the e-mail system.          Hard copies must be retained and it is the responsibility of the individual issuing the e-mail to ensure the hard copy is filed.  If necessary, documents must be password protected.




· Users are reminded that the mere deletion of a message or file may not fully eliminate it from the system.



· Users are required to be familiar with the requirements of the Data Protection Act 1998 and to ensure that they operate in accordance with the requirements of the Act.  Please ask Headteacher Marina Savva for details.

· Users should be aware that Focus 1st Academy  reserves the right to access individual employee’s e-mail accounts in cases where, in the Academy’s view, there is a legitimate business need to do so.

· If you have cause for complaint as a result of e-mail communications you should raise the matter, in writing, initially with the Headteacher Marina Savva.  If appropriate, the complaint can then be progressed through Focus 1st Academy ’s Grievance Procedure.

4. Social Media Policy 

4.1 The School recognises that social media and networking sites have become a regular part of everyday life for many people. However care must be taken not to breach our confidentiality policy, disseminate any information about yourself, your colleagues, any of The School’s supplier’s, partners or clients / customers, or even a member of the public.

4.2 Social media is a rapidly developing area. For the purposes of this policy social media will be deemed to include any data that can be transmitted, uploaded, downloaded or received and exchanged through any means. This data is not limited to print, text, email, photo, video, any electronic file format. 

4.3 This policy aims to provide guidelines as to what The School expects from you as an employee. This includes your actions whilst at work or at any other time, using The School’s equipment, or other equipment you may use.
Personal use

· If you have a personal profile on a social media site you should ensure that others may not access content, media or any other data that a) you would not be happy to disclose or b) which would or could reasonably undermine your position as a professional and trusted employee of Focus 1st Academy .
· It is imperative that you ensure that the normal boundaries kept between yourself and your students during school time are maintained outside working hours and that you protect your privacy.  To this end, it is not permitted for students to be added to personal contacts on any social networking sites.  If you currently have a student in any “friends” group, you will need to delete them off your list with immediate effect.

Employees must not:

· Publicly identify themselves as working for Focus 1st Academy , make a reference to our Academy or provide information from which others can ascertain the name or other identity in relation to this School.
· Act in any way, by their actions or failure to prevent the actions of others that may be detrimental to Focus 1st Academy  or our reputation or brings our Academy into disrepute.
· Use a Partnership email in registering or setting up any personal social media site.

· Allow any use or interaction on social media sites or via blogging, tweets or other means, damage working relationships between current or past employees, suppliers, partners, clients or students.
· Make any derogatory, offensive, discriminatory or defamatory comments about current or past employees or students.
· Make any comments about Focus’ past or present employees that could constitute unlawful discrimination, harassment or bullying. Further details regarding unacceptable behaviour is contained within Focus 1st Academy  Equal Opportunities and Behaviour Policy.

· Disclose any trade secrets of confidential information in relation to Focus’ activities. 

· Disclose any personal information of any past or present employees or students. Any disclosure would be a direct breach of the Data Protection Legislation.

· Any official account set up on Focus’ behalf must have prior authorisation by Headteacher Marina Savva and may only be used by authorised staff to post information online. As well as the above general conditions being applicable, all information posted must comply with our Academy’s policies on confidentiality and intellectual property, copyright laws and not identify third parties without their express consent. 

· Employees who contravene these rules will be subject to Focus’ disciplinary rules and procedures and be liable to disciplinary action up to and including dismissal.

5. Disclosure of Information
5.1 You must not directly or indirectly disclose to any unauthorised person any knowledge or information relating to our students or Focus 1st Academy  as a company without first obtaining permission in writing from Focus 1st Academy .



5.2 You must not use for your own purposes or profit or for any purposes other than those of Focus 1st Academy , any information which you may acquire in relation to our Academy and/or its students.

5.3 The rules concerning disclosure of information apply both during and after your employment with Focus 1st Academy 


5.4 Unauthorised access to Partnership information, whether computerised or manual, may lead to disciplinary action being taken against you.  In the case of computerised information “hacking” will be considered a dismissible offence.



5.5 At the time of leaving The School, for whatever reason, you are required to return all products; documentation or any other information related to The School and, if requested, confirm compliance of the same in writing.

5.6 In addition, The School reserves the right to request such information to be returned during any period of notice should it deem it possible that there could be a risk, intentional or otherwise, of Partnership or commercially sensitive information being made available to other parties.



Health and Safety Policy 
Focus 1st Academy, as represented by the proprietorial body, is committed to ensuring the highest possible level of health and safety for both its students and members of staff. 

In accordance with the Health and Safety at Work etc Act 1974 and the regulations made under that Act, the proprietorial body recognises that it has a legal duty to ensure, so far as is reasonably practicable, the health, safety, security, and welfare of all its students and members of staff as well as parents/carers and visitors on the school premises. As such, it accepts these duties and seeks to continually promote standards of health and safety in compliance with the terms and requirements of the Act and its regulations. 

The proprietorial body will, accordingly, take all steps that are reasonably practicable to meet its health and safety objectives, as specified below.  

1. General Objectives

Our Health and Safety objectives are as follows:

(1) To create an effective organisational structure and develop a positive health and safety culture to support risk management at all levels within the school;

(2) To systematically asses and manage risk as an effective approach to the prevention of injury and ill-health;

(3) To ensure the provision of sufficient information, instruction, and supervision to enable all students and members of staff to avoid hazards and contribute positively to their own health and safety and that of others;

(4) To maintain the school premises in a condition that is safe, secure and without risk to health;

(5) To formulate effective procedures for use in case of fire and for evacuating the school premises;

(6) To set procedures to be followed in the case of an accident;

(7) To provide and maintain adequate facilities for first aid;

(8) To review the Policy on a regular basis and to ensure that the school keeps abreast of any changes to legislation and compliancy issues.

Furthermore, the proprietorial body is aware of, and will meet, the requirements of:

(1) The Management of Health and Safety at Work Regulations 1999, by providing and maintaining a written Risk Assessment Record of the risks to the health and safety of its employees whilst at work and others who may be affected. Please refer to our various risk assessments and checklists.

(2) The Department for Education’s ‘Preventing and Tackling Bullying’ advice (May 2012), by ensuring that bullying is prevented and, where it does occur, identified quickly and dealt with swiftly. Please see our ‘Safe to Learn Policy’. 

(3) The Children Act 1989 and The Protection of Children Act 1999, by ensuring the guidance given under these Acts is successfully implemented in the daily operations of the school, thereby affording students the protection required. Please also see our ‘Child Protection Policy’.

2. Management
2.1 Health and Safety Officer: Role and Responsibilities

In order to meet these objectives, the proprietorial body has delegated responsibility for the implementation of this Policy within the School to the appointed Health and Safety Officer.

The Health and Safety Officer will work in conjunction with the Headteacher and other relevant personnel, including the Appointed Person for First Aid, to ensure this Policy is implemented effectively and updated as necessary. 

The Health and Safety Officer will report to the proprietorial body on a termly basis, or as required, on the implementation of this Policy and make recommendations regarding any additions or revisions to the Policy deemed necessary. 

The main responsibilities of the Health and Safety Officer are:

(1) To make sure that all aspects of the Policy are carried out efficiently and effectively;

(2) To monitor the effectiveness of all aspects of the Policy and to report back to the proprietor on a termly basis, or as necessary, should the Policy require more immediate amendment;

(3) To ensure that all members of staff receive a copy of the Policy, and understand fully both its content and the responsibility that it may place upon them regarding the health and safety of the students;

(4) To ensure that fire regulations are fully satisfied throughout the premises and ensure that fire drills are carried out termly, and the results reported in accordance with the emergency evacuation procedure, as well as weekly checks of the fire bell at a specified time;

(5) To ensure that suitable training and awareness is provided for members of staff regarding fire safety, first aid, and manual handling; 

(6) To ensure that parents/carers are made aware of the Policy and parents/carers and visitors are appropriately informed of the relevant safety procedures via an instruction summary sheet located at the school entrance;

(7) To ensure appropriate security measures are put in place to uphold the safety of both students and members of staff for the duration of school activities, including arranging adequate lunchtime supervision;

(8) To undertake regular checks of the school premises, reporting in writing to the School Management Board any areas of concern and then to arrange any necessary action following this report;  

(9) To test the safety of all electrical equipment regularly, including having all plugs tested by a contractor once a year;

(10) To make arrangements for the implementation of the accident reporting procedure, in accordance with the requirements set out in the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 [RIDDOR], and to draw this to the attention of all members of staff as necessary; 

(11) To monitor, within the limits of their expertise, the activities of contractors and any other organisations present on the premises, as far as is reasonably practicable. 

3. Risk Management
3.1 Risk Assessment

Risk Assessment is the key to the effective management of health, safety and welfare issues whilst on the school premises. It is important that all members of staff recognise that risk assessment is a continuous process and not a ‘one-off’ form-filling exercise. The process will help to minimise and manage risk.

Risk Assessment is little more than a careful examination of the factors at work during school activities, which could cause harm to people, so that you can decide whether you have done what is reasonably practicable to prevent harm.

A hazard is anything with the potential to cause harm or injury. A risk is the likelihood and extent of harm being caused.

Key tasks are to identify significant hazards and ensure risks are minimised so that they are small.  It may be necessary to draw up a list of tasks or actions to ensure minimal risk through the use of adequate control measures.

Risk Assessments can be usefully considered as having three levels:

· Generic activity assessments which are likely to apply to that activity wherever 
       and whenever it takes place 

· Site-specific assessments relating to each area of the school premises, as well as 
       off-site assessments for school visits (Please refer to our School Visits Policy.)

· Ongoing or dynamic assessments that take account of, for example, illness, 
       changes in weather or change of planned activity (plan B required).

The risks involved in the range of activities undertaken and environments used on a regular basis are reviewed annually. 
3.2 Checks

Regular health and safety checks form an important part of risk assessment and management and help promote a positive culture of health and safety awareness within the School.

At Focus 1st Academy  Academy, the following regular checks will be carried out at the intervals specified:
· Daily checks: Designated members of staff will carry out brief health and safety inspections daily before the start of the school day. This will ensure that any hazards that have appeared overnight or during the weekend can be dealt with before students arrive. 
· Monthly checks: A more thorough inspection of the premises and large equipment will be carried out on a monthly basis by members of staff and the Health and Safety Officer. This will ensure that any deterioration to the premises or equipment can be dealt with before it becomes a hazard. An inventory of all large equipment will be maintained by the Health and Safety Officer, along with a log of inspection dates and details of any repair work carried out. 
4. Health
4.1 First Aid Arrangements

Please refer to our First Aid Policy and Procedures. 

4.2 Managing Accidents and Illness

Please refer to our First Aid Policy and Procedures. 

4.3 Reporting Accidents and Illness

Please refer to our First Aid Policy and Procedures. 

4.4 Administering Medicine

Please refer to our First Aid Policy and Procedures. 

4.5 General Health Precautions

It is the responsibility of all members of staff, and parents/carers where appropriate; to ensure the following general health precautions are taken:

· All work areas, stairs and gangways must be kept clear and tidy, and drawers and cupboard drawers must always be closed after use.
· Members of staff should not attempt to lift anything that is too heavy, and will be shown how to lift and carry items correctly as part of their Health and Safety induction training.

· Any spillages or wet patches on the floor must be cleaned up immediately.
· Members of staff should assess any particular hazards in the subjects they teach or the equipment they use, and request appropriate training if necessary.
· Regarding hygiene, hands should be washed thoroughly with soap and water after using the toilet, and dried with the towels provided. Instructions showing these steps will be displayed in each washroom. 
· Parents/carers should provide hats and high-factor sun block for their children to wear outside during periods of hot and sunny weather. 
· If a pupil is found to have head lice, the parent/carer should inform the Headteacher immediately. The student should be kept at home until effective treatment has been administered. 
5. Safety
5.1 Fire Safety

5.1.1 Fire Safety Officer: Role and Responsibilities 

The Health and Safety Officer will work alongside the Fire Safety Officer, who will also be a full-time member of staff, to ensure that fire regulations are fully met throughout the premises, in accordance with the latest legislation. 

The Fire Safety Officer will therefore be responsible for carrying out the relevant fire safety procedures, as detailed below. 

5.1.2 Fire Risk Assessments 

The Fire Safety Officer will undertake six monthly Fire Risk Assessments for the school premises, which will pay particular attention to those at special risk, i.e. those with disabilities and special needs, and must include consideration of any dangerous substance liable to be on the premises over that time. 

This risk assessment will help to identify risks that can be removed or reduced, and will decide the nature and extent of the general fire precautions that need to be taken to protect people against the fire risks which remain. 

Every individual who has a disability which may affect their ability to recognise that an emergency is taking place or to evacuate a building unaided will have a Personal Emergency Evacuation Plan drawn up (PEEP). This will be required for anyone who could have a problem escaping in an emergency, anyone will a temporary impairment (e.g. pregnancy, injury etc), and anyone with a long-term or permanent impairment (e.g. hearing, sight, cognitive etc.). PEEPs will be produced in conjunction with the Headteacher and other relevant staff and will be specific to the needs of the individual in question.

5.1.3 Fire Drills

The Fire Safety Officer will carry out termly fire drills and weekly checks of the fire bell at a specified time. 

Any defects will receive immediate attention and a record of tests will be kept in the Fire Log Book. 

5.1.4 Maintenance of Fire Fighting Equipment

The Fire Safety Officer will ensure that all automatic heat and smoke detectors are tested in the manner and at the intervals recommended by the manufacturers, and all portable fire extinguishing equipment are tested by an accredited agent annually.  

