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Pastoral Policies
 Statement of Boarding Principles and Practice.

The pastoral care of all our pupils at Sunningdale School is seen as a priority. Boarders receive a high level of care from a committed team of staff in both boarding time and during the school day. We recognise that the School cannot fully replace a child’s home but we try to make Sunningdale as homely as possible.


The over-riding principle on which we operate is that everyone has the right to live a peaceful and happy life, without fear and anxiety. It is expected that everyone will be treated with respect and common courtesy and that boarders and staff alike will develop an increasing awareness of, and tolerance for, people of different views, beliefs or cultures. The school has a Christian foundation and our chapel services play an important part in the moral and spiritual guidance the children receive. Through playing and working together we try to build a strong community spirit within Sunningdale and the wider community. We aim to develop within our boarders a sense of personal fulfilment, responsibility, a respect for themselves and others and the independence, confidence and social skills necessary to prepare them for their future lives.
Admission to Sunningdale is not based on any form of selection test. The Headmaster meets the parents and, a year or two before they arrive, the boys and both parties agree the suitability of Sunningdale as a school for each individual boy. At Sunningdale we believe in having a broad range of ability, be it academic or otherwise, in order to foster an atmosphere where all boys are accepted as themselves and do not have to conform to type.
The boys sleep in spacious dormitories until they reach the top end of the school when they are allocated a ‘cubicle’. This is an individual space within a large room which allows the boys privacy while maintaining the security of being surrounded by their friends.

Responsibility for the School and the happiness and welfare of all who live in it lies with the Headmaster. He is assisted in this role by all other members of staff. The Head Matron has specific responsibility for the boarding area. She is assisted by a deputy matron and two assistant matrons who usually spend a year at the school. 

With the exception of the Headmaster and the Deputy Headmaster, the only members of staff who enter the boarding area are the Matron and her team. The children are allowed to dress, undress and wash free from unnecessary staff intrusion, although washroom areas are discreetly monitored for health and safety reasons.

Within the school there is a diverse, and often conflicting, range of wishes and desires expressed by the children. They have opportunities to make their feelings known at any time through discussions with staff or through representatives at the School Council meetings. All suggestions are accepted, although not all can be acted upon quickly and some not at all. A diverse range of activities and trips is arranged for the weekends.

The Headmaster of Sunningdale School is the school’s child protection officer. Each child also has access to useful telephone numbers, such as child line and the school’s independent listener.
 INDUCTION OF NEW BOYS
At the start of their first term, boys who are new to the school do not arrive on the same evening as the rest of the school arrives. They arrive on the following day at 11.00am. The purpose of this is threefold: 
· to allow the Headmaster and the Matrons more time to spend with each family to give them a chance to settle in
· to make sure that they arrive in daylight. We feel that the evening is a more sensitive time of day for the boys and arriving in the daylight is easier for them.
· to involve them quickly in school activities to make the settling in process easier
On arrival at Sunningdale every new boy has a ‘guardian’ assigned to them. The role of the guardian is:
· to show the new boy round the school
· to help the new boy find his place in chapel and the dining room
· to help the new boy find his locker and his peg in the changing room
· to introduce the new boy to other boys
· to shadow him for a week to help him settle in
At the end of their first day, the Headmaster telephones the parents of every new boy to let them know how he has settled in.
The Headmaster and his wife organise a ‘tea party’ for the new boys one Sunday fairly soon after the beginning of term.
 ROLE OF THE FORM TUTORS
The form tutors should be aware of the family background of all members of their form. Details can be obtained from the Headmaster.
They should encourage a sense of form spirit, of helping each other and of being part of a team in which everyone has a part to play.
They should encourage members of their form to discuss things with them, particularly their worries.
They should consult other members of staff to hear their views on members of their form, particularly those members of staff who see the boys out of classroom time.
They should encourage members of their form to take part in a variety of school activities and make them aware that they are very much a valued part of the community and must contribute to it.
They should be aware of the weekly work reports, consult those members of staff where things are going wrong and also be aware of their form’s performance in the from work table.
They must respond to compliment and complaint slips by seeing the boy involved as soon as possible and taking the appropriate action. They must record the action they have taken.
They should keep a record of work reports and complaints or compliments.
They should hold weekly meetings of their form to discuss matters of concern, to air views and to listen to complaints and keep a record of these meetings.
 PHSE
At Sunningdale the teaching of PHSE is incorporated into many aspects of school life. We feel that the way we encourage pupils to behave and the examples we set are a very important part of the personal, health and social education. As our aims clearly state we want “the children to be happy, successful and keen to learn, thus helping them to grow into young people who are fulfilled and able to make a positive contribution to society. […..] We believe that children should develop a happy way of being together, that their self-respect leads to a respect for the rights and needs of other children and adults from their own culture and other cultures.”
Every form has a form tutor and they meet as a form on Wednesday mornings at 8.30am. During this tutor period a range of topics is discussed and boys are given the chance to air their views and to ask questions about anything they do not understand.
We have weekday chapel on Monday, Tuesday, Thursday and Friday. Each of these services is based around a theme. These themes are designed to educate as well as to inform. They cover topics such as disabilities, judging others, choice of friends, motive, self, leadership, humility and happiness.
The School Matron is responsible for educating the boys about their health. This she does on a continuous basis, covering such topics as personal hygiene, dental health and infectious disease. Boys also cover aspects of disease as part of the science curriculum during which they also discuss sexual reproduction.
Before the boys leave Sunningdale they are given a talk about the dangers of alcohol and substance abuse and sexual relations. They are also given advice on how to deal with starting at a new school which will be much bigger and very different to Sunningdale.
The Headmaster sees the boys for prayers before they go up to bed and during this time he will discuss any particular topics that he feels need to be addressed. 
The family atmosphere at Sunningdale means that boys are encouraged to talk to any adult when they have an issue that is worrying them or that they do not understand. 
 DISCIPLINE POLICY
This policy is a statement of the aims, principles and strategies for discipline at Sunningdale School. It was developed through a process of consultation with teaching staff. This policy will be reviewed annually.
Aims
Our aims for discipline are that all children will
· be tolerant and understanding of the feelings and needs of others.
· develop a responsible and independent attitude towards their roles in the community.
· develop an awareness of right and wrong and differentiate between acceptable and unacceptable behaviour.
· learn to have respect for others and behave courteously towards them.
· contribute to a safe environment.
· be able to work in an orderly atmosphere.
· be able to understand the role of and need for discipline as a positive part of school life.
Principles
· The school believes that good discipline is a result of consideration for others.
· Discipline and the development of self-discipline are achieved through a co-operative process involving parents as well as teachers.
· All members of the community work towards the school’s aims by:
· respecting the children as individuals
· providing a well-ordered environment in which all are fully aware of behavioural expectations.
· encouraging, praising and rewarding good behaviour.
· promoting a sense of belonging to the community.
· providing some good role models.
· supporting one another.
Strategies
· All members of the school community must be made aware of and agree with the expectations of behaviour. This is to be achieved through regular discussions at staff meetings.
· Parents should receive a clear explanation of the school’s ethos before they choose the school.
· Pupils are made aware that home and school are working in partnership.
· In order to foster and promote good discipline teachers -
actively look for the positive.
praise, give positive feedback and reward good behaviour.
reinforce examples of correct behaviour wherever noted – in the children themselves, in books, in related incidents (news), through drama.
provide clear, consistent expectations of behaviour.
Reward systems
1. Good conduct is rewarded in the Compliments File in the Staff Room. Especially good conduct is mentioned in assembly on Tuesday mornings, or in the weekly tutorials.
2. Verbal commendation from the Headmaster.
3. Compliments slips are added to the individual boy’s House total.
4. Boys with a high number of Compliment Slips and Work Stars are rewarded with a trip out of school,  known as the “Possibles Trip”.
5. Lord Frederick Windsor and Lesley McColl Prize awarded annually.
Where poor or unacceptable behaviour is observed, the teacher
· must ensure that the child understands why the behaviour is unacceptable.
· should listen to the child’s explanation.
· can 
a) put name and nature of behaviour in the individual Complaints folder in the Staff Room.


