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Parkland Primary School Safeguarding Children Statement: 
 
At Parkland Primary School, the health and safety of all children is of 
paramount importance. Parents send their children to school each day with 
the expectation that school provides a safe and secure environment in which 
their children can flourish.  
 

At Parkland Primary School, the following four key issues are deemed essential in 
the complete development of each and every child: 

     Must be safe 

     Must be healthy 

     Must be able to enjoy and achieve 

     Must make a positive contribution 
 
Achieving and maintaining the above is underpinned by the eight main parts within 
the Well-being Act. ‘Well-being means a person is happy, healthy and is comfortable 
with their life and what they do’. The Welsh Government has published a well-being 
Statement to set out what this means. It has been put together with the people who 
use and deliver social services. 
It says well-being is made up of eight main parts: 

 Making sure you have your rights 

 Being physically, mentally and emotionally happy 

 You are protected from abuse, harm and neglect 

 Having education, training, sports and play 

 Positive relationships with family and friends 

 Being part of the community 

 Having a social life and enough money to live a healthy life 

 Having a good home’  
(Social Services and Well-being Act 2014).  
  
While each area of society has an important part to play in child development, 
schools must embrace the above both individually and collaboratively. 
  
The government has published a policy “Safeguarding Children” (DfES/027/2004) 
and this school has used this in formulating its own safeguarding statement.  
  
The senior leadership team is responsible for ensuring that the school does its best 
to deliver each of the four key issues, however, the headteacher retains overall 
responsibility for safeguarding. In her absence, this is assumed by the member of 
the SLT deputising in her absence.  
 
Parkland Primary School has to ensure that the expectation that the school 
provides a safe and secure environment in which children can flourish 
becomes reality. In order to do this a wide range of measures are put in place: 
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The Health and Safety Policy1 

The health and safety of all the staff / volunteers / visitors and children who work in 
and with Parkland Primary School is our priority.  The school has a health and safety 
policy, which is monitored by the health and safety committee of the school 
governors. 
 
Twice yearly there is a fire drill that practices efficient evacuation from the buildings. 
The school conducts an annual Fire Risk assessment. Once each year the school 
conducts a lock down procedure drill to ensure everyone in the school, or on the 
premises knows what actions to take in the event of a threat to their safety.  
  
First Aid 

In school there are trained members of staff who oversee first aid. First aid boards 
and kits are situated around school, these can be easily accessed and are taken 
outside to play areas during every play time. When a child is poorly, or has suffered 
an accident in school or on the playground the following steps are followed: 

 
 A trained first aider is consulted  
 The incident record sheet is logged and placed in the accident file 
 For Head Injuries, the parent2 is contacted and a sticker is placed on the child’s 

clothes, when a first aider considers further medical advice/referral is needed, 
emergency services are contacted.                                                                                                                                                                                                        

 

Unwell Children 

When a child appears, or complains of being, unwell, the classteacher makes a 
decision as to whether the child is too ill to remain in school. If the child is deemed to 
be too unwell to remain in school the contacts listed in the child’s file (kept in the 
office) will be used to make arrangements for the child to be collected from school. 
While waiting for someone to be contacted and to be collected the child will be made 
as comfortable as possible.  

 
Children who have returned to school following a period of absence due to ill health 
will be allowed to remain in school if the child is not contagious and / or if school staff 
considers the child is well enough. In these cases, the school will make 
arrangements for the child to remain in the building at playtimes, if necessary or if 
parents request this. Parents/carers who have not made a prior request for this will 
always be consulted. 
 
Administration of Medicines (usually for short term conditions) 

Members of staff will not give medicines without parental consent.  
 

The school will work with parents and the School Health Service to support the 
regular attendance at school of children who need to take medication while at 
school.  
 

                                                 
1 Copies of all policies referred to in this document are available upon request from the school office.  Policies can also be 
accessed on the school web site. 
 
2 The term parent should be understood to refer to parents, carers and guardians with primary care responsibility for the child 
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Medication is administered on a voluntary basis by staff and therefore parents are 
asked only to request administration of medicine during school hours when it is 
absolutely necessary.  If at all possible arrangements should be made for medicines 
e.g. antibiotics, to be taken out of school hours. Please see Administration of 
Medicine Policy for guidance and relevant forms. 
 
The Headteacher, staff, parents, School Health Service and other professionals all 
have a role to play to ensure that the needs of children are met, and good  
communication between all parties will enable this to happen. 
 
If a child has a long term medical condition the school will, in partnership with 
parents and with medical advice, draw up a health care plan to enable the child to 
participate as fully as possible in the life of the school. 
 

1. Role of Headteacher 

 inform parents of the school’s policy by placing it on the school website; 

 arrange the secure storage of medicines  

 arrange for the provision of protective disposable gloves to be used by 
staff when dealing with spillages of body fluid or when disposing of 
dressings. 

 
2. Role of Phase Leaders 

 ensure that all teaching, support staff and supply teachers who may need 

to deal with a medical emergency arising from a child’s medical needs 
know the child’s needs and the procedures to be followed; 

 ensure that if the storage is kept locked that all staff know where the key is 
kept and that all children who require medication know where their 
medicine is stored and who has the key; 

 

3. Role of the ALNCo 

 determine, in discussion with parents and with the School Health Service, 
whether or not the school is able to meet the medical needs of the child.  If 
so a Health Care Plan Appendix A should be completed; 

 ensure that staff who agree to administer medicine will receive support 
and advice on any necessary training from the School Health Service; 

 

4. Role of Staff 

It is recognised that the administration of medicines by staff is a voluntary 
activity which staff undertake for the welfare of children in this school. 