5.1.5 Staff Training 

All members of staff will be made fully aware of the fire safety procedures and will also receive training, where possible, in the use of the fire-fighting equipment on-site, including the different fire extinguishers and fire blankets. The Fire Safety Officer must keep a log of any training in the Fire Log book. 

5.1.6 Fire Evacuation Procedures

All students will be reminded at the beginning of each term of the various Fire Routes, Fire Exits and the Fire Assembly Point. This will normally be done by the class teacher during the registration slot on the first day of term and in a manner appropriate to the age of the students. 

A copy of the Fire Evacuation Procedures is displayed in each classroom, as well as in the school hall. This copy looks like this:
	FIRE DRILL
EXITS ARE ON EACH FLOOR

In the case of a fire

RAISE ALARM

EXIT BUILDING IMMEDIATELY

DO NOT COLLECT BELONGINGS

LEAVE BY THE NEAREST

EXIT

ASSEMBLEY POINT IS

ACROSS THE STREET – ON THE CORNER OF ‘PALMERS ROAD’

REMEMBER!

REPORT TO A MEMBER OF FOCUS STAFF

DO NOT RE ENTER BUILDING

Focus 1st Academy  is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!


In the event of a fire, all buildings will be evacuated promptly using the designated fire exits.

There are four, clearly identifiable Fire Exits on the school premises:

· Front door 
· Back Door -  Ground floor
· Medical Room fire exit
· Top floor office
If a member of staff or student discovers a fire, they must raise the fire alarm immediately by activating the fire alarm. The Fire alarm point is located inside the school hall by the school entrance. The fire alarm is signified by the continual ringing of the bell.

Fire extinguishers are located on each of the three floors. Fire blanket is located inside the kitchen. Each of these areas includes foam and Carbon Dioxide. Fire extinguishers should only be used by members of staff who have received training. The priority should always be to safely evacuate all people from the building. 

The Headteacher or Fire Safety Officer must call the fire brigade at once. This person must also be at hand to assist the fire brigade when they arrive and ensure they can gain access to the building. 

All members of staff and students must make their way outside to the Fire Assembly Point in a calm and efficient manner, using the nearest available fire exit, and be instructed to sit down. The Fire Assembly Point is located by the gate at the far-end of the playground and is clearly marked. 

Staff should ensure that all the students have left the classroom. They should then close all windows and doors on the way out of the classroom. All possessions should be left behind. 

The member of staff present in each classroom at the time should ensure they take their class register to the Fire Assembly Point. Otherwise, the School Secretary or Fire Safety Officer should bring the visitor book and any class registers from the office. Registers will be called to ascertain whether anyone is missing. 

Should the fire alarm sound at playtime or lunch time, the supervising member of staff will instruct students to stop and proceed to the Fire Assembly Point. All staff inside the building will leave by the closest exit and also proceed to the Assembly Point. The normal procedures will then be followed. 

No student or member of staff will be allowed back inside the building until instructed by the Headteacher or the Fire Safety Officer.

5.1.7 Fire Log Book

The Fire Safety Officer will keep and maintain a dedicated Fire Log book, which should be made available for inspection by the Fire Authority at any time. 

The Fire Log book should include the following: 

· The fire emergency plan for School

· A list of responsible persons 

· Details of routine staff training 

· A record of fire drills

· A record of fire alarm tests

· A record of emergency lighting tests 

· A record of inspections of means of escape and fire routes

5.2 Car Park Safety

In order to minimise risks associated with the car park, the following precautions have been taken: 

· The car park is purely for parking only.
· Parents/carers will be encouraged to park in the area closest to the school entrance. 

· Parents/carers will also be encouraged to park safely and carefully while dropping off students. They will be asked to use Palmers Road but this one has a parking restriction between 11 am and 12.
5.3 General Safety 

· Members of staff should ensure that students do not interfere with or misuse any of the fire safety equipment, and report any such behaviour to the Fire Safety Officer and/or Health and Safety Officer.
· Members of staff should promptly report anything that seems dangerous, damaged, or faulty to the Health and Safety Officer, including electrical equipment. 
· Members of staff must ensure that students do not use or touch electrical equipment or appliances without permission or if unsupervised. 
· Members of staff must ensure that entrance areas are kept clear of all impediments at all times. 
· Members of staff must ensure that all the relevant safety equipment, such as goggles or protective clothing, is used where appropriate, for example in science lessons.
· Any chemicals for use in science lessons must be stored in a locked cupboard. 

· Both the School Office and the Staff Room are out of bounds to students unless accompanied by a member of staff. 

6. Security
Given that the welfare of the students at Focus 1st Academy is paramount; all members of staff will be trained to appreciate their responsibility for helping to keep all of the students safe at all times. The staffing ratio has been designed in order to ensure that every student is supervised for the entire length of time that they are in the School’s care.  

6.1. Supervision 

· Students will not be left unsupervised in the classroom or school buildings either during lessons or at any other time during the school day. 

· A member of staff will always be on playground duty during break times. If a student is injured in the playground, the member of staff on duty will ask one of the eldest students to go and get another member of staff if there is not a second adult in the playground already.

· All students should be outside at playtimes unless they have staff permission to remain indoors.

· Students should not arrive at school before 9 am unless a parent/carer remains with them or they can be handed over to a member of staff at the school entrance. 

· No student will be left unaccompanied in the school hall or playground at the end of the day. Once parents/carers arrive at school at the end of the school day, they are asked to take responsibility for their children. Students can travel home unsupervised.
6.2 Visitors

· All visitors will be directed to report to reception on arrival at the School. This will be indicated via clearly displayed signs. 

· At reception, visitors will be required to enter their details in the Visitor’s Book, including the date, their full name, the purpose of their visit, who they are visiting, their car registration number, and their arrival and departure time. This is important to keep an accurate record of who is on site at all times. 
· It is the responsibility of the member of staff receiving a visitor to accompany him/her throughout the visit. 

· Members of staff will be briefed about the importance of politely challenging any unrecognised visitors not wearing a visitor badge, directing them to reception where necessary, and notifying the School Secretary or Headteacher where necessary. This is particularly important at the beginning and end of the day. 

· Members of staff will be briefed on who parents/carers have authorised to collect their children in their absence. They must not allow any other person to collect students without first obtaining the parents’/carers’ permission. 

· Students will be briefed at the beginning of each term about the importance of notifying a member of staff if they notice someone in the school who does not have a visitor badge displayed. 

· All volunteers will undergo the necessary safeguarding checks and training before or as soon as practicable after they begin volunteering at the School. They will be treated as a visitor and need to be supervised by a member of staff until these checks have been carried out.

7. Critical Incidents
A critical incident is a major occurrence that will affect the School, its people and reputation, such as a major accident or trauma, death on-site, death on a field trip, student l or staff suicide, contagious illness, paedophilia or embezzlement charges. 

Two aspects of such disasters are important to note for planning purposes: first, the emotional and psychological harm caused to pupils and members of staff; and, second, the inevitable media interest. 

7.1 Immediate action in the case of disaster

· The Chair of the proprietorial body will be contacted immediately and will be asked to join the team at the school. 

· The police will be contacted immediately to ask for help in controlling access to the school and, if appropriate, the Local Authorities will be contacted and asked what resources they can make available.

· Roles will be allotted to members of staff and members of the School Management Board, as appropriate. It may be necessary to elect a Critical Incident Team. 

· Depending on the situation, Headquarters will be located at the School or in another suitable building near the school, depending on the circumstances. 

· If the disaster is abroad, a contact will be opened up to authorities in the foreign country through the appropriate embassy or the Foreign Office. Arrangements will be made to get a senior member of staff and someone familiar with the language, if possible, out to the scene of the critical incident as a matter of urgency to take charge from the members of staff involved.

· Parents/carers will be contacted by mobile phone. It may be sensible to send someone off-site to make this contact, as detailed below. If students are off-site, parents/carers should be re-united with their children as quickly as possible.

8. Communication

8.1 Communication to parents/carers

· Only nominated members of staff and School Management Board have the authority to contact parents/carers. 
· In communicating about a critical incident, such persons will have a written list of known facts issued by the Headteacher or the Chair of the Board. They will only say what is known for a fact, how parents/carers will be updated as information becomes more complete, how parents/carers should contact hospitals etc., and check whether any help is needed with transport etc. 
· While the school’s primary initial responsibility is to parents/carers whose children have been involved in the critical incident, there will be other parents/carers who will want to know what has happened. Depending on the circumstances, it may be necessary and appropriate to send a written account, post information on the school website, or use the media to communicate with parents/carers. The Headteacher will make the decision as to what action is appropriate.    
8.2 Communication to Students  

· If a disaster occurs during the school term, the first priority will be to ensure that pupils know what is true, and the second priority will be for the school community to share, as appropriate, its shock or grief. 

· The students will be told the plain facts by selected staff either in classes or in a school assembly; selected staff will then go round to the various classes to answer their questions. 

· If a disaster occurs during the school vacation, special arrangements may need to be made in order to allow families, friends, and others to come into school, and for an appropriate member of staff to be available to inform and support. This will be determined by the Headteacher. 

8.3 Communication to the Media

· Statements to the media will only be made after discussion with the Headteacher and the School Management Board.

· The Chair of the School Management Board will make a statement at the earliest and most appropriate moment.

· Members of staff and the School Management Board will refer all questions to the Headteacher and must refuse to make any comment or react to any statement put to them by the media.

· It is the responsibility of the Headteacher, in consultation with the School Management Board, to determine whether a press conference should be arranged in a place away from the children.

· Students will be kept away from the media and the importance of this will be explained to the pupils.

· No addresses will be given to the media. 

8.4 Reporting Critical Incidents

Reporting critical incidents, accidents and ill health at work is a legal requirement (RIDDOR: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995). The information enables the Health and Safety Executive (HSE) and local authorities to identify where and how risks arise and to investigate serious accidents. 

Focus 1st Academy will need to make a report in the following cases:

· Death or major injury: If there is an accident connected with school activity and a member of staff, a pupil, or a self-employed person working on the premises is killed or suffered a major injury, the Headteacher must notify the enforcing authority without delay and will have to follow this up with a completed accident report form (F 2508) within ten days.

· Over-three-day injury: If there is an accident connected with School and a person on the school premises suffers an over-three-day injury, the Headteacher must send a completed accident report form (F 2508) to the enforcing authority within ten days. An over-three-day injury is one which is not major but results in the injured person being away from work or unable to do the full range of their normal duties for more than three days (including any days that would not normally be expected to work, such as weekends, rest days or holidays), not counting the day of the injury itself. 

· Disease: If a doctor notifies us that a member of staff suffers from a reportable work-related disease, the Headteacher must send a completed disease report form (F 2508A) to the enforcing authority. Reportable diseases include certain poisonings, some skin diseases, lung diseases and infections.

· Dangerous occurrence: If something happens which does not result in a reportable injury, but which clearly could have done so, it may be a dangerous occurrence which must be reported immediately (e.g. by telephone) to the enforcing authority. Dangerous occurrences include: the collapse or overturning of load-bearing parts of lifts and lifting equipment; explosion, collapse or bursting of any closed vessel or associated pipe work; electrical short circuit or overload causing fire and/or explosion; accidental release of a biological agent likely to cause severe human illness; etc. 

Such incidents should be reported to the Incident Contact Centre:

· By phone: 0845 300 9923 (8.30 – 17.00)

· By fax: 0845 3009924

· By internet: www.riddor.gov.uk
· By email: riddor@natbrit.com
· By post: Incident Contact Centre, Caerphilly Business Park, Caerphilly, CF83 3GG. 
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Risk Assessment Policy 
Risk assessment will be carried out in the school to determine the risks associated with working operations.  The assessment is required to identify risks both to employees, pupils and to any other persons who may be affected.

Risk Assessments are updated normally and the responsibility for administering the completion of these lies with the Assistant Health & Safety officer.

C.O.S.H.H. regulations 1988 place a statutory duty on employees to make an assessment of the potential health risks to employees arising from work involving the use of hazardous substances.

C.O.S.H.H. also requires that except in very limited circumstances a written record must be maintained.

General assessments of risk are best carried out by staff in the curriculum areas concerned.

1. Risk Assessment Procedure

Introduction

It is a general legal requirement of the Management of Health & Safety at Work regulations (1999) to carry out risk assessments. There are also specific requirements under other regulations to carry out specialised assessments, for example, manual handling, the use of chemicals, noise, machinery etc. 

The following procedure should be adopted for general risk assessment of an area or a job/task. It is based on the HSE guidance "Five Steps to Risk Assessment". 

Risk assessment should be undertaken systematically so as to ensure that all significant hazards and risks are identified and, where appropriate, controls are put in place to either eliminate the risk or reduce it "as far as reasonably practicable". 

What is a Risk Assessment?

 A risk assessment is a careful examination of how people may be harmed from a particular activity or situation. The assessment will help you to identify the likelihood of harm and whether you can reduce the risk to a reasonable level, through the introduction of control measures.  
Hazard: A hazard is defined as something with the potential to cause harm.

Risk: A risk is the likelihood of potential harm from the hazard being realised. This is usually evaluated by considering the likelihood of the harm occurring and the potential severity of the harm.

Hazard & Risk 

An examination of the workplace should be undertaken and should include identification of the following: 

· Hazards - identify anything in the workplace that could cause harm. Common workplace hazards include: 

Chemicals 
Display Screen Equipment 
Dust / Fumes 
Electricity 
Fire 
Machinery 
Manual Handling 
Noise 
Poor lighting 
Slipping / Tripping hazards 
Vehicles 
Working at height
2. Generic Risk Assessments
These generic risk assessments have been produced to assist school with risk assessment, and provide a basis for individual sites to consider their specific circumstances. Some assessments may not be relevant to school, others may need customising to suit specific location and/or work activity and others may not need changing at all.

