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1.1 STATEMENT OF ETHOS AND AIMS 

 

1. History of  Holme Court School. 

Sancton Wood School is a small, family-orientated school, which has seen hundreds of happy and successful children pass through 

its doors. The School was founded in 1976 as a primary school, by Mrs Jill Sturdy, and was housed at 9 Station Road, Cambridge. 

Having a large family, including nine adopted children, Mrs Sturdy was fully aware of the emotional, spiritual and educational 

needs of children. She decided to open her own school because of her passionate desire to provide an educational establishment of 

excellence.  

The school was founded on the principle of small class sizes, research having identified the numerous benefits of providing the 

individual attention upon which children thrive. The Senior School was opened in September 1979. This was in response to the 

demands of parents who wished their children to continue with the same high standard of caring education until they were 16 years 

old.  

Sancton Wood School decided in the winter of 2003 to explore the idea of setting up a special school for the increasingly large 

number of dyslexic applicants that they were seeing. At the beginning of 2004 they were told about a site in Mid Beds near 

Biggleswade, which they visited and immediately knew was right place to start the small specialist school. In September 2006 the 

Directors set up another school, Cambridge International School which is now in Cherry Hinton Park and The Temple in 

Abington.  

In 2011 Holme Court School was relocated into Cambridge, in The Cottage next to Cherry Hinton Hall which has Cambridge 

International School’s Junior School. This move provided the school with its natural next step in development. Being located in 

the City Centre offered Holme Court School the opportunity to expand, extend its provision, share facilities with its sister school, 

Cambridge International School and enhance its daily mainstream opportunities for the pupils.  

In 2014 Holme Court School was relocated to Little Abington, just outside of Cambridge. This move also provided the opportunity 

for the school to continue to enjoy the benefits of City of Cambridge, with the added benefit of having an extensive outdoor 

teaching environment, whilst staying in close proximity to the sister school, also in Little Abington. 

 

2. Values The key values underlying the school’s ethos are reflected in the expectations of high standards in: care for the health and 

safety of pupils; educational provision; behaviour; respect for self and others; respect for property and the environment; 

responsibility for one’s own behaviour. 

 

3. Expectations   We expect people to address one another politely, to recognise and praise good behaviour, effort and achievement, 

to listen to one another. We expect children to comply with requests and instructions from the adults in school. We expect children 

to understand that their behaviour has consequences. We expect children to comply with the school’s structures and routines for 

promoting positive behaviour. 

 

4. Ethos The school’s ethos is promoted in all aspects of its work, beginning with the way people address and engage with one 

another and through: assemblies; approaches to teaching which aim to raise pupils’ self esteem; promoting co-operative and 

inclusive activities in the playground; structures and routines such as lining up quietly before moving through the school; the code 

of conduct drawn up by the children through discussion with teaching staff; Personal Social and Health Education (PSHE) lessons. 

 

5. Aims The school’s aims are to be a thriving, inclusive, specialist school for  children with dyslexia and associated difficulties, 

aged between 7 and 16.  

 

 

 

ANNEX: Names and Addresses 

Holme Court School     

Abington Woods     Headteacher:  Ms Anita Laws 

http://holmecourt.com/
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Church Lane 

Little Abington                        

Cambridge 

Cambridgeshire      

CB21 6BQ     Proprietor:  International Schools  

01233 778030                                                                                                                 Partnership (ISP)  

    

admin@holmecourt.com 

www.holmecourt.com 
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1.2 ADMISSIONS POLICY 

 

PROCEDURES 

 

1. Admission is dependent on receipt of an Educational Psychologist’s or a Specialist Teacher’s report confirming the presence of 

severe dyslexia and/or  associated difficulties.  Assessments are available at the school if the pupil does not have a full report. 

 

2. Mid Year Admissions If there is a space in the class in the middle of the school year, a child will be allowed to start immediately.  

 

3. Gender Balance We attempt to achieve a balance of gender in each class when grouping children.  

 

4. Catchment Area Children will be accepted from a wide catchment around Bedford, Hertfordshire, Northamptonshire, Suffolk and 

Cambridge. Priority will always be given to siblings of children already at the school.  

 

5. Equality  We do not discriminate on the basis of gender, religion, culture, or sexuality. 

 

 

ANNEX: Academic Performance in Previous Year 

 

No external examinations taken 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

http://holmecourt.com/
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1.3 PUPIL INCLUSION POLICY 

Induction Purposes 

 

 

The Induction programme enables pupils to integrate and be fully included into the school community and work effectively 

individually and as part of a class. 

 

To make pupils aware of the school’s philosophy, aim and objectives. 

 

To provide opportunities for new pupils to be informed of school procedures and educational developments. 

 

To enable new pupils to share issues pertinent to them and be able to share experiences and ideas. 

 

To enable new pupils to be confident in asking for and receiving help. 

 

Guidelines 

 

Pupils are provided with all essential details and opportunities to visit the school. Relevant information is given to all new staff. All 

new pupils meet with key personnel in school. Support is provided from the relevant members of staff. 

 

Procedures 

Before joining: 

Pupils are given a tour around the school. 

Pupils spend time in the appropriate classroom. 

Pupils take part in a range of activities. 

Current professionals and previous school reports welcomed. 

Information gathered re: academic, social, emotional, cultural needs. 

 

Once offered a place but before joining: 

Invited for transition visits. 

Invited to all school functions/plays etc. 

Current professionals and previous school reports welcomed. 

 

After joining: 

Given a buddy in the first instance. 

Welcomed and introduced in assembly. 

Another tour. 

Full assessment if appropriate 

Inclusion,where appropriate, in I.E.P target meetings. 

Inclusion, where appropriate, in termly Parent Consultation. 

 

 

 

 

This policy should be read in conjunction with the Admission Policy and Special Needs Policy. 

Approved by the Senior Leadership Team 

 

 

 

Signed:………………………………………………………………………………. 

 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

http://holmecourt.com/
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1.4 BEHAVIOUR POLICY 

 

Behavioural Policy 

  

Rationale 

 

The School is committed to the principle that “good behaviour is a necessary condition for effective teaching to take place" 

(Education Observed 5 - DES 1987) and seeks to create an environment which encourages and reinforces good behaviour. 

Furthermore, it acknowledges that society expects good behaviour as an important outcome of education. All advice is with due 

regard to DCSF Guidance Embedding anti-bullying work in schools. 

 

Aims 

 

1. To create an environment which encourages and reinforces good behaviour. 

 

2. To define acceptable standards of behaviour. 

 

3. To encourage consistency of response to both positive and negative behaviour. 

 

4. To promote self-esteem, self-discipline, positive relationships and full inclusion. 

 

5. To ensure that the school's expectations and strategies are widely known and understood. 

 

6. To encourage the involvement of both home and school in the implementation of this policy. 

 

Standards of Behaviour 

 

1. In seeking to define acceptable standards of behaviour it is acknowledged that these are goals to be worked towards rather than 

expectations which are either fulfilled or not. Thus the school has a central role in the children's social and moral development just as 

it does in their academic development. Just as we measure academic achievement in terms of progress and development over time 

towards academic goals, so we measure standards of behaviour in terms of the children's developing ability to conform to our 

behavioural goals. 

 

2. The children bring to school a wide variety of behaviour patterns. At school we must work towards standards of behaviour based 

on the basic principles of honesty, respect, consideration and responsibility. It follows that acceptable standards of behaviour are 

those which reflect these principles. 

 

3. The adults encountered by the children at school have an important responsibility to model high standards of behaviour, both in 

their dealings with the children and with each other, as their example has an important influence on the children. As adults we should 

aim to: create a positive climate with realistic expectations; emphasise the importance of being valued as an individual within the 

group; promote, through example, honesty and courtesy; provide a caring and effective learning environment; encourage 

relationships based on kindness, respect and understanding of the needs of others; ensure fair treatment and full inclusion for all 

regardless of age, gender, race, ability and disability; show appreciation of the efforts and contribution of all. 

 

Curriculum and Learning 

 

1. We believe that an appropriately structured curriculum and effective learning contribute to good behaviour. Thorough planning for 

the needs of individual pupils, the active involvement of pupils in their own learning and development of social literacy and 

structured feed- back all help to avoid the alienation and disaffection which can lie at the root of poor behaviour. 

 

2. It follows that lessons should have clear objectives, understood by the children, and differentiated to meet the needs of children of 

different abilities. Marking and record keeping can be used both as a supportive activity, providing feed-back to the children on their 

progress and achievements, and as a signal that the children's efforts are valued and that progress matters. 

 

 

 

 

 

Classroom and playground Management 

 

1. Classroom management and teaching methods have an important influence on children's behaviour. The classroom environment 

gives clear messages to the children about the extent to which they and their efforts are valued. Relationships between teacher and 

http://holmecourt.com/
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children, strategies for encouraging good behaviour, arrangements of furniture, access to resources and classroom displays all have a 

bearing on the way children behave. 

 

2. Classrooms should be organised to develop independence and personal initiative. Furniture should be arranged to provide an 

environment conducive to on-task behaviour. Materials and resources should be arranged to aid accessibility and reduce uncertainty 

and disruption. Displays should help develop self-esteem through demonstrating the value of every individual's contribution, and 

overall the classroom should provide a welcoming environment. We have found that learners with dyslexia benefit from calm 

classroom environment; displays are therefore impactful, but minimal. 

 

3. Teaching methods should encourage enthusiasm and active participation for all. Lessons should aim to develop the skills, 

knowledge and understanding which will enable the children to work and play in co-operation with others. Praise should be used to 

encourage good behaviour as well as good work. Criticism should be a private matter between teacher and child to avoid resentment. 

 

4. Outside the classroom: Children should not linger in cloakrooms, toilets or corridors; staff should challenge this behaviour if it is 

observed and send children on their way. Lining up to enter the school or move around the school should be orderly and quiet; some 

teachers have found it helpful to have a lining up order to avoid placing distractible children together. Walking around the school 

should be orderly; staff should challenge individual children running and ask them to go back and walk. Activities should be 

provided for wet play. All staff in the play areas should be vigilant and engage eye contact with children as they patrol. They should 

position themselves at various points around the play areas so as to see into all areas. They should avoid talking to groups of children 

or amongst themselves for a prolonged period so that they can scan the play area. If children are alone or in dispute, the person on 

duty can use distraction, engage them in conversation, suggest another game to play etc. Some staff are in the playground to care for 

particular children and not on general patrol. 

 

5. Managing everyday incidents A key objective is helping children learn from the incident, including strategies to help them operate 

independently should a similar problem occur. Children are listened to – separately or together as appropriate. Children are 

encouraged to talk to others involved to try to resolve the situation and consider alternative behaviour in future. Adults dealing with 

the incident may suggest strategies to help pupils manage their own behaviour in a similar context and perhaps encourage the pupil to 

rehearse or role-play the behaviour. Children are encouraged to use assertive strategies to others annoying them, e.g. by saying firmly 

“I don’t like that, please don’t do it again.” Children are encouraged to express their opinions and feelings e.g. telling the other 

person why they are upset, with the emphasis on what the person has done and not by labelling, name-calling or putting down the 

other, giving the other the chance to apologise. Children are encouraged to tell the teacher if someone is persistently annoying them 

and to know that this is not “telling tales”. The child’s class teacher should be informed. There will be regular reviews of playground 

issues at staff meetings and the outcomes communicated to Learning Support Staff. 

 

Rules and Procedures 

 

1. Rules should be designed to make clear to the children how they can achieve acceptable standards of behaviour. They should be 

kept to a necessary minimum. They should be positively stated, telling the children what to do rather than what not to do. Everyone 

involved should be actively encouraged to take part in their development. They should have a clear rationale, made explicit to all. 

They should be consistently applied and enforced. They should promote the idea that every member of the school community has 

responsibilities towards the whole. 

 

2. Individual plans: identify objectives and address one target at a time; include strategies for managing the environment, the class or 

group, the activities which give rise to the negative behaviours; emphasise teaching the child alternative positive behaviours; specify 

the behaviour that is unacceptable and the consequence should it occur e.g. time-out, reporting to Head etc; include some form of 

self-assessment – e.g. chart to grade own behaviour during a session – to encourage responsibility; include a timetable for review; 

should be applied consistently – all members of staff, supply teachers and parents aware. In implementing the plan adults should 

avoid giving children attention only when negative behaviour occurs. Rewards can be included but with care, we want children to 

feel confident and proud of themselves when they meet our expectations independently. We want children to clearly understand that 

positive behaviour is the expectation – the reward is not having to follow a programme. Referral for advice to Educational 

Psychologist or outside agencies will be considered if behaviour persists after several reviews of individual programme. 

 

3. Extreme behaviour: whether an isolated or repeated incident (violence, temper-tantrum, swearing) will be dealt with promptly and 

calmly. An adult should remain with the class, with the teacher sending for assistance if required. The child should be escorted out of 

the room, or if this is not possible without physical intervention (see Physical Intervention Policy), the other children should be asked 

to line up quietly and taken to the hall, staff room or other area of the school. He/she should not be left unsupervised or sent out of 

the room alone or with another child. The adult dealing with the incident should listen to the child, encouraging him/her to describe 

the incident and give him/her chance to explain how he feels. If the child is on an individual plan and the behaviour is within its 

scope, the relevant consequences should be applied. Otherwise the Head will decide whether parents should be informed and what 

next action should be taken. 

 

Rewards and Sanctions 

 

1. Our emphasis is on rewards to reinforce good behaviour, rather than on failures. We believe that rewards such as merit points, red 

stars and gold stars, rewarded in assembly, have a motivational role, helping children to see that good behaviour is valued. The 

commonest reward is praise, informal and formal, public and private, to individuals and groups. It is earned by the maintenance of 

good standards as well as by particularly noteworthy achievements. This is as true for adults as for children. Rates of praise for 

behaviour should be as high as for work. Positive behaviour is encouraged  through the ‘Positive Box’ system. All staff and pupils 

nominate individual children who have shown an example of positive behaviour which are read out in Assembly and then put in the 
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Positive Box. At the end of term, one nomination is picked out of the box, with the nominee receiving a voucher for £15 linked to 

their personal interests.  

 

2. Although rewards are central to the encouragement of good behaviour, realistically there is a need for sanctions to register the 

disapproval of unacceptable behaviour and to protect the security and stability of the school community. In an environment where 

respect is central, loss of respect, or disapproval, is a powerful punishment. 

 

3. The use of punishment should be characterised by certain features: It must be clear why the sanction is being applied. It must be 

made clear what changes in behaviour are required to avoid future punishment. Group punishments should be avoided as they breed 

resentment. There should be a clear distinction between minor and major offences. It should be the behaviour rather than the person 

that is punished. 

 

4. Sanctions range from expressions of disapproval (being told off), through withdrawal of privileges (time outs, losing part of 

playtime), to referral to the Head, letters to parents and, ultimately and in the last resort, exclusion. Most instances of poor behaviour 

are relatively minor and can be adequately dealt with through minor sanctions. It is important that the sanction is not out of 

proportion to the offence. Children should not be left unsupervised at any time. 

 

5. Where anti-social, disruptive or aggressive behaviour is frequent sanctions alone are ineffective. In such cases careful evaluation 

of the curriculum on offer, classroom organisation and management, and whole school procedures should take place to eliminate 

these as contributory factors. Additional specialist help and advice from an Educational Psychologist or Child Guidance Service may 

be necessary. This possibility should be discussed with the Head. 

 

6. Exclusion, A serious offence, for example involving violence, could by itself justify a pupil’s exclusion. Otherwise exclusion 

would be applicable only when alternative strategies have been tried and have failed e.g. at least two individual plans reviewed over 

half a term. Exclusions may be fixed (suspension) or permanent (expulsion) or may be for the duration of lunchtime break. Only the 

Head has the power to exclude a pupil from school. This power may not be delegated. The Head may exclude a pupil permanently. In 

all cases the Head will promptly inform the pupil’s parents of the period of the exclusion, or that the exclusion is permanent, and give 

the reasons for the exclusion. 

 

Communication and parental partnership 

 

1. We give high priority to clear communication within the school and to a positive partnership with parents since we believe that 

these are crucial in promoting and maintaining high standards of behaviour. 

 

2. Where the behaviour of a child is giving cause for concern it is important that all those working with the child are aware of those 

concerns and of the steps which are being taken in response. The key professional in this process of communication is the class 

teacher who has the initial responsibility for the child's welfare. Early warning of concerns should be communicated to the Head so 

that strategies can be discussed and agreed before more formal steps are required. 

 

3. A positive partnership with parents is crucial to building trust and developing a common approach to behaviour expectations and 

strategies for dealing with problems. Parental participation in many aspects of school life is encouraged. This participation assists the 

development of positive relationships in which parents are more likely to be responsive if the school requires their support in dealing 

with difficult issues of unacceptable behaviour. 