 
Staff who administer medicines will: 

 check the child’s name, date of birth, prescribed dose and expiry date of 
medicine before administration; 

 complete details of medicine given on the consent form; 

 ensure that the parent is informed if a child refuses to take medicine; 

 return any unused medicine to the parent 

 follow hygiene procedures and wear protective gloves when dealing with 
spillages of body fluid or when disposing of dressings; 

 contact the child’s parents if there is any medical concern 
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5. Role of Parents  

The cooperation of parents is sought to ensure that every child’s safety and 
welfare is foremost. For this reason non-prescribed medicines will only be 
administered in exceptional circumstances with agreement of the 
headteacher. No Aspirin or homeopathic remedies will be administered.  

 
Only medicines which can be bought over the counter with the approval of a 
doctor will be administered e.g. Calpol. Medicine can only be administered 
following parents/carers completing medicine administration forms. If the 
headteacher is concerned about giving the medication advice will be sought 
from the School Health Service and through discussion with parents/carers. 
 
If a child requires long term medication or medicines for any serious condition, 
such as the use of epi-pens for allergies, it is the parent’s responsibility to 
provide the medication and allergy pens to school and ensure these are all in 
date.  

 
It is very important that parents provide the school with sufficient relevant 
information about their child’s condition e.g. if there are any side effects of 
taking particular medication, if any precautionary measures need to be taken 
prior to physical exercise etc.  In the case of a child needing medication 
during the day, parents are welcome to come into school to administer correct 
dosages, at agreed times.  If this is not possible, then parents should: 

: 

 complete Administration of Medicine form Appendix B if they wish 
medicine to be administered at school; 

 bring medicines to school in the original container, clearly labelled with the 
child’s name and date of birth; 

 give written instructions preferably from the GP; 

 ensure that if more than one medicine needs to be given, each is in a 
separate container and clearly labelled; 

 ensure that the school has a contact telephone number. 
 
Health Care Plans (including Allergy plans) 

If a child has a medical condition that requires careful management, the classteacher 
will consult with parents and the school doctor, to draw up a Health Care Plan in 
consultation with all relevant parties. 

 
The plan will be a written agreement with the parent and will set out for staff, parents 
and the child the help that the school can provide and receive. 

 
The Special Education Needs Coordinator (SENCo) will be responsible for initiating 
a joint review of the Health Care Plan at least once a year, or sooner if medical 
needs change.  Parents are responsible for informing the school if medical needs 
change. 
 
School Visits 

Whenever possible children will be encouraged to participate in school visits even if 
on medication and whenever necessary Health Care Plans and medication will be 
taken on the trip also. In certain circumstances, parents may be asked to assist the 

Commented [AL1]: Is the DR always involved?  

Commented [AL2]: Do we do this every year?  
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school by accompanying the child on the visit.  If the headteacher is concerned 
about whether or not the school can provide for the child’s safety or the safety of 
other children then advice will be taken from the local authority’s legal department, 
the School Health Service or the child’s GP. 
 
Sporting Activities 

All children are encouraged to take part in physical education and games; for most 
children physical activity is of benefit for the child’s social, mental and physical 
health. If there are any restrictions on a child’s ability to participate in physical 
education these should be included in the individual Health Care Plan. If children 
need to take precautionary measures before or during exercise and/or need to be 
allowed immediate access to their medication, staff will be made aware of this. Staff 
who are supervising sporting activities will be made aware of emergency procedures. 
 
Site Security 

Parkland Primary School provides a secure site, which is controlled by precise 
management directives, but the site is only as secure as the people who use it. 
Therefore, all people on the site have to adhere to the procedures which govern it. 

Laxity can cause potential breaches to safeguarding. Therefore: 

 Gates are locked and unlocked at the start and end of each day, except the 
gates leading to main entrance, which are the only gates remaining open 
throughout the day, providing manned entry to the building through the main 
reception entrance. The gates at the side of the building leading to the nursery 
are also temporarily opened and closed to allow the collection and delivery of 
nursery children at the end of the morning and beginning of the afternoon 
session. This is done before and after children in full time school exit and re-
enter the building to and from lunchtime play.   

 Doors are closed to prevent intrusion but to facilitate smooth exits. 

 Visitors, volunteers and students must only enter through the main entrance 
and after signing in at the main entrance and must wear badges at all times.  

 Children will only be allowed home with adults with parental responsibility or 
confirmed permission. 

 Empty classrooms will have closed windows and locked exterior doors. 
 
Children Leaving the School Premises Alone/Without Permission  

Should a child leave the school premises without permission then staff have been 
informed never to chase after a child. Staff will immediately report this to the office, 
where parents and the police will then be informed of the circumstances. 

 
Procedures for the Start and End of the school day 

The school must ensure a secure site from the time the very first child enters in the 
morning at 7.45am to the time the very last child leaves in the evening up to 6.00pm. 
The school’s junior yard is manned from 8.40am to 8.50am. Children should not be 
on the school site before 8.40am, unless they are in Breakfast Club. Parents/carers 
are asked never to leave an infant child unattended in the school grounds. The side 
gates are opened to allow access to breakfast club from 7.55am and remain open 
until 8.55am, to allow parents/carers to exit the premises. In order to secure the site 
for after school activities all gates will be locked at 3.45pm and parents will need to 
adhere to the procedures in place for collecting children from after school activities, 
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e.g. contacting after school club staff via mobile phone or collecting children from 
designated exits for extra-curricular activities.   
 