b) set a task, preferably relating to the original misdemeanour.


c) send to the Deputy Headmaster.


d) send to the Headmaster
Teachers must not send boys on a run. This is only for No Privilege boys or with prior approval of the Head or Deputy Headmaster.
	Compliments / Complaints Slip
Where a member of staff observes behaviour that he/she deems to be unacceptable he/she can complete a complaint slip which are found in individual Form folders in the Staff Room. Where a member of staff observes good behaviour he/she may enter a compliment in the same file.  Form Tutors must keep up-to-date with the boys in each Form, the sanctions given out and make note of any particular boys who has accrued too many complaint slips. At the end of each week the complaint slips are tallied and if a boy has three or more to his name he is considered for the No Privileges list (see below) by the Deputy Head. All Compliment Slips are tallied and awarded to the individual House points. Complaints play no role in the House system.


If poor behaviour is persistent and the child does not respond to the above, the Head Master
· calls in the child’s parents to discuss (are home factors affecting the child?)
· agrees strategy with parents.
· may implement encouragement card in which performance per lesson is monitored
· monitors and reports back to parents.
If necessary, an outside agency may be used: e.g. child psychologist, behavioural therapist, family counsellor.
The school reserves the right to suspend or expel a child whose behaviour is severely disruptive or puts other children at risk.
 Disciplinary Framework
The need for a structured disciplinary framework is clear. 
The following is an outline of the steps that should be taken in certain cases.
	STEP
	OFFENCE
	EXAMPLE
	
	ACTION

	STEP 1
	Minor Transgression
	Misbehaviour in form
Persistent tardiness
	Dealt with by member of staff at the scene, be it in the classroom, on the games field or around the school.
	In many cases most minor transgressions should be able to be dealt with by a firm word. If a sanction is deemed necessary it should be issued and the boy should have 24 hours to complete it. The member of staff issuing the sanction must make sure that it is completed. If it is not completed the next step is used. A complaints slip should be handed in to the form tutor to make sure that the action that has been taken is recorded.

	STEP 2
	Failure to complete a punishment or more serious transgression.
Repeated minor transgression (referred by form tutor)
	Persistent disobedience
Swearing
	Refer to Deputy Head
	The deputy head will see the boy concerned and decide what action is to be taken. It is at this point that the Deputy Head will consider placing boys on the No Privilege List.
The form tutor must be informed so that he / she is aware and so that the records can be kept up to date.

	STEP 3
	Serious transgression
	Rudeness to members of staff.
Bullying.
	Refer to Headmaster
	The Headmaster will see the boy concerned and decide what action is to be taken. It is likely that if the situation has escalated to this level that the parents may need to be informed. The form tutor must, of course be informed.


 NO PRIVILEGE LIST
The Deputy Head will decide at the end of each week which boys should be placed on the no privilege list. It is to be understood that this is a serious punishment.
Boys who are on the no privilege list will do the following for one week:
· Sit in the Headmaster’s classroom between breakfast and chapel
· Run 5 times around the main field during break
· Attend detention in the evening
· On Wednesday and Saturday afternoon they will see one of the duty staff and have a card signed every 15 minutes which they will hand in to whoever is taking prayers that evening
They will not be allowed to do the following:
· Have their ‘grub’ allowance on Thursday or Sunday
· Enter the games room or Cinema
· Watch television in the Cinema after supper
Any boy who has three ‘fails’ during the week will be placed on the no privilege list the following week.
 SUNNINGDALE SCHOOL
SCHOOL RULES
The following are forbidden at Sunningdale:
· All forms of bullying or intimidating behaviour.
· Foul or abusive language and other forms of bad manners.
· Acts of physical aggression.
· Damaging or defacing school property.
· Using another boy’s property without his permission.
· Stealing.
· Expensive electronic equipment (video recorders, cameras, I-pods etc.)
· Food or sweets brought in from home (with the exception of Monitors who may bring in ‘pot noodle’ type food and hot drinks to be consumed in the Monitors Room)
· Chewing gum.
· Tippex.
· Any potentially dangerous weapon such as penknives, imitation firearms etc.
· Mobile telephones (with the exception of boys whose parents live overseas who may have a mobile which must be handed into the matron).
· Money (boys are not allowed to be in possession of money. If they are sent money it must be handed to the Headmaster for safekeeping).
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Sunningdale School
CODE OF CONDUCT
This code of conduct applies to every boy in the school. Boys will find that if they stick to this code of conduct they will make the most of their time at Sunningdale and make life and learning more enjoyable for everyone.
GENERAL
· Treat everyone, adults and other boys, with respect.
· Hold doors open for adults.
· Be polite at all times.
· Make sure you look tidy at all times. (Your shirt must be tucked in and your tie should be properly done up.)
· Treat the fabric of the school buildings with respect.
· Treat other people’s property with respect.
· Never open another boy’s locker.
· Never borrow another boy’s property without his permission. (As a general rule, it is easier to try never to borrow things from other boys.)
LESSONS
· You will enjoy lessons much more if you always try to do as well as you can.
· Make sure you are on time for every lesson.
· Make sure you have been ‘across’ before the start of lessons.
· Go to your assigned seat and get ready to start the lesson.
· If the teacher arrives after you, you should stand up when they enter the room.
· Put your hand up before speaking if you want to ask or answer a question.
· Ask permission to leave your seat.
· Ask permission if you wish to take off your jumper.
· Treat your fellow classmates and their property with respect.
· No work should be done in ballpoint pen.
· Remember that presentation and neatness of your work are important and you will be asked to redo a piece of work in detention if it is not neat enough.
· Stand up when an adult enters the room.
· Make sure that any waste paper you have on your desk is placed in the bin at the end of the lesson.
· Move promptly to your next lesson.
GAMES & ACTIVITIES
· Always try to do your best.
· Make sure you get changed and to your games pitch as quickly as possible.
· Never criticise another boy’s performance. Encouragement is much more effective.
· Make sure you play within the spirit of the game. No-one likes a bad sport.
· When playing matches, remember that you represent your school.
· When playing matches against another school, always be polite to your opposition.
· When playing matches at home, make sure you follow these guidelines:
· The captain should be there to greet the opposition
· At the end of the game the captain should give three cheers for the opposition (except at cricket) (NEVER ‘ONE FOR LUCK')
· The captain should thank the master in charge of the opposition (home and away)
· At the end of the match, stay with the opposition and walk with them up to tea.
· Sit with the opposition at tea.
· Everybody should walk down to the buses to say goodbye to the opposition unless the teacher in charge of the team allows all but the captain to go and get changed.
 House System
There are four Houses at Sunningdale, each named after a past Headmaster of the School. They are:
Girdlestone, Sheepshanks, Crabtree and Fox.
Each boy at Sunningdale School is assigned to a House that he can expect to remain in for his entire time at the School. 
The Headmaster assigns boys to each House as evenly as is possible, and the Houses compete against each other in a number of competitions throughout the academic year. 
The Houses have a number of affiliated staff and they are encouraged to support their Houses at Inter-House competitions and throughout the term.
The Headmaster, Deputy Head and Director of Studies are not affiliated to any House.
The Houses compete in a termly competition in which they accrue points for their Houses throughout the term. Points can be gained for individual Houses through House competitions, Compliment Slips and Show Ups. Complaint Slips are not factored into the overall total.
The House with the most points at the end of each term is rewarded with a House Dinner. Boys choose what they would like to eat and dine in the School Library.
The House system encourages team spirit, leadership and healthy competition and good behaviour between the boys.
The Houses compete in a number of ways, and below are some examples.
· House Football
· House Rugby
· House Cricket
· House Fives
· House Cross Country
· House Golf
· House Tennis
· House Compliments
· House Show Ups
· House Athletics
 Monitors’ Duties, Powers and Responsibilities
Monitors are elected at the discretion of the Headmaster. They are elected for a period of one term. It is possible that a boy may do more than one term but it is not necessarily the case.
Monitors are entitled to wear a striped tie and they have there own common room. Monitors may work in their common room during prep but there should be no more than two monitors in the Monitors Room during prep.
Monitors will be placed in charge of a dormitory or row of cubicles for a period of about 3 weeks. Their role is to make sure that the boys in their dormitory or cubicle:
· get up when the bell goes in the morning
· are quiet during rest
· are quiet when they are on ‘reading lights’
· do not talk after lights out
· keep their dormitory or cubicle tidy
If Monitors feel that a boy is not doing what is expected of him he should report that boy to a Matron.
Monitors are also responsible for:
· Unlocking the classrooms in the morning
· Helping with the trolley at the end of meals
· Supervising the ‘acrosses’ before lunch
· Locking up the classrooms in the evening (this is checked by a member of staff)
· Helping to maintain standards of behaviour around the school
A monitor may not issue punishments. If a boy is not acting in an appropriate way the monitor should report that boy to a member of staff.
The Monitors undergo training at the beginning of the Michaelmas term. 
 ANTI-BULLYING POLICY[image: image1.png]