 

4. The school will communicate policy and expectations to parents. Where behaviour is causing concern parents will be informed at 

an early stage, and given an opportunity to discuss the situation. Parental support will be sought in devising a plan of action within 

this policy, and further disciplinary action will be discussed with the parents. 

 

Bullying 

This policy has regard to the document Safe to Learn – Embedding Anti-Bullying Work in Schools 

 

1. Statement of Intent: Our school believes that children flourish best when their personal, social and emotional needs are met 

and where there are clear and developmentally appropriate expectations of behaviour. 

 

2. Aim: We aim to teach children to behave in socially acceptable ways and to understand the needs and rights of others. The 

principles guiding the management of behaviour exist within the programme for supporting personal, social and emotional 

development 

 

3. Prevention. We believe that bullying can best be prevented by the promotion of a positive school ethos and the measures 

described in this policy for promoting positive behaviour generally. Isolated incidents of verbal, physical or psychological 

abuse are not always bullying and it is important that children learn how to use the word “bullying” appropriately. 

 

4. Description. Bullying is when such behaviours become directed towards one or more particular individuals and may be 

carried out consciously or deliberately and persistently. The bully may gain power over the victim by his behaviour which 

makes it more likely that he will be able to repeat the behaviour, thus increasing his sense of power and the victim’s sense 

of helplessness. Bullying may involve: hitting, kicking, spitting and other physical approaches; name-calling, racist 

comments or jokes, threatening remarks, provocative behaviour; taking or hiding people’s possessions; spreading stories 

about someone or ignoring them. Bullying can include use of technology. Bullying might occur because the bully: thinks it 

is just a bit of fun; may not have been taught that it is wrong to bully others; is unhappy at school or elsewhere; has been 

encouraged to bully by their friends; has been bullied in the past; displays prejudice. By including in our general planning 
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for teaching across the curriculum opportunities for children to increase their self-esteem, we reduce the likelihood that 

they will become victims of bullying. We need to be aware of children who are likely to be vulnerable to being bullied or 

becoming bullies. Both bully and victim need to be helped to learn new behaviours. Victims may be new to the class or the 

school, of different appearance, speech or background to other children, demonstrate entertaining reactions when bullied 

e.g. tantrums or loss of control, be more nervous or anxious than others. 

 

5. Responses. Normally the class teacher will deal with incidents, referring the matter to the Head if unable to resolve or if 

incidents occur. Serious incidents of violence towards another should be reported immediately to the Head. Staff should: 

remain calm and in charge, avoid reacting emotionally; take the incident or report seriously; reassure the victim but avoid 

being over-protective; take action as quickly as possible; talk to the alleged bully and the victim separately and not 

publicly; establish the facts – don’t let a bully’s reputation result in pre-judgments; make it plain to the bully that you 

disapprove of the behaviour, not the person – point out their strengths and explain how their behaviour detracts from these; 

encourage them to talk to one another for the bully to see the victims point of view; decide on the next step – an individual 

plan for the bully, an apology, an agreement that the bully should give up some playtimes to compensate – to avoid a 

punitive response that may give a mixed message – imposing a harsh punishment may legitimise bullying of children by 

adults. The bully should understand why any particular action or sanction is applied and that the objective is to behave 

differently in future; talk to the victim about what may have encouraged the bully to pick on him and talk about what they 

might do for themselves to avoid it happening again, rehearsing and role-playing an assertive response if appropriate; 

record incidents, including the circumstances giving rise to it, what happened and the consequences. This may help identify 

patterns of behaviour. Give the report to the Head; inform other colleagues – all staff are responsible for being vigilant and 

trying to prevent further incidents; inform parents and offer a constructive course of action, including individual plans or 

referrals; listen to parents’ concerns. Dealing with bullying will often give rise to complex issues that extend beyond the 

school. It should always be handled sensitively but firmly. All reports will be taken seriously and children are encouraged 

to tell. It is particularly important to encourage pupils and parents to report bullying early on. The culture of “not telling 

tales” needs to be discouraged. Bullying is covered as part of PSHE and also the subject of assemblies, projects, topics, 

Student Council etc. All pupils need to be aware of the roles they can take in preventing bullying, including the role of 

bystanders. We recognise that bullying can cause severe psychological damage.  

 

 

 

Training: We are committed to providing adequate training and information in respect of behaviour management, including physical 

intervention. 

ANNEX: Code of conduct 

 

1. We always try our best. 

2. Everyone tries to tell the truth. 

3. We try to be kind to each other. 

4. We don’t like bullies and we try not to be bullies. 

5. We try to speak politely and quietly to everyone without interrupting and to always listen carefully. 

6. We do our best to look after other people’s property and never take things that don’t belong to us. 

7. We know it’s important to be in the right place at the right time. 

8. We try to remember to walk around the school in an orderly way. 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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1.5 PASTORAL POLICY 

 

Pastoral care arrangements:  

Pastoral Care Policy 

 

 At Holme Court School we have a responsibility for the care, welfare, safety and therefore the learning environment of all our 

pupils.  The school’s ethos provides the basis for this policy.  The promotion of our agreed values and beliefs means a pupil centred 

approach. 

 

Definition 

 

Teachers, non-teaching staff, professional staff and other adults are all part of a team.  This team wants to ensure pupils are happy, 

secure and included in whatever activity, whether social, spiritual, mental, emotional or physical.  We have a caring commitment to 

guide and advise our pupils, equipping them with the skills needed to face the outside world.  Teachers and non-teaching staff are 

encouraged to approach the care of our children in a positive way. 

 

Aims 

 

Through our pastoral care policy we aim 

 

 1.  To create and maintain an atmosphere where pupils feel they are well known, full included, safe, valued, respected and happy. 

 

2.  To promote the aims of our school. 

 

3.  To implement our code and practice for behaviour which considers the views of all staff. 

 

4.  To maintain the highest standards of teaching and learning. 

 

5.  To respond in a sympathetic way to the concerns, fears and worries of our pupils. 

 

6.  To build an atmosphere of trust. 

 

7.  To make children aware of potential dangers through the teaching of Health Education and other subjects  e.g.  road and water 

safety  -  care in the sun. 

 

  

Specific Issues 

 

1. Ethos 

 

The ethos of the school will be reflected in the moral, intellectual, personal and social development of our pupils.  It does not come 

about by chance.  It is achieved by the headmistress and staff promoting and facilitating an atmosphere of care and respect within the 

formal and informal life of the school community. 

 

 2.   Relationships 

 

A good relationship between pupils and staff is paramount to generating a positive climate within the school community where every 

individual feels valued and cared for at all times.  Good relationships will be nurtured between: 

 

  

·        Staff and pupils 

 

·        Pupils and their peers 

 

·        Members of staff 

 

·        Senior leadership team and staff 

 

·        School and surrounding community 

 

 Children will also be encouraged to develop and value a respect for themselves. 

 

 3.   Values 

http://holmecourt.com/
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 The teacher should share his/her values and beliefs with the children and not only his/her knowledge.  Life skills are central to the 

ethos of the school. 

 

 4.   Self Esteem 

 

 We believe that self-esteem and respect are central to the development of the whole child and promotes learning. 

 

 5.   Personal Safety 

 

 We will encourage children to be responsible for their own personal safety and help them to acquire skills to be able to do this so 

that they will be able to make the correct decisions and know where to get help if or when they are confronted with danger.  The 

whole school community will be aware of the designated staff members who will be responsible for dealing with cases of child 

protection issues which come to light.   They will also be aware of the member of staff responsible for first aid and what the 

procedures are for dealing with children who need first aid.  Children will be able to speak to their class teacher if they need help or 

are concerned.  

 

Implementation 

 

1. Roles and Responsibilities 

 

The Directors will have overall responsibility for the implementation of the curriculum including monitoring the safety of each child 

in the school.  The whole school team will ensure that pastoral care is given a high profile in the school development plan.  The 

P.S.H.E. co-ordinator will monitor and evaluate the implementation of the pastoral care policy.  He/she will work with all staff and 

ensure teaching resources are kept up to date and that staff are properly trained.  He/she will make sure that the non teaching staff are 

familiar with the pastoral care policy and give help when needed.  Each member of staff will work to build up pupils self esteem and 

encourage them to be assertive and to resist negative peer pressure.  They will help them to celebrate success and develop the ability 

to make moral decisions and to know the difference between right and wrong. 

 

 2.   Monitoring and Evaluation 

 

 Parents are always welcome and are encouraged to contact their child’s teacher or the Head Teacher if they have any concerns and 

worries.  To do this they will have to use the appropriate interviews procedure.  Urgent concerns will be given immediate attention.  

We will encourage parents to share concerns about home circumstances or medical matters which may affect their child’s work or 

behaviour in school.  Any information disclosed will be treated as confidential.  Staff will meet regularly to discuss and review the 

pastoral care policy.  The opinions of parents and children will be valued and where appropriate action will be taken. 

 

 

3.   Training 

 

Training of both teaching and non-teaching staff will be led by Anita Laws. 

 

  

4.   Resources 

 

Resources required to maintain and update the pastoral care policy will be updated as necessary. 

Counselling can be accessed at Holme Court School.  

 

  

 

5.   Range of Pastoral Activities 

 

No child may remain in the classrooms, central resource areas, cloakroom/toilet areas or other areas of the building during playtimes 

or lunch times without adult supervision.  Children may not enter the building at break times or lunch times without the permission of 

the teachers or Learning Support Assistants. 

 

  

Conclusion 

 

 The evaluation of the school’s system of pastoral care is effective when the school policy and planning for pastoral care are fully 

implemented and reflected in the quality of provision within and beyond the classroom and the effectiveness of the support 

arrangements for individual pupils. 

 

 At all levels of the caring process all staff and pupils need to feel valued, safe and secure. 

 

Our Pastoral Care Policy is also supported by our Behavioural Policy. 

 

 

Approved by The Senior Leadership Team 
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Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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1.6 SCHOOL SELF-EVALUATION POLICY 

 

RATIONALE and AIMS 

The school aims to achieve the highest standards of provision and attainment. School Self-Evaluation is concerned with providing an 

accurate appraisal of the quality and standards of the school and diagnosing what needs to be done in order to improve them. It 

requires a process of systematic monitoring, evaluation and review. It emphasises success and identifies future development needs. 

 

1. The key area of the school’s activity to be subject to School Self-Evaluation is that of teaching and learning. However, a school 

which is striving to bring about continuous improvement will want to evaluate all areas of activity on which it may be judged by 

others, i.e. standards achieved by pupils, quality of education, the school’s climate and management and efficiency, in order to 

identify where improvement is needed. 

2. School Self-Evaluation complements the external inspection process. It informs whole school improvement planning, staff 

development policy and planning and monitors the progress of actions planned. It is a continuous, cyclical process of monitoring, 

evaluation and review. 

3. Monitoring involves information gathering. Information is gathered from more than one source or by different means, all focusing 

on the same criteria, e.g. data, lesson observations, peer observations and pupil surveys. This helps to identify strengths and areas 

for development more accurately. Evaluation involves reflecting on and analysing the information gathered. Review involves 

action planning, setting performance indicators and targets. 

4. The initial point of entry will be determined by progress to date on the School Development Plan priorities. Each area of 

development will be subject to its own monitoring, evaluation and review cycle. Planning will try to ensure a synchrony of cycles 

so that, for example, only one series of classroom observations are taking place during the same period. The outcome of each 

review will inform the next stage of planning for development or improvement for that area of activity including planning for staff 

development. Collectively these reviews will inform the next whole school development or improvement plan. 

5. All teaching staff have a professional obligation to participate in school Self-Evaluation. Responsibilities for monitoring particular 

areas are set out in the School Development Plan. Evaluation of information gathered during monitoring will be a collaborative 

exercise between senior management, groups e.g. Key Stages or between all teaching staff. Non-teaching staff, parents and 

Directors will also be involved in information gathering and consulted during the evaluation process as appropriate. The Head will 

maintain an overview of all monitoring activity. The criteria for forming judgements about the information gathered will be those 

found in the current OFSTED Framework for Inspection.  

6. Where classroom observation is used as a means for gathering information we use the following protocol: Observations will have a 

clear purpose and a focus agreed between observers and observed, related to school improvement. Observations will be planned.  

National Teacher Standards are used. Observers will give immediate general feedback to those being observed and make an 

appointment for discussion when written notes can be shared. If any actions or targets are agreed as a result of the observation, a 

reasonable timescale for these to be completed will be agreed. When feedback dialogue results in disagreement between observer 

and observed, all comments will be recorded in writing. Records of observations will be kept in the office. Access to records will 

be restricted to the observer, the observed and the Head although summary information from a series of observations may be made 

available to a wider audience to inform school improvement. 

ANNEX: Reports 

None 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

 

 

http://holmecourt.com/
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1.7 COMPLAINTS PROCEDURE 

 

 

Complaints Procedure 

Curriculum related matters 

In accordance with the requirements of the Education Reform Act 1988 provision is made for the consideration of complaints with 

respect to the curriculum and other related matters. Anyone wishing to make a complaint should contact the Head teacher for advice. 

A full copy of the Curriculum complaints procedure is available on request. 

Other complaints: parents 

Most complaints are best dealt with informally. If you have any concerns about the school or the education provided, please discuss 

the matter with your child's teacher at the earliest opportunity. This does not apply to issues concerning the curriculum, collective 

worship, admissions, exclusion appeals and decisions about your child's special educational needs. These are the subject of separate 

complaints procedures. Please contact the school for copies of these procedures. 

Stage 1 - informal 

If you feel that a concern has not been addressed through discussion with the class teacher, or that the concern is of a sufficiently 

serious nature, please make an appointment to discuss it with the head teacher. The head teacher considers any such complaint very 

seriously and most complaints can be resolved at this stage. 

Stage 2 - formal 

If the matter cannot be resolved, or your complaint is about the head teacher then it may be appropriate for you to write to the 

Managing Director to make a formal complaint. (Verbal complaints will be taken just as seriously.) Please state the nature of the 

complaint, the steps taken to resolve it and the action you would like to see taken to remedy your concerns. 

The Managing Director will review the way in which the school has handled the complaint and ensure that the issues have been dealt 

with properly and fairly. He/She will normally write to you with the outcome of this process within 15 working days of receiving the 

complaint. 

Stage 3 - formal 

If you are not satisfied with the result, you may ask to refer your complaint to stage 3 of the procedure. At this stage, a panel of 3 

Directors will meet to consider the complaint and make a final decision about it on behalf of the Directors. The panel will consist of 

Directors who have no detailed prior knowledge of the complaint, or connection with the complainant. The meeting will normally 

take place within 15 working days of your request.  

You will have the opportunity to submit written evidence of the complaint prior to the meeting of the panel and also to attend part of 

the meeting, accompanied by a friend/ partner if wished, to put your case. The head teacher will be given the same opportunities. The 

panel will write to you with its conclusion within 10 working days of the meeting. 

.  

This panel will be convened within two term weeks of this request.  

The panel will include one person who is independent of the management and running of the school.  

Parents may attend and be accompanied at the panel hearing.  

The panel will make findings and recommendations and will be made available to complainant, proprietor, headteacher and 

where relevant the person complained about. 

The panel provides for written record to be kept of all complaints and how they are resolved.  

The panel provides that all individual complaints are to be kept confidential. 

 

Other complaints: Pupils  

See pupils’ complaints procedure in Annex. 

 

ANNEX: Number of Complaints in Previous Year 

 

None made 

ANNEX: Pupils’ complaints procedure 

http://holmecourt.com/
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Pupils’ Complaints Procedures 

It is sometimes difficult for people to know you are worried or unhappy about something unless you tell them. 

Talking to someone can often sort your problem out and stop a small worry becoming a big one. 

 BUT if you do not think you can talk to anyone close to you, or talking to someone has not helped and your problem is 

getting bigger, then this is what to do. 

Contact the complaints officer Mrs Ingram on 01223 778030 

Stage One – Local Resolution 

The Complaints Officer will arrange for someone to talk to you (normally a teacher of your choice) in private who will try to 

sort the problem out. You can either talk to the person on your own or with a friend.  If your worry is very serious then you 

may choose to talk to the Head Teacher. Most complaints are sorted out at this stage. 

You can also contact Children’s Rights on 01978 311869 or we can arrange for someone from Children’s Rights to visit you. 

These are special people, who do not work for Social Services, who may be able to help you. 

What next? 

If after you have tried to sort the problem out and you are still unhappy, then: 

Stage Two – Formal Investigation 

You can talk to or write to the Managing Director, stating your complaint formally. Mrs Ingram can give you all the contact 

details that you need. 

Tell him what the problem is, what has been done to sort it out and what you would like to see happen to resolve the issue for 

you. 

The Managing Director will then look at how the school has handled the issue so far and will make sure that everything is 

looked at properly and fairly. 

