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1.
A BRIDGE TO LEARNING
At Llanfaes C P School we believe in maximising the potential of all individuals through the provision of excellent, varied learning opportunities – guiding and encouraging your child into the 21st Century. Our five key principles underpin everything we do towards this goal.

Well Being – providing equal opportunities for all, caring ethos, inclusive and healthy.

Achievement – high standards, clear direction, skills orientated, lifelong learning, success, focus on quality not quantity, motivated learners.

Together – team spirit, open door, cooperation between all stakeholders, approachable staff, solution orientated, adults and children learning together.

Environment – warm, welcoming, safe, stimulating, happy, exciting, organised, outdoor learning. 

Respect -  mutual respect  between everyone is expected at all times together with fairness and good communications for all. 

2.   
WELCOME

Welcome to Llanfaes School we hope you will find our school a happy and pleasant place to work and that you will enjoy your time with us.  This booklet has been designed to help you find your way around and hopefully provide you with the information and guidance that you need to organise your day. Please read in conjunction with our e safety policy, Safeguarding Policy and Health and Safety Policy. At all times staff are expected to abide by the guidelines laid down by the EWC regarding conduct. 
In the Staff room you will find a white board that has a weekly timetable and any relevant notes.  Staff do not have specific seats.  Tea and coffee are available at a small cost.  Monies to be given to Mrs Hellard (School secretary).

3. THE SCHOOL DAY

Morning Session

9.00am – 12.15pm

Playtime


10.40am – 10.55am

Afternoon Session

1.10pm –3.15pm

Playtimes are supervised on a rota system please check with the rota so that you know if you are on duty.  There are three yard areas, Nursery, Yrs 1 & 2 and Key Stage 2. The electronic bell signals the school breaks and is short blasts as opposed to the continuous tone of the fire alarm.
Foundation Phase staff accompany their children into the Hall at lunch time, remaining with them until lunch time supervisors are present.

4. Plan of the School
Please look at the plan of the school.  It shows all the class room areas and the car park.  The car parking area is clearly marked into bays.  Please reverse into your space making sure you do not obstruct the paths.  Parents and taxis are reminded of this regularly.
The staffroom is situated to the left of the entrance along with the Head Teacher’s office and the main school office. Staff toilets are situated in the corridor to the right of the entrance.  

The hall is used for PE, dinners and assembly, there is a timetable enclosed. The PE store is at the rear of the hall and there is an outside store in the playground.
The Science cupboard is at the end of the key stage 2 corridor (it is kept locked) and each classroom has a store cupboard.  The paper stores are in the PPA room and main supplies are kept in the cupboard opposite Yr 2 classroom.
5. Staffing and areas of responsibility

The following staff and class structure has been approved by the Governing Body for the academic year 2016-17.
	Class
	No of Pupils
	Staff
	Curriculum Responsibilities

	Headteacher
	
	Mrs K Lawrence
	Child Protection Officer /Health and Safety/ARR/Art/Music                                        

	Year 6
	33
	Mrs A Morris

Mrs Stroud
	ARR/History
Springboard

	Year 5
	31
	Mrs C North
Mrs T Wood
	Deputy Head/ Deputy designated teacher for CP/English/School Grounds

	Year 4
	29
	Mrs R Twohig

Mrs Davies
	Mathematics
Nessy/Catch Up/Leader of ASC

	Year 3
	23
	Mr C Davies

Mrs K Lawrence (TA)
	Music/PE
Catch Up

	Year 2
	29
	Mrs E Thompson /Mrs Purnell 

Mrs C Gerrish
	LNF/Welsh

WAVE/Dina schools

	Year 1 
	30
	Mrs D Thomas

Mrs J Driscoll
	RE/ SENCo

	Reception
	27
	Mrs L Francis/Mrs Purnell

Mrs B Roe
	Healthy Schools/Well Being.PSE

Nessy

	Nursery 
	
	Ms C Jarman
Mrs Bowen
	Science/Eco Co ordinator

	Pre- School Specialist Centre
	
	Mrs R  Day- Jones

Mrs  D Davies 
	In Charge of Centre

	PPA
	
	Mr S Davies
	IT/DT/Wave

	ALNCo
	
	Mrs D Thomas 
	

	Llanfaes Tots
	
	Ms C Jarman
Mrs M Bowen
Mrs Morgan
	Leader of setting

	Office Manager
	
	Mrs S Hellard
	

	Welsh
	
	Mrs L Allen
	Peripatetic Teacher

	Instrumental Tuition
	
	Mrs E Prosser

Mr P Redmond

Mrs S Pryce
Mr M Duthie
	Piano

Drums

Woodwind

Singing (Cathedral choristers only)


Caretaker/cleaning staff    Mrs Elaine Stewart,Mrs Jenny Stephens, Mrs Alison Jones
Kitchen staff   Cook in charge   Mrs Stephanie Jenkins



Mrs Julie Davies  Mrs Nikki Dunford
Dinner ladies Mrs Stella O’Connor     Miss B O’Connor
6.Timetables

Please see the staff room notice boards and displays for relevant whole school timetables.