Bullying Is: deliberately hurtful behaviour repeated over a period of time when it is difficult for those being bullied to defend themselves.
Teasing, taking sides, name-calling and exclusion from a group can be very upsetting for the victim. Bullying is not always physical and it is important to understand how hurtful name-calling can be.
Any form of bullying is unacceptable. At Sunningdale every boy should have the opportunity to enjoy all aspects of his education without intimidation or interference. All members of the school community work together to reduce any incidences of bullying.  If anyone suspects or observes an incident of bullying it must be reported. All incidents of bullying are taken very seriously. Everyone should be aware of how their actions affect others.
WHO CAN YOU TELL IF YOU THINK YOU ARE BEING BULLIED?
You can tell anyone — and you can be sure that only those people who need to know, and who can do something to help will be informed. There will always be someone who will listen.
 A Friend





Any of the Matrons 
Your Form Tutor




Head Monitor
Your Parents




Child Line (0800 1111)
 The School Doctor



Headmaster
Rev. David Uffindell (01344 621886)
Any member of staff

All reported cases will be investigated and positive action taken. The Headmaster will be informed about all reported cases of bullying.
KEEP SUNNINGDALE FREE OF BULLYING
  FOR THE ATTENTION OF ALL STAFF
The aim of the anti-bullying policy is to ensure that pupils learn in a supportive, caring and safe environment without fear of being bullied. Bullying is anti-social behaviour and affects everyone; it is unacceptable and will not be tolerated. Only when all issues of bullying are addressed will pupils be able to fully benefit from the opportunities available at schools.
Bullying is defined as deliberately hurtful behaviour, repeated over a period of time, where it is difficult for those being bullied to defend themselves. The three main types of bullying are:
· physical (hitting, kicking, theft) 
· verbal (name calling, racist remarks) 
· indirect (spreading rumours, excluding someone from social groups)
Bullying may occur on the grounds of race, gender, disability, sexual orientation.
We  must also be aware of the possibility of cyber bullying using social networking sites, mobile phones etc.
Pupils who are being bullied may show changes in behaviour, such as becoming shy and nervous, feigning illness, taking unusual absences or clinging to adults. There may be evidence of changes in work patterns, lacking concentration or truanting from school. Pupils must be encouraged to report bullying in schools.
Please be aware that bullying can also be perpetrated by staff and staff can be the victims of bullying.
Schools' teaching and ancillary staff must be alert to the signs of bullying and act promptly and firmly against it in accordance with school policy.
Statutory duty of schools
Headmasters have a legal duty under the School Standards and Framework Act 1998 to draw up procedures to prevent bullying among pupils and to bring these procedures to the attention of staff, parents and pupils.
Implementation
School
The following steps may be taken when dealing with incidents:
· if bullying is suspected or reported, the incident will be dealt with immediately by the member of staff who has been approached 
· a clear account of the incident will be recorded and given to the Headmaster 
· The Headmaster will interview all concerned and will record the incident 
· Form tutors will be kept informed and if it persists the form tutor will advise the appropriate subject teachers 
· parents will be kept informed 
· punitive measures will be used as appropriate and in consultation will all parties concerned. 
Pupils
Pupils who have been bullied will be supported by:
· offering an immediate opportunity to discuss the experience with a form tutor or member of staff of their choice 
· reassuring the pupil 
· offering continuous support 
· restoring self-esteem and confidence. 
Pupils who have bullied will be helped by:
· discussing what happened 
· discovering why the pupil became involved 
· establishing the wrong doing and need to change 
· informing parents or guardians to help change the attitude of the pupil. 
The following disciplinary steps can be taken:
· official warnings to cease offending 
· No Privileges List
· Isolation
· Suspension
· Expulsuion
Within the curriculum the school will raise the awareness of the nature of bullying through inclusion in form tutorial time, assemblies and subject areas, as appropriate, in an attempt to eradicate such behaviour.
Monitoring, evaluation and review
The school will review this policy annually and assess its implementation and effectiveness. The policy will be promoted and implemented throughout the school.
 BOYS’ COMPLAINTS PROCEDURE 

What should a child do if he/she just wants to talk to someone? 
Children need to remember that they have close friends who may be able to help or there may be an older boy to whom they might be able to turn. Their Form Tutor, a matron or any other member of staff is always ready to help or listen to them. There may be times when they feel they cannot talk to a member of staff and, if that is the case, they may talk or write to any of the following:
Their parents 
The School doctor
Childline

If a child should wish to make a complaint about something 
Sometimes a child may feel that he would like to complain about something that is worrying them. This might be about how they are being treated, worries concerning their work, or friendships with children in their form or dormitory. The first thing they should do is talk to any member of staff they trust. If this matter cannot easily be settled then they may make a formal complaint, and to do this they need to:
a. Write to the Form Tutor, the Matron or the Headmaster telling that person that they wish to make a formal complaint.
b. That person will then write the complaint in the complaints book held by the Headmaster.
c. The child will receive a note from the Headmaster within two days of the complaint having been made, confirming that he has seen the complaint and that it is being attended to. 
d. The child will then be asked to talk the matter through with the Headmaster or the Deputy Headmaster and may have with them a friend who may be another pupil, or the Tutor/Matron or any other member of staff. If within two days, the matter has not been resolved satisfactorily, the child may contact their parents, the school doctor or an independent listener or Ofsted (08456 404040). The address and telephone number of the last two appear in this document. The child does not need to inform staff or anyone else that they are making a complaint about them.
e. The person whom the child contacts should speak to them at the school. Again, the child can have a friend with him or her who will advise the child what course seems sensible. At that time it will be up to the child to make the decision, acting on the advice he or she has been given.
Instances that might make a child unhappy or upset could be: 
1. He may feel he has been treated unfairly or verbally abused by a member of 
staff in school or class. 
2. The child feels a punishment is unjust or in some way not right. 
3. A monitor has treated a child unkindly. 
4. A child is being bullied. 
5. A child is finding it difficult to make friends. 
6. The child thinks he is being discriminated against because of his sex. 
7. He feels that no one understands the difficulties he is having with some of his work. 
8. Someone has hurt or abused him or has made suggestions that he feels are not right. 
9. He feels the food at school is not as good as it should be. 
10. Someone is making fun of him. 
11. He feels that there is not enough respect for his privacy. 
12. Someone has taken something of his and not returned it. 
13. He feels he is being badly taught and is not getting a fair deal. 
OR ANYTHING ELSE THE CHILD THINKS IS WRONG. 