The Managing Director will write to you about what issue that you have raised within 15 working days of hearing your 

concern. 

If after this you are still unhappy and feel your problem has not been sorted out, then: 

Stage Three – Review Panel 

This is where a group of people, called the Review Panel, meet and talk to you and other people who are trying to sort your 

problem out. The Review Panel is made up of Directors who know nothing of the complaint and are not directly connected 

with you. 

You will have the chance to offer more information before the panel meet. You will be able to go to the meeting with a friend. 

The head teacher will be given the same treatment. After talking to everybody and listening very carefully to what is being 

said, the Panel makes a decision about the best way to sort your complaint out. They will write to you within 10 working days 

of hearing of your concerns. 

 

 

 

 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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1.8 ENVIRONMENTAL POLICY 

Holme Court School has three key environmental aims: 

• to minimise the use of non-renewable and environmentally-damaging resources 

• to maximise recycling 

• to increase awareness of environmental issue amongst students and staff 

To achieve these aims: 

Paper: 

• Staff are asked to keep their written documents to one or two sides of A4 wherever possible. 

• Staff are asked to use double-sided photocopying wherever possible. 

• Staff and students are asked to use the paper bins to recycle all paper and cardboard. 

• Staff and students are asked not to print documents or websites unless it is absolutely necessary. 

• Staff, students and parents are asked to use e-mail wherever possible avoiding copying paper, to colleagues, students or 

parents. 

• Parents are asked to use e-mail to contact school wherever possible. 

Computers: 

Staff and students are asked to ensure that all computers, screens, printers and videos are turned off after their last use of the day.  

Stamps, bras, plastic bottle tops, clothing and toys, shoes. 

Stamps are sent to a local hospice, bras are sent to Africa, bottle tops go to raise money for wheelchairs for wheelchair users, clothing 

and toys are sent to Romania, shoes are sent to a school in Kenya.   

Lighting: 

Staff and students are asked to turn off lights whenever they are not being used. 

Compost 

Staff and students are asked to place biodegradable waste in the appropriate bins for recycling.  

Litter 

Staff and students are encouraged to pick up any litter found on site. 

Environmental awareness: 

Environmental awareness will be included in  assemblies and Personal, Social and Health Education (PSHE). 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

 

 

 

 

 

 

 

http://holmecourt.com/
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2.1 HEALTH AND SAFETY POLICY 

 

1) RATIONALE: To promote a healthy and safe environment for all users of the school with regard to Health and Safety: 

Responsibility Powers 

i) INTRODUCTION  

It has often been said that it is better to be safe than sorry, and whilst this is easy to say, the reality of it requires: structures and 

responsibilities, for ensuring the implementation and maintenance of health and safety standards; every individual to take personal 

responsibility for their own and their colleagues’ safety and health, being aware of potential hazards and acting to ensure they are 

eliminated, managed or avoided; policies and guidance that explain what should and should not be done; observance of procedures 

established to ensure we work in an safe environment. All incidents should be avoidable given forethought, and taking the 

appropriate actions or following the correct procedures.  

The Health and Safety Policy gives all the essential guidance you need. Many of the actions recommended are required by law and 

must be observed, but in any case, they are mostly common sense. It is expected that those given duties to implement the Policy will 

discharge them diligently, and by their own actions and with their encouragement, the school will continue to be a safe and healthy 

place in which to work. Study the Policy now – it is too late once an accident or ill health as occurred.ii) ORGANISATION  

The Directors of ISP are responsible for the management of health and safety matters within Holme Court School. 

The Head teacher has been appointed to take a special interest in the promotion of health and safety matters, to provide a first level of 

advice and to act on behalf of the Managing Director in respect of these matters.  

All staff and students are responsible for ensuring that they work in a manner which is safe to themselves and to others, and to 

comply with the relevant requirements of the Health and Safety Policy. 

iii) GENERAL HEALTH AND SAFETY INFORMATION  

All staff and students are urged to read the relevant parts of the Health and Safety Policy. 

2) FIRE 

This policy is in compliance to the Regulatory Reform (Fire & Safety) order 2005 

i) ON DISCOVERING A FIRE  

1. Operate the nearest fire alarm  

2. Leave the building by the nearest exit, and   

3. The school assembles in the field on the left hand side.  

4. Ensure that the Administrator and Head have been informed, if you have not already done this. They will call the Fire 

Brigade. 

 

ii) FIRE PRECAUTIONS  

All staff and students must familiarise themselves with the location of fire doors and fire exits, so that they know as many as possible 

of the means of escape from the building. All staff and students should know the location of their nearest fire extinguishers and fire 

alarm call points and instructions for their use. Emergency exit routes must remain tidy and free from obstacles. Staff and students 

must not leave or store flammable materials on emergency exit routes or blocking immediate access to fire alarms, fire equipment or 

electrical switchgear.  

The fire alarm is a siren and is tested regularly. Termly fire evacuation drills will be carried out and also recorded in the fire logbook. 

Fire fighting equipment will be inspected annually and checks recorded on the equipment  

iii) FIRE PREVENTION  

http://holmecourt.com/
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The value of the nightly routine of  switching off all unnecessary electrical equipment and closing all doors to rooms and staircase 

enclosures, cannot be overstressed. Smoking is not permitted on school premises. Fire risk assessment will be carried out annually. 

 

3) ACCIDENTS and INJURIES 

i) ACCIDENTS 

All accidents, fires, “near misses”, and instances of known or suspected occupational ill health, must be recorded in the Accident and 

Incident Report Book, located in the administrator’s Office.  

All accidents / incidents, except those of a minor nature will be investigated by the appropriate school personnel and any necessary 

remedial measures, including revised work procedures, training, etc, will be implemented as appropriate. Accidents as a result of a 

defect in the fabric or structure of the building should be reported to the Administrative Office for action. Accidents/ incidents will be 

reviewed at the meetings of the Directors. 

Accidents / incidents of a serious nature must be notified immediately to the Headteacher and will be subject to a more formal 

investigation by the Directors . Certain types of injuries, diseases and dangerous occurrences must be reported to the HSE. These 

include: any injury resulting in absence of work for more than three (3) days; any injury requiring admittance to hospital for more 

than twenty-four (24) hours; road traffic accidents related to a work activity. 

Parents will be notified immediately of any serious accident involving their child. Where a child has had a bump on the head a 'bump 

note' will accompany the child home to alert their parents. In these cases the teacher responsible for the child will also accompany the 

child to their parent/carer at the end of school if possible and explain the incident, otherwise a phone call will be made.  

ii) FIRST AID  

The First Aid Boxes are located in the Medical Room and in the hall. The School Administrator is responsible for maintaining the 

contents of the First Aid Boxes. Qualified First Aiders are the Administrator and Head teacher.  In the event of any emergency 

requiring an ambulance, call 999 and state the precise location and nature of the emergency. 

iii) ADMINISTERING MEDICINES 

Should any child require medication during the school day, teaching staff have agreed to administer this. A Medication Record is 

kept in the 1st Aid Room. Administering medication is always witnessed by another member of staff. All staff will be made aware of 

any child who has asthma, diabetes or could suffer from anaphalactic shock and the appropriate emergency procedures to be taken. 

4) EQUIPMENT and ARRANGEMENTS 

Introduction of new, secondhand and donated machinery and equipment 

 No secondhand or donated machinery or equipment will be used on the school premises until it has been tested for electrical safety 

in accordance with DCC procedures. 

Electrical Equipment 

 All electrical equipment in school including audio-visual, computer and copying machines will be checked by a qualified electrician. 

Fixed installations will be checked every five (5) years and temporary installations every three (3) months. 

Gas System  

The Gas system will be tested annually. 

Heating  

Recommended room temperatures are 18C for classrooms and 15C in Halls. There must be adequate ventilation and thermometers 

will be kept to monitor the temperature. Windows should open safely and have shading provided where necessary. 

Contractors on Site  

The presence of workers other than those employed in school may create potentially hazardous situations. Contractors should discuss 

with the school the potential hazards that might be caused by the work e.g. materials, machinery noise, dust and traffic. It is the 

responsibility of the school to check the safety record of the contractor. On completion of the contract a full inspection should be 

done by the school inspector. 

Security arrangements 
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 All visitors to school must sign the visitors book on arrival and departure. The visitors book is located in the Entrance Hall. In order 

to prevent unauthorised access to the premises, the gate into the playground  must be kept locked during the school day. 

Controlling risks in curriculum areas  

It is the responsibility of the teacher to ensure that pupils are aware of any potential hazards and to check that all reasonable 

precautions are taken. Scissors, knives, and tools should be stored safely and children should be instructed in the correct usage of 

these. Children using craft knives, drills etc. should never be left unsupervised. 

IT equipment must not be allowed to overheat the area of the room in which it is contained. (18C). 

All physical education equipment must be regularly checked for defects. It is the responsibility of the teacher to ensure that apparatus 

have been correctly erected before children begin to use it. Apparatus must be sited and spaced so that collisions are unlikely to 

occur. The number of children using any one piece of apparatus should be limited to reduce the likelihood of accidents. Children 

should work quietly when using apparatus so that the teacher may be heard easily. Children who are stuck or unsure of their ability 

on certain apparatus must not seek help from other group members, but ask one of them to fetch the teacher. Each lesson should 

begin with warm-up activities and the need for these should be explained to the children e.g. to prevent straining of muscles. 

Children should change into appropriate clothing for P.E. lessons/CoSMo sessions. Whenever possible where high apparatus is 

involved children should have bare arms and legs. For indoor work bare feet are preferable. Long hair should be tied back, and any 

jewelry removed.  

In the event of an accident all children must come down from the apparatus and sit on the floor. One child must be sent to the 

administrator/qualified first-aider for help while the teacher stays with the class and keeps the children calm and away from the 

injured child. 

5) RISK ASSESSMENT 

The majority of the activities carried out by the school are routine and generally low risk in nature and do not require to be formally 

risk assessed. However, for any activity involving a significant risk, a written risk assessment must be carried out.  

Risk assessments must be brought to the attention of all relevant staff and students involved in the activity, and a copy sent to the 

Administrative Office. Risk assessments must be regularly reviewed (i.e., annually) to ensure the information contained within them 

remains valid. Staff are trained to be competent in writing a risk assessment. 

Control of Hazardous substances (COSHH assessments):  COSHH assessment will be made for all substances used on the school 

premises. Safety data sheets must be obtained for all products designated as hazardous following COSHH assessment. Copies of the 

safety data sheets will be kept in the caretaker's storeroom and in the school risk assessment file in the office. It is the responsibility 

of staff wishing to introduce a new substance into school to ensure that a COSHH assessment is carried out before the product is 

used. The COSHH assessment will be reviewed annually.  

 

6) REVIEW 

i) MONITORING OF THE SCHOOL HEALTH AND SAFETY POLICY  

A self-inspection (safety audit) of the School will take place every year to monitor the effectiveness of the health and safety policy. 

The inspection will be made by the Managing Director.  

ii) HEALTH AND SAFETY QUERIES OR ISSUES  

All staff and students encountering any kind of health and safety hazard in this School should report these promptly to the 

Administrator or, in his or her absence, to any senior member of staff.  

Communication of Health and Safety information is a two-way process. The Managing Director is responsible for circulating all 

relevant Health and Safety bulletins/updates to staff who need them. The Health and Safety Policy will be circulated to all staff 

annually and to new staff on appointment. Staff who identify a Health and Safety issue or hazard are responsible for bringing it to the 

attention of the Administrator. A book for such hazards is located in the office. 

iii) HEALTH AND SAFETY CONSULTATION  

Health and safety will be a standing item on the agenda of the meetings of the ISP Management Committee. Any member of the 

School who wishes to raise a health and safety item at this Committee, should inform the Administrator as soon as possible.  

In order to achieve our aim we recognise the need for consultation and communication with all staff on Health and Safety issues. We 

also recognise the need to seek expert advice, where necessary, in order to determine risks to Health and Safety. We are committed to 
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providing adequate training and information in respect of Health and Safety risks to all staff, and require support from everyone to 

enable the objectives of this policy to be fulfilled. 

 

ANNEX: Risk Assessments 

 

See attached sheets 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.2 CHILD PROTECTION AND SAFEGUARDING POLICY AND PROCEDURES 

INTRODUCTION 

Holme Court School fully recognises the responsibility it has under section 175 (Section 157 for Independent Schools and 

Academies) of the Education Act 2002 to have arrangements in place to safeguard and promote the welfare of children. 

This responsibility is more fully explained in the statutory guidance for schools and colleges “Keeping Children Safe in Education” 

(September 2016).  All staff must be made aware of their duties and responsibilities under part one of this document (set out below). 

Staff should read the above document together with Annex A of Keeping Children Safe in Education and “What to do if you’re 

worried a child is being abused: Advice for practitioners” (March 2015). 

Through their day-to-day contact with pupils and direct work with families all staff in school have a responsibility to: 

• Identify concerns early to prevent them from escalating 

• Provide a safe environment in which children can learn 

• Identify children who may benefit from early help 

• Know what to do if a child tells them he/she is being abused or neglected 

• Follow the referral process if they have a concern 

(See Keeping Children Safe in Education, 2016, p6) 

This policy sets out how the school’s governing body discharges its statutory responsibilities relating to safeguarding and promoting 

the welfare of children who are pupils at the school. Our policy applies to all staff, paid and unpaid, working in the school including 

governors. Teaching assistants, mid-day supervisors, office staff as well as teachers can be the first point of disclosure for a child.  

Concerned parents/carers may also contact the school and its governors. 

It is consistent with the Local Safeguarding Children Board (LSCB) procedures. 

This policy specifically relates to children under the age of 18 years. 

There are four main elements to our policy: 

PREVENTION through the teaching and pastoral support offered to pupils and the creation and maintenance of a whole school 

protective ethos 

PROCEDURES for identifying and reporting cases, or suspected cases, of abuse.  The definitions of the four categories of abuse are 

attached (see Appendix A)  

SUPPORTING VULNERABLE CHILDREN those who may have been abused or witnessed violence towards others. 

PREVENTING UNSUITABLE PEOPLE WORKING WITH CHILDREN 

1.0 PREVENTION 

1.1 We recognise that high self-esteem, confidence, supportive friends and good lines of communication with a 

trusted adult help to protect children.  

 

1.2 The school will therefore: 

1.2.1 establish and maintain an environment where children feel safe in both the real and the virtual world 

and are encouraged to talk and are listened to 

1.2.2 ensure children know that there are adults in the school whom they can approach if they are 

worried or in difficulty and their concerns will be taken seriously and acted upon as appropriate 

1.2.3 include in the curriculum activities and opportunities which equip children with the skills they 

need to stay safer from abuse both in the real and the virtual world and information about who to 

turn to for help 

http://holmecourt.com/
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1.2.4 Include in the curriculum material which will help children develop realistic attitudes to the 

responsibilities of adult life, particularly with regard to child care and parenting skills. Holme 

Court School uses the Cambridgeshire PSHE framework materials.  

2.0 PROCEDURES 

2.1 We will follow the procedures set out in the Cambridgeshire Local Safeguarding Children Board “Inter-Agency 

Procedures”.  A copy of these procedures can be found on the LSCB website: 

http://cambridgeshirescb.proceduresonline.com/chapters/contents.html 

2.2 The Designated Safeguarding Lead for Child Protection is: Anita Laws 

2.3 The following members of staff have also received the Designated Person training: Gill Ingram and Liz Blackburn 

2.4 The nominated director for Safeguarding and Child Protection is: Nick Rees 

▪ Governing bodies, proprietors and management committees should appoint a senior member of staff, 

from the leadership team, to the role of Designated Safeguarding Lead (DSL). The DSL should take 

lead responsibility for safeguarding and child protection. 

▪ The DSL should have the appropriate status and authority within the school to carry out the duties of 

the post.  They should be given the time, funding, training, resources and support to provide advice and 

support to other staff on child welfare and child protection matters. (See Keeping Children Safe in 

Education, Annex B)  

▪ The activities of the DSL can be delegated to appropriately-trained deputies (Designated Personnel, 

DP). 

▪ The lead responsibility for child protection remains with the DSL and cannot be delegated. 

▪ The DSL and DPs should undergo the two day training provided by the Education Child Protection 

Service  

▪ This training should be updated every two years. 

▪ In addition to the formal training set out above the DSL and DPs should refresh their knowledge and 

skills e.g. via bulletins, meetings or further reading at least annually. 

▪ Governing bodies should also ensure that every member of staff, paid and unpaid, and the governing 

body knows who the Designated Personnel are and the procedures for passing on concerns from the 

point of induction.  