The forms are only partially completed and will need to be adapted by admin officer from the school, who can complete the rest of the form having considered the generic hazards, risks and control measures listed on the form and add any site specific items identified. 

The assessments require the risk to be evaluated before and after the suggested controls are in place. This will help identify the urgency of control measures and whether, following the introduction of controls, the risk can be reduced sufficiently. The following matrix may help to determine your risk rating.

Risk Matrix:

	
Severity

Likelihood


	Slightly harmful
(e.g. Superficial injury or temporary discomfort or distress)
	Harmful
(e.g. Sprains, minor fractures, ill health leading to disability)
	Extremely harmful
(e.g. major fractures, amputations, fatality, life shortening illnesses)

	Highly unlikely
	LOW (L)
	LOW (L)
	MEDIUM (M)

	Unlikely
	LOW (L)
	MEDIUM (M)
	HIGH (H)

	Likely
	MEDIUM (M)
	HIGH (H)
	VERY HIGH (VH)


It is unlikely that all risks can be reduced to low levels. Table 1 will help you to determine action that needs to be taken.

Table 1:

	Risk Rating
	Action required

	
	Initial risk rating
	Residual risk rating

	Very High (VH)
	May only take place if good control measures can be implemented.
	Must not take place. 

You will need to identify further controls to reduce the risk rating.

	High (H)
	May only take place if good control measures can be implemented.
	Seek further advice

	Medium (M)
	If it is not possible to lower risk further, you will need to consider the risk against the benefit. 

	Low (L)
	No further action required.


The completed generic assessments will need to be signed off by the admin officer completing the assessment and monitored by the principal. They will then need to be reviewed and if necessary updated, at least annually. A review will be required sooner if an incident or accident occurs, or there are significant changes to the premises, staff or procedures.

Records 

The assessment should be recorded on the standard Risk Assessment Form and should be kept in a visible/accessible folder identified for this purpose in the work area in question. The form also acts as an improvement action plan and should be used for tracking implementation of control measures. The findings should be made known to the staff it affects and information/training must be given. 

Review 

A risk assessment must be reviewed if there is any significant change to the area/ job/task or if there is any other reason to suspect it is no longer valid. Risk assessments should be reviewed after accidents/incidents involving the task assessed. In any event, it is good practice to review assessments regularly to ensure they are still accurate and controls remain in place.

Educational Visits Policy
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  By 

              Headteacher
This policy has due regard to the DfE Guidance, Health and Safety Advice on Legal Duties and Powers for Local Authorities, Headteachers and Staff. 
It also draws on the previous guidance Health and Safety of Students on Educational Visits (HASPEV). 

Focus Academy believes in the educational and social value of school trips.  School visits are an integral part of school life, furthering the education of the students. They support the social or academic needs of the students.  The school aims to give students experience of a number of curricular and extra-curricular off-site visits during their time at the school.
1. Basic principles
Responsibilities
· The Headteacher bears ultimate responsibility; all staff liaise with her concerning the arrangements and follow the guidelines in this policy.

· Teachers who plan a day or residential visit are designated as the group leader and, as such, have responsibility to make sure the visit is properly organised.

· The group leader is responsible for completing a full risk assessment of the trip.  This must be approved by the Headteacher before the trip can go ahead.

· Focus Academy’s Behaviour Policy applies to all students on off-site visits.  The group leader is responsible for good behaviour on all visits.

· The group leader (designated by the Headteacher) will be responsible for co-ordinating and delegating tasks to all staff participating in the visit.

· Staff accompanying students on visits will have appropriately designated responsibilities and a clear itinerary of events.

· The group leader will complete a visit evaluation form after the visit, reporting back to the Headteacher any problems/issues and particular successes.

Health and safety
· Safety is the prime consideration when planning or carrying out a school trip; all appropriate health & safety and child protection procedures must be followed. 

· All risks will be assessed and reported prior to the event and any possible measures towards safety and welfare undertaken.

· Staffing will adhere to recommended supervisor: student ratios (see Educational Visits Procedure Checklist for details).  The group leader will consider whether the nature of the activities requires the normal ratios to be exceeded.

· The staffing of every off-site visit must include an adult who has an appropriate first aid qualification.  Appropriate first aid provision will be available at all stages of the trip.

· Teachers, assistants and volunteers accompanying school trips will be suitably record checked and appropriately trained in procedures.

· All transport arrangement and venues will be checked for suitability and safety beforehand.

· Risk assessments will be completed and approved for all aspects of the trip.

Educational Value
· For curricular visits, a clear aim and objective must be identified by the group leader and clearly communicated to the other accompanying adults.

· Visits are not taken in isolation.  Students are well prepared for the visit and, subsequently, put the experience to good effect as a stimulus for work in class.  
Parents and information
· At the start of each academic year parents are asked to sign a consent form for their child to participate in regular off-site activities such as visits to local sports amenities, churches and for sports fixtures against other schools.  Such events do not then require further parental consent but are otherwise regulated by this policy. 

· Parents will be notified of the details of all other school visits in advance and permission for any school trip must be received from parents/guardians in writing prior to the visit date.  Parents will be told specifically if a day visit involves a return to school after the end of the normal school day.

· Parents will be required to notify the trip leader of their child’s special or medical needs and of any other considerations affecting the welfare and safety the child and of staff and other students. 

· Parents are also asked to sign a consent form for emergency medical treatment.

· For residential visits and trips overseas the school will hold an information meeting for parents and students at the early stages of planning.  An information meeting may be held for other visits as appropriate.

· Students’ emergency contact details, medical information and any other relevant information will be collected prior to the visit.  This information will be taken on the visit.

· Costs for visits will be calculated in advance.  Parents will be notified of the cost of the trip well in advance where this is not absorbed by the school.  All trips must be paid for prior to departure.  Focus Academy will not make profit on any curricular-based visits.
· As stated on the parent-student agreement; uniform most be warn at all times with the logo visible. This underpins; safeguarding, discipline and creates a sense of belong which is crucial in terms of learning and piece of mind.
2. Procedures for organising an educational visit
General Information
Early planning is essential for any visit. Plans for residential visits and overseas trips are formulated well in advance. All off-site visits and activities must be approved by the Headteacher, who is kept fully informed throughout the planning stages.  Residential visits and trips overseas must be authorised by the Proprietor, who must be kept informed of progress in planning to facilitate continued approval.

Activities of an outdoor pursuit or adventure nature must be within the ability of the student participating and the accompanying staff.

Preliminary Planning

An outline plan is presented to the Headteacher for approval prior to more detailed plans being made.  Once outline permission has been granted and any particular conditions set, one or more meetings of the proposed staff involved will be held to formalise the administration and organisation of the visit.  Specific duties, and the names of the students for whom each person is responsible, are identified if necessary.

Discussions will take place with the Headteacher about any other school events or trips which may be occurring at a similar time in order to establish a balance.

Once the trip is approved, parents will normally be informed and provided with as much information as is appropriate. Greater detail will be expected for trips overseas or involving overnight stays.  Preparing for such trips will include an information meeting for parents.
The provision of information to parents will normally include the following, as appropriate:
· Information about accommodation

· Itinerary

· Emergency Contacts/Medical Forms

· Staffing/Grouping Details

· Personal Items/luggage requirements

· Insurance Details

· Finance Arrangements

· Spending Money

· Information about the coach company and any other transport arrangements

Insurance
The group leader will liaise with the bursar/Headteacher to check that insurance cover for all student and adults involved in visits is appropriate. Extra insurance cover may be needed for residential visits, trips abroad and any activities of a hazardous nature.  If insurance cover is not provided by the commercial centre or Tour Company, it is arranged by the bursar/Headteacher and added to the cost of the visit. All parties are provided with precise details of the insurance policy, so that there is no doubt about the cover and, in particular, what eventualities fall outside such cover.
Preliminary Visit
Except in the case of repeated visits, an exploratory visit by the group leader or another designated member of the accompanying staff is usually made.  In the case of repeat visits, the group leader should contact the venue(s) to establish that there have been no significant changes to the premises or arrangements, which may affect the organisation of the visit.
A preliminary visit should establish at first hand:
· That the venue is suitable

· That the venue can cater for the needs of students and staff

· An assessment of potential areas and levels of risk, completing Risk Assessment with details being given to the Headteacher.  This will incorporate any risk assessment provided by the venue/tour operator

· Familiarity with the area before taking students 

· Information concerning staff qualifications, if not already known

· Suitable checking of staff at the venue to ensure that they are suitable to work with student.

In certain circumstances, for example when all the activities are run by the centre’s own staff, to whom the risks and area are well known, a preliminary visit is not always necessary.  Nevertheless, a visit may be needed to establish such matters as a safe place for a picnic lunch, the safe use of toilet facilities, distances to walk from car parks etc.
If it is not possible to make a preliminary visit, every endeavour must be made to acquire information about the accommodation and the area, before the visit.
If a preliminary visit has not taken place, as a matter of priority when the party arrives, a member of staff inspects the facilities and accommodation and any areas where there might be dangers or potential hazards.  Where necessary, risk assessments are then reassessed.

Staffing
The group leader will liaise with the Headteacher/Bursar to ensure that the adult:student ratios for the visit are appropriate. These will take account of:

· Appropriate legislation

· The ages of the student involved

· Whether the nature of the activity and/or the students involved require the ratio to be exceeded. A common example is activities involving water. 

Normal Minimum Guidelines (group leaders should assess risk and alter accordingly):

	2 to 3 adults for every 15-20 students, depending on the nature of the trip. 


In normal circumstances, all adults accompanying a visit will have enhanced DBS clearance.  If an adult does not have such clearance, his or her participation must be approved by the Headteacher following a risk assessment. In such situations, the group leader must make necessary arrangements so that the adult does not have any unsupervised access to the student.  
For visits which involve students working with staff at another venue or organisation, the group leader must obtain written confirmation from the organisation that it has undertaken all appropriate checks on its staff and that they are appropriately qualified and suitable to work with students.  The centre may make a statement to this effect in its publicity materials.
When planning an activity involving caving, climbing, trekking, skiing or watersports, the group leader must check that the provider holds a licence as required by the Adventure Activities Licensing Regulations 2004 (for England, Scotland and Wales). 
The staff must include both men and women. The Headteacher has the discretion to waive this requirement in the case of the youngest students, depending on the nature of the trip.  Staffing must be appropriate, in terms of ratios and qualifications, to cope with any student on the trip with special or individual medical needs.
The group leader should liaise with the Headteacher to discuss cover arrangements back at school as necessary for all adults involved in the visit; classes to be covered in the absence of staff, work set, duties needing cover etc.

Financial Arrangements
Records of all payments by individual students are kept by the leader and Bursar.  At the Bursar’s discretion, residential visit payments may be made in stages.  All payments should be made by cheque or bank transfer. Payment by the school in advance for trip costs will be made by the Bursar. For payments and other sundry expenses during the visit, including, if appropriate, issuing of pocket money, the group leader should make appropriate arrangements with the Bursar. Similarly the group leader should liaise with the Bursar when foreign currency is required.  The group leader must ensure maximum security for money, passports and other valuable documents before and throughout the visit.

Calculating Costs
Factors to be taken into account in calculating the cost of the trip include:
· Travel, transport and parking

· Entrance fees for staff and students

· Hire of equipment (for activities)

· Insurance

· Preliminary visits

· Extra staffing and supply cover at school

· Meals

· Materials

· Rewards, incentives, prizes for students’ work, conduct etc.

· Spending money

· Contingency fund

Further Liaison with Parents
In some cases it may be more appropriate to combine this stage with the provision of information, noted to parents, above)
It is imperative that parents are given full and complete written details regarding the organisation and administration of a visit.  This will normally include:
· Activities and venues

· Specialist equipment and/or clothing necessary for activities

· Packed meal requirements

· Teachers/leaders, their experience and expertise when required

· Total costs and methods for payment

· Insurance cover, including medical cover and exemptions

· Passport requirements, if any.
A signed parental consent form must be obtained for each participating student, agreeing to emergency treatment and medication to be given if needed and for staff to act in loco parents.
Student Behaviour and Supervision
The group leader has responsibility for the good conduct of students on the trip.  All accompanying adults have a duty of care.  Teachers should be briefed that they are in loco parentis at all times on the visit and thus are legally responsible for the well-being and safety of the student and also for their behaviour, which should be impeccable at all times.
Students should never be on their own, but always remain in a group, and must be supervised by an adult at all times.  Groups and their leaders should be decided in advance and well publicised.  
On residential visits, close supervision of the students in the hostel, centre or hotel during the night must be maintained.  Adults’ rooms must be located in close proximity to the student’s rooms.  Staff should be allocated “on call” responsibilities on a rota basis and those adults should refrain from the consumption of alcohol in order to be able to perform their duties properly in the case of an emergency.
Risk Assessments

The school’s arrangements for risk assessments on off-site visits are as follows:
For the peace of mind of all staff involved, and that of the school management, trips and visits will only be approved after an assessment of the risks involved has been carried out.  
Risk assessment is the normal day to day activity which we undertake without conscious effort, such as crossing roads, driving etc.  The risk assessment forms enable the group leader to apply the same thought processes to the trip being planned.  What is required is an understanding of the potential risks involved and the actions required to minimise those risks.  Completing the forms will better enable the school to safeguard the student, thus giving the group leader peace of mind.  If you, as group leader, feel unsure about anything, please ask.
The group leader will prepare written risk assessments for individual visits and activities.      The given form, and the bank of risk assessments for repeated activities (travelling by public transport, crossing the road, escorting student along a footpath at a roadside etc.) are available from the school office should help group leaders to consider the ‘risk factor and plan contingency measures to prevent or deal with such eventualities. (Where necessary, staff training will be provided).  
Final authorisation for each visit will be made by the Headteacher and only then if he is satisfied that an adequate risk assessment has been carried out.  
In order that the safety of students and staff can be as thorough as possible, the following time scales must be adhered to. 