USEFUL TELEPHONE NUMBERS
The School Doctor: 01344 623181
Childline: 0800 1111
Ofsted: 08456 404040
Rev. David Uffindell: 01344 621886
 Safeguarding Policy
1 Policy statement
1.1 This policy applies to teaching staff at Sunningdale School and will
be supplied to parents and pupils on request and is available on the Parents’ Area of the School’s website
1.2 Our policy in line with the Children Act 2004 Section 10, is to take all reasonable
measures to improve the wellbeing
of each child and young person (pupil) in our
care.
1.3 The Headmaster is the Designated Senior Member of Staff for Child Protection, and
The Deputy Head is the Deputy, in his absence.
1.4 The Berkshire Local Safeguarding Children Boards “Child Protection Hanbook,  is kept in the Headmaster’s Office. 
1.5 All appointments to the staff are checked in the following ways:
1.5.1 Written references are obtained for all staff. Those references will
include specific comment about the suitability of the applicant to work in
a residential school. Gaps in CVs are investigated. The identity and
qualifications of the applicant are checked. The Headmaster is
completing the online training through the NCSL on Safer Recruitment
and the whole application and interview process is underpinned by the
guidance offered by NCSL.
1.5.2 All members of staff, both academic and non-academic,
who will have unsupervised access to the children, will be checked at the enhanced
level for criminal records via the Police and the Criminal Records Bureau.
1.6 All young people under the age of 18 are subject to the Children Act 1989 and
therefore Child Protection procedures apply to them.
2 Aims
2.1 The School aims, in compliance with Section 10 of the Children Act 2004 to
Improve the physical and mental health and the emotional wellbeing
of the young
people in its care; to protect them from harm and neglect and to keep them safe
from maltreatment.
2.1.1 to provide pupils with relevant information, skills and attitudes to help
them resist abuse and prepare for the responsibilities of adult life
including home and family;
2.1.2 to allow staff to be familiar with, and confident of, the appropriate Child
Protection procedures and issues. This policy is intended to give clear
guidance to all staff, teaching and support staff, on signs that may
indicate the possibility of abuse and the procedure to follow if a young
person discloses or a member of staff suspects abuse;
2.1.3 to monitor children who have been identified as 'at risk';
2.1.4 to support children who have been abused, in accordance with their
agreed Child Protection plans.
3 Objectives
3.1 Skills and information will be delivered through the curriculum and through tutorials.
3.2 We try to create an environment and ethos in which young people feel secure and
their points of view valued. They are encouraged to talk and they are listened to.
3.3 We provide a range of appropriate adults whom they may approach if they are in
difficulties.
3.4 Staff treat pupils with respect and pupils are expected to treat each other and staff
with respect.
3.5 We try to impress upon pupils the importance of rejecting violence as a means of
resolving conflict.
3.6 We give pupils opportunities to understand stress and strategies for coping with it.
3.7 We include in the curriculum information on personal safety.
3.8 We operate clear policies on drugs, alcohol and substance misuse.
3.9 We provide Child Protection training regularly to School staff. All staff undergo some
initial training during the induction programme for new teachers.
3.10 Each member of staff must sign a specific register to say that they have read and
understood the policy and accept their duty to cooperate
with the School
management in promoting Child Protection.
3.11 We inform parents/guardians in the introductory guide that staff are required by law
to follow the Local Safeguarding Children Board procedures if they suspect that a
pupil is a victim of abuse.
4 What is Child Abuse?
4.1 A child/young person who is suffering or likely to suffer significant harm. A person
may abuse or neglect a child/young person by inflicting harm or failing to act to
prevent harm.
There are four categories of child abuse in the Children Act. These are:
Physical Abuse; Neglect; Emotional Abuse and Sexual Abuse.
4.2 Physical abuse:
Involves hitting, shaking, throwing, poisoning, burning or scalding, drowning,
suffocating or otherwise causing physical harm to a child including by fabricating the
symptoms of, or deliberately causing ill health to a child.
4.3 Neglect:
The persistent failure to meet a child’s basic physical and/or psychological needs,
likely to result in serious impairment of the child/young person’s health or
development, such as failing to provide adequate food, helter and clothing or
neglect of , or unresponsiveness to a child’s basic emotional needs.
4.4 Emotional Abuse:
The persistent emotional illtreatment
of a child/young person such as to cause
severe and persistent adverse effects on the child’s emotional development. It may
involve conveying to the child that they are worthless or unloved, inadequate or
valued only insofar as they meet the needs of another person, age or
developmentally inappropriate expectations being imposed on children, causing them
frequently to feel frightened, or the exploitations or corruption of children.
4.5 Sexual Abuse:
Involves forcing or enticing a child/young person to take part in sexual activities,
whether or not the child/young person is aware of what is happening. These may
involve physical contact, including penetrative (rape or buggery) or nonpenetrative
act. It may include involving children in looking at, or in the production of
pornographic material, or encouraging children to behave in sexually inappropriate
ways.
5 Definition of harm and significant harm from Adoption & Children Act 2002
Section 10
Ill treatment or the impairment of health or development (impairment suffered from
seeing or hearing the ill treatment of another).
‘Development’ means physical, intellectual, emotional, social or behavioural
development;
‘Health’ means physical or mental health;
‘Ill treatment’ includes sexual abuse and forms of illtreatment
which are not
physical
NB: The Adoption & Children Act 2002 s120 amended the definition of HARM to
include those instances where a child may witness domestic violence.
5.1 Recognition of Significant Harm
Any allegation of a sexual nature, or parents whose behaviour may present risk
because of:
Domestic violence, drug & alcohol abuse and mental health problems; any physical
injury caused by assault or neglect which requires medical attention. Repeated
incidents of physical harm. Any contact with a person assessed as presenting a risk to
children, or children who live in low warmth, high criticism environments, and
children who suffer from persistent neglect; children who may be involved in
prostitution. Other circumstances where professional judgement and/or evidence
suggest a child’s health, development or welfare may be significantly harmed.
5.2 Indicators of Abuse
Physical:
Unexplained injuries or burns, bruises, finger marks, fear of undressing or medical
help. Improbable explanations for injuries, fear of returning home or parents being
contacted, and unexplained absence from school.
Neglect:
Constant hunger, poor personal hygiene, inappropriate clothing, frequent lateness,
and non attendance. Poor social relationships, constant tiredness, independent,
street wise, no parental support for education and compulsive stealing or scrounging.
Emotional Abuse:
Fear of new situations, inappropriate emotional responses, self harm, can’t accept
praise, and low self esteem. Lack of home support, depression, withdrawn, social
isolation – don’t join in, and few friends.
Sexual Abuse:
Bruises, scratches, bite marks on the body, persistent infections in the anal or genital
area. Any sexual awareness inappropriate to child’s age – shown in drawings, play,
vocabulary. Frequent masturbation, changes in behaviour, refusal to stay with
certain people. Selfharm,
depression, low selfesteem
and pregnancy
Recognition of Abuse
Be open to possibilities; be aware – if you don’t believe it is possible you will never
see it, don’t jump to conclusions and look for credible nonabusive
explanations, but
recognise you may need to seek advice to evaluate the facts. BUT don’t let your
preconceptions of the family skew your judgement.
5.3 The symptoms of stress and distress
An abused child will usually show signs of stress and distress. Possible signs of abuse
include, but are not limited to, those listed below. Many of these may of course have
nothing to do with abuse, but are worth consideration in trying to understand the
child's behaviour.
5.3.1 A falloff
in school performance.
5.3.2 Aggressive or hostile behaviour.
5.3.3 Difficulties in relationships with peers.
5.3.4 Excessively affectionate or sexual behaviour towards adults or other
children.
5.3.5 Regression to more immature forms of behaviour.
5.3.6 Selfharming
or suicidal behaviour.
5.3.7 No reasonable or consistent explanation for a pupil’s injuries, or a pattern
of injuries
5.3.8 Disturbed sleep.
6 The Role of Teachers
6.1 The Designated Senior Member of Staff (“Designated Person”)
6.1.1 The Designated Person, is responsible for contacting the Children’s Services to register
concern about a child's welfare and implementing measures relating to
Child Protection. He is the first point of contact for parents, pupils, all
staff and external agencies in matters of Child Protection. His
responsibilities are to:
(i) Be conversant with Local Safeguarding Children Board
procedures.
(ii) Consult and refer cases under Local Safeguarding Children Board
procedures.
(iii) Consult the Children’s Services department on issues such as
informing parents, informing other children or staff, seeking
medical help, if an allegation or suspicion occurs.
(iv) Organise training on Child Protection within the School.
(v) Attend training every 2 years