▪ Keeping Children Safe in Education states “During term time the designated safeguarding lead (Or a 

deputy) should always be available (during school or college hours) for staff to discuss any 

safeguarding concerns.  Whilst generally speaking the designated safeguarding lead (or deputy) would 

be expected to be available in person, it is a matter for individual schools and colleges to define what 

“available” means”. 

• At Holme Court School, as we have a DSL and 2 DPs, one of these people can always be contacted. If all 3 are in meetings 

all day, one will have her phone switched on so that she can be contacted. All phone numbers are displayed in staff room.  

• If in the unlikely event that staff are unable to make contact with the DSL or DPs, the contact number of the Cambridgshire 

MASH is located on Child Protection notice board in the staff room. If any member of staff has concerns about the 

immediate welfare of a pupil- advice can be obtained on this number. 

▪ Governing bodies should ensure that DSLs and DPs take advice from a child protection specialist when 

managing complex cases. The Designated Personnel have access to professional consultations with 

staff working in the Multi-agency Safeguarding Hub (MASH).  The Emergency Duty Team (out of 

hours) is also available. Contact numbers are found in Appendix B. 

o  Governing bodies should consider having a nominated governor for safeguarding 

and child protection who has undertaken appropriate training 

2.4.12 Governing bodies should ensure every member of staff and every governor knows: 

• the name of the designated person/s and their role 

http://cambridgeshirescb.proceduresonline.com/chapters/contents.html
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• how to identify the signs of abuse and neglect 

• how to pass on and record concerns about a pupil 

• that they have an individual responsibility to be alert to the signs and indicators of abuse and for referring child 

protection concerns to the DSL/DP 

• that they have a responsibility to provide a safe environment in which children can learn 

• where to find the Inter – Agency Procedures on the LSCB website 

2.4.13 Governing bodies should ensure that all staff members undergo safeguarding and child protection training at induction.  

The training should be regularly updated. 

           In addition all staff members should receive regular safeguarding and child protection updates as required but at least 

annually 

2.4.14 Governing bodies should ensure that all staff, paid and unpaid, recognise their duty and feel able to raise concerns about 

poor or unsafe practice in regard to children and that such concerns are addressed sensitively and effectively in a timely manner in 

accordance with agreed whistle-blowing policies 

2.4.15 Governing bodies should ensure that parents are informed of the responsibility placed on the school and staff in relation to 

child protection by setting out these duties in the school prospectus/brochure/website 

2.4.16 Governing bodies should ensure that this policy is available publicly either via the school website (you may include the 

website address here) or by other means. 

2.4.17 Where pupils are educated off site or in alternative provision, the school and the provider will have clear procedures about 

managing safeguarding concerns between the two agencies. 

 The Farm have shared with us the name of their DSP and we have informed them of ours. The agreement is to share any 

safeguarding concerns between DSPs.  

2.5 Liaison with Other Agencies 

The school will: 

2.5.1 work to develop effective links with relevant services to promote the safety and welfare of all pupils  

2.5.2 co-operate as required, in line with Working Together to Safeguard Children 2015, with key agencies in their enquiries 

regarding child protection matters including attendance and providing written reports at child protection conferences and core groups 

2.5.3 notify the relevant Social Care Unit immediately if: 

• it should have to exclude a pupil who is subject to a Child Protection Plan (whether fixed term or permanently); 

• there is an unexplained absence of a pupil who is subject to a Child Protection Plan  

• there is any change in circumstances to a pupil who is subject to a Child Protection Plan 

2.6 Record Keeping 

 The school will: 

2.6.1 keep clear, detailed, accurate, written records of concerns about children (noting the date, event and action taken), even 

where there is no need to refer the matter to Social Care immediately 

2.6.2 ensure all records are kept securely, separate from the main pupil file, and in a locked location 

2.6.3 ensure all relevant child protection records are sent to the receiving school or establishment when a pupil moves schools in 

accordance with the Education Child Protection Record Keeping Guidance 

2.6.4   make parents aware that such records exist except where to do so would place the child at risk of harm. 

2.6.5 All actions and decisions will be led by what is considered to be in the best interests of the child. 
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2.7 Confidentiality and information sharing 

2.7.1 Child protection information will be stored and handled in line with the Data Protection Act 1998 principles.  The Data 

Protection Act does not prevent school staff from sharing information with relevant agencies, where that information may help to 

protect a child. 

2.7.2 Child protection records are subject to the provisions of the Data Protection Act, 1998.  This means that a parent, or young 

person of sufficient age and understanding, may make a request to see the child protection record. If any member of staff receives a 

request from a pupil or parents to see child protection requests, they will refer the request to the Designated Safeguarding Lead or 

Headteacher. 

2.7.3   The Designated Safeguarding Lead will take advice from the Information Governance Team and together a decision will be 

made about what information to share.  This decision will consider the balance between the potential risk to the child and the 

principle of working openly and honestly with parents. 

The school will: 

2.7.4 ensure confidentiality protocols are adhered to and information is shared appropriately.  If in any doubt about 

confidentiality, staff will seek advice from a senior manager or Social Care as required. 

 (See “Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and 

carers”, DfE 2015) 

2.7.5 ensure that the Headteacher or Designated Safeguarding Lead will only disclose any information about a pupil to other 

members of staff on a ‘need to know’ basis. 

2.7.6 make all staff aware that they have a professional responsibility to share information with other agencies in order to 

safeguard children. 

2.7.7 ensure staff are clear with children that they cannot promise to keep secrets. 

2.8 Communication with Parents/Carers 

 The school will: 

2.8.1 ensure that parents/carers are informed of the responsibility placed on the school and staff in relation to child protection by 

setting out its duties in the school prospectus/website.   

2.8.2 undertake appropriate discussion with parents/carers prior to involvement of another agency unless the circumstances 

preclude this action.  If the school believes that notifying parents could increase the risk of harm to the child, advice will be 

sought from Social Care.  (Further guidance on this can be found in the Inter-agency Procedures of the Local 

Safeguarding Children Board) 

2.8.3 Particular circumstances where parents may not be informed include any disclosure of sexual abuse or physical abuse 

where the child has an injury. 

2.8.4 record what discussions have taken place with parents on the Log of Concern about a Child’s Welfare or if a decision has 

been made not to discuss it with parents, record the reasons why. 

  

3.0 SUPPORTING VULNERABLE CHILDREN 

3.1      We recognise that abuse or witnessing violence may have an adverse impact on those children which may last into adulthood 

without appropriate intervention and support. 

3.2      This school may be the only stable, secure and predictable element in the lives of children at risk.  Nevertheless, when at 

school their behaviour may be challenging and defiant or they may become withdrawn. 

3.3     We recognise that some vulnerable children may develop abusive behaviours and that these children may need to be referred 

on for appropriate support and intervention. 

3.4      The school will support the pupil through: 

3.4.1   Curricular opportunities to encourage self-esteem and self-motivation  
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3.4.2   An ethos that actively promotes a positive, supportive and safe environment and values the whole community 

.4.3   The school's behaviour policy will support vulnerable pupils in the school.  All staff will agree on a consistent approach, which 

focuses on the behaviour of the child but does not damage the pupil's sense of self worth.  The school will ensure that the pupil 

knows that some behaviour is unacceptable but s/he is valued and not to be blamed for any abuse which has occurred 

3.4.4   Liaison with other agencies which support the pupil such as Social Care, Child and Adolescent Mental Health Services, 

Cambridgeshire Sexual Behaviour Service or Early Help Teams 

3.4.5   A commitment to develop productive and supportive relationships with parents/carers 

3.4.6   Recognition that children living in a home environment where there is domestic abuse, drug or alcohol abuse or mental health 

issues are vulnerable and in need of support and protection; they may also be young carers 

3.4.7   Monitoring and supporting pupil’s welfare, keeping records and notifying Social Care in accordance with the Cambridgeshire 

Local Safeguarding Children Board “Inter - Agency Procedures” 

3.4.8 When a pupil who is subject to a child protection plan leaves, information will be transferred to the new school 

immediately.  The Child Protection Chair and Social Work Unit will also be informed 

3.4.9 When a child is missing from education, the school will follow the procedure as set out in Cambridgeshire’s Children 

Missing Education guidance and inform the Education Welfare Officer and Social Care if a child is subject to a Child Protection Plan 

or there have been ongoing concerns. 

3.5 Substance Misuse and Child Protection 

3.5.1  The discovery that a young person is misusing legal or illegal substances or reported evidence of their substance misuse is 

not necessarily sufficient in itself to initiate child protection proceedings but the school will consider such action in the following 

situations: 

 When there is evidence or reasonable cause: 

• to believe the young person’s substance misuse may cause him or her to be vulnerable to 

other abuse such as sexual abuse 

• to believe the pupil’s substance related behaviour is a result of abuse or because of pressure 

or incentives from others, particularly adults 

• where the misuse is suspected of being linked to parent/carer substance misuse. 

3.6 Children of Substance Misusing Parents/Carers 

3.6.1 Misuse of drugs and/or alcohol is strongly associated with Significant Harm to children, especially when combined with 

other features such as domestic violence. 

3.6.2 When the school receives information about drug and alcohol abuse by a child’s parents/carers they will follow appropriate 

procedures.  

3.6.3 This is particularly important if the following factors are present: 

• Use of the family resources to finance the parent’s dependency, characterised by inadequate food, heat and clothing 

for the children 

• Children exposed to unsuitable caregivers or visitors, e.g. customers or dealers 

• The effects of alcohol leading to an inappropriate display of sexual and/or aggressive behaviour 

• Chaotic drug and alcohol use leading to emotional unavailability, irrational behaviour and reduced parental 

vigilance 

• Disturbed moods as a result of withdrawal symptoms or dependency 

• Unsafe storage of drugs and/or alcohol or injecting equipment 

• Drugs and/or alcohol having an adverse impact on the growth and development of the unborn child 
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 3.7      Domestic Abuse 

3.7.1 Where there is Domestic Abuse in a family, the children/young people will always be affected; the longer the violence 

continues, the greater the risk of significant and enduring harm, which they may carry with them into their adult life and 

relationships.  

3.7.2 Domestic Abuse is defined as any incident or pattern of incidents of controlling, coercive or threatening behaviour, 

violence or abuse between those aged 16 or over who are or have been intimate partners or family members regardless of 

gender or sexuality. This can encompass but is not limited to the following types of abuse: Psychological, physical, sexual, 

financial and emotional. 

3.7.3 This definition, which is not a legal definition, includes so called 'honour’ based violence, female genital mutilation (FGM) 

and forced marriage, and is clear that victims are not confined to one gender or ethnic group. 

3.7.4 Schools are ideally placed to offer appropriate support, alongside other agencies, whether families are in crisis, or whether 

there are early signs of potential abuse. 

3.8 Female Genital Mutilation (FGM) 

3.8.1 “FGM is a procedure where the female genital organs are injured or changed and there is no medical reason for this.  It is 

frequently a very traumatic and violent act for the victim and can cause harm in many ways”.  (Multi-agency statutory 

guidance on female genital mutilation, April 2016). 

3.8.2 The age at which FGM is carried out varies enormously according to the community. The procedure may be carried out 

shortly after birth, during childhood or adolescence, just before marriage or during a woman’s first pregnancy.  

3.8.3 FGM is internationally recognised as a violation of the human rights of girls and women, and is illegal in most countries, 

including the UK. 

3.8.4 It is a statutory duty for teachers in England and Wales to report ‘known’ cases of FGM in under-18s which they identify in 

the course of their professional work to the police. (Multi-agency statutory guidance on female genital mutilation, April 

2016) 

3.8.5 The school takes these concerns seriously and staff will be made aware of the possible signs and indicators that may alert 

them to the possibility of FGM.  Any indication that FGM is a risk, is imminent, or has already taken place will be dealt 

with under the child protection procedures outlined in this policy. 

3.8.6 The Designated Safeguarding Lead will make appropriate and timely referrals to Social Care if FGM is suspected.  In these 

cases, parents will not be informed before seeking advice.  The case will still be referred to Social Care even if it is against 

the pupil’s wishes.  

3.9 Child Sexual Exploitation (CSE) 

3.9.1 Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes advantage of an 

imbalance of power to coerce, manipulate or deceive a child or young person under the age of 18 into sexual activity (a) in 

exchange for something the victim needs or wants, and/or (b) for the financial advantage or increased status of the 

perpetrator or facilitator. The victim may have been sexually exploited even if the sexual activity appears consensual. Child 

sexual exploitation does not always involve physical contact; it can also occur through the use of technology. 

3.9.2 Sexual exploitation can take many different forms from the seemingly ‘consensual’ relationship to serious organised crime 

involving gangs and groups. 

3.9.3 It is important to recognize that some young people who are being sexually exploited do not show any external signs of this 

abuse and may not recognise it as abuse. 

3.9.4 Young people who go missing can be at increased risk of sexual exploitation and so procedures are in place to ensure 

appropriate response to children and young people who go missing, particularly on repeat occasions. 

3.9.5 Schools will complete the LSCB Child Exploitation Checklist and refer to the Multi-Agency Safeguarding Hub (MASH) if 

there is a concern that a young person may be at risk. 

4.0 Peer on Peer Abuse 

4.1 Peer on peer abuse can manifest itself in many ways.  This can include sexual bullying, being coerced to send sexual 

images, sexual assault and teenage relationship abuse.  There are clear links with sexual exploitation and domestic abuse. 
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4.2 This form of abuse will not be tolerated and victims will be appropriately supported. Any indication that a child has 

suffered from peer on peer abuse will be dealt with under the child protection procedures outlined in this policy. 

4.3 Consideration will always need to be given to the welfare of both the victim(s) and perpetrator(s) in these situations. 

4.4 The school will include within the curriculum, information and materials that support children in keeping themselves safe 

from abuse including abuse from their peers and online. 

4.5 Additional guidance on sexting can be found in “Sexting in schools and colleges: Responding to incidents and safeguarding 

young people” published by the UK Council for Child Internet Safety (UKCCIS) 

5.0 Prevention of Radicalisation 

5.1 Since 2010, when the Government published the Prevent Strategy, there has been an awareness of the specific need to 

safeguard children, young people and families from violent extremism.  There have been several occasions both locally and 

nationally in which extremist groups have attempted to radicalise vulnerable children and young people to hold extreme views 

including views justifying political, religious, sexist or racist violence, or to steer them into a rigid and narrow ideology that is 

intolerant of diversity and leaves them vulnerable to future radicalisation. 

5.2    The current threat from terrorism in the United Kingdom may include the exploitation of vulnerable people, to involve 

them in terrorism or in activity in support of terrorism.  The normalisation of extreme views may also make children and young 

people vulnerable to future manipulation and exploitation.   Holme Court  is clear that this exploitation and radicalisation should be 

viewed as a safeguarding concern. 

5.3    The Counter-terrorism and Security Act, 2015 places a duty on authorities (including       schools) ‘to have due regard to 

the need to prevent people from being drawn into terrorism’.  These duties should be seen alongside schools’ duties to promote 

British values as a means of “building children’s resilience to radicalisation”. 

5.4 Staff in schools should be made aware of this duty. 

5.5 When any member of staff has concerns that a pupil may be at risk of radicalisation or involvement in terrorism, they 

should speak with the Designated Safeguarding Lead/Prevent Lead. 

5.6   See also “The Prevent Duty, Departmental advice for schools and childcare providers”, June 2015, Department for 

Education and “Revised Prevent Duty Guidance: for England and Wales”, July 2015, HM Government 

 

Sexting 

Sexting is when someone shares sexual, naked or semi-naked images or videos of themselves or others, or sends sexually explicit 

messages.They can be sent using mobiles, tablets, smartphones, laptops - any device that allows you to share media and messages.  

Sexting may also be called:  

o trading nudes 

o dirties 

o pic for pic. 

Sexting can be seen as harmless, but creating or sharing explicit images of a child is illegal, even if the person doing it is a child. A 

young person is breaking the law if they: 

o take an explicit photo or video of themselves or a friend 

o share an explicit image or video of a child, even if it’s shared between children of the same age 

o possess, download or store an explicit image or video of a child, even if the child gave their permission for it to 

be created. 

However, as of January 2016 in England and Wales, if a young person is found creating or sharing images, the police can choose to 

record that a crime has been committed but that taking formal action isn't in the public interest. 

Crimes recorded this way are unlikely to appear on future records or checks, unless the young person has been involved in other 

similar activities which may indicate that they're a risk. 

There are many reasons why a young person may want to send a naked or semi-naked picture, video or message to someone else. 
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▪ joining in because they think that ‘everyone is doing it’ 

▪ boosting their self-esteem 

▪ flirting with others and testing their sexual identity 

▪ exploring their sexual feelings 

▪ to get attention and connect with new people on social media 

The dangers of sexting 

 It's easy to send a photo or message but the sender has no control about how it's passed on. 