Registers must be kept of children attending after school clubs. Information 
regarding who will collect the children from these clubs must also be maintained. 
When a child is collected from an after school club, the person collecting must 
provide the password detailed on the safe dismissal form. Children are collected 
from designated exits, parents/carers are informed of these entrances and collection 
times when completing consent forms for attendance at these clubs.  
 
All school gates (except the main gates, leading to the reception entrance) are 
locked at 3.35pm. Anyone on site after this time must have their name recorded on a 
register for safeguarding and fire regulations and, only after signing out on the 
register, exit through the main reception area at the front of the school. All adults 
(including parents/carers) on the school site who need to enter the building must be 
accompanied by an adult who holds a current DBS to safeguard the children still on 
the school site and the adult also.    
 
 
Collection of Children  

Class teachers are responsible for the children that they are teaching until they are 
collected.  Children will only be allowed home with adults with parental responsibility 
or confirmed permission. Appendix C and/or D or E must be completed by 
parents/carers informing the school of those persons to whom they give consent to 
collect their child/ren. In the event that a parent is not able to collect their child/ren 
from school and they need to ask another person, who is not listed on the relevant 
form, to collect their child/ren on their behalf, the parent/carer will need to provide 
this person with the chosen password to give to the member of staff, if the password 
cannot be provided, the child will not be released and staff will have to contact the 
parent/carer, to ensure the collection has been requested.  The parent/carer also 
needs to contact the school to inform office staff that a new person will be collecting 
their child/ren, providing the name of that person and confirming the password has 
been given.  
 
In Foundation Phase children are handed over to the person collecting them. In Key 
Stage 2 children need to be collected from school if they are in Years 3 and 4. If 
Parents wish to allow children in years 5 and 6 to walk home unaccompanied, the 
form in Appendix C, D or E  must be completed and a letter from the parent/carer 
authorising the walk home.  
 
Procedure for the Late Collection of Children 

If a parent/carer is a little late the teacher is responsible for supervising the children 
until they are collected. For children who are not collected within this timescale the 
arrangements between Education and Social Services must be followed. Refer to 
Appendix F. 
 
Attendance  

The school strongly encourages children’s attendance to be above 96%. However, 
when children are unwell parents are expected to confirm absence by telephone 
immediately. If there is no notification school has a policy of contacting the parents to 

Commented [AL3]: Which register 
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ascertain each child’s whereabouts. Repeated absences without medical proof of 
illness will not be authorised.  

  
The school works closely with the LA’s Education Welfare officer whenever a child’s 
attendance and punctuality causes concern. Attendance rates are reported each 
term to the LA and to all parents and annually to the government. Positive measures 
are in place to encourage children to attend regularly and punctually and the school 
is aware of its right to take legal action against parents who do not ensure 
acceptable attendance and punctuality.  
 
As all gates (except the main gate) and entrances are locked at 8.55am. Children 
who arrive after this time must be signed in, in the main reception entrance, by the 
person bringing the child to school. Children who are collected early from school 
must also be signed out and reasons given for the absence. These instances are 
monitored and parents contacted if they are frequent and therefore harming a pupil’s 
education.  
   
 
Appointments of Staff and Induction of Newly Appointed Staff and Work 
Placements 

The school follows safe recruitment best practices. All staff that are appointed to 
work in school have an enhanced criminal records search called a DBS check. This 
search highlights people who have a criminal record or if previous allegations have 
been made against them. If staff are found to have a criminal record the LA is 
informed directly by the Disclosure and Barring Service and the LA’s HR department 
will meet with the person to assess their suitability for employment. 
The headteacher sits on all appointment panels except that for a replacement 
headteacher. 

 
New staff are inducted into safeguarding practices and policies. Newly appointed 
staff are assigned a mentor for the induction period. It is the responsibility of the 
mentors to familiarise new staff with procedures and policy, which affect the health, 
safety and safeguarding, of all at school but especially the children. 
 
 
Induction of Volunteers 

Volunteers must also have Disclosure and Barring Service clearance and 
references. Visitors or volunteers who start before they have clearance will under no 
circumstance be left alone with a child or group of children. During brief activities, 
such as a school visit, which does not involve the supervision or close contact of 
children, volunteers will under no circumstances be left alone with a child or a group 
of children. For extended contact with children, when children may be left alone with 
an adult, or when an adult visitor may be in and around the school building a full 
DBS search will be conducted. 
  
 
Welcoming Visitors 

The school wishes to welcome all visitors but places the safety and well being of 
children above all other priorities. It is assumed that visitors with a professional role 
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e.g. social services or members of the police already have relevant clearance but the 
school will wish to see identification before admittance is granted.  
  
 
Child Protection Policy 

The Child Protection Policy can be found on the school’s website. The designated 
adult for child protection is the headteacher and the designated governor is vice 
chair of governors.  It is the governing body’s duty to ensure the policy is reviewed 
annually and any deficiencies within the policy addressed immediately. Governors 
and all staff have had appropriate child protection training, which is updated at least 
every three years. 

 
All allegations of abuse by, or complaints of, a teacher will be dealt with by the 
headteacher. For any complaints about the headteacher, the chair of governors 
should be contacted in writing, addressed to c/o the school. For complaints against 
the chair of governors, or any other governor, the headteacher should be contacted. 
  