At least 1 week prior to the trip
Risk Assessments, including those from the place to visited, handed to Headteacher with a completed Off Site Visits Form, list of students involved, details of any particular requirements for students with special or medical needs, parental consent forms and all letters sent to parents.  This will form part of the information file detailed under “information and final arrangements” below.
In the event of consent forms not being returned by the specified time, the student will not be allowed to travel.
At least 2 full days before the trip
The risk assessments and forms noted above, having been checked and signed by the Headteacher should be copied for the staff on the trip and the school office.
In the case of residential visits and trips taking place outside term time, these should also be copied to the nominated contact at school (if this is not the Headteacher). Staff on the trip (excluding the Leader who should be in possession of them all) need only the consent forms of the student in their care for the trip.
It is the responsibility of the group leader to check that all the consent forms and medical details for each student have been successfully collected by the deadline.  It is the responsibility of the Headteacher to give final consent to the trip going ahead after reading the Risk Assessment.
If there are any worries or uncertainties, the group leader should always ask the Headteacher or Bursar for help.  
Information and final arrangements 

Final details of the visit, including the final version of the risk assessment, must be submitted to the Headteacher for approval one week before the visit. This information will be retained for future reference. The group leader holds the same information for the duration of the visit and checks immediately prior to departure for any late changes, for example due to student illness or absence.  Such changes are noted and an amended copy submitted to the Headteacher.  
As a minimum, the information should include details of:
· Itinerary

· Contact points

· students’ and staff emergency contacts

· contact information for staff while on the trip

· copies of Parental Medical Consent Forms

· specific information about any student with individual special or medical needs, including their medical plans as appropriate

· copies of any insurance documents, contracts, etc

· emergency procedures

· risk assessments

On departure and during the visit

Communication

The group leader must take a working mobile phone (one can be provided by the school if notified in advance) and must ensure that the school has all the necessary contact information for each stage of the trip.
In advance of the trip, students should be given clear safety instructions based upon the nature of the activities and the associated risks.
First Aid
All accompanying adults must be familiar with the school’s first aid and medication policy, a copy of which should be included in the group leader’s information file.
On departure the group leader must collect the First Aid kit for school visits from the Bursar.  This must be returned to the Bursar after the visit together with details of any items used.
The group leader must also ensure that any special medical equipment or medication to meet individual student needs, such as inhalers, Epi-pens, etc, are taken on the trip.
The regulations for the reporting of accidents (RIDDOR) apply to educational visits and can be found in the school’s first aid and medication policy.
When the trip involves the use of a venue which provides first aid facilities, the group leader must ensure that all adults are aware of the arrangements and the location of first aid points.
Transport
It is the school’s policy that only coaches with seat belts are booked.  Vehicles used should comply with the current requirements on seat belts. All seats should be forward facing and seat restraints should comply with legal requirements. Occasionally a trip may be organised to a country where legislation does not require coaches to be fitted with seatbelts and such a coach may not be available. In such circumstances the group leader must endeavour to book a coach fitted with seat belts and must do everything possible to ensure the safety of staff and students.  Parents must be made aware of such circumstances.

Supervision on Transport

· At least two members of staff should supervise the students getting on and off the coach – one on the coach and one by the steps.

· A roll call must be taken at regular intervals, including each occasion when students embark and disembark.
· Students should not sit on the first two seats facing the front window or next to the emergency exit.

· Staff should sit at intervals spaced through the coach to ensure proper supervision

· All students must be settled before setting off and must wear their seat belts throughout the journey, unless told to remove them in an emergency.

· The group leader should delegate an adult to check for lost property and litter when the group leaves the coach.

· At least one qualified teacher should be on each coach or minibus and have a mobile phone with them.

Other Transport:
· If school staff use their own cars to transport student they must have appropriate car insurance.  Staff concerned must liaise with the Bursar to establish whether such transportation is covered by the school’s or their own insurance.                    If the latter, documentary proof must be provided to the Bursar.  Specific written permission must be obtained from parents.  Other than in exceptional circumstances, a teacher should never use his or her own car to transport a single student.

· If parents are transporting student, their cars should be fully insured; relevant legislation relating to students sitting in the front and the use of booster seats must be followed. Seatbelts must be worn. Specific written permission must be obtained from parents and documentary proof of insurance must be provided to the bursar.  

· Parents should be fully informed of the time and place to collect the student.

· A staff mobile phone should be taken to the event in case of emergency.

· It is the responsibility of the group leader to look after students not collected after a visit.  The students must not be left unsupervised and appropriate efforts should be made to contact parents if no information has been received about their late arrival.  Reference should be made to the school’s policy for the failure of a parent to collect a child.

· For transport by other means (train, ferry, aeroplane etc.) detailed risk assessments must be included in the overall risk assessment for the trip.

Emergencies

Despite the best planning and organisation, emergencies that require immediate response by the leaders sometimes occur. Whilst still controlling and supervising the rest of the group, leaders should contact the appropriate emergency/rescue service immediately. 
Emergency Procedures
If an accident or other emergency occurs, the group leader or supervisor should do the following:
1. Assess the situation.

2. Safeguard the uninjured members of the group.

3. If there are injuries, establish immediately the names of the injured people and the extent of their injuries.

4. Attend to the casualty (s), liaising with the group’s trained first aider.

5. Inform the emergency services and everyone who needs to know, about the accident.

6. Follow the school’s first aid and medication policy as appropriate including, when possible, the procedures for recording the accident and contacting parents.

7. Notify the police if necessary.

8. Share the problem; advise all other group staff that the accident/emergency procedure is in operation.  Make sure every member of the group is accounted for. 

9. Ensure that the injured are accompanied to hospital, preferably by an adult whom they know.

10. Ensure that the rest of the group understands what has happened, is adequately supervised and kept together.

11. Inform Focus 1st Academy and pass on all the details, including names of casualties, their injuries, action taken and names of others involved.  If abroad, contact the British Embassy/Consulate, if advisable.

12. Notify insurers, especially if medical assistance is required.

13. Notify tour operator.

14. Ascertain telephone number for future calls.

15. As soon as possible, write down accurately relevant facts and witness details.

16. Preserve any vital evidence.

17. Keep a written account of subsequent events, times and contacts after the incident.

18. Complete accident forms.

19. No-one in the group should speak to the media. All media enquiries should be politely referred to the Headteacher.

20. No-one in the group should discuss legal liabilities with other parties.

21. As soon as possible, liaise with the school’s appointed lead first aider to fulfil the school’s legal requirements in relation to reporting of accidents (RIDDOR).

After the visit
After the visit the group leader must complete a visit evaluation form, which is submitted to the Headteacher.  The views of other adults accompanying the visit should be taken into account.  This should identify any area for improvement, including the guidance on organising trips, and should also highlight the successes of the trip.
The risk assessment for the visit should be reviewed to enable any necessary improvements to be made for future visits.  Where relevant, the experience of the trip should be used to improve the school’s bank of generic risk assessments.
It is expected that the majority of trips are organised to stimulate and motivate students in aspects of the curriculum.  Follow-up class work should therefore be undertaken.
It may also be appropriate to organise an assembly or a meeting for parents after the trip enabling the students to share their experiences and their follow-up work and for photography and video footage to be displayed. 
Staff and students will contribute towards the evaluation of the trips/visits in order to improve practice. 
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1. Statement of Commitment

Focus Academy is committed to caring for, and protecting, the health, safety and welfare of its students, staff and visitors. We confirm our adherence to the following standards at all times:
· To make practical arrangements for the provision of First Aid on our premises, during off-site sport and on school visits. 

· To ensure that trained First Aid staff renew, update or extend their HSE approved qualifications at least every three years.

· To have a minimum of 2 trained First Aiders on site at any one time, including a person with a paediatric first aid qualification whenever EYFS students are present.  Such people will be able to responsibly deliver or organise emergency treatment. 

· To ensure that a trained first aider accompanies every off-site visit and activity.  In visits involving EYFS students, such a person will have a current paediatric first aid qualification.

· To record accidents and illnesses appropriately, reporting to parents and the Health & Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (1995).

· To provide accessible first aid kits at various locations on site, along with a portable kit for trips, excursions and sport.

· To record and make arrangements for students and staff with specific medical conditions. 

· To deal with the disposal of bodily fluids and other medical waste accordingly, providing facilities for the hygienic and safe practice of first aid.

· To contact the medical emergency services if they are needed, informing next of kin immediately in such a situation.

· To communicate clearly to students and staff where they can find medical assistance if a person is ill or an accident has occurred.

· To communicate clearly in writing to parents or guardians if a child has sustained a bump to the head at school, however minor, and to communicate in writing in relation to every instance of accident or first aid or the administration of medicine for students in EYFS.

2. Details of First Aid Practitioners at Focus Academy

	Appointed Person:
	Qualification
	Training Renewal Date

	Marina Savva

Manuela Bustamante
	Emergency First Aid in the Work Place
	15th May 2017

15th May 2017

	Trained First Aiders:
	
	

	Sarah Barker 


	First Aid at work
	


3. Practical Arrangements at Focus Academy

3.1 Location of First Aid Facilities

· The medical room is located on the second floor, for first aid treatment and for students or staff to rest/recover if feeling unwell.  This includes; a bed, first aid supplies, a water supply and sink, an adjacent bathroom and hygiene supplies such as gloves and paper towels.

· A portable first aid kit must be obtained from the reception for school visits.

3.2 Responsibilities of the Trained First Aiders 

· Provide appropriate care for students of staff who are ill or sustain and injury

· Record all accidents in the accident book (to be found in the reception).  They are then passed to the school secretary who will make a copy for individual student files. 

· In the event of any injury to the head, however minor, ensure that a note from the office is sent home to parents/guardians and a copy placed in the student’s file.

· In the event of any accident or administration of first aid involving a student in EYFS, ensure that a note from the office is sent home to parents/guardians and a copy placed in the student’s file.

· Make arrangements with parents/guardians to collect children and take them home if they are deemed too unwell to continue the school day.

· Inform the appointed person of all incidents where first aid has been administered.  

3.3 Responsibilities of the Appointed Person
· Ensure that all staff and students are familiar with the school’s first aid and medical procedures.

· Ensure that all staff are familiar with measure to provide appropriate care for students with particular medical needs (eg. Diabetic needs, Epi-pens, inhalers).

· Ensure that a list is maintained and available to staff of all students with particular medical needs and appropriate measures needed to care for them.

· Monitor and re-stock supplies and ensure that first aid kits are replenished.

· Ensure that the school has an adequate number of appropriately trained First Aiders.

· Co-ordinate First Aiders and arrange for training to be renewed as necessary. 

· Maintain adequate facilities.

· Ensure that correct provision is made for students with special medical requirements both in school and on off-site visits. 

· On a monthly basis, review First Aid records to identify any trends or patterns and report to the Health and Safety committee

· Fulfil the school’s commitment to report to RIDDOR, as described below

· Liaise with managers of external facilities, such as the local sports facilities, to ensure appropriate first aid provision.

· Contact emergency medical services as required.

· Maintain an up-to-date knowledge and understanding of guidance and advice from appropriate agencies

4. What to do in the case of an accident, injury or illness

A member of staff or students witnessing an accident, injury or illness should immediately contact a named trained first aider. The school office should be contacted if the location of a trained first aider is uncertain. Any student or member of staff sustaining an injury whilst at school should be seen by a first aider who will provide immediate first aid and summon additional help as needed. The students or member of staff should not be left unattended.    The first aider will organise an injured student’s transfer to the medical room if possible and appropriate and to hospital in the case of an emergency. Parents should be informed as necessary by telephone by the first aider or school secretary. This will be followed up in writing and a record kept at school.  A written record of all accidents and injuries is maintained in the accident book.

4.1 Contacting parents
Parents should be informed by telephone as soon as possible after an emergency or following a serious/significant injury including:

· Head injury (a head injury advice sheet should be given to any student who sustains a head injury) Available from the appointed person

· Suspected sprain or fracture

· Following a fall from height

· Dental injury

· Anaphylaxis & following the administration of an Epi-pen

· Epileptic seizure

· Severe hypoglycaemia for students, staff or visitors with diabetes

· Severe asthma attack

· Difficulty breathing

· Bleeding injury 

· Loss of consciousness

· If the student is generally unwell

If non-emergency transportation is required, an authorised taxi service will be used if parents are delayed.  A member of staff will accompany the student until a parent arrives. Parents can be informed of smaller incidents at the end of the school day by the form teacher.                    In EYFS, ALL incidents must be communicated to the parents in writing and a copy placed in the child’s file.  A parent should sign the school copy agreeing that they have been notified.

4.2 Contacting the Emergency Services
An ambulance should be called for any condition listed above or for any injury that requires emergency treatment. Any student taken to hospital by ambulance must be accompanied by a member of staff until a parent arrives. All cases of a student becoming unconsciousness (not including a faint) or following the administration of an Epi-pen, must be taken to hospital.

4.3 Accident reporting
The accident book must be completed for any accident or injury occurring at school, at the local sports facilities, or on a school trip. This includes any accident involving staff or visitors.        The accident book will be monitored by the appointed person as certain injuries require reporting (RIDDOR requirements).
4.4 Students who are unwell in school
Any student who is unwell cannot be left to rest unsupervised in the medical room.                    If a student becomes unwell, a parent should be contacted as soon as possible by the appointed person, the school secretary or the Headteacher.

Anyone not well enough to be in school should be collected as soon as possible by a parent.  Staff should ensure that a student who goes home ill remembers to sign out at the school office. 