When images are stored or shared online they become public. Some people may think that images and videos only last a few seconds 

on social media and then they're deleted, but they can still be saved or copied by others. This means that photos or videos which a 

young person may have shared privately could still be end up being shared between adults they don't know. 

Young people may think 'sexting' is harmless but it can leave them vulnerable to: 

o Blackmail  

An offender may threaten to share the pictures with the child's family and friends unless the child sends money or 

more images. 

o Bullying  

If images are shared with their peers or in school, the child may be bullied. 

o Unwanted attention  

Images posted online can attract the attention of sex offenders, who know how to search for, collect and modify 

images. 

o Emotional distress  

Children can feel embarrassed and humiliated. If they're very distressed this could lead to suicide or self-harm. 

How to respond to a sexting incident 

•  never view, download or share the imagery yourself, or ask a child to share or download – this is illegal 

• if you have already viewed the imagery by accident (for example if a young person has showed it to you before you could 

ask them not to) you must inform the DSL 

• do not delete the imagery or ask the young person to delete it 

• do not ask the young person(s) who are involved in the incident for information regarding the image. This is the 

responsibility of the DSL 

• do not share information about the incident to other members of staff, the young person(s) it involves or their, or other, 

parents and/or carers 

• do not say or do anything to blame or shame any young people involved 

• do explain to the young person that you need to report the incident and reassure them that they will receive support and 

help from the DSL. 

All incidents of sexting will be recorded. 

 

 

A referral will be made to social care/ the police via the normal child protection procedure if: 

o there was adult involvement 

o there was any coercion or blackmail 

o the images were extreme or violent 

o the child involved had already been identified as vulnerable or was under 13 

o there is an immediate risk of harm. 
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Additional consideration will need to be given to: 

o How was the image shared and when? 

o What is the impact on the child involved? 

o What is the background of the child involved? 

o Was the child coerced in any way? 

If none of the above circumstances are present the DLS/DP will contact parents and will work with them to support all pupils 

involved. 

Details of the incident, the action taken and the resolution will be recorded in line with other child protection concerns. 

 

6.0 PREVENTING UNSUITABLE PEOPLE FROM WORKING WITH CHILDREN 

6.1 The school will operate safer recruitment practices including ensuring appropriate DBS and reference checks are 

undertaken according to Part three of the government guidance ‘Keeping Children Safe in Education’ (2016). 

6.2 The following members of staff have undertaken Safer Recruitment training: Anita Laws, Gill Ingram 

6.3 Any allegation of abuse made against a member of staff will be reported straight away to the Head Teacher.  In cases 

where the Head Teacher is the subject of an allegation, it will be reported to International Schools Partnership . (See 

Allegations flowchart Appendix C.)  The school will follow the procedures set out in Part four of Keeping Children 

Safe in Education. 

6.4 Under Section 75 of the Childcare Act, 2006 individuals are disqualified from childcare provision if they have 

committed certain specified offences.  Staff may also be disqualified “by association” if they are living or working in 

the same household as a person who is disqualified.  This applies to any member of staff employed in early years 

childcare (up to the age of 5) or later years childcare (up to the age of 8) in nursery, primary or secondary school 

settings or the management of such settings.  Staff should sign a self-declaration form to confirm that they are not 

“disqualified by association”.  A record of self-declaration should be kept on the school’s Single Central Record.   

6.5 The school will consult with the Local Authority Named Senior Officer in the event of an allegation being made 

against a member of staff and adhere to the relevant procedures set out in Keeping Children Safe in Education, 2016. 

6.6 The Named Senior Officer will liaise with the Local Authority Designated Officer (LADO) ensuring that all allegations are 

reported to the LADO within one working day.  Following consultation with the LADO, the Named Senior Officer will advise on all 

further action to be taken.  Please note that the Head Teacher or Chair of Governors should not seek to interview the child/ren or 

members of staff involved until advice has been sought.  Doing so may compromise any police interviews that may be necessary.  

6.7 The school will ensure that any disciplinary proceedings against staff relating to child protection matters are concluded in 

full even when the member of staff is no longer employed at the school and that notification of any concerns is made to the relevant 

authorities and professional bodies and included in references where applicable. 

6.8  Staff who are the subject of an allegation have the right to have their case dealt with fairly, quickly, and 

consistently and to be kept informed of its progress.  Suspension is not mandatory, nor is it automatic but, in some cases, staff may be 

suspended where this is deemed to be the best way to ensure that children are protected. 

6.9 Consideration must be given to the needs of the child and a recognition that a child may make an allegation against an 

innocent party because they are too afraid to name the real perpetrator.  It is rare for a child to make an entirely false or malicious 

allegation, although misunderstandings and misinterpretations of events do happen. 

6.10 The school will ensure that all staff, paid and unpaid, are aware of the need for maintaining appropriate and professional 

boundaries in their relationships with pupils and parents/carers as advised within the Local Authority’s Code of Conduct. As part of 

the Induction process, all staff will receive guidance about how to create appropriate professional boundaries (in both the real and 

virtual world) with all children, especially those with a disability or who are vulnerable.  

6.11 All staff have signed to confirm that they have read a copy of the Local Authority’s Code of Conduct, Guidance for Safer 

Working Practice for Adults who work with Children and Young People in Education Settings (October 2015). 

6.12 The school will ensure that staff and volunteers are aware that sexual relationships with pupils aged under 18 are unlawful 

and could result in legal proceedings taken against them under the Sexual Offences Act 2003 (Abuse of Trust).  



 32 

6.13 The school will ensure that communication between pupils and adults, by whatever method,    are transparent and take 

place within clear and explicit professional boundaries and are open to scrutiny. 

7.0 OTHER RELATED POLICIES 

7.1 Physical Intervention and/or the Use of Reasonable Force (reference – DfE, use of reasonable force – Advice for 

headteachers, staff and governing bodies) 

Anti-Bullying 

 Health and Safety 

Online Safety and Acceptable Use 

Intimate Care Policy 

Whistleblowing 

Complaints procedure 

Behaviour 

 

7.2 Use of Mobile Phones Policy (acceptable use policy) 

8.0      CHILDREN WITH SPECIAL EDUCATIONAL NEEDS 

All pupils at Holme Court School have Special Educational Needs and some have an Education, Health and Care Plan and multi–

agency planning and involvement to support integrated care. 

We recognise that, statistically, children with emotional and behavioural difficulties and disabilities are most vulnerable to abuse.  

School staff who deal with children with complex and multiple disabilities and/or emotional and behavioural problems should be 

particularly sensitive to indicators of abuse.   

The school has pupils with emotional and behavioural difficulties and/or challenging behaviours.  The school will support staff to 

decide appropriate strategies that will reduce anxiety for the individual child and raise self–esteem as part of an overall behaviour 

support plan agreed with parents/carers. 

As part of the PSHE curriculum staff will teach children personal safety skills commensurate with their ability and needs.  Children 

will be taught personal safety skills such as telling and who to tell, good and bad touches and good and bad secrets.  The content of 

lessons will be shared with parents/carers so that these skills can be supported at home. 

9.0 COMPANY DIRECTORS’ RESPONSIBILITIES 

9.1 The directors fully recognize their responsibilities with regard to child protection and safeguarding and promoting the 

welfare of children. They aim to ensure that the policies, procedures and training in school are effective and comply with the law and 

government guidance at all times. 

 They will 

• Nominate a director for safeguarding and child protection who will take leadership responsibility for the school’s 

safeguarding arrangements and practice and champion child protection issues 

• ensure an annual report is made to the directors, and copied to the Education Child Protection Service.  Any weaknesses 

will be rectified without delay 

• ensure that this Safeguarding and Child Protection policy is annually reviewed and updated and shared with staff.  It will be 

made available on the school website. 

• Ensure that children’s exposure to potential risks while using the internet is limited by having in place age appropriate 

filtering and monitoring systems. 

• Ensure children’s wishes and feelings are taken into account where there are safeguarding concerns. 

Monitoring and Policy Review 
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The safeguarding and child protection policy is reviewed on an annual basis unless there are local or national changes in policy/ 

practice, in which case the school’s policy will be reviewed to reflect these. 

The policy is reviewed with all staff who are encouraged to comment or make suggestions as to improvements and clarifications. 

Meetings of the DSLand DPs take place on a half termly basis during which records are reviewed and the effectiveness of the current 

systems are considered. 

At the end of the academic year the DSL completes the LSCB annual monitoring report and a Section 11audit which are reviewed by 

DPs and the Designated Safeguarding ‘governor’ before submitting to Cambridgeshire Education Child Protection Service and 

Cambridgeshire LSCB respectively. 

The outcomes of these reports are used to as the basis to generate the school development plan for the subsequent year. 

The school development plan is monitored throughout the year by the Senior leadershi team and ISP representative. 

 

This policy was ratified on   ………………………………………………… 

 

and will be reviewed on  ………………………………………………… 

 

Signed by the Headteacher and DSL …………………………………………………. 

 

Appendix A 

Four categories of abuse 

Physical Abuse - may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise 

causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 

deliberately induces, illness in a child. 

Neglect - persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of 

the child’s health or development. 

It may occur during pregnancy as a result of maternal substance misuse. 

It may involve the neglect of or lack of responsiveness to a child’s basic emotional needs. 

It also includes parents or carers failing to: 

• Provide adequate food, clothing and shelter including exclusion from home or abandonment 

• Protect a child from physical and emotional harm or danger 

• Ensure adequate supervision including the use of inadequate care-givers 

• Ensure access to appropriate medical care or treatment 

Emotional Abuse - Is the persistent emotional maltreatment so as to cause severe and adverse effects on a child’s emotional 

development. 

It may involve conveying to a child that they are: 

• Worthless 

• Unloved 

• Inadequate 
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• Valued only insofar as they meet another persons needs 

It may include: 

• not giving the child opportunities to express their views 

• deliberately silencing them 

• ‘making fun’ of what they say or how they communicate 

It may also feature age or developmentally inappropriate expectations being imposed on children including: 

• interactions that are beyond the child’s developmental capability 

• overprotection and limitation of exploration and learning 

• preventing participation in normal social interaction. 

It may involve: 

• Seeing or hearing the ill-treatment of another  

• Serious bullying (including cyberbullying) causing children frequently to feel frightened or in danger 

• The exploitation or corruption of children 

 

Some level of emotional abuse is involved in all types of maltreatment although it may occur alone 

 

Sexual Abuse – involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high 

level of violence, whether or not the child is aware of what is happening.  

This may involve: 

• physical contact including assault by penetration (e.g. rape or oral sex) 

• non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing 

• non-contact activities involving: 

• children in looking at, or in the production of, sexual images, 

• children in watching sexual activities 

• or encouraging children to behave in sexually inappropriate ways 

• grooming a child in preparation for abuse (including via the internet). 

Sexual abuse is not solely perpetrated by adult males.  Women can also commit acts of sexual abuse, as can other children. 

Appendix B 

Useful Contacts 

Education Child Protection Service – ECPSGeneral@cambridgeshire.gov.uk 

Early Help Hub (EHH)                Tel: 01480 376666 

Multi-Agency Safeguarding Hub – referrals and professional consultation Tel: 0345 045 1362  

Emergency Duty Team (Out of hours)              Tel: 01733 234724 

mailto:ECPSGeneral@cambridgeshire.gov.uk
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Police Child Abuse Investigation Unit              Tel: 101 

Local Authority Designated Officer (LADO)             Tel: 01223 727967 

Janet Farr 

Lyn Chesterton       

Named Senior Officer for allegations 

Education Adviser - Chris Meddle              Tel: 01223 703564 

Education Adviser – Diane Stygal              Tel: 01223 507115 

Cambridgeshire Local Safeguarding Children Board – Safeguarding Inter-Agency Procedures   https://www.cambslscb.co.uk/ 

Relevant Documents 

“Working Together to Safeguard Children: A guide to inter-agency working to safeguard and promote the welfare of children” 

(March, 2015) 

“Keeping children safe in education: Statutory guidance for schools and colleges” (Sep 2016) 

“What to do if you’re worried a child is being abused: Advice for practitioners” (March, 2015) 

“Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers” 

(March, 2015) 

Guidance for Safer Working Practice for those working with children and young people in education settings (October 2015) 

“Sexting in schools and colleges: Responding to incidents and safeguarding young people” published by the UK Council for Child 

Internet Safety (UKCCIS) – September 2016 

Signed…………………………………………………… 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.3 E Safeguarding/Acceptable Use Policy 

 

 

Digital technologies have become integral to the lives of children and young people, both within schools and outside school. These 

technologies are powerful tools, which open up new opportunities for everyone. These technologies can stimulate discussion, 

promote creativity and stimulate awareness of context to promote effective learning. Young people should have an entitlement to safe 

internet access at all times.  

This Acceptable Use Agreement is intended to ensure: 

• that young people will be responsible users and stay safe while using the internet and other digital technologies for 

educational, personal and recreational use.  

• that school systems and users are protected from accidental or deliberate misuse that could put the security of the systems 

and will have good access to digital technologies to enhance their learning and will, in return, expect the students to agree 

to be responsible users. 

Acceptable Use Policy Agreement for Students:  

I understand that I must use school systems in a responsible way, to ensure that there is no risk to my safety or to the safety and 

security of the systems and other users. 

For my own personal safety: 

• I understand that the School will monitor my use of the systems, devices and digital communications. 

• I will keep my username and password safe and secure – I will not share it, nor will I try to use any other person’s 

username and password. I understand that I should not write down or store a password where it is possible that someone 

may steal it.  

• I will be aware of “stranger danger”, when I am communicating on-line.  

• I will not disclose or share personal information about myself or others when on-line (this could include names, addresses, 

email addresses, telephone numbers, age, gender, educational details, financial details etc ) 

• If I arrange to meet people off-line that I have communicated with on-line, I will do so in a public place and take an adult 

with me. 

• I will immediately report any unpleasant or inappropriate material or messages or anything that makes me feel 

uncomfortable when I see it on-line.   

I understand that everyone has equal rights to use technology as a resource and: 

• I understand that the School systems and devices are primarily intended for educational use and that I will not use them for 

personal or recreational use unless I have permission.  

• I will not try (unless I have permission) to make large downloads or uploads that might take up internet capacity and 

prevent other users from being able to carry out their work.  

• I will not use the School  systems or devices for on-line gaming, on-line gambling, internet shopping, file sharing, or video 

broadcasting (eg YouTube), unless I have permission of a member of staff to do so.  

I will act as I expect others to act toward me: 

• I will respect others’ work and property and will not access, copy, remove or otherwise alter any other user’s files, without 

the owner’s knowledge and permission.  

• I will be polite and responsible when I communicate with others, I will not use strong, aggressive or inappropriate language 

and I appreciate that others may have different opinions.  

• I will not take or distribute images of anyone without their permission.  

I recognise that the school has a responsibility to maintain the security and integrity of the technology it offers me and to ensure the 

smooth running of the School:  

• I will store my mobile phone in my bag as soon as I enter the school building, and keep it there until the end of the day. I 

will only use my own personal devices (mobile phones / USB devices etc) in school if I have permission. I understand that, 

if I do use my own devices in the School, I will follow the rules set out in this agreement, in the same way as if I was using 

school equipment.  

• I understand the risks and will not try to upload, download or access any materials which are illegal or inappropriate or may 

cause harm or distress to others, nor will I try to use any programmes or software that might allow me to bypass the 

filtering / security systems in place to prevent access to such materials. 

• I will immediately report any damage or faults involving equipment or software, however this may have happened. 

• I will not open any hyperlinks in emails or any attachments to emails, unless I know and trust the person / organisation who 

sent the email, or if I have any concerns about the validity of the email (due to the risk of the attachment containing viruses 

or other harmful programmes)  

• I will not install or attempt to install or store programmes of any type on any school device, nor will I try to alter computer 

settings.  

• I will not use social media sites at school 

 

When using the internet for research or recreation, I recognise that: 
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• I should ensure that I have permission to use the original work of others in my own work 

• Where work is protected by copyright, I will not try to download copies (including music and videos) 

• When I am using the internet to find information, I should take care to check that the information that I access is accurate, 

as I understand that the work of others may not be truthful and may be a deliberate attempt to mislead me.  

I understand that I am responsible for my actions, both in and out of school: 

• I understand that the School also has the right to take action against me if I am involved in incidents of inappropriate 

behaviour, that are covered in this agreement, when I am out of school and where they involve my membership of the 

school community (examples would be cyber-bullying, use of images or personal information).  

• I understand that if I fail to comply with this Acceptable Use Policy Agreement, I will be subject to disciplinary action.  

This may include loss of access to the school network / internet, detentions, suspensions, contact with parents and in the 

event of illegal activities involvement of the police. 

Please complete the sections on the next page to show that you have read, understood and agree to the rules included in the 

Acceptable Use Agreement. If you do not sign and return this agreement, access will not be granted to school systems and devices. 