Individual class timetables are to be found in each classroom. 

7.   LOCATION OF FIRST AID BOXES, FIRE ALARMS AND EXTINGUISHERS.

The First Aid Boxes are sited 1. In the Infant Cloakroom





    2. In the Assessment Unit
 3.  In the Nursery

Staff with relevant First Aid Certificates are 

H&S First Aiders at work
              Mrs A Stroud   Miss Claire Jarman  Nursery            

General First Aid



Mrs  Rachel Day-Jones


Mrs Christine Evans (Tots) 


Mrs Tracy Wood
                         Mrs C Gerrish

                        Mrs S Hellard

                        Mrs S O’Connor

                        Mrs B O’Connor              
Fire Alarms and Fire extinguishers are marked on the fire plan sited in each classroom. 

8. Fire and Evacuation Procedure

On discovering a fire smash the glass of the nearest alarm and evacuate the building as quickly as possible without causing panic.  Exits are clearly shown.

Evacuation of the building;

1. Familiarise yourself with the exit route displayed in your area. 
2. When you hear the fire alarm, assemble the children as quickly and calmly as possible.  
3. Take them out through the fire exit marked and to the assembly point A on the Junior playground. 

4.  DO NOT ALLOW THE CHILDREN TO RUN.

5. Take your register with you.

9. First Aid Procedures
All accidents should be recorded in the book in each of the First Aid Box.  Plasters should only be used if there is real need. Check first that the child has plasters used at home.  Anything more than a small cut or graze send a child for one of the First aiders.  Do not allow children access to the First Aid cupboard.

Any bumps to the head must be reported to other staff

For accidents requiring treatment at the surgery or hospital there must be an accident form filled in.  These forms can be obtained from either Mrs Hellard or Mrs Lawrence.  Should the First Aid box require restocking please inform Mrs Stroud or Miss Jarman.
Spillage of body fluids.

Please ensure that gloves are use in all instances.  Sick boxes are situated in the medical room.

Procedure:    1. put on gloves and apron



   2. Cover to fluid with cat litter.



   3. Use the dust pan and brush to sweep up.



  4. Use spray and paper towels to clean residue.

                    5. Put all into a plastic bag.

  6. Wash dustpan and brush in the caretaker’s cupboard only.

10. Medical Alerts   
All children with a medical problem are listed with a photograph on the staffroom notice board.  There is also an individual list in the back of each class register.

11. Discipline

The school has a policy of Assertive Discipline which is based on Five Golden Rules.  Staff should refer to school and class rules that are displayed. 
Initially class discipline is the responsibility of the class teacher supported by the head and key stage co-ordinator.

12. Marking policy

In order to ensure informed learning for the pupils and continuity between classes we have agreed to mark the pupils’ work in a similar fashion. Please see the agreed Marking Policy for detail (Appendix A) 
13. Social Media and Communications
The school has a use of Social Media Policy and Communications Policy which relates to the responsible use of all forms of social media. Please refer to this policy. No personal mobile telephones should be used during school day for any purpose. 
We hope that this information booklet will be useful and if there is anything that you feel is missed out please do not hesitate to tell us.

Appendix 1


CHILD PROTECTION and SAFEGUARDING  POLICY

DESIGNATED SAFEGUARDING STAFF

Mrs. K. Lawrence (Head Teacher)

Mrs C North (Deputy Headteacher)
Miss E Thompson 
GOVERNORS

Mrs J Williams (Chair)

Mrs Kara Jones

Mr Andy Duffield

Child Protection and Safeguarding Policy

This policy reflects the practice and consensus of opinion of the whole staff, teaching and non-teaching and has the full agreement of the governing body.