(vi) Be aware of the role of other agencies.
(vii) Cooperate as fully as possible with police and Children’s Services
investigations – and ask to participate in their planning meetings if appropriate.
(viii) Keep appropriate records.
(ix) Support staff.
(x) Monitor and evaluate the effectiveness and implementation of
the School's Child Protection Policy
6.1.2 If the Designated Person is absent for any reason Mr William Brooks, is his
Deputy and is in charge. The Designated Person or Mr William Brooks will
inform the initiating member of staff about the action taken.
6.2 Teaching Staff
6.2.1 Teachers bring a number of advantages to the recognition of child abuse.
(i) They have regular and frequent opportunities to observe children
and changes in their behaviour.
(ii) They have an ongoing relationship with children who may
confide in them about difficulties.
(iii) They have wide knowledge of the wide range of behaviour likely
to be seen in children of a particular age.
(iv) They have opportunities to observe the response of a group of
children to particular situations. They will therefore be sensitive
to surprising or unusual responses.
6.2.2 Teachers have a statutory duty to pass on any Child Protection concerns
and to follow these School (and local LSCB) procedures (Education Act
2002 & Children Act 2004):
(i) Be alert to signs of abuse.
(ii) Take immediate action in the child's best interest by reporting
any evidence of abuse or non-accidental
injury to the Designated
Person.
(iii) Know the role of the Designated Person and School procedures.
(iv) Enquire about the progress of individual cases in which they
are/have been involved.
(v) Thereafter accept their restricted role as the case becomes the
province of other agencies.
(vi) Record accurately in writing information that may be required in
Child Protection procedures. This note should record the time,
date, place and people who were present as well as what was
said. All evidence, for example scribbled notes, mobile phones
with text messages, clothing, and computers, must be
safeguarded and preserved. Also make a note of what happened
next.
7 All Staff: Helping a child who wants to tell you about his abuse
7.1 Staff should remember that the priority is to protect the child. The matter should be
taken seriously. React calmly, listen carefully, observe but do not judge. Don’t stop
the child who is freely recalling significant events. Reassure the child that s/he has
done the right thing in telling you. Indicate the action you will take and make it clear
that you will have to tell the designated member of staff (no secrets). If the child
comes back to talk at a later stage he should be told that you cannot comment or
advise as that might affect his/his security, but you can listen. Bear in mind these
'must nots':
7.1.1 Do not drag the child to the designated person – this would be abusive in
itself!
7.1.2 Do not yourself contact the parents
7.1.3 Do not interrogate the child or ask leading questions
7.1.4 Do not speak to anyone about whom allegations are made, including
colleagues
7.1.5 Do not promise confidentiality
7.1.6 Do not ask a child outright if he or others have suffered abuse
7.1.7 Avoid criticising the alleged perpetrator
7.2 The following guidelines may be helpful. 
TEN KEY POINTS TO FOLLOW IF YOU SUSPECT, OR ARE TOLD OF, ABUSE:
Adults looking after children or young people in schools (or in residential establishments or
youth organisations) should be aware of the risks of abuse (by adults or other young people),
and take steps to reduce those risks.
Adults (staff or volunteers) in charge of children or young people should know what to do if
they suspect that someone is being physically or sexually abused, or if someone tells them
that this is happening. The following key points give a guide on what to do and not to do:
1. Always stop and listen straight away to someone who wants to tell you about
incidents or suspicions of abuse.
2. If you can, write brief notes of what they are telling you while they are speaking
(these may help later if you have to remember exactly what was said) – and keep
your original notes, however rough and even if you wrote on the back of something
else (it’s what you wrote at the time that may be important later – not a tidier and
improved version you wrote up afterwards!). If you don’t have the means to write at
the time, make notes of what was said as soon as possible afterwards.
3. Do not give a guarantee that you will keep what is said confidential or secret – if you
are told about abuse you have the responsibility to tell the right people to get
something done about it (see below). If asked, explain that if you are going to tell
the people who can sort it out, but that you will only tell people who absolutely have
to know.
4. Don’t ask leading questions that might give your own ideas of what might have
happened (e.g. “did he do X to you?”) – just ask “what do you want to tell me?” or
“is there anything else you want to say”.
5. Immediately tell the person in charge of the school or group (unless they are
themselves accused or suspected or abusing) – don’t tell other adults or young
people what you have been told.
6. Discuss with the person in charge whether any steps need to be taken to protect the
person who has told you about the abuse (this may need to be discussed with the
person who told you).
7. Never attempt to carry out an investigation of suspected or alleged abuse by
interviewing people etc – social services and police staff are the people trained to do
this – you could cause more damage and spoil possible criminal proceedings.
8. As soon as possible (and certainly the same day) the person in charge should refer
the matter to the local social services department (helped by your notes) – they will
be in the telephone directory. Follow their requests about what to do next. They will
set up any necessary investigations, and can advise you – that is their statutory job.
(If someone has made an allegation about the adult in charge of the school or group,
YOU should contact the local social services department yourself, and ask them what
to do next.)
9. Never think abuse is impossible in your school or group, or that an accusation against
someone you know well and trust is bound to be wrong.
10. Children and young people often tell other young people, rather than staff or other
adults, about abuse – make sure that your senior young people know the points on
this list as well as the responsible adults 
Important:
Bullying can develop into physical or sexual abuse – as can idiosyncratic punishments
introduced by individuals: have effective school practices to counter and monitor bullying and
misuse of discipline.
Be vigilant for early warning signs – such as favouritism, development of excessive one – to –one contact, increased involvement with changing or showering.
Openly discuss within the staff group issues such as acceptable and unacceptable touching.
Openly discuss with pupils issues such as times of day or week, and locations in school, that
are high risk for bullying or illicit activities.
Reporting Procedure
7.3 A member of staff needs only reasonable cause for concern in order to act. One
sentence from the child indicating abuse or non-accidental injury provides you with
reasonable grounds and is sufficient for you to act. This may also apply if clear
information comes from a sibling or another adult. However as many of the signs of
child abuse are also commonly associated with other medical, social or psychological
problems, a member of staff may naturally wish to discuss some initial concerns with
other staff.
8 Allegations against School staff
These relate to: a member of staff who has 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, behaved towards a child/children in a way that indicates he is
unsuitable to work with children.
8.1 Teachers and all School staff must protect themselves, and staff should bear in mind
that even perfectly innocent actions can sometimes be misconstrued. Children may
find being touched uncomfortable or distressing for a variety of reasons. It is also
important not to touch pupils, however casually, in ways or on parts of the body that
might be considered indecent. 
8.2 The Sexual Offences Act (Amended) 2004 states that it is a criminal offence for a
person aged 18 or over in a position of trust in a school to engage in any sexual
activity with a person under the age of 18 (in that school) irrespective of the age of
consent, even if the basis of their relationship is consensual.
8.3 In circumstances which involve an allegation against a member of staff, the
responsibility for dealing with the matter lies with the Headmaster.
8.4 Staff who hear an allegation of abuse against another member of staff should report
the matter immediately to the Headmaster, unless the Headmaster is the person
against whom the allegation is made. In that case the allegation must be reported to
the Deputy Head.
8.5 Immediate suspension of the member of staff is only one of a number of options,
which will be considered. Others include leave of absence, or providing a classroom
assistant or colleague to be present in contact time. A member of staff in such
circumstances will be advised of appropriate support, for example from his/his trades
union, or a colleague contact.
8.6 In the event of an allegation being made against a teacher, the Headmaster will
consider immediately whether or not there is sufficient substance in the allegation to
warrant an investigation. If there is reason to suppose abuse could have occurred he
will refer the matter to the Local Authority Designated Officer (LADO) Mrs Mary Foster 01628 683234. There are three instances only where allegations against staff
do not need to be referred to Children’s Services: where the allegation relates to the
use of reasonable force; where the allegation is demonstrably false; or where the
allegation represents inappropriate behaviour and/or poor practice.