 

 

 

 

 

 

 

Student Acceptable Use Agreement Form  

This form relates to the student Acceptable Use Agreement, to which it is attached.  

Please complete the sections below to show that you have read, understood and agree to the rules included in the Acceptable Use 

Agreement. If you do not sign and return this agreement, access will not be granted to school systems.  

I understand the above and agree to follow these guidelines when: 

• I use the School systems and devices (both in and out of school)  

• I use my own devices in the School (when allowed) e.g. mobile phones, gaming devices USB devices, cameras etc. 

• I use my own equipment out of the School in a way that is related to me being a member of this School eg communicating 

with other members of the school, accessing school email, VLE, website etc. 

Name of Student / Pupil:          

Group / Class:            

Signed:             

Date:             

 

 

 

 

 

 

 

 

 

Review Procedure 

The policy will be amended if new technologies are adopted or Central Government change the orders or guidance in any way. The 

policy will be reviewed in 12 months. 

Signed……………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.4 SUBSTANCE MISUSE POLICY 

 

RATIONALE 

The school is committed to the health and safety of its members and will take action to safeguard their well being. The school 

condemns the misuse and abuse of drugs and alcohol by members of the school, and the illegal supply of these substances. The 

school acknowledges the importance of its pastoral role in the welfare of young people, and through the general ethos of the school, 

will seek to persuade pupils in need of support to come forward. We want to provide a good substance use and misuse programme 

within a wider Personal Social and Health Education curriculum because, while substance misuse may not be perceived as a problem 

we believe we need to respond to the shared concerns at a national and local level. We wish to state that as part of its care for the 

welfare of its pupils the school believes it has a duty to educate young people on the consequences of drug use and misuse so that 

they can make informed decisions. The school believes that health education is a vital part of the Personal and Social education of 

every pupil and must include information about drug use and misuse. Fundamental to our school’s values and practice is the principle 

of sharing the responsibility for educating our young people with their parents, by keeping them informed and involved at all times. 

Effective communication and co-operation is essential to the successful implementation of this policy. 

 

AIMS 

1. To help our children to develop a sense of self-knowledge and self worth 

2. To encourage our children to develop and practice the skills needed to make choices 

3. To help our children to examine and develop their attitudes towards substance abuse 

4. To enable our children to identify potential sources of help and support in the community. 

5. To enable our children to understand drug misuse, drug misusers, their families and friends. 

6. To offer accurate information on the risks and benefits of using substances including physical, psychological and social 

implications. 

 

PRACTICES 

1. The Head is the Substance Co-ordinator and as such will be responsible for dealing with incidents and will always be informed of 

an incident before any action is taken.  

2. The teaching of substance use and misuse education: This area of the curriculum is the responsibility of all staff as we have an 

integrated programme for 5 year olds through to 14. The programme will be delivered through topic work, the PSHE programme, 

RE, Science, Language and is supported by the general ethos of the School. Due to the sensitive nature of the subject there will be 

opportunities for small group work as well as whole class teaching. The staff will deal with questions as they arise in an honest way 

which is thought to be appropriate to the age stage and ability of the children. If the matter is one of a confidential nature attempts 

will be made to safeguard the interests of the child. However, if we believe it to be a child protection issue we will follow the 

procedures already in place in school. 

3. Outside Visitors: When and if an outside speaker is used to support the delivery of the programme we will ensure that they are 

aware of and agree to the aims and content of this policy.  

4. Resources: We use a variety of resources to support the delivery of this area of the curriculum such as story books and PSHE 

project resources. We select resources for this area of the curriculum in the same vigorous manner we use for all other areas of the 

curriculum. 

5. Sanctions: This school will consider each substance incident individually and recognizes that a variety of responses will be 

necessary to deal with incidents. This school will consider very carefully the implications of any action it may take. It seeks to 

balance the interests of the pupil involved, the other school members and the local community. 

6. The Directors: The Directors will be involved in substance education and substance related incidents in the same manner as any 

other matter concerning the direction of the School. 
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STAFF GUIDANCE 

Where a young person discloses substance misuse on the premises, staff will inform the Head and, where appropriate, participate in 

the planning of subsequent action as described above. Where a young person discloses substance misuse off the premises, the staff 

member will use his or her discretion to decide on appropriate action, but will normally involve the Head. Where staff discover 

substances which are suspected to be harmful, illegal or deserving of investigation, they should note the two circumstances in which 

substances may be removed: From either a place or a person. a) Place: If possible, remove the substance from where it was 

discovered in the presence of a witness. If this is not possible, do not leave the substance there while you enlist the support of a 

colleague or pupil as a witness. Continue with the procedure below. b) Person: When receiving or retrieving substances from a pupil, 

do so if possible in the presence of a witness. In the absence of a witness, do not put off receiving substances, or, within the bounds 

of your professional discretion, removing a suspicious substance from a pupil’s possession. The following guidelines should be 

observed at all times:  

1. Remove the substance and record time, place and circumstances when the substance came into your possession. 

2. Do not investigate the nature of the substance, but do record its approximate size and appearance.. 

3. When possible, have the recordings countersigned by a witness. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 41 

   

 

2.6 PHYSICAL INTERVENTION POLICY 

  

RATIONALE 

This policy is based on the DCSF guidance: The Use of Force to Control or Restrain Pupils November 2007. The school recognises 

that there is a need, reflected in common law, to intervene when there is an obvious risk of safety to its pupils, staff and property. The 

school is committed to ensuring that all staff and adults with responsibility for children’s safety and welfare will deal professionally 

with all incidents involving aggressive or reckless behaviour, and only use physical intervention as a last resort in line with DfEE 

advice. If used at all it will be in the context of a respectful, supportive relationship with the pupil. We will always aim to ensure 

minimal risk of injury to pupils and staff. This policy applies to all staff who are authorised to use physical intervention.  

 

 

Best Practice 

1. The best practice regarding physical intervention outlined below should be considered alongside other relevant policies, 

specifically those for Behaviour and Health and safety. 

2. In the following situations staff must judge whether or not physical intervention would be reasonable or appropriate: risk the safety 

of staff, pupils or visitors or where there is a risk of serious damage to property or where a pupil’s behaviour is seriously prejudicial 

to good order and discipline or where a pupil is committing a criminal offence. 

3. This judgement will take into account the circumstances of the incident. All staff should be aware that the use of physical 

intervention in response to a clear or developing danger of injury will always be more justifiable than the use of force to prevent 

damage or misbehaviour. 

4. Staff will view physical intervention or restraint of pupils as a last resort to maintain a safe environment. If pupils are behaving 

disruptively or anti-socially, every effort will be made to manage behaviour positively to prevent a deterioration of the situation. Staff 

will understand the importance of listening to and respecting children to create an environment, which is generally calm and 

supportive especially when dealing with pupils who may have emotional and behavioural needs which may increase their despair and 

aggression. 

5. All staff will understand the importance of responding to the feelings of the child, which lie beneath the behaviour as well as to the 

behaviour itself. 

 

Specific Incidents 

1. Staff intervening with children will seek assistance from other members of staff at as early a stage as possible since single-handed 

intervention increases the risks of injury to both parties and does not provide a witness. 

2. All staff who become aware that another member of staff is intervening physically with a pupil will have a responsibility to 

provide a presence, and to offer support and assistance should this be required, 

3. Before intervening in a non-emergency, consideration will be given to whether or not other staff are available to assist. 

4. Where possible, staff who have not been involved in the initial confrontation leading up to an incident may be in a better position 

to intervene or restrain the pupil if this proves necessary. 

5. A pupil’s behaviour may be adversely affected by the presence of an audience. Wherever possible, the audience will be removed, 

or if this is not possible the pupil will be removed from the audience. The pupil and member(s) of staff will withdraw to a quiet, but 

not completely private, place (e.g. two members of staff should be present or a door left open so that others are aware of the 

situation). 

6. Staff will be aware of the need to tell the pupil being restrained, in a calm and gentle manner, that the reason for the intervention is 

to keep the pupil and others safe. Staff will explain that as soon as the pupil calms down, he will be released. 

 

Physical Intervention / Restraint Approaches which can be regarded as reasonable in appropriate circumstances 

1. Holding for security and to reduce anxiety where there is potential risk, even if the pupil is not yet out of control. This is best used 

when the pupil is anxious or confused. Its purpose is to defuse or prevent escalation. Staff should take care that their actions should in 

no way be capable of being interpreted by the pupil as aggression. 

2. Physically interposing between pupils; 
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3. Blocking a pupil’s path. 

4. Pushing if restricted to situations where reasonable force is used to resist a pupil’s movement, rather than a forceful push that 

might cause the pupil to fall over. 

5. Pulling. 

6. Leading a pupil by the hand or arm. 

7. Shepherding a pupil away by placing a hand in the centre of the back. 

8. In extreme cases using restrictive holds. 

 

Holds to be avoided except for the most extreme circumstances 

1. In exceptional circumstances, where there is an immediate risk of injury, a member of staff may need to take any necessary action 

that is consistent with the concept of ‘reasonable force’: for example to prevent a young pupil running off a pavement onto a busy 

road, or to prevent a pupil hitting someone, or throwing something. 

2. In other circumstances staff should not act in a way that might reasonably be expected to cause injury, for example by: holding a 

pupil around the neck, or by the collar, or in any other way that might restrict a pupil’s ability to breath; slapping, punching or 

kicking a pupil; twisting or forcing limbs against a joint; tripping a pupil; holding a pupil by the hair or ear; holding a pupil face 

down on the ground. (N.B. If a pupil turns and faces the floor, do not use force to turn him over). 

 

Recording an incident 

1. All incidents that result in non-routine interventions will be recorded in detail. Contemporaneous notes (i.e. written within 24 

hours of the incident’s occurrence) will be made by the staff member involved in the original incident. The notes should be made in a 

bound book with numbered pages. Similarly, contemporaneous notes will also be made by any other members of staff involved (i.e. 

as witnesses or additional providers of support). The notes will be signed and dated. 

2. The notes will contain the following information: The name(s) and the job title(s) of the member(s) of staff who used reasonable 

force; The name(s) of the pupil(s) involved; When and where the incident took place; Names of staff and pupils who witnessed the 

incident; The reason that force was necessary; The progress of the incident (include details of: behaviour of the pupil which led up to 

the incident; any attempts to resolve the situation; what was said by staff and pupils; the degree of force used; how it was applied; 

how long it was used for). The pupil’s response and the eventual outcome; Details of any injuries suffered by either staff or pupils; 

Details of any damage to property; Details of any medical treatment required (an accident form will be completed); Details of any 

follow-up, including contact with the parents/carers of the pupil(s) involved); Any other relevant details, e.g. the involvement of any 

other agency, such as the Police. Pupil witnesses may also be asked to provide a written account if appropriate. 

 

Debriefing Arrangements 

1. The pupil and the member of staff will be checked for any sign of injury after an incident. First Aid will be administered in 

accordance with the Health and Safety Policy to anyone who requires it. 

2. The pupil will be given time to become calm while staff continue to supervise her/him. When pupil regains complete composure, a 

senior member of staff (or his nominee) will discuss the incident with the pupil and try to ascertain the reason for its occurrence 

3. The pupil will be given an opportunity to explain things from his point of view. All necessary steps will be taken to re-establish the 

relationship between the pupil and the member(s) of staff involved in the incident. 

4. In cases where it is not possible to speak to the pupil on the same day as the incident occurred, the debrief will take place as seen 

as possible after the pupil returns to school. 

 5. All members of staff involved will be allowed a period to debrief and recover from the incident. This may involve access to 

external support. A senior member or staff (or nominee) will provide support to the member of staff involved. 

6. The Head will be informed at the earliest possible opportunity of any incidents where physical intervention or restraint was used. 

The Head (or nominee) will initiate the recording process if not already underway and review each incident to ensure that any 

necessary lessons are learned.  

7. All parents will be informed after a non-routine incident where physical intervention is used with a child. 

 

Training Needs of Staff 

In cases where it is known that a pupil will require physical intervention on occasion, appropriate training will be provided for 

relevant staff. Staff involved will identify their training needs in this area. 

 

Authorisation of Staff to use Physical Intervention 
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We recognise that physical intervention will be used very infrequently, that is, as a last resort to maintaining a safe environment. 

All teaching staff are, by the nature of their roles, authorised to use physical intervention as appropriate. Non-teaching staff will be 

directed by teaching staff as appropriate.  

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.7 OFF-SITE ACTIVITIES POLICY 

RATIONALE 

This document has been drawn up in accordance with the DfES good practice guide “Health and Safety of Pupils on Educational 

(HASPEV) Visits”. Members of staff arranging educational visits must have regard to the HASPEV document kept in the Risk 

Assessments File. The essential themes of the HASPEV document are: 

1. Responsibilities for visits, including pupil behaviour 

2. Planning visits, including risk assessments and first aid 

3. Supervision, including ratios and vetting checks (e.g. DBS checks for volunteers on overnight stays) 

4. Preparing pupils, including special and medical needs 

5. Communicating with parents 

6. Planning transport 

7. Insurance 

8. Types of visit 

9. Visits abroad (if applicable) 

10. Emergency procedures, including contact details and permission for emergency medical treatment if parents cannot be 

contacted 

PRACTICE 

1. Off-site activities are those activities arranged by or under the auspices of the school which take place outside the boundaries 

of the school. 

2. The Directors believe that off-site activities can complement and enhance the curriculum of the school by providing 

experiences which would be impossible within the school boundaries. 

3. Staff arranging or otherwise involved in off-site activities must make themselves familiar with the regulations, advice and 

procedures published by the Local Education Authority (available from the school office). All off-site activities must take 

place under the terms of these regulations, advice and procedures. 

4. Off-site activities should serve an educational purpose which is clearly related to the curriculum. 

5. Where staff are proposing to arrange an off-site activity the approval of the Head must be obtained before any commitment is 

made on behalf of the school. Sufficiently detailed proposals should be provided by the member of staff to allow for an 

informed decision to be made. 

6. Where the activity involves a period of more than 24 hours, an overnight stay or a journey by sea or air, the Head will seek 

the approval of the Directors before sanctioning the activity. 

7. Wherever possible the staff planning an off-site activity should make a preliminary visit to the venue in order to familiarise 

themselves and make a proper assessment of its suitability, bearing in mind the age of the children, the size of the group, the 

time of year (and probable weather conditions) and the suitability of the facilities. The costs of such a visit may be reclaimed 

and should be included in the overall cost of the activity. 
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8. The costing of off-site activities should include any costs associated with the visit which would normally fall on the school 

e.g. transport, entrance fees, insurance, provision of any resources or equipment specific to the activity. This should include 

the costs related to adult helpers. 

9. The Head will appoint a party leader to be responsible for running the activity. This will normally be a teacher employed at 

the school. 

10. An activity should normally have sufficient adults taking part to provide a minimum ratio of one adult to twenty children 

with a minimum of two adults. This is a minimum requirement, and should not automatically be taken as providing 

appropriate supervision. 

11. Transport arrangements should provide a seat for each member of the party. The school minibus is fully insured for school 

trips and all drivers have DBS checks, are insured and their previous experience is assessed, 

12. Where private cars are used for transport either by staff or parents the party leader is responsible for ensuring that the 

insurance of each driver covers such journeys and that the car is covered by a valid MOT. Each driver must  have a DBS 

check, and driving licence and have relevant adequate training. 

13. The parents of children taking part in an off-site activity should be provided with appropriate information about the activity. 

14. Where the activity is taking place entirely within a normal school day it is sufficient to obtain an acknowledgement that the 

parents are aware of the arrangements. Where the activity extends beyond the normal school day written permission from the 

parent must be obtained. 

15. Funding for off-site activities is provided mainly by parental contributions (voluntary except in the case of residential visits). 

16. The timetable for the payment of contributions should allow for the Finance Director to make a decision about the financial 

viability of the activity in reasonable time. 

17. All adults accompanying a party must be made aware, by the party leader, of the emergency procedures which will apply. 

Each adult should be provided with an emergency telephone number. This will normally be the school number, but where an 

activity extends beyond the normal school day the home telephone number of a designated emergency contact should be 

provided. 

18. Before a party leaves school the school office should be provided with a list of everyone, children and adults, travelling with 

the party, together with a programme/timetable for the activity. 

19. The safety of the party, and especially the children, is of paramount importance. During the activity the party leader must take 

whatever steps are necessary to ensure that safety. 

20. Prior to an activity, if it is felt that the behaviour of an individual child is likely to compromise the safety of others or the 

good name of the school, the party leader should discuss with the Head the possibility of excluding the child from the 

activity. All due consideration is paid to the Disability Discrimination Act.  

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.8 FIRST AID POLICY 

 

Rationale 

It is a statutory requirement for an employer to make adequate First Aid provision for all employees. In this school it is recognised 

that the provision should cover all staff, pupils, students and visitors. 