  
 
The Design of the Curriculum 

The curriculum deals with safeguarding in two ways. Firstly, in Personal, Social and 
Health Education/Health and Wellbeing children explore relevant issues, such as 
drugs, sex and relationships and stranger danger. 
  
Secondly, the curriculum is designed so that safety issues within lessons are 
discussed and safe practices taught, such as using equipment properly in PE, DT 
and ICT.  

 
At all times appropriate and agreed child/adult ratios ar be maintained, when learning 
is planned outside school. The lead adult always risk assesses visits and trips to 
ensure children are safeguarded and protected from harm before the event is finally 
authorised by the Educational Visits Co-ordinator following the review of the risk 
assessments. 

 
Visiting speakers, within correct procedures, are always welcome into school to 
enhance the curriculum. 
  
 
E Safety 

Children should be encouraged to use the internet as much as is relevant, but at all 
times in a safe way. Parents will be asked to sign the Acceptable use of ICT and 
Internet Agreement prior to the children having access. Children must never be left 
unattended whilst online and staff are to ensure that this does not happen. If staff 
know of misuse, either by a staff member, volunteer, or child the issue should be 
reported to the Headteacher without delay. Children must report any inappropriate 
images/content which is displayed on the screen to a member of staff immediately. 
The staff member must report this to the ICT lead without delay who must take all 
necessary steps.  
  
Equality and Racial Tolerance  
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The School Equality Plan details the School’s approach to Equality and Racial 
Tolerance.    
  
Children with disabilities must be able to take a full and active part in every lesson 
and every measure must be taken to ensure this. 
   
Racism is tackled in lessons and assemblies. Children take part in discussions 
designed to raise awareness and address prejudices. From time to time visitors work 
with the children.  
 
All staff have equal access and inclusive rights to their work regardless of their age, 
gender, sexual orientation, race, ethnicity, religion, belief, disability or ability.  
Parkland Primary School is committed to creating a positive climate that will enable 
everyone to work free from racial intimidation and harassment, to achieve their full 
potential.   
 
Restorative Practice & Behaviour 

Good behaviour is essential in any community and at Parkland Primary School we 
have high expectations for this. Although the emphasis is always on the positive, 
there are also times when children have to be corrected in order to learn and to 
maintain the safety and security of all children and adults, including themselves. 
Children will learn that actions have consequences, making good choices brings 
good consequences and making poor choices brings corrective consequences. If a 
child makes a poor choice, a consequence may be given with the aim to help the 
child make better choices about their behaviour in future.  
 
There are numerous rewards available to children: 

 Praise 
 Undertaking responsibilities around the school 
 Dojo points 

Consequences range from: 
 Having discussion with a member/members of staff  
 Being removed from the class  
 Spending time in another class/room (internal exclusion) 
 Loss of playtime 
 Reporting to a senior member of staff  
 Letter home 
 The use of a behaviour monitoring book 
 Parents attending a meeting to discuss the situation with a member of 

staff/headteacher 
 Exclusion  

Anti-Bullying 

The Parkland Primary School definition of bullying is “Bullying is deliberate, 
systematic, sustained  harassment, intimidating or aggressive acts which causes 
hurt or concern to another. The hurt can either be physical or psychological by one 
child or a group.” 
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Any form of bullying is deemed unacceptable by the school. The school’s response 
to this is unequivocal. Incidents of harassment or bullying are recorded to catalogue 
events. This enables the tracking of incidents and trends.  
  
Staff must be informed immediately and action will be taken  
  
Children are encouraged to discuss anything that worries them. Parents/carers 
should raise concerns with the class teacher in the first instance, but elevate their 
concerns to senior leadership, if the concerns persist. Children are told that silence is 
the bully’s best friend. Although bullying in this school is rare the school always acts 
swiftly with a process of investigation, communication and action. Bullies will not be 
tolerated.  
 
Anti-Radicalisation/Extremism 

The school is vigilant in safeguarding against radicalisation. Staff have received 
PREVENT training and are clear of the need to report anything of concern to the 
Headteacher, or the person deputising for her, who will follow the appropriate 
procedures.  
 
Prohibited Items 

The bringing of any bladed articles, such as knives, pen knives, screwdrivers, darts 
is strictly prohibited. These items must never be brought onto school. The bringing of 
and for producing any item will result in serious consequences. 
 
Photographing and Videoing 

At Parkland Primary School we take a sensible, balanced approach, which allows 
parents/carers to photograph and film their children, providing they follow certain 
guidelines: 
 

 Parents’ consent to school taking photographs by signing a permission form 
upon entry to school. (Appendix G)  
 

 Parents taking photographs read the LA advice leaflet available on the school 
internet site 
 

 No images of any other persons’ child/ren are placed on any social media or 
internet sites  

   
Reporting of Concerns 

The school encourages all members of staff, paid or unpaid, to express any 
concerns they might have to the Headteacher or Chair of the Governing Body. This 
can be done in writing or verbally, but staff will need to discuss issues with 
parents/carers, children or the Headteacher. Staff can be reassured that anything 
they report will be dealt with in a sensitive manner. Child protection and safeguarding 
issues can be reported anonymously directly to the Local Authority and all will be 
investigated if this is deemed to be necesary. The school has adopted the Welsh 
Government’s policy on Whistleblowing.    
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Health Care Plan Appendix A 

 Privacy Statement 

 