8.7 If the Headmaster is wholly satisfied that the child or children is/are not at risk of
significant harm and that a reportable criminal offence has not been committed he
will consider the separate need for disciplinary action. In that case an investigation at
School level would be necessary.
8.8 Occasionally false allegations of abuse are made. To avoid as far as possible such an
allegation, and situations which may give rise to misinterpretation, Staff should be
guided by the following advice:
8.8.1 Avoid whenever possible unobserved situations of one to one
contact
with a child. If they are unavoidable, always keep a door open and try to
ensure you are within the hearing of others.
8.8.2 Do not offer to transport children alone in your car without seeking
advice and telling another colleague that this is what you propose to do.
8.8.3 Do not engage in or allow any sexually provocative games whether
based on talking or touching or engage in ‘horseplay’ involving children.
8.8.4 Never make suggestive remarks or discriminatory comments to a child.
8.8.5 When supervising children changing their clothes for sport or for any
other reason or when on duty in the boarding houses be aware that
children may be uncomfortable with you seeing them when they are not
fully dressed. Give children as much privacy as is possible and practical in
these situations.
8.8.6 Avoid ‘favouritism’ and singling out ‘troublemakers’.
8.8.7 Never trivialise child abuse.
9 Whistleblowing
9.1 Staff should familiarise themselves with the School’s Whistleblowing Policy. It is particularly important in the context of Child Protection. Staff have a statutory duty to report concerns that a child is at risk of abuse, is being, or has been abused, to the Designated Person. This is because the interests of the child are paramount.
However, fear of reprisal is a real issue for staff in reporting abuse by colleagues.
The Public Interest Disclosure Act 1998 provides protection against victimisation for
persons who, acting in good faith, raise concerns about a wide variety of
malpractices in the public interest.
9.2 When establishing the validity of any cause for concern care will be taken
9.2.1 to protect the whistleblower;
9.2.2 to avoid alerting anyone about whom a concern has been raised;
9.2.3 to avoid alerting other colleagues who may warn the subject of the
concern;
9.2.4 to record the information;
9.2.5 to keep all records secure and confidential.
10 Consultation/Referrals
10.1 If the Designated Person receives allegations or has suspicions of abuse, or needs
advice, he will inform the Children’s Services department, within 24 hours, of his
concerns. If the consultation/referral is by telephone a written confirmation will be
made. If the case meets the criteria for eligibility, the Children’s Services department
will make background enquiries, including with the police. If the concerns appear
well founded, a strategy discussion will follow, normally within two working days. At
this point a decision will be taken either to proceed with an S47 enquiry/criminal
investigation or not. If the concerns are substantiated and the child is deemed at
continuing risk of significant harm, a Child Protection Conference will be convened.
11 Record keeping and storage
11.1 Child Protection records are kept securely by the Designated Person, separately from
other pupil records.
12 Compliance
12.1 The School policy is regularly updated in order that we comply with new legislation
and good practice. Currently the School's policy for Child Protection is consistent
with, and so reinforces:
12.1.1 The Children Act 1989 & 2004
12.1.2 The Education Act 1996 S549 banning corporal punishment
12.1.3 The Education Act 2002 S157
12.1.4 Working Togethis to Safeguard Children 2006
12.1.5 Safeguarding Children and Safer Recruitment In Education January 2007
12.1.6 Boarding Schools National Minimum Standards Regulations
12.1.7 the specific procedure for Child Protection as prescribed by the county
Local Safeguarding Children Board;
12.1.8 the U.N. Convention on the Rights of the Child which contends that all
children have an inalienable right to protection from harm.
12.1.9 Human Rights Act 1998
12.1.10 Freedom of Information Act 2000
12.1.11 OFSTED (from April 2007)
12.1.12 Sexual Offences Act (Amend) 2003 (Abuse of Trust)
12.1.13 Education and Inspections Act 2006 (from 1 st April 2007) SS8895
(School Discipline & Pupil Restraint)
12.1.14 Safeguarding Vulnerable Groups Act 2006 (in force from 2008) Vetting
and barring
Abuse of position of trust – notes for school staff
Legislation: Sexual Offences act 2003 (came into force 1 May 2004)
Note The legislation uses “he” throughout but applies equally to males and females.
It is an offence for a person ages 18 or over intentionally to behave in certain sexual ways* in relation to a child ages under 18, where the adult is in a position of trust in respect of the child.
* sexual ways includes
· Sexual activity with a child – eg kissing , sexual touching, intercourse (section 16 SO Act)
· Causing or inciting a child to engage in sexual activity (s17)
· Sexual activity in the presence of a child (s18)
· Causing a child to watch a sexual act (s19)
The offence includes all children under 18.
It is central to the offence, that the prosecution is required to prove that the defendant was in a position of trust in relation to the child and that the defendant knew he was in a position of trust in relation to the child.
An example of where a person might not reasonably be expected to know that he is in a position of trust in relation to a child would be where a teacher meets in a bar, and subsequently has sex with, a sixth form student who he is not aware attends the school at which he teaches.
Section 21 Positions of trust
…. “A” looks after persons under 18 who are receiving education at an educational establishment and the child in question receives education at that establishment. Someone receives “education at an educational establishment” if he is registered or enrolled there as a pupil or student or is educated there by arrangement with the educational establishment at which he is registered or enrolled.
Section 23 Marriage exception
Where a person is lawfully married to a person aged 16 or over at the time engaging in activity that would amount to an abuse of trust he shall not be guilty of that offence. It is for the defendant to prove he was lawfully married at the time.
Section 24 Sexual relationships which pre-date position of trust
A person shall not be liable for an abuse of trust where a lawful sexual relationship existed between the parties immediately before the position of trust arose. The requirement that the sexual relationship be lawful means that the defence would not, for example, apply to a 21 year old teacher who had an existing relationship with a 15 year old girl before moving to teach at the girl’s school.
 SAFEGUARDING – 
GUIDELINES FOR MEMBERS OF STAFF
All members of staff must be aware of the School’s Child Protection Policy and of the professional obligations laid upon them by the 1989 Children’s Act. 
All members of staff should be aware of the following steps to be taken should information come to light of the possibility of physical, sexual or other forms of abuse of any boy.
· Always stop and listen immediately to anyone who seems to wish to tell you about incidents or suspicions of abuse.
· If you can, write brief notes of what you are told on the spot (these may help later if you have to remember exactly what was said) and keep your original notes, however rough and ready they may have been – and even if you write them up more fully later. If you do not have the means to write at the time, make notes of what was said as soon as possible afterwards. You should also record your own responses to what the boy has said, as exactly as possible, being careful to avoid making interpretations or assumptions about the meaning.
· Do not give a guarantee that you will keep what was said confidential. If you are told about abuse you have a responsibility to tell the appropriate people to get something done about it. If asked, explain that if you are about to be told something that needs to be sorted out you will have to tell those who can do so, but that you will tell only those who absolutely ‘need to know’. Reassure your informant that what he has said will be taken very seriously and that he has done the right thing by ‘telling’ and that he is not in trouble himself.
· Do not ask leading questions – just ask ‘what do you want to tell me?’ or ‘is there anything else you want to say?’
· If the boy says he has physical injuries do not attempt to examine these yourself.
· Immediately tell the Headmaster what you have been told. Do not tell other adults or boys what you have been told.
· Discuss with the Headmaster whether any steps need to  be taken to protect the victim and the informant.
· Never attempt to carry out your own investigation of suspected alleged abuse by questioning the boy yourself or interviewing others. This is the responsibility of trained Social Services and Police staff. You could cause more damage and undermine possible criminal proceedings.
· As soon as possible (and certainly within 24 hours) the Headmaster should refer the matter to the Social Care Agency. Their requests must then be followed – they have a statutory duty to set up any necessary investigations.
· Remember that you have a duty to safeguard the welfare of the pupils. If you report an allegation or suspicion of abuse in accordance with this procedure and honestly believe that your report has not been acted on appropriately, you may inform the Headmaster or inform the Social Care Agency under the terms of the Public Interest Disclosure Act 1998.
Never assume that abuse is impossible in the school or that an accusation against someone you know well is bound to be wrong.
The Berkshire LSCB Child Protection Procedures can be found online at http