 

 Aims 

To provide First Aid treatment where appropriate for all users of the school (with particular reference to pupils/students and staff). 

To provide or seek secondary First Aid where necessary and appropriate. 

To treat a casualty, relatives and others involved with care, compassion and courtesy. 

 

 

Guidelines 

 

To ensure that there are sufficient qualified First Aider(s) available to provide First Aid cover during the school day. 

 

To ensure that First Aid information is readily available and that all users of the school are aware of the way in which to call for help. 

 

To ensure that First Aid kits for minor injuries are available for use throughout the school by all staff and that they are regularly 

maintained. 

 

 

Procedures 

    

 

The School intends to provide a rota to ensure that a qualified First Aider(s) is on site and on call during the school day. 

 

All users of the school will be able to contact the duty First Aider(s).Once informed of an incident the duty First Aider(s) will go to 

the casualty(ies) without delay and provide emergency care. 

 

Secondary aid will be sought if necessary and at the same time the parent/guardian (or other appropriate adult) will be informed. 

 

If an appropriate adult cannot accompany a casualty to hospital a member of staff will accompany him/her if this is deemed 

appropriate. 

 

All appropriate precautions will be taken by the support staff when cleaning up after an incident involving blood, vomit, etc.. 

 

The First Aider(s) is responsible for recording in the Accident Book details of treatment.  The Accident Book is kept in the 

Administrator’s area 

 

The First Aider(s) is responsible for ensuring where appropriate that the School's Statutory DSS Accident Book are completed. 

 

In the event of a pupil feeling unwell during a lesson, they should be sent to the First Aider accompanied by another pupil/student 

with a completed memo to support staff regarding Pupil Illness. Ill pupils are looked after in the Medical Room. 
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ANNEX: MANAGING MEDICAL NEEDS 

 

This policy is supplemental medication and  Holme Court School’s Health and Safely Policy. 

 

Statement 

 

The school policy is to try and accommodate requests from parents to administer medication where this is necessary for the child to 

continue to be educated at school. 

 

To this end the following procedures  must be followed to ensure that all concerned, staff, parents, pupils and where relevant, health 

professionals are aware of the pupil’s condition and what steps have been agreed either to manage the condition or in place should an 

emergency arise. 

 

• Children with medical needs have the same rights of admission to Holme Court School as other children. Children with long 

term medicines or complex medical needs will be supported by staff. 

• An individual health care plan helps staff to identify the necessary safety measures to support children with medical needs and 

ensure that they and others are not put at risk. 

• Before a child starts or as soon as the medical need becomes apparent staff will receive support and training in caring for the 

child’s needs. This will be from a qualified health professional. Training is specific to the individual child concerned. 

• Staff will always treat medical information confidentially. With the parents an agreement will be made as to who else should 

have access to records and other information about the child. 

 

Medicines- see Administration of Medicine Policy 

 

• All administered medicines are recorded in detail. 

• Non-prescription medicines will not be given, unless parents have signed a permission slip. 

• Prescription medicines are stored in the fridge and/or out of reach on the shelf. 

• Parents must fill in the daily medicine form which states: 

                                                                    Name of child 

                                                                    Date 

                                                                    Name of medicine 

                                                                    Time and amount to be given 

                                                                    Parents permission 

This is necessary for all medicines administered but where it is a regular administration this can simply be a checklist. Other 

administration of medication needs to have more detail included and this information shared with the parents/guardians. 

 

(This is very useful in trying to identify patterns and likely triggers which bring on a medical condition which may result in a much 

more positive situation for the pupil.) 

 

• Staff must check the bottle for instructions by the pharmacy and the labels on the medication to ensure the dates and name are 

correct. 

• Staff will refuse to give any out of date medication or medicines not in the original container. 

• Staff will ask if the child has had a dose at home first. 

• If a child refuses to take medicine staff will not force them and will note this in the records and inform parents immediately. 

 

Assessment of Request 

Following a request to administer medication the Headteacher or designated person will discuss with staff the nature of the request 

and whether or not they are willing to administer the medication. The Headteacher or Designated person will also identify whether 

staff are competent to administer the required medication. 

 

(Staff are deemed competent to administer medication in tablet form orally or as medicine orally but must have received training in 

any for medical techniques required, eg. use of EPI-PEN for anaphylaxis.) 

 

 

 

Health Care Plan 

 

In the cases of long term conditions eg. asthma, epilepsy, if staff are willing to administer the medication a Health Care Plan for the 

pupil will be prepared. This will indicate date of request for administration and of approval and will provide as much information on 

the medical condition as is available. The health care plan follows a standard format but this will vary dependent on the medical 

needs. 
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Notification to Parents 

 

In the case of long term medication parents will then be notified that the school have agreed to administer the medication requested 

and a copy of the health plan provided. Parents will be advised that it is their responsibility to notify the school of any changes in 

medication. 

In the case of short term medication parents will be given verbal confirmation that the school have agreed to administer the 

medication. 

 

Record of Administration 

 

In all cases where medication is administered a record is to be made of the dose and time when administered.  

 

Review/Revision of Health Care Plan 

 

This can occur quite often especially in the early stages when there is a degree of experimentation required with medication to find 

out what is most effective. Equally information gleamed from experience of administering medication at school can also have an 

effect on the plan. Generally the expectation is that it will be the parents to confirm changes in writing to the school and it will be for 

the school to alter the plan to reflect this information. 

 

ANNEX: Additional policy relating to Body Spillages/HIV 

 

• No person must treat a pupil who is bleeding, without protective gloves. 

• Protective gloves are stored in the Administrator’s area. 

• Sponges and water buckets must never be used for first aid to avoid the risk of HIV contamination. 

• All body fluid spillages (Vomit, diarrhoea and Blood) must be cleaned immediately. This is vital if spread of infections to be 

reduced. Gloves should be worn when in contact with blood or body fluid is likely. Ordinary rubber gloves (located in the staff room) 

are suitable for dealing with spillages. They must be kept for this purpose only. Following use, gloves must be rinsed and left to dry. 

• Absorbent granules should be dispersed over spillage and left to absorb for a few minutes then swept up into newspaper. A 

designated dust pan and brush is available for body spillages and is kept in the Cleaners Cupboard. Wash the affected area with warm 

water and detergent and dry. Single use latex gloves should be available for first aid and hygiene care procedures (these are available 

in the Administrator’s area). Once spillages have been put into newspaper, hands must be washed and dried after removal after 

removal of protective gloves. 

• Once spillages have been put into newspaper it must then be placed in a sealed black plastic bag and put in the external  dustbin for 

waste disposal.  

 

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.9 TRANSPORT POLICY 

 

TRANSPORT POLICY 

 

Pupils are transported to and from school following Cambridgeshire’s School Special Transport Policy. 

 

Use of the School Minibus 

 

Rationale:  

The School Minibus is a valuable school resource, which helps to provide Students with access to school visits and residential trips, 

as well as to numerous other extra-curricular activities. It is essential that all users of this resource are aware of all legal and 

procedural responsibilities pertaining to its use.  

Aims:  

1. To provide clear procedures relating to use of the School Minibus.  

2. To ensure that all users of the School Minibus are aware of their legal responsibilities.  

 

Definitions:  

For the purposes of this document the School Journeys Officer (SJO) is Gill Ingram. The Teacher in Charge (TIC) will be a named 

member of the teaching staff to whom this responsibility is devolved.  

Also, “Residential” visit is defined as a visit or trip by staff and Students organised under the auspices of the School and lasting for 

24 hours or more in duration. Further any visit or trip lasting less than 24 hours will be defined as a “School Journey”.  

 

Those eligible to drive the School Minibus:  

Those permitted to drive the School Minibus must be at least 21 years of age with a full (preferably clean) driving licence including 

the minibus (D1) category. Any endorsements incurred should be disclosed as these may effect eligibility to drive the vehicle. The 

regular minibus driver’s licence is checked annually in July. 

 

NB – Driving the School Minibus is NOT the same as driving a car, it requires different levels of knowledge, skill and 

awareness. It also carries different legal responsibilities. 

Procedures:  

1. The School Minibus should not be used unless the named driver meets the eligibility requirements above.   

2.  The Financial Director has overall responsibility for the School Minibus and final powers of authorisation over its use. This 

responsibility may be devolved to the SJO or TIC.  

3.   Drivers of the School Minibus must complete a Vehicle Check before every journey.      This is to allow careful monitoring of 

the minibus, its condition and its general use.  

4. Any defects noted should be reported to the TIC as soon as possible. More serious defects MUST be reported IMMEDIATELY. 

Minor defects can be reported after the journey has taken place. However, if the driver is in any doubt the vehicle MUST NOT 

be taken onto the road.  

5. Any cash required for a journey, which specifically relates to the minibus  should be requested from the Financial Director at 

least 7 days before the journey takes place. This is to allow time for this to be organised.  

 

Maintenance/Licensing of the School Minibus:  

1. Overall responsibility for ensuring that the School Minibus is properly maintained and licensed lies with the Financial Director. 

However, this responsibility may be devolved to either the SJO or TIC.  

2. The School Minibus should be regularly serviced at least every 6 months, with a recommendation that servicing is completed 

quarterly. The SJO or TIC are responsible for arranging this servicing with a reputable and suitable qualified organisation.  

3. Minor checks of the vehicle (oil, water, tyres etc.) will be completed at least every 21 days by a member of the School Premises 

Staff.  

4. Prior to any journey, the named driver must complete a visual check of the vehicle. They should remember that as driver, they 

will be held legally responsible for driving with any defect.  

5. Licensing of the School Minibus is the responsibility of the Financial Director, who must ensure that all Road Tax, Insurance 

and MOT certificates are up to date.  

 

In the event of an accident:  

1. The driver should inform the SJO and TIC as soon as is reasonably possible.Insurance details should be swapped with a third 

party as soon as is possible. However, NO LIABILITY should be admitted.  

2. Where it is safe and necessary to do so Students should be removed from the Vehicle and taken to a safe area away from the 

accident site, where they should be fully supervised.  

3. A visual check of the Vehicle should be undertaken before the journey resumes.  

 

NB – These guidelines should be read in conjunction  with any advice provided by the Minibus insurers.  

 

Health and Safety of Drivers and Passengers:  
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The Driver should state the following to Students:  

1. Seatbelts must be worn at all times. This is a legal requirement (It is the drivers responsibility to check this)  

2. Everyone should remain seated at all times.  

3. Which entry and exit doors are to be used (it is recommended that side doors be used except in emergencies)  

 

Other considerations:  

1. If at any time the Students distract the driver, s/he should stop the bus until the Students are settled. Do not try to continue. 

Remember that they may also be distracting other drivers.  

2. Where possible park the bus with the side doors to the kerb. Where this is not possible, Students should remain seated until you 

are able to supervise them from the road.  

3. Drivers MUST not drive for longer than 2 hours without taking a break for at least 15 minutes. Remember tiredness kills.  

 .  

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.10 LONE WORKER POLICY 

 

Policy Statement 

Holme Court School will ensure, so far as is reasonably practicable, that staff who are required to work alone or unsupervised for 

significant periods of time are protected from risks to their health and safety. Working alone either on site or off school premises can 

bring additional risks and the school has developed policies and procedures to control those risks and protect staff. Staff are expected 

to know these procedures and follow them. 

Apart from staff being sure that they are capable of doing the job on their own, the three most important things to be sure of are: 

the lone worker has full knowledge of the risks of working alone 

the lone worker knows what to do if something goes wrong 

someone else knows the whereabouts of the lone worker and what he or she is doing. 

Arrangements for Securing the Health and Safety of Workers 

Assessments of the risks of working alone carried out under the Management of Health and Safety at Work Regulations 1999 will 

confirm whether the work can actually be done safely by one unaccompanied person. This will include the identification of hazards 

from, for example, means of access and/or egress, goods, substances and environment, etc. Particular consideration will be given to: 

a.  the remoteness or isolation of workplaces 

b.  any problems of communication 

c.  the possibility of interference, such as violence or criminal activity from other persons 

d.  the nature of injury or damage to health and anticipated "worst case" scenario. 

Information and Training 

Employees and others will be given all necessary information, instruction, training and supervision to enable them to recognise the 

hazards and appreciate the risks involved with working alone. Employees will be required to follow the safe working procedures as 

devised. Information will include the provision of first aid, communication procedures and awareness of emergency procedures. All 

employees are required to cooperate with these efforts to ensure safe working and to report any concerns to management. 

Persons at Risk  

Any members of staff working in the school alone during closure times are considered to be at risk. Examples include: 

teaching staff meeting parents or working with pupils 

cleaning staff 

Younger staff are particularly at risk due to their relative inexperience. 

 

Hazards  

Examples include: 

potential violence or threatening behaviour towards staff  

the use of electrical or other equipment or chemicals  

working in remote areas, particularly after dark and outside normal working hours  

encountering intruders/ members of the public in the park when walking from school  

working at heights, using ladders  

work that involves manual handling. 

Safe System of Work 

Rules and instructions should be developed, if necessary in writing, to cover the following. 

1.  Required ability of employees, eg: 

a.  professional training 

b.  qualifications and experience 

c.  full knowledge of work planned 

d.  medical fitness. 

 

2.  Suitability of equipment, eg: 

a.  adequate level of appropriate personal protective equipment supplied by employer  

b.  insulation of portable lighting and other portable electrical appliances. 

 

3.  Task, eg: 

a.  compliance with all job instructions 

b.  avoidance of non-authorised or non-risk-assessed work. 

 

4.  Means of communication, eg: 

a.  mobile telephone 

b.  remote manual or automatic alarm system 

c.  regular visits by competent person. 

 

5.  Provision for treatment of injuries, eg: 

a.  portable first aid kit 

b.  availability of first aider/emergency response. 
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6.  Emergency and accident procedures, eg: 

a.  means of summoning help 

b.  means of raising alarm 

c.  rescue plans and equipment 

d.  fire-fighting equipment. 

 

7.  Training, eg for safe use of specialised equipment and processes.  

8.  Supervision, eg for trainees, young people or new recruits, who must be confirmed as competent to work alone before 

supervision is reduced to the level of occasional visits.  

Defined Working Limits 

Employers should establish clear procedures to set limits of what can and what cannot be done while working alone.  

Where possible, outside of normal working hours, staff should arrange to be in school with others. Staff should:  

avoid situations that put themselves at risk 

inform other staff of their whereabouts if working alone 

avoid meeting parents alone where they fear that there may be the possibility of aggression or violence. 

Keyholders should inform someone when they are attending an alarm call. 

Staff should inform someone from home that they are working in school out of normal hours. 

 

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.11 FIRE SAFETY POLICY 

 

Policy Statement 

It is the policy of Holme Court School as part of its health and safety policy, to ensure that the risk of fire is minimised by 

undertaking regular risk assessments, having in place suitable fire precaution systems and having robust procedures for the 

evacuation of the buildings in case of fire. 

Our policy is that: 

no life be put in jeopardy in anyway whatsoever 

that regular evacuation procedures are regularly tested 

that possessions, equipment, etc are replaceable and no person’s life or an injury to a person is worth their rescue 

that the responsible person will ensure that  a fire safety risk assessment on a regular basis 

that suitable fire precaution systems are implemented and followed 

that fighting any fire is only undertaken when there is no risk to a person or persons and that person to have received appropriate 

training. 

It is the responsibility of the Directors to carry through this policy. 

Procedure in the Event of a Fire 

In the event of a fire, safety and preservation of life will override all other considerations. It is the duty of all staff to study and make 

themselves familiar with the agreed emergency evacuation procedures. As part of the regular review of the risk assessment, the 

arrangements for ensuring fire safety will be under continual review. 

Arrangements for Ensuring Fire Safety 

 Emergency Evacuation Procedures 

It is the responsibility of individual members of staff to ensure the safe evacuation of all pupils for whom they are responsible, to a 

previously designated place of safety. 

When an alarm sounds, pupils should be marshalled in an orderly fashion following the nearest escape route and, if possible, any 

open windows should be closed. Pupils will be expected to wlk in silence.One adult should lead. The School Development Officer 

will be responsible for bringing the attendance registers. In the event that the School Development Officer is not onsite, this role will 

be undertaken by the Lead LSA. If possible, doors should be closed behind the group. It is important for staff to be familiar with 

alternative escape routes in the event that the primary route is blocked. 

Any staff or children with a disability will have an agreed personal evacuation plan in place, which will ensure they are provided 

with suitable assistance to ensure their safe evacuation. 

The group will assemble at the predetermined place of safety. 

  

 

On arrival, names will be checked against the attendance register. 

The School Development Officer ( or in her absence, the Lead LSA) is responsible for summoning the fire brigade. 