4.5 First Aid equipment and materials
The appointed person is responsible for stocking and checking the first aid kits. Staff are asked to notify the appointed person when supplies have been used in order that they can be restocked.  The first aid boxes contain:

· A first aid guidance card

· At least 20 adhesive hypo allergenic plasters (including blue plasters for home economics)

· 4 triangular bandages (slings)

· Safety pins

· Cleaning wipes

· Adhesive tape

· sterile eye pads

· 6 medium sized unmedicated dressings

· large sized unmedicated dressings

· Disposable gloves

· 1 resuscitator

· Yellow clinical waste bag

4.6 First aid for school trips
The trip organiser must ensure that at least one adult accompanying the trip has an appropriate first aid qualification (paediatric certificate for trips involving EYFS students) and undertake a risk assessment to ensure an appropriate level of first aid cover, with reference to the educational visits policy, which includes further guidance.  A First Aid kit for school trips must be collected from the reception. This must be returned to the reception for replenishing on return. Any accidents/injuries must be reported to the appointed person and to parents and documented in the accident book in accordance with this policy. RIDDOR guidelines for reporting accidents must be adhered to.  For any major accident or injury the appropriate health & safety procedure must be followed.

4.7 Students using crutches or having limited mobility
Parents must inform the school of the nature of injury and the anticipated duration of immobility. The tutor will arrange for a 'class partner' to carry books, open doors etc.  Information about the condition will be discussed in staff meetings to enable teachers to be fully aware of the student’s needs. Arrangements will be made for the student to arrive/leave lessons early to allow for a safe transfer around school. Parents must inform the school of any particular difficulties. 

4.8 Emergency care plans and treatment boxes

The appointed person ensures that staff are made aware of any student with an emergency care plan. This information will be kept privately in the student’s folder.  Students with a serious medical condition will have an emergency care plan drawn up and agreed by the appointed person and parents.
4.9 Students with medical conditions
This information will be privately kept in each student’s folder and will be useful for risk assessments prior to school trips. Please return first aid boxes on completion of the trip. If staff become aware of any condition not on these lists please inform the appointed person.

4. 10 Dealing with body fluids

In order to maintain protection from disease, all body fluids should be considered infected.  To prevent contact with body fluids the following guidelines should be followed.
· When dealing with any body fluids wear disposable gloves. 

· Wash hands thoroughly with soap and warm water after the incident. 

· Keep any abrasions covered with a plaster.

· Spills of the following body fluids must be cleaned up immediately.

· Bodily fluids include: Blood, Faeces, Nasal and eye discharges, Saliva, Vomit

Disposable towels should be used to soak up the excess, and then the area should be treated with a disinfectant solution. Never use a mop for cleaning up blood and body fluid spillages.    All contaminated material should be disposed of in a yellow clinical waste bag (available in all 1st aid boxes) then placed in the waste bin in the medical room. Avoid getting any body fluids in your eyes, nose, and mouth or on any open sores. If a splash occurs, wash the area well with soap and water or irrigate with copious amounts of saline.  

4. 11 Infectious diseases

If a student is suspected of having an infectious disease advice should be sought from the appointed person who will follow the Health Protection Agency guidelines below to reduce the transmission of infectious diseases to other students and staff.

	ILLNESS
	PERIOD OF EXCLUSION
	COMMENTS

	Chickenpox
	5 days from onset of rash
	Pregnant women up to 20 weeks and those in last 3 weeks of pregnancy should inform their midwife that they have been in contact with chickenpox.

Any children being treated for cancer or on high doses of steroids should also seek medical advice.

	German Measles
	For 5 days from onset of rash
	Pregnant women should inform their midwife about contact

	Impetigo
	Until lesions are crusted or healed
	Antibiotic treatment by mouth may speed healing

	Measles
	5 days from onset of rash
	Any children being treated for cancer or on high doses of steroids must seek medical advice

	Scabies
	Until treatment has been commenced
	Two treatments one week apart for cases. Treatment should include all household members and any other very close contacts

	Scarlet Fever
	5 days after commencing

antibiotics
	Antibiotic treatment recommended



	Slapped Cheek Syndrome
	None
	Pregnant women up to 20 weeks must inform their midwife about contact

	Diarrhoea and vomiting
	48 hours from last episode of diarrhoea or vomiting
	Exclusion from swimming may be needed



	Hepatitis A
	Exclusion may be necessary
	Consult the Health Protection Agency

	Meningococcal

meningitis
	Until recovered


	Communicable disease control will give advice on any treatment needed and identify contact requiring treatment.  No need to exclude siblings or other close contacts.

	Viral Meningitis
	Until fully recovered
	Milder illness

	Threadworms
	None
	Treatment is recommended for the student and family members

	Mumps
	5 days from onset of swollen glands
	

	Head Lice
	None once treated
	Treatment is recommended for the student and close contacts if live lice are found

	Conjunctivitis
	None


	Children do not usually need to stay off school with conjunctivitis if they are feeling well. If, however, they are feeling unwell with conjunctivitis they should stay off school until they feel better

	Influenza
	Until fully recovered
	

	Cold sores
	None
	Avoid contact with the sores

	Warts, verrucae
	None
	Verrucae should be covered in swimming pools, gymnasiums and changing rooms

	Glandular fever
	None
	

	Tonsillitis
	None
	


4.12 Medication in School

The school aims to support as far as possible, and maintain the safety of, students who require medication during the school day.

However, it should be noted that:
· No child should be given any medication without their parent’s written consent.

· No Aspirin products are to be given to any student at school.

· Parents must be given written confirmation of any medication administered at school, a copy of which will be kept on the student’s file. 
Children will need to take medication during the school day e.g. antibiotics. However, wherever possible the timing and dosage should be arranged so that the medication can be administered at home.

Non-Prescription Medication
These are only to be administered by the appointed person or a designated person if they have agreed to this extension of their role and have been appropriately trained.

A teacher may administer non-prescription medication on a residential school trip provided that written consent* has been obtained in advance. This may include travel sickness pills or pain relief.
All medication administered must be documented, signed for and parents informed in writing.
* Parents are asked to inform us in writing to cover the administration of non-prescription medicines when deemed necessary by a school first aider.  Under changes to EYFS guidance (January 2012), this is now also acceptable in the case for EYFS students, provided that parents are contacted immediately before the administration of the medication.  In all cases which rely on such on-going consent, parents must, nevertheless, be informed in writing that the administration of medication has taken place.

Prescription - Only Medication
Prescribed medicines may be given to a student by the appointed person or a designated person if they have agreed to this extension of their role and have been appropriately trained.

Written consent must be obtained from the parent or guardian, clearly stating the name of the medication, dose, frequency and length of course.

The school will accept medication from parents only if it is in its original container

A form for the administration of medicines in school is available from the appointed person. 
Administration of Medication
· The medication must be checked before administration by the member of staff confirming the medication name, student name, dose, time to be administered and the expiry date. 

· Wash hands.

· Confirm that the student’s name matches the name on the medication

· Explain to the student that his or her parents have requested the administration of the medication.

· Document, date and sign for what has been administered.

· Complete the form which goes back to parents

· Ensure that the medication is correctly stored in a locked drawer or cupboard, out of the reach of students. 

· Antibiotics and any other medication which requires refrigeration should be stored in the fridge in the staff room.  All medication should be clearly labelled with the student’s name and dosage.

· Parents should be asked to dispose of any out of date medication. 

· Used needles and syringes must be disposed of in the sharps box kept in the sick room.
Emergency Medication
It is the parents’ responsibility to inform the school of any long-term medical condition that may require regular or emergency medication to be given.  In these circumstances a health care plan may be required and this will be completed and agreed with parents.

Guidelines for reporting: RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995)

By law any of the following accidents or injuries to students, staff, visitors, members of the public or other people not at work requires notification to be sent to the Health and Safety executive by phone, fax, email or letter.

Major injuries from schedule 1 of the regulations:
1. Any fracture, other than to the fingers, thumbs or toes.

2. Any amputation.

3. Dislocation of the shoulder, hip, knee or spine.

4. Loss of sight (whether temporary or permanent)

5. A chemical or hot metal burn to the eye or any penetrating injury to the eye.

6. Any injury resulting from an electric shock or electrical burn (including any electrical burn caused by arcing or arcing products, leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours.

7. Any other injury leading to hypothermia, heat induced illness or to unconsciousness requiring resuscitation or admittance to hospital for more than 24 hours

8. Any other injury lasting over 3 days

9. Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent.

10. Either of the following conditions which result from the absorption of any substance by inhalation, ingestion or through the skin:

· Acute illness requiring medical treatment; or

· Loss of consciousness

11. Acute illness which requires medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material.

12. Death

13. A specified dangerous occurrence, where something happened which did not result in an injury, but could have done. 

5. Storage of this policy

A copy of this policy is available on the school website and also in the school office.
6. First aid training and qualifications

There will be at all times when students are at School at least one person on site qualified to a competent level of First Aid. 

A First Aider is defined as a person who has successfully completed a suitably approved 4-day course/refresher. Where a first aider wishes to continue as such, qualifications are updated every three years, or shorter periods where required for specialist qualifications. 

You can find a list of staff qualified as First Aiders in Appendix A. This list will be kept up to date, made available on the notice board, in the Staff Handbook and website. 
Sarah Barker is responsible for all necessary reporting under RIDDOR. 
	APPENDIX A – LIST OF QUALIFIED STAFF Qualification 
	Name 
	Location 

	First Aider 
	Marina Savva  
	Medical Room 

	First Aider 
	Sarah Barker 
	Reception 

	First Aider 
	Sarah Barker
	Off Site


APPENDIX: Guidance to staff on particular medical conditions

1. Allergic reactions
Symptoms and treatment of a mild allergic reaction:

· Rash

· Flushing of the skin

· Itching or irritation

If the student has a care plan, follow the guidance provided and agreed by parents.      Administer the prescribed dose of antihistamine to a child who displays these mild symptoms only. Make a note of the type of medication, dose given, date, and time the medication was administered. Complete and sign the appropriate medication forms, as detailed in the policy.  Observe the child closely for 30 minutes to ensure symptoms subside.  

2. Anaphylaxis
Symptoms and treatment of Anaphylaxis:

· Swollen lips, tongue, throat or face

· Nettle type rash

· Difficulty swallowing and/or a feeling of a lump in the throat

· Abdominal cramps, nausea and vomiting

· Generalised flushing of the skin

· Difficulty in breathing

· Difficulty speaking

· Sudden feeling of weakness caused by a fall in blood pressure

· Collapse and unconsciousness

When someone develops an anaphylactic reaction the onset is usually sudden, with the following signs and symptoms of the reaction progressing rapidly, usually within a few minutes.

Action to be taken

1. Send someone to call for a paramedic ambulance and inform parents.  Arrange to meet parents at the hospital.

2. Send for the named emergency box.

3. Reassure the student help is on the way.

4. Remove the Epi-pen from the carton and pull off the grey safety cap.

5. Place the black tip on the student’s thigh at right angles to the leg (there is no need to remove clothing).

6. Press hard into the thigh until the auto injector mechanism functions and hold in place for 10 seconds.

7. Remove the Epi-pen from the thigh and note the time.

8. Massage the injection area for several seconds.

9. If the student has collapsed lay him/her on the side in the recovery position.

10. Ensure the paramedic ambulance has been called.

11. Stay with the students.

12. Steps 4-8 maybe repeated if no improvement in 5 minutes with a second Epi-pen if you have been instructed to do so by a doctor.

REMEMBER Epi-pens are not a substitute for medical attention, if an anaphylactic reaction occurs and you administer the Epi-pen the student must be taken to hospital for further checks.

Epi-pen treatment must only be undertaken by staff who have received specific training.  
3. Asthma management
The school recognises that asthma is a serious but controllable condition and the school welcomes any student with asthma.   The school ensures that all students with asthma can and do fully participate in all aspects of school life, including any out of school activities.  Taking part in PE is an important part of school life for all students and students with asthma are encouraged to participate fully in all PE lessons. Teaching staff will be aware of any child with asthma from a list of students with medical conditions kept in the staff room. The school has a smoke free policy.

Trigger factors

· Change in weather conditions

· Animal fur

· Having a cold or chest infection

· Exercise

· Pollen

· Chemicals

· Air pollutants

· Emotional situations

· Excitement

General considerations
Students with asthma need immediate access to their reliever inhaler.  Younger students will require assistance to administer their inhaler.  It is the parents’ responsibility to ensure that the school is provided with a named, in-date reliever inhaler, which is kept in the classroom, not locked away and always accessible to the student. Teaching staff should be aware of a child's trigger factors and try to avoid any situation that may cause a student to have an asthma attack.  It is the parents’ responsibility to provide a new inhaler when out of date.  Students must be made aware of where their inhaler is kept and this medication must be taken on any out of school activities.

As appropriate for their age and maturity, students are encouraged to be responsible for their reliever inhaler, which is to be brought to school and kept in a school bag to be used as required.  A spare named inhaler should be brought to school and given to the class teacher for use if the student’s inhaler is lost or forgotten.

Recognising an asthma attack
· Students unable to continue an activity

· Difficulty in breathing

· Chest may feel tight

· Possible wheeze

· Difficulty speaking

· Increased anxiety

· Coughing, sometimes persistently

Action to be taken

1. Ensure that prescribed reliever medication (usually blue) is taken promptly.

2. Reassure the student.

3. Encourage the student to adopt a position which is best for them-usually sitting upright.

4. Wait five minutes. If symptoms disappear the student can resume normal activities.

5. If symptoms have improved but not completely disappeared, inform parents and give another dose of their inhaler and call the appointed person or a first aider if she not available.

6. Loosen any tight clothing.

7. If there is no improvement in 5-10 minutes continue to make sure the student takes one puff of their reliever inhaler every minute for five minutes or until symptoms improve.