 
Parkland Primary School is the data controller for the personal information you provide on this form.   Your 
information will be used to ensure your child’s health and medical needs are met whils t in our care.  We will not 
share your data with any third parties without your explicit consent unless we are required or permitted to do so 
by law.  Data protection law describes the legal basis for our processing your data as one based on legal 
obligation as we are required to understand the medical or other needs of our pupils in order to keep them safe 
from harm.  For further information about how the school uses your personal data, including the rights of a data 
subject, please see our school  privacy notice on our website www.parkland.swansea.sch.uk 

 
 
 

Proforma 
Health Care Plan for a Pupil with Medical Needs 

 
 
Name:  
 
Address:  
 
Date of Birth: 
 
Name of School: 
 
Class/Form: 
 
 
Medical Condition: 
 
 
 
 
 
 
Date plan drawn up: 
 
Review date: 
 

CONTACT INFORMATION 
 
Family Contact 1  
Name:             
    
Phone No:  
(work):               
(home):                                   
(mobile):                                  
 
Relationship:  
 

https://www.swansea.gov.uk/privacynotice
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Family Contact 2 
Name:             
    
Phone No:  
(work):               
(home):                                   
(mobile):                                  
 
Relationship:  
 
 
GP 
Name: 
 
Phone No: 
 
Clinic/Hospital Contact 
Name:            
                
Phone No:                       
 
 
Describe medical condition and give details of pupil’s individual symptoms: 

 
 
 
 
 
 
 
 
 
Daily care requirements (e.g. before sport/at lunchtime): 

 
 
 
 
 
 
 
 
Describe what constitutes an emergency for the pupil, and the action to be taken if this 
occurs: 
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Follow up care: 

 
 
 
 
 
 
 
 
 
 
 
Who is responsible in an emergency (State if different on off-site activities) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed:                                                          
 
Health Care Professional…………………………………………… Date…………………. 
 
Parent/carer…………………………………………………………… Date…………………. 
 
Head teacher …………………………………………………………. Date…………………. 
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Contacting the Emergency Services 

 
 
 
 

Request for an Ambulance 
 

Dial 999, ask for ambulance and be 
ready with the following information 
 

 

1. Your telephone number 
 
 
 
2. Give your location as follows (insert school/setting address) 
 
 
 
 
3. State that the post code is 
 
 
 
4. Give exact location in the school/setting (insert brief description) 
 
 
 
 
5. Give your name 
 
 
 
6. Give name of child and a brief description of the child’s symptoms 
 
 
 
 
 
7. Inform Ambulance Control of the best entrance and state that the 

crew will be met and taken to……… 
 
 
 
 
 

APPENDIX B 
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C  I  T  Y    A  N  D    C  O  U  N  T  Y    O  F    S  W  A  N  S  E  A 
 D  I  N  A  S    A    S  I  R    A  B  E  R  T  A  W  E  

 

 
 

CONFIRMATION OF THE HEADTEACHER’S AGREEMENT 
TO ADMINISTER MEDICATION TO A NAMED CHILD 

 
 
Parkland Primary School is the data controller for the personal information you provide on this form.  Your 
information will be used to ensure your child’s health and medical needs are met whilst in our care.   We will not 
share your data with any third parties without your explicit consent unless we are required or permitted to do so 
by law.  Data protection law describes the legal basis for our processing your data as one based on legal 
obligation as we are required to understand the medical or other needs of our pupils in order to kee p them safe 
from harm.  For further information about how the school uses your personal data, including the rights of a data 
subject, please see our school  privacy notice on our website www.parkland.swansea.sch.uk 

 

I agree that (name of child) ………………………………. will receive (quantity and 

name of medicine ………………………………………………………………………. 

every day at (time medicine to be administered, e.g. lunchtime or afternoon 

break)…………………………………………………………………….. 

 

(Name of child)……………………………………………………….. will be 

given/supervised whilst he/she takes their medication by (name of member of staff) 

………………………………………………………………………. 

 

This arrangement will continue until (either and date of course of medicine or until 

instructed by parents) ………………………………………… 

 
Date …………………………………………………….…………………….…. 
 
 
Signed (Headteacher) …………………………………………………………. 
 
 
Named Member of Staff ……………………………………………………….. 

https://www.swansea.gov.uk/privacynotice
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C  I  T  Y    A  N  D    C  O  U  N  T  Y    O  F    S  W  A  N  S  E  A 
 D  I  N  A  S    A    S  I  R    A  B  E  R  T  A  W  E  

 
 

 
 

RECORD OF MEDICATION ADMINISTERED IN SCHOOL 
 
 

 
 

Date Pupil’s Name Time Name of Medication Dose 
Given 

Any Reactions Signature of Staff Print Name 

        

        

        

        

        

        
Date Medication Finished  Medication Returned to 

Parent/Carer 
 Additional 

Comments 
  

 Signature: 
 
 

 Signature:     
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APPENDIX B 



C  I  T  Y    A  N  D    C  O  U  N  T  Y    O  F    S  W  A  N  S  E  A 
 D  I  N  A  S    A    S  I  R    A  B  E  R  T  A  W  E  

 

 

REQUEST FOR SCHOOL TO ADMINISTER MEDICATION 
 

Parkland Primary School is the data controller for the personal information you provide on this form.  Your information will 
be used to ensure your child’s health and medical needs are met whilst in our care.  We will not share your data with any 
third parties without your explicit consent unless we are required or permitted to do so by law.  Data protection law 
describes the legal basis for our processing your data as one based on legal obligation as we are required to understand 
the medical or other needs of our pupils in order to keep them safe from harm.  For further information about how the 
school uses your personal data, including the rights of a data subject, please see our school  privacy notice on our website 
www.parkland.swansea.sch.uk 

 

The school will not give your child medicine unless you complete and sign this form and the 

Headteacher has agreed that staff can administer the medication. 