Introduction

1.1 Llanfaes C. P. School fully recognises the contribution it makes to child protection.

There are three main elements to our policy:-

a.  prevention through the teaching and pastoral support offered to pupils;

b.  procedures for identifying and reporting cases, or suspected cases, of abuse. Because of our day to day contact with children, school staff are well placed to observe the outward signs of abuse; and

c. support to pupils who may have been abused.

1.2 Our policy applies to all staff and volunteers working in the school and governors. Learning support assistants, mid-day supervisors, cleaners, secretaries as well as teachers can be the first point of disclosure for a child.

Prevention

2.1 We recognise that high self-esteem, confidence, supportive friends and good lines of communication with a trusted adult helps to safeguard pupils.

The school will therefore:-

a.  establish and maintain an ethos where children feel secure and are encouraged to  talk, and are listened to;

b.  ensure children know that there are adults in the school whom they can approach if they are worried or in difficulty;

c.  include in the curriculum, activities and opportunities for PSE which equip children with the skills they need to stay safe from abuse and to know to whom to turn for help; and

d.  include in the curriculum, material which will help children develop realistic attitudes to the responsibilities of adult life, particularly with regard to childcare and parenting skills.

Procedures

3.1 We will follow the All Wales Child Protection Procedures that have been endorsed by the Local Safeguarding Children Board.

3.2 The school will:-

a.  ensure it has a designated senior member of staff, who has undertaken the appropriate training;

b.  recognise the role of the designated person and arrange support and training. 

c. ensure every member of staff and every governor knows:-

- the name of the designated person and their role;

- that they have an individual responsibility for referring child protection concerns using the proper channels and within the timescales agreed with the Local Safeguarding Children Board; and

- how to take forward those concerns where the designated person is unavailable.

d.  ensure that members of staff are aware of the need to be alert to signs of abuse and know how to respond to a pupil who may disclose abuse;

e.  ensure that parents have an understanding of the responsibility placed on the school and staff for child protection by setting out its obligations in the shool brochure;

f.  provide training for all staff so that they know:-

i.
their personal responsibility;

ii.  the agreed local procedures;

iii. the need to be vigilant in identifying cases of abuse; and

iv. how to support a child who discloses abuse.

g. notify the local social services team if:-

-   a pupil on the child protection register is excluded either for a fixed term or permanently; and

-    if there is an unexplained absence of a pupil on the child protection register of more than two days duration from school (or one day following a weekend);

h.  work to develop effective links with relevant agencies and co-operate as required with their enquiries regarding child protection matters including attendance at initial review and child protection conferences and core groups and the submission of written reports to the conferences;

i.   keep written records of concerns about children (noting the date, event and action taken), even where there is no need to refer the matter to social services immediately;

j.   ensure all records are kept secure and in locked locations;

k.  adhere to the procedures set out in the Welsh Assembly Government guidance circular 45/2004 Staff Disciplinary Procedures in Schools;

l. 
ensure that recruitment and selection procedures are made in accordance with Welsh Assembly Government guidance circular 34/2002 “Child Protection: Preventing Unsuitable People from working with Children in the Education Sector”; and

m. designate a governor or governors for child protection who will oversee the school’s child protection policy and practice.

Supporting the Pupil at Risk

4.1 We recognise that children who are at risk, suffer abuse or witness violence may be deeply affected by this.

4.2 This school may be the only stable, secure and predictable element in the lives of children at risk. Nevertheless, when at school their behaviour may be challenging and defiant or they may be withdrawn.

4.3 The school will endeavour to support the pupil through:-

a. 
the content of the curriculum to encourage self esteem and self motivation (see section 2 on Prevention);

b. 
the school ethos which:-

i. promotes a positive, supportive and secure environment; and

ii. gives pupils a sense of being valued (see section 2 on Prevention);

c. 
the school’s behaviour policy is aimed at supporting vulnerable pupils in the school. All staff will agree on a consistent approach that focuses on the behaviour of the offence committed by the child but does not damage the pupil’s sense of self worth. The school will endeavour to ensure that the pupil knows that some behaviour is unacceptable but s/he is valued and not to be blamed for any abuse that has occurred;

d. 
liaison with other agencies who support the student such as Social Services, Child and Adolescent Mental Health Services, the Educational Psychology Service, Behaviour Support Services and the Education Welfare Service; and

e. 
keeping records and notifying Social Services as soon as there is a recurrence of a concern.

4.4 When a pupil on the child protection register leaves, we will transfer information to the new school immediately and inform Social Services.