8. Call an ambulance.

9. Accompany student (s) to hospital and await the arrival of a parent.

4. Diabetes management
Students with diabetes can attend school and carry out the same activities as their peers but some forward planning may be necessary.  Staff must be made aware of any student with diabetes attending school.  

Signs and symptoms of low blood sugar (hypoglycaemic attack)

This happens very quickly and may be caused by: a late meal, missing snacks, insufficient carbohydrate, more exercise, warm weather, too much insulin and stress.  The student should test his or her blood glucose levels if blood testing equipment is available.
· Pale

· Glazed eyes

· Blurred vision

· Confusion/incoherent

· Shaking

· Headache

· Change in normal behaviour-weepy/aggressive/quiet

· Agitated/drowsy/anxious

· Tingling lips

· Sweating

· Hunger

· Dizzy

Action to be taken

1. Follow the guidance provided in the care plan agreed by parents.

2. Give fast acting glucose-either 50ml glass of Lucozade or 3 glucose tablets.  (Students should always have their glucose supplies with them.  Extra supplies will be kept in emergency boxes. This will raise the blood sugar level quickly.

3. This must be followed after 5-10 minutes by 2 biscuits, a sandwich or a glass of milk.

4. Do not send the child out of your care for treatment alone.

5. Allow the student to have access to regular snacks.

6. Inform parents.
Action to take if the student becomes unconscious:
1. Place student in the recovery position and seek the help of the appointed person or a first aider.

2. Do not attempt to give glucose via mouth as student may choke.

3. Telephone 999.

4. Inform parents.

5. Accompany student to hospital and await the arrival of a parent.

Signs and symptoms of high blood sugar (hyperglycaemic attack)

Hyperglycaemia – develops much more slowly than hypoglycaemia but can be more serious if left untreated.  It can be caused by too little insulin, eating more carbohydrate, infection, stress and less exercise than normal.

· Feeling tired and weak

· Thirst

· Passing urine more often

· Nausea and vomiting

· Drowsy

· Breath smelling of acetone

· Blurred vision

· Unconsciousness

Action to be taken

1. Inform the appointed person or a first aider

2. Inform parents

3. Student to test blood or urine

4. Call 999

(v) Epilepsy management

How to recognise a seizure

There are several types of epilepsy but seizures are usually recognisable by the following symptoms:

· Students may appear confused and fall to the ground.

· Slow noisy breathing.

· Possible blue colouring around the mouth returning to normal as breathing returns to normal.

· Rigid muscle spasms.

· Twitching of one or more limbs or face

· Possible incontinence.

A student diagnosed with epilepsy will have an emergency care plan.

Action to be taken

1. Send for an ambulance;

a. if this is a student’s first seizure, 

b. if a student known to have epilepsy has a seizure lasting for more than five minutes or 

c. if an injury occurs.

2. Seek the help of the appointed person or a first aider.

3. Help the student to the floor.

4. Do not try to stop seizure.

5. Do not put anything into the mouth of the student.

6. Move any other students away and maintain student’s dignity.

7. Protect the student from any danger.

8. As the seizure subsides, gently place them in the recovery position to maintain the airway.

9. Allow patient to rest as necessary.

10. Inform parents.

11. Call 999 if you are concerned.

12. Describe the event and its duration to the paramedic team on arrival.

13. Reassure other students and staff.

14. Accompany student to hospital and await the arrival of a parent.
Student Criteria
Parental support is of paramount importance to the student’s perception of the programme and success rate. This should be stressed to the parents at the initial interviews at both school and at Focus. The most successful students have been those parents have supported the programme. Similarly, those who lack support at home are unlikely to complete the programme.

The programme appears to be more fulfilling for students who are disengaged from academic subjects and may be exhibiting behavioural problems as a result of this. Students with literacy and numeracy problems are taught these skills at Focus, so this should not be a barrier for a place at Focus.

Disaffected school learners may find the vocational path more rewarding than school.

Students with severe behavioural difficulties; may benefit from this programme if we can break down barriers to support the students, as they will not have the self-motivation to sustain the work-experience placement if server behavioural problems arise. Some students have had their places at focus terminated due to continued poor behaviour.  

Students need to be carefully selected and chosen for their vocational strengths.

Admissions Policy:

1. Introduction

The Focus Academy applies the regulations on admissions fairly and equally to all those who wish to attend this Independent School - Focus Academy. 

2. Aims and objectives

2.1
We are an inclusive school that welcomes children from all backgrounds and cultures provided they accept our ethos of the school as stated in the mission statement.  Students do not sit entrance exam. 

2.2
All applications will be treated on merit and in a sensitive manner.

2.3
The main restriction we place on entry is that of number. If the number of children applying for entry exceeds the places available, we enforce the procedure set out below in order to determine whether a child is accepted or not. 

. 3. How refers can apply for their student to be admitted to our school

3.1
As our school is an independent school, the school determines the admission arrangements in agreement with Headteacher. 

3.2
In this school, children enter school in the academic year when they become 13. Students are admitted mainly in the first week in September however; admissions may be made during the year provided there are places available i.e. on a roll-on roll-off basis. Therefore, refers who would like their students to be admitted to this school during the year should contact the school office for registration information and complete the necessary application form as soon as possible.

3.3
Priority is given to siblings of students already in the school.  Information related to admissions can be obtained from school office.

4. The standard number

The standard number for our school is 100 we keep this number under review and the   

Headteacher will apply to change the number if circumstances allow.

5. Class size

5.1
We teach in classes that have between 8 and 10 students depending on the 


subject. 

5.2
Less able students are taught in smaller class sizes as well as 1-to-1 tuition if 


Applicable

5.3
Students are taught in three sets in the core subjects English, Maths and 


ICT. 
6. English as an Additional Language

6.1
The school is a multilingual school where at the time of writing 65% of the students have English as an additional language and more than 10 languages are spoken. The term EAL means ‘English as an additional language’ and includes those children for whom English is not the first language spoken at home and children are bilingual.

6.2
Aims

· to create a welcoming and supportive environment which will encourage EAL students to participate fully in all areas of school life

· to value and respect the cultural and linguistic identities of EAL student, and use these to enrich the learning of students

· to develop the oral and literacy skills of these students so that they can understand and use English confidently and competently across the curriculum and maximise their potential in all areas of school life

6.3
Equal opportunity
EAL students are entitled to the full curriculum. We value and respect the cultural identities and experiences of all students and theses are celebrated through both class based and school wide activities. We recognise that the use and development of each child’s home language is an essential part of the child’s linguistic development. 

7. Gifted and Talented

7.1
Approach
Our school embraces the teachings of tutors allowing every individual the opportunity to excel academically, physically and socially within a spiritually enhancing and caring surroundings. Therefore, it is the intention of this school to provide an adequate curriculum and support to enable each student who has been identified as gifted or talented to reach their full potential. This is seen as an opportunity, not a problem.

7.2
A gifted student is one who is in the top 5-10% of the student population of the school or class group (DfES definition) who ‘has the capacity for or demonstrates high levels of performance in an academic year’.

7.3
A talented student is one who is in the top 5-10% of the student population at the school or class group with a specific ability in a non- academic area. 

7.4
Types of provision:
These include:

· Classroom differentiation using schemes of work that address the needs of gifted and talented students.

· Other school based provisions like clubs and partnership with other schools and fast tracking of groups. 

· Out of school provision such as national schemes, competitions and festivals.  

8. Special Educational Needs

8.1
Admission Arrangements

The school adheres to the policy of the LEA and therefore has no special provision under admission arrangements for limiting or promoting access for students with special needs who are without statements. It does, however, endeavour to provide appropriate support for students with a range of special educational needs. 

8.2
SEN Specialism

The school accommodates provision for students who experience difficulties in:

· Communication and interaction

· Cognition and learning

· Behaviour, emotional and social development

· Sensory and/ or physical

· Medical conditions

9. Access for the disabled

The school has provided some access for disabled students to the building. The needs of the student will be taken into account when considering timetabling arrangements in order to ensure full access to the curriculum. 

10. School provided with a referral form from Focus.
Form to include relevant information that Focus will need to make informed decisions on appropriateness of candidate for placement.
· Medical information

· Outside agency involvement

· Parental contact / emergency contact

· Academic attainment

· Interests

· Type of placement wanted
11. School holds initial meeting with child and parent:
The school must emphasise to the parent that this is a dual sign up and the school has a responsibility within the programme, to liaise with Focus (attend bi-monthly forum) and to monitor the students progression in the interim.

12. Focus to contact parent and student to organise an interview at Focus:

At this stage if all parties are in agreement, then the parent signs the consent form at Focus (copy sent to school).

13. Provision:

Fulltime provision is made available ASAP so that lessons commence and placements are located.

14. Contracts:

All to be signed prior to student commencing the programme.

15. Review

This policy will be reviewed annually in the light of any changed circumstances in our school or the local area.

For admission, enquiries and appointments with the Headteacher please contact the school 

Behaviour Policy

It is a primary aim that every person in Focus 1st Academy  feels valued and respected and that each person is treated fairly in a safe, caring and happy environment. The behaviour policy is therefore designed to support the way in which all members of staff work together successfully.  In Focus we strive to ensure that students develop a positive sense of self which in-turn will allow meaningful development in learning.

Expectations – students should:
· Treat other students with respect

· Be polite to staff

· Complete work set by teacher

· Arrive on time to lessons

· Use equipment as instructed

· Work appropriately with other students

Rules – Focus will not tolerate any of the following:
· Violence or aggressive behaviour towards staff and other students

· The use of weapons

· Swearing at staff or students

· The use of alcohol or drugs on site or arriving at Focus under the influence

· The bullying of other students

· Constant disruption in class which disturbs leaning for other students
· Theft

· Use of Mobile phones, MP3 players in class, IPods
· No hoods or hats in class

Rewards – Focus can reward good behaviour with:
· Verbal praise

· Letters home

· Telephone calls home

· Annual reward vouchers

· Certificates

· Parent meetings

· Annual Presentation Day to celebrate students achievements
Strategies – for dealing with poor behaviour:

· Verbal warnings

· Sent out of class

· Letters home and or telephone calls home
· Temporary suspension from provision [5 days]

· Meetings with parents

· Professionals meetings

· Student behaviour reports

· Withdrawal from provision

Bullying issues are recorded and monitored to the Headteacher to identify any potential patterns or trends.

We have developed an approach in which our staff proactively gather intelligence about issues between students that may provoke conflict; this information is utilised to prevent bullying occurring in the first place. This might involve talking to students about a problem, perhaps in lessons, on a one to one basis or call for a meeting with parents and/or professional – depending on the severity. 
Disciplinary:
If a verbal warning has been issued, the tutor will inform the deputy and send the student up to deal/resolve the issue and documented in the logbook; if the deputy cannot deal/resolve the matter will be referred to the Head-teacher. The same would apply for all of the 5 disciplinary action stages; in absence the deputy the head will be informed.

Any serious acts of misconduct could override the disciplinary procedure in place and would lead to instant dismissal!

Lateness without valid reasons-note/doc-cert:
Registration is at 9:00 and classes commence imminently; students arriving after 9:00 will be sent to the Head or Deputy. Students that arrive later than 9:30 will automatically be sent home and parent/guardian notified. If a student is late on more than six occasions within a term then they will be issued with a warning which will reflect on any previous disciplinary actions.  The plan of action shown below is run on a termly basis.
Illegal substances:
We have adopted a stop and search policy to support our children’s wellbeing whilst in Focus 1st Academy .

If a student is caught with illegal substances [drugs or alcohol] or weapons such as scissors, knifes, hammers, tooth combs etc, students will face disciplinary action and/or instant dismissal from the school.

It is our duty to create a safe, welcoming and an educational nurturing environment for all our students and of course, the safety of our staff is of paramount importance; thus, the reason for taking additional measure to reduce and combat inappropriate behaviour.

Disciplinary Action:
Stage 1 – Verbal Warning (Sent home if appropriate)
Stage 2 – Written Warning (Sent home if appropriate)
Stage 3 – 1 Days Suspension

Stage 4 – 3 Day Suspension

Stage 5 – 5 Day Suspension
Stage 6 – Reduced Time-table
Stage 7 – Permanent Exclusion
Focus 1st Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment!
NB:
Any serious acts of misconduct [as deemed by the Headteacher] will override the disciplinary procedure and could lead to instant dismissal
Focus Motto:

Treat others in the same way that you want to be treated!

Treat others in the same way that you want to be treated!

Treat others in the same way that you want to be treated!

Treat others in the same way that you want to be treated!

Treat others in the same way that you want to be treated!

Treat others in the same way that you want to be treated!

Promoting good behaviour!
FOCUS 1ST ACADEMY 
STUDENT DISCIPLINARY ACTION 

______________________________________________

Students Name:    ____________________________

Date of Notice:     _______________________________

Type of Notice:

Stage 1 ⁭ Verbal Warning or             Stage 2 ⁭ Written Warning
                 Sent home if applicable

 

Stage 3 ⁭       1 Days Suspension  
  Stage 4     3 Days Suspension
Stage 5      5 Days Suspension   
 Stage 6    Reduced Time-table
Stage 7         Permanent Exclusion
______________________________________________

Reason:
______________________________________________

Student Signature: ___________________________________

Tutor/ Managerial Signature: ___________________________

Attendance and Punctuality

All students are expected to attend as required and be punctual to their lessons in order to ensure that students gain qualifications that they are working towards. We have a tracking system in place that monitors attendance in all areas. The class register is supervised by Manuela Bustamante who has the task of contacting the parents/guardian if their child is absent; and Manuela Bustamante has the overall responsibility of contacting the workplace and providing feedback to the Focus schools. We also have a lateness record form which is filled out every time students arrive late to their first lesson. 
How does our Lateness Record work?
Students should always attend Focus 1st Academy at 9:00 am. In the case of a student coming in after 9:00 am, he/she will be recorded as late in our lateness record book; if a student comes in after 9:30 am then he/she will be automatically sent home and parents notified; in the instance of a student being sent home for being late he/she is given the opportunity to return at 13:00 after lunch-break.