Details of Pupil 

Surname:  

Forename(s):  

Address:  

  

  

  
Condition or Illness 

 
M/F …………………   Date of Birth ………………  Class/Form ………………. 
 
Medication 

 
Name/Type of Medication (as described on the container) 
 
……………………………………………………………………………………… 
 
How long will your child take this medication? 
 
………………………………………………………………………………………… 
 
Date dispensed  ……………………………………………………………………………… 

https://www.swansea.gov.uk/privacynotice
http://www.parkland.swansea.sch.uk/
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Full Directions of Use 

 
Usage and Method   …………………………………………………………………………. 
 
Timing  ………………………………………………………………………………………… 
 
Special Precautions …………………………………………………………………………. 
 
Side Effects …………………………………………………………………………………... 
 
Self Administration …………………………………………………………………………... 
 
Procedures to take in an emergency ……………………………………………………… 
 
 
Contact Details 

 
Name:  

Phone No.  (Home)  

                   (Work)  

Relationship:  

  

Address:  

  

  

  

 
 
Parent/Carer Signature: _____________________ Date: ______________ 
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APPENDIX C 
Safe Dismissal and Collection of Children  

(Please complete and return to your child’s class teacher) 
 

In order to improve the safe dismissal and collection of children from Parkland Primary School, please 
complete and return the permission slip below to your child’s class teacher. Please name the people who will 
regularly collect your child from school and choose a password. The password is not required by those people 
you name, or yourself, but will be required in the event that you need to make urgent arrangements for an 
alternative person to collect your child. We will not release your child unless you inform us that an alternative 
person from those named on your list will be collecting your child. It will then be necessary for this person to 
provide the correct password. Please note, without this information, the school would be unable to hand over 
your child. This information will be used to ensure the safeguarding and collection of your child by the 
person(s) nominated. 
 
Should you need to change your password please complete another form (available from the school office) to 
confirm the new arrangements.  
 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
 
Child’s name: _____________________________  Class: __________ 
 
My child will be collected from school by: 
 
      Name(s):   Relationship to child: 
 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
If different people collect your child from school on different days and you have a regular pattern for this 
please indicate the days these named people will be collecting your child from school. If your child attends 
After School Club please indicate the days, a separate form will also come from After School Club.   
 
Monday ________________________________________ 
 
Tuesday________________________________________ 
 
Wednesday _____________________________________ 
 
Thursday _______________________________________ 
 
Friday __________________________________________ 
 
Your password for an alternative person collecting your child is: _______________ 
 

Parent/Carer: …………………………….. ……   Date: …………………………….. 
 

Data Protection - Statement for dismissal / collection arrangements form: 
 
Parkland Primary School is the data controller for the personal information you provide on this form.   Your 
information will be used to ensure that the school operates appropriate and safe dismissal procedures at the 
end of the school day. Any information provided will not be used for any other purpose.  We will not share your 
data with any third parties without your explicit consent unless we are required or permitted to do so by law.   
 
Data protection law describes the legal basis for our processing your data as one based on legal obligation as 
we are required to keep children in our care safe from harm.  For further information about how the school 
uses your personal data, including your rights as a data subject, please see our school  privacy notice on our 
website www.parkland.swansea.sch.uk 
 
Anne Lloyd 
Headteacher 
 

https://www.swansea.gov.uk/privacynotice
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Appendix D   

 
Safe Dismissal and Collection of Children from After School Club 

 
In order to improve the safe dismissal and collection of children from after school clubs, please complete and 
return the permission slip below to your child’s class teacher. Please name the people who will regularly 
collect your child from school and choose a password. The password is not required by those people you 
name, or yourself, but will be required in the event that you need to make urgent arrangements for an 
alternative person to collect your child. We will not release your child unless you inform us that an alternative 
person from those named on your list will be collecting your child. It will then be necessary for this person to 
provide the correct password. Please note, without this information, the school would be unable to hand over 
your child. This information will be used to ensure the safeguarding and collection of your child by the 
person(s) nominated. 
 
Should you need to change your password please complete another form (available from the school office) to 
confirm the new arrangements.  
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
 
Child’s name: _____________________________   Class: __________ 
 
My child will be collected from After School Club by: 
 
Name(s):        Relationship to child: 
 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
If different people collect your child from school on different days and you have a regular pattern for this 
please indicate the days these named people will be collecting your child from school. If your child attends 
After School Club please indicate the days, a separate form will also come from After School Club.   
 
Monday ________________________________________ 
Tuesday________________________________________ 
Wednesday _____________________________________ 
Thursday _______________________________________ 
Friday __________________________________________ 
 
 
Your password for an alternative person collecting your child ______________________ 
 

Parent/Carer: …………………………….. ……   Date: …………………………….. 

 
Data Protection - Statement for dismissal / collection arrangements form: 

 
Parkland Primary School is the data controller for the personal information you provide on this form.   Your 
information will be used to ensure that the school operates appropriate and safe dismissal procedures at the 
end of the school day. Any information provided will not be used for any other purpose.  We will not share your 
data with any third parties without your explicit consent unless we are required or permitted to do so by law.   
 