Bullying

4.5 Our policy on bullying is set out in the school’s anti bullying policy, which includes a pupil written policy,  and is reviewed annually by the governing body.
Children with Statements of Special Educational Needs

4.6 We recognise that statistically children with behavioural difficulties and disabilities are most vulnerable to abuse. School staff who deal with children with profound and multiple disabilities, sensory impairment and or emotional and behaviour problems need to be particularly sensitive to signs of abuse.

Physical Intervention

4.7 The school’s policy on Care & Control Physical Intervention has been set out in a separate document'

E Safety

4.8 The school’s policy on E Safety has been set out in a separate document.

Children who enter the Looked after System

4.10 This school recognizes that children who enter the Looked after System are often the most vulnerable and needy. The school has a responsibility to support the council in its role as corporate parent.  The school’s policy on Looked after Children (LAC) has been set out in a separate document.

Confidentiality

5.1 The school and staff are fully aware of confidentiality issues if a child divulges that they are or have been abused. A child may only feel confident to confide in a member of staff if they feel that the information will not be divulged to anyone else. However education staff (that is all staff at this school) has a professional responsibility to share relevant information about the protection of children with the designated statutory agencies when a child is experiencing child welfare concerns.

It is important that each member of staff deals with this sensitively and explains to the child that they must inform the appropriate people who can help the child, but they will only tell those who need to know in order to be able to help. Staff should reassure the child and tell them that their situation will not be common knowledge within the school. (I.E. not discussed with other staff) Staffs need to be aware that it may well have taken significant courage on the part of the child to disclose the information and they may also be experiencing conflicting emotions, involving feelings of guilt, embarrassment, disloyalty (if the abuser is someone close) and hurt.

Training

The school will be cognizant of national and local training requirements and guidance, which will include Safeguarding Children Board guidance, advice and training opportunities.

6.1 The school will ensure that the Designated Person for Child Protection (DSP) will have received initial training when starting their role and continued professional updates as required. Specific updates as suggested by national and local requirements will be central to the DSP’s development. The designated deputy will be initially supported by the designated person and consideration for joint opportunities for training with the designated person will be considered.

6.2 All staff will be regularly updated during the year as appropriate from the designated person, but will receive specific awareness raising training within a 2-3 year period.

6.3 It will be a recommendation that the governing body will also receive awareness raising training and the nominated governor will be offered opportunities for more specific training

The designated person for child protection at this school is:-

Mrs Karen Lawrence - Headteacher

The deputy designated person for child protection at this school is:-

Mrs Cath North - Deputy Headteacher

The nominated governors for child protection at this school is:-

Mrs Jackie Williams     Mr Andy Duffield     Mrs Kara Jones

Referral Flowchart regarding concerns or disclosure about the welfare of a child/young person under 18 years.

If a child discloses information do not try to question, but listen carefully, note exact words and time, if possible have two adults present. reassure the child and tell them what you are going to do.  Share your concerns with designated teacher/Headteacher as soon as possible. Make a written record in the Concerns book, held in the school office within 24 hours.  See page 79 of All Wales Child Protection Procedures for further guidance. 

The safety of the child is of paramount importance at all times.
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Referral regarding concerns or disclosure which involves the Headteacher or designated Governor.

Where an adult suspects the Headteacher to be implicated in a suspicion or allegation of abuse they should inform the named Governor with responsibility for child protection immediately. See page 79 of All Wales Child Protection Procedures for further guidance. 

Where an adult suspects the designated Governor to be implicated in a suspicion or allegation of abuse they should inform the Headteacher or LA Child Protection officer, Mr John Mitson (01597 826000) immediately. See page 79 of All Wales Child Protection Procedures for further guidance. 

Some Useful Numbers -:

Chair of Governors – 07816130544           Headteacher – 07812102179/01874 623326                  Brecon Social Services – 01874624298                 

NSPCC Helpline 0808 800 5000             Mr J Mitson, Powys Officer 01597 826000







Child Child Protection Referral to Social Services by phone.  Confirm in writing. Case conference held within 48 hours of decision. 





DISCLOSURE


(DO NOT DISCUSS WITH ANYONE ELSE OR QUESTION OTHERS)





Report to designated teacher/Headteacher. Write account as soon as possible and no later than 24 hours. 


 (N.B. If this is an allegation against a member of staff, advice and correct procedure must be sort from designated school Child Protection officers or Social Services 01874 624298 Area Child Protection Committee.  See below for advice re allegation against Headteacher or Governor.








Concerns are Child Protection 





Concerns are ‘Child in Need’





Discuss concerns with family and refer to Social Services with consent. 
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