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"://

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"proceduresonline

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w".

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"com

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"/

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"berks

HYPERLINK "http://www.google.com/url?q=http%3A%2F%2Fproceduresonline.com%2Fberks%2F&sa=D&sntz=1&usg=AFQjCNG7f3eI3dNQpZT6CmhQsupeaAxQ6w"/ . A link to this can be found on the Staff Common Area under Policies.
From Monday to Friday, between 9am and 5pm, Referral and Assessment / Children’s Social Care Duty Teams are available on 01628 683150. Out of office hours, the number to call is 01344 786543.
 Physical Restraint Policy
What is physical restraint? 
(i) Restraint occurs whenever a member of staff, using intentional force, physically restricts a child’s movement against his or her will.
Physical restraint does not include the use of gentle physical prompting or guidance  where the child is happy to comply and the aim is to assist him or her to participate  appropriately in activities. 
There are other situations where physical contact may be necessary eg; demonstrating exercises in PE lessons; administering first aid; or offering comfort to a distressed pupil. This does not constitute restraint but staff should be conscious of pupil perceptions and recognise that for some pupils touching may be unwelcome and misinterpreted despite good intentions. 
(ii) It is a procedure for dealing with an unsafe or crisis situation.
(iii) It must not be used as a form of punishment and must not be used when a less severe response might have effectively resolved the situation.
(iv) Deliberate use of physical contact to punish a pupil, cause pain or injury or humiliation is unlawful, regardless of the severity of the pupil’s behaviour or the degree of provocation.
3.  The use of physical restraint 
(i) Restraint should only be used in circumstances where there are good grounds for believing that the pupil is placing him/herself or other people in immediate danger or where there is a likelihood of significant damage to property. Restraint should be used
rarely to secure compliance with staff instructions; other methods should always be considered first.
(ii) If a school is aware that a pupil is likely to behave in a way that may require physical restraint it will be sensible to plan how to respond, should such a situation arise. This plan should be shared with parents and other staff taking account of the school policy and legislation. If physical restraint is likely to be necessary this should be included in the pupil’s Individual Education Plan (IEP) together with information on: de-escalation strategies; the manner in which the pupil will be held; how support can be summoned if needed; any medical factors to be considered.
4.  Types of Restraint 
(i) Restraint occurs whenever a member of staff, using intentional force, physically restricts a pupil’s movement against the pupil’s will. This may mean restraining a pupil or moving him/her by physical means. The procedures of restraints apply to pupils of either sex and of any age.
(ii) Restraint can be:
a) Partial . restricting and preventing particular movements.
b) Total . as in the case of immobilisation.
(iii) Partial Restraint covers a wide range of techniques which can be applied in degrees to meet particular circumstances. It may involve:
1. Physically moving a pupil from a situation where there is an imminent risk of a violent incident and where the pupil has refused to respond to a reasonable verbal request.
2. Holding pupils to restrict their movements.
3. Retaining a pupil in a confined area in order to prevent individuals or property being damaged. (It is illegal to lock a pupil in a room or cupboard which they
4. cannot leave of their own volition).
(iii) Total Restraint is where pupils are held in such a way which prevents them from moving. This could mean a pupil being held on the floor. This is an extreme form of restraint and would be used only when an assault was being thought a serious risk to others.
(iv) Staff should be aware that for some pupils the use of physical restraint may act as a positive re-enforcer for their behaviour.
5.  The Legal Framework 
(i) Section 550A of the Education Act 1996 allows teachers, and other members of staff at a school who are authorised by the head teacher , to use such force as is reasonable in circumstances where the pupil may need to be prevented from engaging in behaviours which are likely to cause injury to themselves, others or damage to property. The guidance extends this to maintaining good order and discipline, for both on-site and offsite activities.
(ii) There is no legal definition of reasonable force. The Criminal Law Act (1967) allows any person to use such force as is reasonable in the circumstances to prevent an offence (eg. physical assault) being committed. Reasonable minimal force must be a matter of personal judgement. It is permissible:
a. in order to remove the danger of another person being assaulted
b. when a person is wilfully damaging property.
(iii) The use of any degree of force or restraint is unlawful if the circumstances do not warrant the use of physical force. The degree of force employed must be in proportion to the circumstances of the incident and the potential consequences.
(iv) The law requires that force should be used only when every other approach has been tried and all practical methods to de-escalate the situation have been employed. Where a member of staff has clearly over-reacted and the use of force was unreasonable or excessive, he/she may be liable to disciplinary, civil or criminal proceedings.
(v) In cases of physical restraint, a written report must be kept on the child’s file and this will need to include:
a. How the incident began and progressed including a description of the pupil’s behaviour.
b. What was said by each party?
c. The steps taken to defuse/calm the situation.
d. The type of restraint used and with what degree of force, and for how long.
e. The pupil’s response and outcome of the incident.
f. Injuries sustained by the pupil, another pupil, or a member of staff and any damage to property.
(vi) It is recommended that this report be written within 12 hours of an incident occurring, and that the pupil is checked by a member of staff independent of the incident to ascertain if injuries have been sustained. (A pro-forma incident report form is included as Appendix A).
(vii) It is always advisable to inform parents of an incident involving their child, and give them the opportunity to discuss it. The Headteacher will need to consider whether to inform parents straight away or at the end of the school day, and whether this should be done in writing or orally.
 RESTRAINT – INCIDENT REPORT FORM
1. Basic information
Name of School: __________________________________________
Name of Pupil: _______________________ DOB:_____ Form: _____
2. Events leading to this incident
2.1 Where did the incident occur? ______________________________
2.2 When did the incident occur? Time: ___________Day/Date: _______
2.3 How did the incident begin?
_____________________________________________________
_____________________________________________________
3. Describe the incident
3.1 What was happening at the time?
_____________________________________________________
_____________________________________________________
_____________________________________________________
3.2 Was anyone else involved?
_____________________________________________________
3.3 Did anyone else see what happened? (give details)
_____________________________________________________
_____________________________________________________
3.4 What behaviour was the pupil presenting that warranted restraint?
_____________________________________________________
3.5 Was there damage to property or an assault on a pupil or staff during the incident?
_____________________________________________________
3.6 What did you do to try to defuse the situation before using restraint?
_____________________________________________________
3.7
(i) How was the pupil restrained? (describe) e.g. two people escort; one person wrap; supine control
_____________________________________________________
 (ii) For how long?
_____________________________________________________
(iii) By how many staff members?
_____________________________________________________
4. Injuries sustained
4.1 Was anyone injured? YES / NO
If yes, give details:
_____________________________________________________
_____________________________________________________
4.2 Was this recorded in the accident book? YES / NO
4.3 Was the pupil checked for injuries by a member of staff who was not involved in the incident? 