Data protection law describes the legal basis for our processing your data as one based on legal obligation as 
we are required to keep children in our care safe from harm.  For further information about how the school 
uses your personal data, including your rights as a data subject, please see our school  privacy notice on our 
website www.parkland.swansea.sch.uk 
 
Anne Lloyd 
Headteacher 

https://www.swansea.gov.uk/privacynotice
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Appendix E  
Parkland Primary School Extra Curricular Clubs Registration Form & 

Safe Dismissal and Collection of Children  
 
 
Club Name: _____________________________   Child Name: ___________________ 

 
I confirm my child is physically capable of taking part in the above club.  
In the event of an emergency, I give consent to any medical, dental or surgical treatment, including the 
administration of an anaesthetic, which may be considered necessary for the above named. 
 
If your child requires regular medical treatment for any illness or disability please complete the details below: 
 

…………………………………………………………………………………………………….. 
 
Signed:  ………………………………… (Parent/Guardian) Date: …………………. 
 
Contact Number: ……………………………… 
 
Alternative address and telephone number to be contacted in an emergency :- 
 

……………………………………………………………………………………… 
 
 2.  Collection of Children: 
In order to improve the safe dismissal and collection of children from extra-curricular clubs, please complete and 
return the permission slip below to your child’s class teacher. Please name the people who will regularly collect your 
child from school and choose a password. The password is not required by those people you name, or yourself, but 
will be required in the event that you need to make urgent arrangements for an alternative person to collect your 
child. We will not release your child unless you inform us that an alternative person from those named on your list 
will be collecting your child. It will then be necessary for this person to provide the correct password. Please note, 
without this information, the school would be unable to hand over your child. This information will be used to ensure 
the safeguarding and collection of your child by the person(s) nominated. 
 
Should you need to change your password please complete another form (available from the school office) to 
confirm the new arrangements.  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
 
Child’s name: _____________________________   Class: __________ 
 
My child will be collected from ________________ Club by: 
 
Name(s):       Relationship to child: 
________________________________________  ______________________ 
 
________________________________________  ______________________ 
 
Your password for an alternative person collecting your child:______________________ 
 

Please note the school gates will be locked each day at 3.45pm.  
 

Signed:  ………………………………… (Parent/Guardian) Date: …………………. 
 

Anne Lloyd 
Headteacher 

Data Protection Statement for dismissal / collection arrangements form: 
 

Parkland Primary School is the data controller for the personal information you provide on this form.  Your information will be used to 
ensure that the school operates appropriate and safe dismissal procedures at the end of the school day. Any information provided will not 
be used for any other purpose.  We will not share your data with any third parties without your explicit consent unless we are required or 
permitted to do so by law.   
 
Data protection law describes the legal basis for our processing your data as one based on legal obligation as we are required to keep 
children in our care safe from harm.  For further information about how the school uses your personal data, including your rights as a data 
subject, please see our school  privacy notice on our website www.parkland.swansea.sch.uk 

https://www.swansea.gov.uk/privacynotice
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Appendix F 

 
PROPOSED ARRANGEMENTS BETWEEN THE EDUCATION AND SOCIAL SERVICES 
DEPARTMENTS IN RESPECT OF CHILDREN WHO ARE NOT COLLECTED ON TIME 

FROM SCHOOL AT THE END OF THE SCHOOL DAY 
 

Background  
 

Primary schools have clear arrangements in place for the collection of children at the end of 
the school day.  Parents must notify the school if another adult or older sibling is to collect 
their child.  The telephone numbers of parents and an alternative person in case of 
emergency are sought when a child is enrolled at the school. 
 
However, from time to time, the system breaks down and a child is not collected on time, 
leaving teachers to resolve the situation.  Breakdowns can happen for a whole variety of 
reasons ranging from unexpected transport difficulties including delay and breakdown or a 
road traffic accident resulting in parents not being able to collect their child/ren who are left 
at school. 
 
Generally, schools resolve these difficulties by making telephone contact or by taking a 
child home themselves.  Occasionally, the problem cannot be solved that way and in the 
absence of an adult carer being available for the child, school would wish to involve Social 
Services for assistance and resolution in these exceptional circumstances. 
 
When to Intervene  

 
The Social Services Department assesses the needs of children and families a Priorities 
Document indicates both the type of case about which they would accept referrals and also 
the level of priority accorded to it.  Where a failure to provide services would lead to 
significant impairment of a child’s health and development or to significant harm through 
abuse, then they will be obliged to act.  Social Services also offer support to families where 
they are eligible for services and are assessed as in need.  (Working Together to Safeguard 
Children – a guide to interagency working to safeguard and promote the welfare of 
children). 
 
 Assessment 

 
Only in exceptional circumstances should there be compulsory intervention in family life.  
Therefore the way to proceed in the face of uncertainty is through competent, professional 
judgements based on a sound assessment of the child’s needs and also taking into account  
the parents’ capacity to respond to those needs and the wider family circumstances. 
 
While timescales are an important factor in terms of the length of time a child is waiting at 
school, assessment of the situation plays a critical part in whether it warrants contacting 
Social Services or the police. 
 