Please be mindful that after 6 latenesses recorded within the same term, a disciplinary action stage will be issued automatically. Disciplinary action stages can be found on page 9 and our Lateness Record form is detailed below,
LATENESS RECORD
Student’s Name: ___________________________________________________
Term Commencing:    
  Term 1– Sep/Dec 
   Term 2 – Jan/Apr
Term 3 – Apr/Jul


	Date:


	

	Time Arrived:
	

	         Lateness (After 9:00 am)                                                Sending Home (After 9:30 am) 


	Comment: 

	

	Cautioned by:


	


	Date:


	

	Time Arrived:
	

	         Lateness (After 9:00 am)                                                Sending Home (After 9:30 am) 



	Comment:


	

	Cautioned by:


	


	Date:


	

	Time Arrived:
	

	         Lateness (After 9:00 am)                                                Sending Home (After 9:30 am) 



	Comment:


	

	Cautioned by:


	


Teaching and Learning

Focus aims to achieve excellence in education for all our students irrespective of their previous experiences or barriers they have in learning. Our core objective is to inspire learning in a highly effective manner via academic, vocational subjects that reengages students in learning.

Our aim:

· Empower students to become effective learners and experience success

· Ensure a common high quality of experience for all students to help maximise potential, whilst simultaneously supporting creativity and individuality within teaching and learning

· Spread and share all teaching and learning practices that is of an excellent standard

· Provide an insight into the review and development of current and future teaching and learning practices which enables staff and students to remain stimulated and focused.

Quality teaching:

· Clearly displays and shares the learning objective with students

· Uses of lesson plans [where applicable]

· Uses a range of engaging activities for students

· Encourages independent student learning

· Allows student to participate in group and pair activities

· Has a recap at the end of each lesson to ensure sustained knowledge

Quality learning:

· Engages and enthuses students
· Is an attractive process 
· Is linked to prior knowledge
· Is collaborative through cooperation, dialogue and creating knowledge with others
· Is centred on the learners, responsibility of their own learning and an understanding that they are able to exercise choice, develop goals, plan their approach and work independently 
· is reflected and enables learners to monitor and review learning
· Uses peer and self assessment
· Enables learners to exceed and continuous progression
· When students display a strong desire to contribute the effort and concentration required to match the teachers’ passion for learning
· Comes out with effective questioning at the appropriate level for students
· Is active and practical
· Is differentiated
· Has context and relevance to the scheme of work

Curriculum Policy
The curriculum at Focus 1st Academy  embraces all the learning opportunities a student can experience. It includes what is offered in formal, time-tabled lessons as well as extra-curricular activities and experiences. 

Principles

Every student will have the opportunity for a range of relevant learning opportunities which:

· Meet the needs of all learners and is of the highest possible quality;

· Take account of unequal starting points;

· Provide diversity by catering for student’s needs, aspirations and ability;

· Are provided irrespective of gender, ethnic background or disability.

Student will benefit from a curriculum that is planned to provide breadth, balance, depth and relevance. Staffing will reflect the needs of the curriculum to ensure that appropriately skilled and qualified staff are employed and that the specialist skills of staff are fully utilised. 

The curriculum acknowledges the need for progression and will promote the spiritual, moral, social, cultural, mental and physical development of pupils. 

Through a range of supportive learning experiences, the curriculum will aim to develop and extend students to enable them to achieve their potential in all areas of life.

Students will participate in a curriculum that will develop their personal qualities and skills, so that they can contribute effectively and confidently to life and will prepare them for an effective, purposeful, responsible and enjoyable adult and working life. The flexibility of the curriculum will accommodate the necessary steps to reintegrate them into mainstream.

All students will be prepared thoroughly for public examinations and tests to achieve accredited and in-house qualifications.

Effective teaching and learning will be the main concern of management and the resources will be allocated annually to meet the demands of subject needs. 

Curricular Aims

The curriculum will:

· Implement the basic and national curriculum where appropriate to the Independent School aims and meet all statutory requirements with regards to time and subject allocation.
· Monitor and track the progress of students through a regular cycle of assessment and reporting.
· Be socially inclusive ensuring equality of access and opportunity for all students

· Include personal, social and health education including sex and relationship education and drug education.
· Prepare students for post-16 education, vocational needs, and leisure and recreational habits.
· Provide a breadth and relevance of learning opportunities for all abilities.
· Challenge each student to strive for excellence in his or her own terms.
· Provide a mixture of directed and investigative learning which ensures equality of access and opportunity for all students, in a variety of appropriate teaching styles.
· Provide factual content and develop cross-curricular skills at an appropriate level, stimulate academic, vocational and physical progress and personal development.
· Emphasise the ‘wholeness' of the learning experience and its pleasures and rewards, and thus develop self-motivation.
· Emphasise the importance of Literacy and Numeracy across the curriculum.
· Emphasise the place of technology across the curriculum and its relevance to the whole community.
· Ensure that the Special Educational Needs’ Code of Practice meets the requirements of all students irrespective of their academic abilities or needs.
· Acknowledge that people come from a variety of cultural and religious backgrounds and promote tolerance through an effective pastoral organisation.
· Ensure that all students can benefit from all the resources that the can offer.
· Foster a considered approach to choices to be made both within a student's School life and at 16+

· Develop a sense of responsibility for their own growth by reflecting on and evaluating the whole range of their learning and development.
The curriculum will be reviewed and evaluated regularly by the Leadership Team to ensure it matches the interests, aptitudes and special needs of all its students.

This policy should be read in conjunction with the schools Education Plan.

Monitoring, evaluation and review:

The policy will review this policy every three years and assess its implementation and effectiveness. 
Curriculum Policy

	Provider Name:
	Focus 1st Academy  

	Programme Name /  Vocational pathways programme:
	Work Based Learning



	Type of provision:
	Full time

	Brief Description of Programme/s offered
	Please see programme

	Delivery Location (s)
	Focus 1st Academy 
339 Bowes Road

New Southgate

London N11 1BA



	Staff Ratio:
	T2 members of Staff

	Hours per week:
	9:00 – 3:00 [dependent of placement and tuition]

	Course Length (days per week / number of weeks)
	This is designed for students of years 9, 10 and 11

	Subjects
	            Maths

English

ICT

PE

Art

Drama
Citizenship – PSHEE
Work Experience [working in real life situations]



	Key contacts:
	Marina Savva

Sarah Barker

	Total course cost: 
	Refer to the Headteacher


	Other relevant Information:
	Please see programme

	Course Timings (Duration, days, start and finish)
	Five days per week

[Individual timetable]

	Placements & Next Step Career Advisor
	Sarah Barker

	Give brief over view on the college incident procedures
	Please see our Policies and Procedures 

	Frequency of attendance 


	Weekly register is sent to the school, termly reports are issued, professional meetings held as well as parental.


	Data sent to school:
	Issued weekly

	Frequency of student evaluation:
	Daily

	Success rate over the past year:
	99.9% Pass rate


Marking and feedback

Marking and feedback is an essential element of the assessment process. We aim to provide a system of marking that is consistent and continuous. Marking will inform planning, be diagnostic and enhance students learning by ultimately offering guidance on how work can be improved.  Marking allows underpin self assessment whereby the student can recognise their difficulties and mistakes and in-turn encourage to accept help/guidance from others. We aim to mark positively to enhance self esteem and confidence.

We mark students work in order to:

· Monitor their progress using Focus’s tracking systems

· Offer support and help when necessary
· Show work is valued and praise specific learning
· Demonstrate appreciation of students efforts
· Give feedback to a students in order to inform them of achievements and to encourage
       improvement in their learning
· Inform future planning and learning
· Evaluate and assess student learning
· Ensure tasks have been carried out
Teachers in Focus will acknowledge students work once a week with an in-depth response.  The in-depth response should demonstrate to students how they can improve their work and progress in their subject.
Teachers can also respond to students work by:

· Speaking to the student

· Verbal comments

· Written

· Constructive advice

· Target at the bottom of the work marked with a T

· Time spent with student to ensure they understand the comments and the targets set

All verbal and written feedback must identify what is good and also what can be improved in order to encourage student progression.
Students should respond to marking:

· Encouraged to evaluate their own work and the work of others before marking, taking into consideration the shared learning objectives and any previous individual targets set

· Encouraged to reflect after marking and take the opportunity to correct, practise or investigate a problem

· Set their own individual tasks

Quality Marking and Quality Feedback:

· Marking focuses on specific taught items; concepts, skills and knowledge. So that the feedback encourages development of the learning rather than on application learning objectives, such as projects/essays whereby summary feedback is more appropriate

· Marking is only of value if comments are read and responded to

· Ideally marking should become a part of the development dialogue resulting in student progress; e.g. student writes, the written is marked and the student incorporates suggestions

· Marking will take on a positive form 

Reporting / Student Reviews

Completing progress reports is an essential part of students’ studies as it provides them an understanding of the current level they are at and what work they need to complete in order to achieve modules/grades. Parents will then need to be aware of their Childs achievements and feel part of the academic process.

Focus will:

· Use the report format

· Complete three academic report during the course of the year in each subject

· Make sure that all students are aware of their current level and  or grade

· Ensure that staff complete reports on time

· Supply students with progress comments on the reports

· Reports will be completed by deadline and sent to the students home as well as the school point of contact

· Hold at least one academic Review Day in order to speak to parents and students (face to face contact) and termly where relevant; about progress and attainment

· Monitor progress and attainment and where appropriate offer students support in order to progress

· Focus operates via an open-door policy relating to information, advise, guidance and grievance

· Support external agencies and IAG e.g. Family Intervention, Social Works, Educational Welfare Officers, Youth Offending Teams

COMPLAINTS PROCEDURE FORM
Name Student: ………………………………………………………………………………

Date of Birth: ……………………………………………

Name of School …………………………………………………………………………….
Cause for Concern

	


Action Taken

	


Signed (Tutor): ……………………………………… Signed (Director) ………………………………

Date: ……………………………
The Parental Complaints Procedure
Informal
Focus Academy have adopted, with amendment, The Education [Independent School Standards] (England) Regulation 2010 as amended by The Education [Independent School Standards] (England) (Amendment) Regulation 2012 and updated 21/11/14; via Keeping Children Safe in Education – April 2014.
Our aim is to provide services of high quality and we are always looking to improve our services; your complaints can help us to do this.  Once we have received a complaint we hope to be able to settle complaints quickly and informally at your first point of contact. Where this is not possible, the rest of this section explains what you should do. Making a complaint will not put you at a disadvantage now or in the future. 

We want to deal with any complaint we receives in a systematic and transparent way and aim to deal with a complaint before it reaches the formal stages of the procedure. We take this opportunity to affirm that all parties to the relationship between Focus Academy, parent and students have equal rights. As such we will operate the complaints procedure against Focus and its staff alongside a procedure that allows staff to register complaints against parental behaviour.  As with the parents’ complaints procedure it is assumed that procedures to protect staff against inappropriate parental behaviour should be systematic and transparent. We aim to deal with a complaint prior to it reaching the formal stages.
Informal Complaints Procedure:

· We have an open-door policy for informal complaints; complaints can be registered with any member of staff either in person or via telephone at anytime 
· Once a parental complaint has been made; this will be instantly registered / logged.
· The complaint is reported to the Headteacher, Marina Savva the proprietor who will endeavour to resolve this issue on an informal basis.
· We aim to respond to complaints within 10 working days of receipt.

· Complaints can be raised directly to any of the examining bodies, whom Focus 1st Academy is accredited with. (BCS, AQA,  Edexcel and OCR)

Formal
If the complaint cannot be resolved in an informal manner then this would then become a formal complaint with the following measures in place: 
· The formal complaint must be put in writing by the complainant 
· Focus 1st Academy  will notify the panel, send supporting documentation and agree a date and time for the hearing and will ensure to provide adequate notice for all parties; within 21 days
· Notify the complainant/parent of set hearing date and time; the parent may attend accompanied to the panel hearing if they wish

· The panel must research findings and make recommendations and a copy of the findings and recommendations must be submitted to the complainant, proprietor and, where relevant, the person complained about 

· A written record will be kept of all complaints and their outcomes, whether they were resolved at the preliminary stage, when a complaint is submitted in writing or whether they proceed to a panel hearing

All correspondence, statements and records relating to individual complaints are kept confidential except where the Secretary of State or a body conducting an inspection [Ofsted/ISI under section 162A of the 2002 Act] requests access to them. 

Our panel will consist of 3 people who were not directly involved in previous consideration of the complaint.  We have an appointed Lawyer - Henry Lamprecht, who is independent of the management and the running of the school and has committed to joining the panel for a hearing, the LADO and the referrer of the student.
NB: Grievance and Cause for Concern forms can be obtained upon request from Manuela Bustamante – 020 8361 5658.

Staff Complaints Procedure

If the complaint cannot be resolved in an informal manner this would then become a formal complaint with the following measures in place: 

1. Focus 1st Academy  will notify the panel, send supporting documentation and agree a date and time for the hearing.
2. Notify the complainant of set hearing date and time and allow parent to attend accompanied.
3. If parents wish, we will allow the panel to research findings and make recommendations and stipulate that a copy of those findings and recommendations is provided to the complainant and, where relevant, the person complained about; and made available for inspection on the school premises by The Head-Teacher.  A written record to be kept of all complaints, and of whether they are resolved at the preliminary stage or proceed to a panel hearing which kept by the Headteacher Marina Savva.
All correspondence, statements and records relating to individual complaints are kept confidential except where the Secretary of State or a body conducting an inspection under section 162A of the 2002 Act requests access to them. 