YES / NO
If yes, by whom?__________________________________________
5. Implications for future planning
5.1 What do you think this behaviour was about?
 _____________________________________________________
e.g. attention; emotional release; task escape mechanism; other
5.2 What would you do differently next time to avoid the need for physical restraint?
_____________________________________________________
5.3 Are other staff aware of the need for a planned response to the pupil? 
YES / NO
6. Follow up Action
6.1 The incident was reported by:_______________________________
6.2 Parent/Carer was informed by:
Telephone 
  Letter (with pupil) 

Letter (post) 

Personally
When were they informed? Time: _____________ Date: ____________
Incident form completed by: ________________________________ 
Date: ____________________________
 POLICY ON A MISSING BOY
There are various checkpoints throughout the day that would alert staff if a boy was missing. In nearly every case, the boy is not intentionally missing and is found safe and well on school premises. The school however cannot take this for granted and needs to act quickly and decisively in the case of an absent pupil.
Boys are registered twice times a day, at 8.45 a.m. in Chapel and at 1.00 p.m. in lunch. There is also a roll call at tea in the evenings and all boarders are seen by the matrons at bed time. Any boy who leaves school during the day signs out on his departure and back on his return.
If a boy is unaccounted for, various steps should be followed in this order:
It should be ascertained, as soon as possible, when the boy was last seen by an adult or by a boy if the latter is more recent. Accuracy is vital at this stage.
The boy’s timetable should be scrutinised to see if he might be having an extra lesson or practice such as Learning Support, Music or Sport.
A thorough search of the school should be undertaken, starting with contacting Matron. If the boy still has not been found the Headmaster should be informed. The fire alarm should then be sounded and all boys should congregate in Chapel. It may be that the boy is located at this stage.
If it is believed that the boy has left the premises, the matrons should check if the boy’s belongings are also missing. This information should then be cascaded down to all resident members of staff who should ensure that the school telephone is answered promptly out of office hours.
The boy’s parents and/or guardian should be informed - in many instances the boy will have been collected by them but failed to sign out and/or ask the school for permission for an early departure.
The police should be informed that we are unable to locate a boy. They may suggest contacting local hospitals for information.
A written record of the situation and steps taken should be completed as soon as possible.
 SCHOOL COUNCIL
School Council meets twice each term. Each form has a representative who is selected either by the form tutor or by the form. 
The role of the School Council representative is to put forward the views of his form to the School Council. It is important that the form representatives recognise that he is representing the form and not just himself.
During the school council meetings, which are chaired by the Headmaster, each representative is given the opportunity to put forward the points raised by his form. Each point is then discussed and minutes are taken.
The Headmaster gives all the representatives the assurance that their views and proposals will be listened to and considered but cannot promise to act on every suggestion.
A selection of points raised at School Council meetings are fed back to the school at the end of Chapel the following Tuesday morning.
Food Committee
The food committee works in much the same way the school council. The chef is present at food committee meetings and he decides what can and cannot be incorporated into the menu. The chef keeps a record of food committee meetings.
 POLICY ON ADMINISTRATION OF MEDICINES
On admission to the school all parents/guardians are asked to complete the following confidential forms;
i. a medical questionnaire
ii. an ‘in loco parentis’ form
iii. an influenza vaccine consent form
Information from these forms is recorded in the ‘Regular medications’ book, the immunisation record (iv) and in the boys’ individual medical records.
All boarding pupils are then registered with the school GP. Their NHS medical records are stored at the local surgery but a computerised précis and the NHS medical cards are kept at school.
All medication specifically prescribed or otherwise (requested by parent) is kept in a locked cupboard or fridge. 
If a boy is taking regular/daily medication e.g. vitamins, asthma inhalers, homeopathic remedies etc this is recorded on a dated sheet (v). Any medication prescribed for short term use by the GP i.e. antibiotics is added to this list after having been recorded during the Doctors surgery in the ‘Doctors visit’ book. Boys are not allowed to keep any form of medication on them. The only exception to this rule is the Asthmatics who may collect their medication before games and then return it afterwards.
When any boy is seen by the Doctor his parents/guardian are informed and if medication is prescribed permission sought to administer.
One off medication e.g. paracetamol for headache or small first aid requirements e.g. splinter removal is recorded in the ‘daily surgery’ book. Serious injuries and accidents are also recorded in the Health and Safety accident book.
Allergies to medication (as well as all other allergies) are recorded and this information is stored in the Staff Room (for members of staff taking boys off he premises) in the matrons Room and inside the medication cupboard.   
 FIRE
Fire Instructions:
WHAT TO DO IF YOU DISCOVER A FIRE!!!
Any person discovering a fire will operate the nearest fire alarm immediately.
On hearing the alarm:
By Day
Proceed without delay to the Chapel
Close doors before leaving
By Night
Wake up your neighbours.
Put on slippers and dressing gown.
Close all doors and windows (if time).
Leave lights on.
Dormitory Monitors:
Check all boys are ready to leave




Leave your dormitory last




Lead your boys to Chapel
On the way to the Chapel:
· KEEP SILENT
· DO NOT OVERTAKE OTHERS
· DO NOT RUN
· IF THERE IS SMOKE KEEP YOUR HEADS NEAR TO THE GROUND.
 INCIDENT REPORT FORM
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