Children and their families are known to school staff and class teachers are alert to any 
difficulties or problems relating to the collection of children after school.  Security throughout 
the school day is now part of the remit of all headteachers.  Thus, when a child remains left 
at school, the headteacher will be assessing the likelihood of this developing into a major 
problem.  Some of the factors they will be taking into account will be: 
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 What are the usual arrangements for collection 

 Have recent changes been made 

 Are there telephone numbers to contact 

 Is the child already known to Social Services  

 Is there a history and how have matters been resolved in the past 

 What is known about the availability  of extended family/neighbours etc 

 The age of the child 

 Any details the child can offer 

 What staff are available and until when  

 Would a home visit be appropriate 

 What staffing arrangements can be made to ensure that one member of staff will not be 
left alone with a child 

 
When all the possibilities are exhausted and the child is still at school with no prospect of an 
adult coming to collect them, it is time to consider whether Social Services and/or the police 
should become involved.  It may be useful to have alerted these agencies early in the 
situation so that plans can be made for staff to be available should it be necessary.  A 
second call, following assessment of the situation and available information including 
details in relation to the efforts to resolve the problem, can then be made to request 
assistance.  Further enquiries at the home can also be pursued and a placement found for 
the child concerned. 
 
If a resolution of the problem is found but a parent/adult is unable to collect the child/ren 
immediately, it would seem advisable for the child/ren to remain with a familiar member of 
staff at school until he/she can be collected.  Where appropriate, this would not require the 
need to involve Social Services.  However, there will be times when a situation will require 
Social Services to be made aware of the situation.   
 
Availability of after school clubs can help school staff to occupy and distract a child or 
children whilst telephone calls are made to try to contact another responsible family 
member or carer to collect the child/ren.  However, if no contact can be made and/or no 
other responsible adult is available to collect the child/ren, then the following procedures 
should be implemented. 
 
The Process 

 
1. Teacher becomes aware that a child has not been collected from school. 
 
2. Teacher/headteacher speaks to the child and arranges to contact parents or emergency 

contact. 
 

3. If they are unable to contact either, and resolve the problem, the teacher/headteacher 
makes an assessment of the situation as described above. 

 
4. If the child has still not been collected by 4pm an early alert is made to Social Services.  

This is an initial contact to alert Social Services to a potential situation that they may 
later need to become involved in. 

 
5. If concerns are serious, contact police also eg: parent has been verbally aggressive or 

seems to be under the influence of drugs/alcohol when contacted. 
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6. Continuing attempts are made by teacher/headteacher to contact parents/emergency 

contact and consideration given to making home visit or following up child’s suggestion 
of relatives or neighbours as temporary carers, especially if parent delayed. 
 

7. If no resolution of the problem has been possible by 4.45pm, Social Services should be 
further alerted and action taken to provide the child with a safe placement while matters 
are resolved. 

 
8. If a situation arises after 5pm whereby it was thought that a collection had been 

arranged but did not materialise the Emergency Duty Team can be contacted from 
5.30pm.  If an assessment is made that requires more immediate action, the police 
should be called. 

 
Social Services contact telephone numbers for information 
 
Telephone number      635180 
Emergency Duty Team telephone number   456999 
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Appendix G 

 
 
  

Consent form for use by schools 
To  Name of the child’s 

      parent or guardian: ______________________________________ 
 
Name of child: _____________________________________________ 
 
School:  _________________________________________________ 
 
Occasionally, we may take photographs of the children at our school.  We may use these 
images in our school’s prospectus or in other printed publications that we produce, as well 
as on our website.  We may also make video or webcam recordings for school-to-school 
conferences, monitoring or other educational use. 
 
From time to time, our school may be visited by the media who will take photographs or film 
footage of a visiting dignitary or other high profile event.  Pupils will often appear in these 
images, which may appear in local or national newspapers, or on televised news 
programmes. 
 
To comply with the Data Protection Act 1988, we need your permission before we can 
photograph or make any recordings of your child.  Please answer the questions below, then 
sign and date the form where shown and return the completed form to the school. 
 Please circle your answer 
 
May we use your child’s photograph in the school  
Prospectus and other printed publications that we 
produce for promotional purposes? Yes / No 

 
May we use your child’s image on our website? Yes / No 

 
May we record your child’s image on video or 
Webcam? Yes / No 

 
Are you happy for your child to appear in the media? Yes / No 

 
Please note that websites can be viewed throughout the world and not just in the United 
Kingdom where UK law applies. 
 
Please note that the conditions for use of these photographs are on the back of this form. 
 
I have read and understood the conditions of use on the back of this form. 
 
Parent’s or 
guardian’s signature:  _________________________  Date:  __________________ 
 
Name (capitals):  _____________________________________________________ 
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Conditions of use 

 
 
This form is valid for five years from the date you sign it, or for the period of time your child 
attends this school.  The consent will automatically expire after this time. 
 
We will not re-use any photographs or recordings after your child leaves this school. 
 
We will not use the personal details or full names (which means first name and surname) of 
any child or adult in a photographic image on video, on our website, in our school 
prospectus or in any of our other printed publications. 
 
We will not include personal e-mail or postal addresses, or telephone or fax numbers on 
video, on our website, in our school prospectus or in other printed publications. 
 
If we use photographs of individual pupils, we will not use the name of that child in the 
accompanying text or photo caption. 
 
If we name a pupil in the text, we will not use a photograph of that child to accompany the 
article. 
 
We may include pictures of pupils and teachers that have been drawn by the pupils. 
 
We may use group or class photographs or footage with very general labels, such as ‘a 
science lesson’ or ‘making Christmas decorations’. 
 
We will only use images of pupils who are suitably dressed, to reduce the risk of such 
images being used inappropriately. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