(1)* Our panel will consist of the Headteacher, Marina Savva and Deputy Headteacher, however, if the complaint is against one of the Heads then another will sit in with the panel; a school point of contact will be invited to sit in on the panel to join the meeting [the school that referred the student] LADO Mervin Cato for L.B. Enfield - Alternative Provision is the point of contact and will be invited as an external professional sitting in on the panel hearing – Henry Lamprecht.
NB: Grievance and Cause for Concern forms can be obtained upon request from Manuela Bustamante – 020 8361 5658.

For internal staff complaints please see staff handbook. 

Data Protection Principles

We abided by the rules and regulations of the Data protection Act 1998.  

Part 1

1. Personal data shall be processed fairly and lawfully and, in particular, shall not be processed / forwarded to a second party without consent of authorized personnel.E+W+S+N.I.
2. Personal data shall be obtained only for one or more specified and lawful purposes, and shall not be further processed in any manner incompatible with that purpose or those purposes.E+W+S+N.I.
3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed.E+W+S+N.I.
4. Personal data shall be accurate and kept up to date where applicable.E+W+S+N.I.
5. Personal data processed for any purpose or purposes shall not be kept for longer than is necessary and destroyed in the appropriate manner.E+W+S+N.I.
6. Personal data shall be processed in accordance with the rights of data subjects under the Act 1998.E+W+S+N.I.
7. Appropriate technical and organizational measures shall be taken against unauthorized or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.E+W+S+N.I.
8. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data.
Whistle-blowing Policy
A whistleblower is an employee, volunteer, or member of an organisation, who reports misconduct occurring in an organisation. 

Focus 1st Academy  takes whistle-blowing seriously to promote an organisational culture of openness and accountability. We encourage all staff / volunteers to raise concerns you may have about dangerous practice or serious risk as early as possible. We will respond appropriately to promote a safer organisation. 

Raising a concern
You do not need to have firm evidence before raising a concern. But we do ask that you explain as fully as you can the information or circumstances that gave rise to your concern.  

We hope you will raise your concern openly. However, we recognise that there may be circumstances when you would prefer to speak to someone in confidence first. If this is the case, please say so at the outset. You can access confidential advice from Enfield’s Local Authority Officer James Carrick on 020 8379 8101 or james.carrick@enfield.gov.uk 
Simultaneously, in the case of a complaint against the Headteacher:

The complainer will in the first instance put this in writing to the Headteacher who will endeavour to resolve this internally; if this can not be resolved then this issue will be referred to an external appointed person; Enfield’s Local Authority Officer James Carrick on 020 8379 8101 or james.carrick@enfield.gov.uk and/or Henry Lamprecht who is an established solicitor. 

If you ask us not to disclose your identity, we will not do so without your consent unless required by law. There may be times when we are unable to resolve a concern without revealing your identity, for example where your personal evidence is essential. In such cases, we will discuss with you whether and how the matter can best proceed.

Step one
If you have a concern about dangerous practice, serious risk or wrongdoing at work, raise it first Focus 1st Academy’s Headteacher or Deputy Headteacher. Marina Savva, who can be contacted on 020-8361-5658, or marina@focustraining.org.uk or Sarah Barker at sarah@focustraining.org.uk – 020 8361 5658.  This may be done either verbally or in writing. 

Step two
If you feel unable to raise the matter with one of the officers named above for whatever reason, or if there is a problem with the organisation, raise the matter with Enfield’s Local Authority Officer James Carrick on 020 8379 8101 or james.carrick@enfield.gov.uk 

Step three
If these channels have been followed and you still have concerns, or if you feel that the matter is so serious that you cannot discuss it with any of the above, please contact: 

NSPCC, Weston House, 42 Curtain Road, London EC2 3NH 

020 7825 2775

How we will handle the matter
Once you have told us of your concern, we will assess it and consider what action may be appropriate. This may involve an informal review, an internal inquiry or a more formal investigation. We will tell you who will be handling the matter, how you can contact them, and what further assistance we may need from you. If requested, we will write to you summarising your concern and setting out how we propose to handle it and provide a timeframe for feedback. If we have misunderstood the concern or there is any information missing let us know. 

· If you have any personal interest in the matter tell us at the outset. 
· It is a disciplinary matter to victimise a bona fide whistleblower and for someone to maliciously make a false allegation 
· Whenever possible, we will give you feedback on the outcome of any investigation.
Grievance and Cause for Concern forms can be obtained upon request from Sarah Barker – 020 8361 5658.E+W+S+N.I.
Safe Staff Recruitment
We have created a culture of safe recruitment of staff and volunteers and adopted recruitment procedures that help deter, reject or identify people who might abuse children. 

We ask for written information about previous employment within our application form.  We seek references form previous employment to underpin safer recruitment. This is then followed through with enhanced DBS checks prior to commencing work at Focus 1st Academy .  All information is placed on a single central register that is kept with the Headteacher.
Under no circumstances would a volunteer in respect of whom no checks have been obtained be left unsupervised or allowed to work in regulated activity.  For new volunteers in regulated activity who will regularly teach or look after children on an unsupervised basis or provide personal assistance/care on a one-off basis must obtain an enhanced DBS certificate with barred list check. 

Visitors should at no time be left unsupervised and must sign in upon arrival. 
All or our DBS checks are conducted via the L.B. Barnet bar Marina Savva Headteacher who undergone the Secretary of State’s,

· enhanced DBS check; 

· confirm the individual’s identity; and 
·  if the individual lives or has lived outside of the UK, making an enhanced check insufficient, such other checks as the Secretary of State considers appropriate. 
This part of policy is about managing cases of allegations that might indicate a person would pose a risk of harm if they continue to work in regular or close contact with children in their present position. It should be used in respect of all cases, in which it is alleged that a teacher or member of staff (including volunteers) in Focus Academy that provides education for children under our care,
· Behaved in a way that has harmed a child, or may have harmed a child; 
· Possibly committed a criminal offence against or related to a child; or 

· Behaved towards a child or children in a way that indicates he or she would pose a risk of harm if they work regularly or closely with children. 

This part of the guidance relates to members of staff who are currently working in any school or college regardless of whether the school or college is where the alleged abuse took place. Allegations against a teacher who is no longer teaching should be referred to the police. 

We have a duty of care towards our employees. We will ensure effective support is provided for anyone facing an allegation and provide the employee with a named contact if they are suspended. It is essential that any allegation of abuse made against a teacher or other member of staff or volunteer in Focus Academy is dealt with very quickly, in a fair and consistent way that provides effective protection for the child and at the same time supports the person who is the subject of the allegation.
Procedures for dealing with allegations need to be applied with common sense and judgement. Many cases may well either not meet the criteria set out above, or may do so without warranting consideration of either a police investigation or enquiries by local authority children’s social care services. In these cases, local arrangements should be followed to resolve cases without delay.  Some rare allegations will be so serious they require immediate intervention by children’s social care services and/or police. The Local Authority Designated Officer (LADO) should be informed of all allegations that come to Focus’s attention. 

We will endeavour to make every effort to maintain confidentiality and guard against unwanted publicity while an allegation is being investigated or considered. We will act in accordance to the Education Act 2011 introduced reporting restrictions preventing the publication of any material that may lead to the identification of a teacher who has been accused by, or on behalf of, a pupil from the same school or college (where that identification would identify the teacher as the subject of the allegation). The reporting restrictions apply until the point that the accused person is charged with an offence, or until the Secretary of State46 or the General Teaching Council for Wales publishes information about an investigation or decision in a disciplinary case arising from the allegation. The reporting restrictions also cease to apply if the individual to whom the restrictions apply effectively waives their right to anonymity by going public themselves or by giving their written consent for another to do so or if a judge lifts restrictions in response to a request to do so. The provisions commenced on 1 October 2012. 
Data Protection Principles

Focus 1st Academy abides by the rules and regulations of the Data protection Act 2018.  

Part 1

9. Personal data shall be processed fairly and lawfully and, in particular, shall not be processed / forwarded to a second party without consent of authorized personnel.E+W+S+N.I.
10. Personal data shall be obtained only for one or more specified and lawful purposes and shall not be further processed in any manner incompatible with that purpose or those purposes.E+W+S+N.I.
11. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed.E+W+S+N.I.
12. Personal data shall be accurate and kept up to date where applicable.E+W+S+N.I.
13. Personal data processed for any purpose or purposes shall not be kept for longer than is necessary and destroyed in the appropriate manner.E+W+S+N.I.
14. Personal data shall be processed in accordance with the rights of data subjects under the Act 1998.E+W+S+N.I.
15. Appropriate technical and organizational measures shall be taken against unauthorized or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.E+W+S+N.I.
16. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data.

Educational records

13 In this Part of this Schedule “educational record” means a record to which paragraph 14, 15 or 16 applies.

14(1)This paragraph applies to a record of information which—

(a) is processed by or on behalf of the proprietor of, or a teacher at, a school in England and Wales specified in sub-paragraph (3),

(b) relates to an individual who is or has been a pupil at the school, and

(c) originated from, or was supplied by or on behalf of, any of the persons specified in sub-paragraph (4).

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) The schools referred to in sub-paragraph (1)(a) are—

(a) a school maintained by a local authority;

(b) an Academy school;

(c) an alternative provision Academy;

(d) an independent school that is not an Academy school or an alternative provision Academy;

(e) a non-maintained special school.

(4) The persons referred to in sub-paragraph (1)(c) are—

(a) an employee of the local authority which maintains the school;

(b) in the case of—

(i) a voluntary aided, foundation or foundation special school (within the meaning of the School Standards and Framework Act 1998),

(ii) an Academy school,

(iii) an alternative provision Academy,

(iv) an independent school that is not an Academy school or an alternative provision Academy, or

(v) a non-maintained special school,

a teacher or other employee at the school (including an educational psychologist engaged by the proprietor under a contract for services); 

(c) the pupil to whom the record relates;

(d) a parent, as defined by section 576(1) of the Education Act 1996, of that pupil.

(5) In this paragraph—

· “independent school” has the meaning given by section 463 of the Education Act 1996; 

· “local authority” has the same meaning as in that Act (see sections 579(1) and 581 of that Act); 

· “non-maintained special school” has the meaning given by section 337A of that Act; 

· “proprietor” has the meaning given by section 579(1) of that Act. 

15(1) This paragraph applies to a record of information which is processed—

(a) by an education authority in Scotland, and

(b) for the purpose of the relevant function of the authority.

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) For the purposes of this paragraph, information processed by an education authority is processed for the purpose of the relevant function of the authority if the processing relates to the discharge of that function in respect of a person—

(a) who is or has been a pupil in a school provided by the authority, or

(b) who receives, or has received, further education provided by the authority.

(4) In this paragraph “the relevant function” means, in relation to each education authority, its function under section 1 of the Education (Scotland) Act 1980 and section 7(1) of the Self-Governing Schools etc. (Scotland) Act 1989.

16(1) This paragraph applies to a record of information which—

(a) is processed by or on behalf of the Board of Governors, proprietor or trustees of, or a teacher at, a school in Northern Ireland specified in sub-paragraph (3),

(b) relates to an individual who is or has been a pupil at the school, and

(c) originated from, or was supplied by or on behalf of, any of the persons specified in sub-paragraph (4).

(2) But this paragraph does not apply to information which is processed by a teacher solely for the teacher’s own use.

(3) The schools referred to in sub-paragraph (1)(a) are—

(a) a grant-aided school;

(b) an independent school.

(4) The persons referred to in sub-paragraph (1)(c) are—

(a) a teacher at the school;

(b) an employee of the Education Authority, other than a teacher at the school;

(c)an employee of the Council for Catholic Maintained Schools, other than a teacher at the school;

(d) the pupil to whom the record relates;

(e) a parent, as defined by Article 2(2) of the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)).

(5) In this paragraph, “grant-aided school”, “independent school”, “proprietor” and “trustees” have the same meaning as in the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)).

Other definitions

17(1) In this Part of this Schedule—

· “education authority” and “further education” have the same meaning as in the Education (Scotland) Act 1980; 

· “education data” means personal data consisting of information which— 

(a)

constitutes an educational record, but 

(b)

is not data concerning health; 

· “Principal Reporter” means the Principal Reporter appointed under the Children’s Hearings (Scotland) Act 2011 (asp 1), or an officer of the Scottish Children’s Reporter Administration to whom there is delegated under paragraph 10(1) of Schedule 3 to that Act any function of the Principal Reporter; 

· “pupil” means— 

(a)

in relation to a school in England and Wales, a registered pupil within the meaning of the Education Act 1996, 

(b)

in relation to a school in Scotland, a pupil within the meaning of the Education (Scotland) Act 1980, and 

(c)

in relation to a school in Northern Ireland, a registered pupil within the meaning of the Education and Libraries (Northern Ireland) Order 1986 (S.I. 1986/594 (N.I. 3)); 

· “school”— 

(a)

in relation to England and Wales, has the same meaning as in the Education Act 1996, 

(b)

in relation to Scotland, has the same meaning as in the Education (Scotland) Act 1980, and 

(c)

in relation to Northern Ireland, has the same meaning as in the Education and Libraries (Northern Ireland) Order 1986; 

· “teacher” includes— 

(a)

in Great Britain, head teacher, and 

(b)

in Northern Ireland, the principal of a school. 

(2) For the purposes of this Part of this Schedule, the “serious harm test” is met with respect to education data if the application of Article 15 of the GDPR to the data would be likely to cause serious harm to the physical or mental health of the data subject or another individual.
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