As a general rule, if someone is missing, the building should not be re-entered but information should be given to the fire brigade for 

them to make a search. Nobody should re-enter the building until being given express permission to do so by the senior fire officer 

present. 

 

 Fire Warning Equipment  

The school building  and the Abington Woods hall are both equipped with fire warning devices designed to activate the alarm system 

in the event of a fire. The warning of a fire is a siren, which will sound continuously. 

Call buttons are located throughout the building. In the event of a fire, the glass should be broken and the alarm will automatically 

sound. 

 

 Fire-fighting Equipment 

Fire-fighting equipment is located throughout the premises. Different appliances are designed for different applications and 

conditions; this will have been taken into account with respect to their siting. 

Staff will receive training in the safe operation of portable fire-fighting equipment and the appropriate applications for particular 

items. 

No attempt should ever be made to tackle a fire unless it is very minor and poses no significant threat to the occupants of the 

building. 

 

 Evacuation Drills  

Evacuation drills are carried out at least once per term.  

 

 Good Housekeeping 

Staff should follow good housekeeping practices, including those listed below, which can eliminate or reduce many fire risks. 

 Sources of ignition should be controlled. Heaters should not be covered up and electrical sockets should not be overloaded. 

 Portable electrical equipment should be checked annually. 

 Rubbish should not be left lying around. 
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Care should be taken to avoid large flammable displays along escape routes. 

Escape routes should always be kept clear and fire exit doors never blocked. 

Outside rubbish is stored in a designated area located away from the building. 

 

 Outside Security 

Gates must be kept locked at all times, except when children are arriving or leaving school.  

 

  

Signed: ________________________________ 

  

  

  

  

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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 2.12 Administering Medicines Policy 

Policy Statement 

The school policy is to try to accommodate requests from parents/ carers to administer medicines where this is necessary for the child 

to continue to be educated at school. Children with medical conditions which require long term use of medicines and those with 

complex medical needs,will, where possible be supported by staff. 

This policy is designed to clarify the school's position with staff, pupils and parents/carers regarding the managing, storing and 

administration of prescribed medicines and drugs to pupils during the normal school day and when on visits out of school. 

The Aims of the Policy 

The aim of this policy on administering medicines is to: 

• define the roles and responsibilities of school staff 

• define the roles and responsibilities of parents 

• detail the procedures for administering prescribed medicines 

• state the position regarding non-prescription medicines. 

Before any medication can be given parents/ carers must complete the ‘daily medicine’ form on which  the name of the medication to 

be given and time and amount to be given is recorded. Parents/carers also sign to give permission for the medicine to be 

administered. 

Following a request to administer medication the Head teacher or designated person will identify whether staff are competent to 

administer the required medication. Staff are deemed competent to administer medication in tablet form orally or as medicine orally 

but must have received training in the use of other medical techniques eg use of Epi-pen. 

School Staff — Roles and Responsibilities 

Members of staff are not obliged to administer medicines. Those members of staff who have agreed to accept the responsibility for 

administering prescribed medicines, will be provided with appropriate training to ensure that they are aware of any possible side 

effects and what to do if they occur. 

Any person responsible for administering medicines to a named pupil will ensure that they are aware of: 

• details of the pupil's condition 

• any special requirements, eg dietary needs, pre-activity precautions 

• the likely side effects of the medicine 

• what constitutes an emergency 

• what action to take in an emergency 

• what not to do in an emergency 

• who to contact in an emergency. 

The nominated members of staff will not accept medicines that have been taken out of the container in which they were originally 

dispensed. 
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They will not agree to make changes to recommended dosages on parental instructions. 

Confidential Information 

The responsible member of staff will always seek parents’/carers’ agreement before passing on information about a pupil's health to 

another member of staff. Information will only be shared if it is important to the overall care of the pupil. 

Refusal to Take Medicine 

If a pupil refuses to take a prescribed medicine, nominated staff will not force them to do so, but will make an appropriate note on the 

record sheet and ensure that parents/carers are told about the refusal on the same day. 

Surplus Medicine and Empty Containers 

At the end of a course of medication any surplus medicine, or the original empty container, will be returned  to the parent. 

Parents' Roles and Responsibilities 

The school will make clear to parents/carers, in writing that prescribed medication and drugs will only be administered during the 

school day, or on school trips, if the following conditions are met. 

• The responsible parent/carer will provide written permission for the school to administer prescription medicines to their 

child. 

• The responsible parent/carer will give the school sufficient information about the medical condition. This is particularly 

important where there is a long-term medical condition. Some medicines may, for example, affect cognitive or physical 

abilities, or the pupils' behaviour or emotional state. 

• Medicines will only be administered in school when it is essential, ie where it would be detrimental to a pupils' health if the 

medicine were not administered during the school day. 

• The school will administer only medicine prescribed by a doctor or some other person authorised to do so, eg a dentist, 

qualified nurse or pharmacist. 

• The responsible parent/carer will provide the medicine in its original container with the dosage instructions clearly 

displayed. 

• The responsible parent/carer will provide only sufficient medicine for the dosage to be given in school. Where a medicine 

is to be used both in the home and at school, it is good practice to get the prescribing doctor or pharmacist to provide two 

original containers, one for use at home and one for use in school. 

• It is the parents’/carers’ responsibility to ensure that medication provided to school remains in date. This is particularly 

important in pupils requiring enhalers, epi-pens or long term medication. 

Administration Procedures for Prescribed Medicines 

All medicines may be harmful to anyone for whom they are not appropriate. At Holme Court School they will always be stored in a 

secure cabinet. They will be clearly labelled with: 

• the name of the intended recipient 

• the correct dosage 

• the frequency of administration. 

Access will be available only to the nominated support staff. 

Where medicines need to be refrigerated, they may be kept in a refrigerator containing food. They will be kept in an airtight container 

that is clearly labelled. 

Access to any refrigerator holding medicines will be restricted. 
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Record-keeping 

A written and signed record will be kept for every time a medicine is administered. 

In some circumstances, eg the administration of rectal diazepam, a second adult will be present to: 

• witness the dosage and administration 

• sign the record sheet. 

Medicines on Educational Visits 

Where medicines have to be administered during educational visits, one of the nominated members of staff will be included on the 

visit. 

Special arrangements will be made for the secure transport of the medicine and for appropriate facilities to be available at the 

location where the visit is to take place for the administration of the medicine. 

Physical Activities and Extra-curricular Sport 

Holme Court School will encourage pupils with medical conditions to participate in physical activities and extra-curricular sport. 

Similar flexibility will be applied when planning such activities as is applied to educational visits. 

Controlled Drugs 

Some medicines fall under the control of the Misuse of Drugs Act 1971 and its associated regulations. 

This school accepts that a pupil who has been prescribed a controlled drug may legally have it in his or her possession. Controlled 

drugs will be: 

• held securely 

• accessible only to named staff 

• recorded when administered. 

 

Non-prescription Medicines 

Staff will not give a non-prescribed medicine to a pupil under the age of 16 years unless there is specific prior written permission 

from a parent. 

Pupils under 16 years of age will not be given aspirin or medicines containing ibuprofen unless these are specifically prescribed by a 

doctor. 

 

Health Care Plans 

In the cases of long term /complex conditions, if staff are willing to administer the medication required, a Health Care Plan will be 

prepared for the pupil. 

  

Signed: ________________________________ 

  

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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  2.13 RISK MANAGEMENT POLICY 

Policy Statement 

At Holme Court School we aim to provide a safe, secure and healthy environment for teaching and non-teaching staff, pupils and 

visitors to the school. We recognise that this policy alone cannot ensure safe, secure and healthy working conditions. Only good 

practice will ensure safety and security. It is everybody's responsibility to ensure that individual conduct ensures that our school is as 

safe as it can reasonably be and that risk is managed to the benefit of all who participate here. 

This policy explains our school's approach to risk management and lists the responsibilities of staff. However, it is important to 

acknowledge that responsibility for identifying and managing risk is a routine part of the role all staff at all levels. 

Risk cannot be eliminated but everyone has the right to be protected as far as is “reasonably practicable”. 

The Aims of the Policy 

The aims of risk management are: 

• to maintain a safe and secure working and learning environment 

• to make sure a balance is reached between safety and security and the need to take measured risks 

• to foster an open and receptive approach to solving risk problems 

• to ensure clarity regarding roles and responsibilities. 

Procedure 

Risk management is the process of planning, organising, leading and controlling the activities of the school in order to minimise the 

potential for accidents. 

In order that our aims can be fulfilled, the following are the responsibilities for key people within the school: 

Responsibilities of the Directors 

The Directors have a fundamental role to play in the management of risk within the school. Their role is to supervise the culture of 

risk management. 

This includes the following. 

• Set the tone and influence the culture of risk management within the school. 

• Ensure that all decisions take into account health, safety and security matters. 

• Provide the necessary finances to cover health, safety and security matters as appropriate. 

• Maintain contact with, and seek advice from, appropriate agencies 

• Support the Head in determining which kinds of risks are acceptable and which are not. 

• Annually review the school's approach to risk management and approve changes or improvements to key elements of its 

processes and procedures. 
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Responsibilities of the Head 

The Head will do the following. 

• Ensure that relevant risk assessments are completed on a regular basis. 

• Check the accuracy and suitability of risk assessments where these have been completed by other people. 

• Ensure that an annual review of risk assessments in frequent use takes place. 

• Ensure that risk assessments are stored appropriately and are accessible. 

• Ensure that incidents and hazards are recorded and reported and that action is taken to prevent them happening again. 

• Ensure that risk management extends to all school staff, visitors, parents/carers and pupils. 

• Ensure that policies are implemented effectively. 

• Ensure that all key staff are familiar with the process of completing a risk assessment and know where and how to store and 

retrieve one. 

• Keep the proprietor informed about the implementation of this risk management policy. 

Responsibilities of the Leadership Team 

The leadership team will do the following. 

• Support the Head in the implementation of this policy. 

• Ensure that staff reporting to them are made aware of this policy and the need for risk assessments. 

• Ensure that they report to the Head on any areas of concern. 

• Ensure that they report and investigate incidents occurring within their areas of work. 

• Establish and maintain safe and secure working procedure, minimising risk as far as is practicable. 

• Provide sufficient information, instruction, training and supervision to enable other employees and pupils to avoid hazards 

and contribute positively to their own security. 

• Ensure that relevant risk assessments are performed, the results recorded and any necessary action taken. 

Responsibilities of Class Teachers and Support Staff 

Class teachers and support staff will do the following. 

• Co-operate with other employees in implementing risk assessments. 

• Report any hazard or malfunction in accordance with school procedure. 

• Follow all instructions, written or verbal, designed to ensure personal safety and the safety of others. 

• Ensure that they are familiar with current risk assessments and follow their guidance. 

• Report all incidents, assaults and “near misses” in accordance with school procedures, whether injury is sustained or not. 

• Make parents/volunteers aware of risk assessments applicable to the area in which they are working and the activity in 

which they are engaged. 

• Draw any anomalies or concerns to the attention of the Head. 

Visitors, Visiting Staff and Volunteers 

Regular visitors and other users of the premises will be required to observe the health and safety guidance for the school including 

risk assessments for the activities they engage in. 

Groups and individuals running clubs at the school will be required to produce their own risk assessments for the activities that take 

place. These will be kept on record and will be required to be reviewed annually. 

Parents and other adults helping out in school will be made aware of the health and safety arrangements applicable to them when they 

first volunteer. 
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When to Complete a Risk Assessment 

Whenever a new activity is considered which is not already covered by the medium-term plan, or which involves pupils leaving the 

school building or being engaged in activities outside of the normal scope of the school day, a risk assessment should be completed. 

Examples include the following. 

• extra-curricular clubs 

• walks around the locality 

• longer trips and visits 

• swimming and any new sports and games which the pupils are involved in 

• new programmes that are introduced. 

Most in-school activities such as PE and games, are already covered by the generic policies held by the school. Members of staff 

should ensure that they are familiar with these and apply the advice contained in them in order to minimise risk. 

There might also be a situation where a member of staff requires a risk assessment — for example during pregnancy or on their 

return after a particular illness or injury. Specialist advice should be sought in these situations. 

How to Complete a Risk Assessment 

The person completing the risk assessment should follow these steps: 

 Identify the hazard. 

 Decide who might be harmed and how. 

 Evaluate the risks and decide on precautions. 

 Record the findings and implement them. 

A hazard is anything that may cause harm and the risk is the chance, high, medium or low, that someone could be harmed by this or 

other hazard(s). 

Templates for risk assessments can be obtained from the office. The headings they include are: 

• activity/process/operation 

• what are the hazards to health and safety? 

• what risks do they pose and to whom? 

• risk level (H/M/L) 

• what precautions have been taken to reduce the risk? 

• risk level achieved (H/M/L) 

• what further action is needed to reduce the risk? 

Storing Risk Assessments 

Copies of risk assessments in current use are also kept in the shared office. Each year group keeps copies of relevant risk 

assessments. Any new member of staff working in a year group should have “live” assessments drawn to their attention. 

All completed risk assessments should be discussed, checked and agreed by the Head. 

Monitoring 

• Risk assessment forms completed by staff are sampled annually for quality assurance purposes. 

• The results of an audit of risk assessments are discussed with the Leadership Team. 

• This policy will be reviewed annually or more frequently if circumstances change. The policy will be subject to full 

consultation with members of staff. 
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This Policy 

A copy of this policy is stored in the shared  office. Its formation was discussed by all staff. 

Has It been Successful? 

The following questions will be asked to ascertain the success of the policy  

• Are risk assessments completed regularly? 

• Are risk assessments reviewed annually? 

• Are members of staff aware of the risk assessments relevant to their areas and activities? 

• Do risk assessments accurately identify hazards and strategies to minimise the risk from them? 

  

Signed:  _________________ 

   

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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2.14 ABSENCE ON MEDICAL GROUNDS POLICY STATEMENT 

This policy sets out the procedures for ensuring that the school makes adequate educational provision for pupils who are unable to 

attend full-time education due to long-term illness, injury or other debilitating medical or mental health conditions. 

The Aims of the Policy  

The aims of the policy on absence on medical grounds are: 

• to identify the Head Teacher as the  named person responsible for dealing with pupils who are unable to attend school 

because of medical needs and to define her role 

• to emphasise the need for close co-operation and shared views between the school, the pupil and the pupil's family 

• to establish how the school will support pupils who for medical reasons are not able to attend for extended periods or a 

hospital school 

• to establish procedures for ensuring that pupils with medical conditions have access to public examinations 

• to establish how the school will deal with pupils with special educational needs, particularly those who have a statement of 

special educational needs/EHC plan.  

• to establish procedures for ensuring that pupils are reintegrated smoothly back into the school after an extended absence on 

medical grounds. 

Procedure 

 

The Head will: 

• liaise with the LA and acquire a full knowledge and understanding of the arrangements that exist for the education of 

children of compulsory school age who are unable to attend mainstream school, at home or in hospital 

• ensure the assessment of the educational needs of any pupil who is absent from school through illness, injury or other 

medical condition 

• establish protocols/guidelines for staff on maintaining meaningful contact with pupils, parents, medical professionals and 

any other external agencies, including keeping them informed of all school events and facilitating contact with peer groups 

where possible 

• liaise with the class teacher to develop an appropriate distance learning programme that will match the learning needs of 

the pupil concerned 

• where hospital teaching services/ external professionals are involved, provide all available monitoring and assessment data 

together with current learning targets 

• where hospital teaching services/ external professional are involved ensure that IEPs will be made available to the external 

education provider as appropriate. 

• ensure that staff monitor the quality of provision and ensure that work completed is marked and assessed 

• ensure that staff organise a flexible timetable for pupils during the reintegration phase. 

• be responsible for ensuring regular reviews of the procedures that apply to educating pupils who are unable to attend school 

due to illness, injury or medical needs 

• ensure that such pupils have as much access to education as their medical condition allows  

and that they are therefore able to maintain the momentum of  their education and keep up with their studies 

• submit regular reports to staff on the quality and impact of the provision. 

 

 

Partnerships with Parents and Children 

The school will ensure that: 

• at all times parents are encouraged to be full collaborative partners 

• parents will be kept informed about their child's educational programme and performance 
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• children also are involved in making decisions and exercising choice and are therefore part of any consultation process 

• education and health professionals and other agencies work closely together to provide the support that will ensure that a 

pupil with medical needs will receive an appropriate education. 

Education Partnerships 

The school will ensure that a pupil who is absent from school through illness, injury or other medical need will have the same 

educational opportunities as their peer group, including a broad, balanced and relevant curriculum. 

The school will ensure that such pupils receive the same range and quality of educational opportunities that they would if they were 

in full time attendance. 

Where hospital school services are involved in the delivery of the educational provision, the school will ensure the continuity of the 

educational provision through close liaison and monitoring. 

The school will ensure that all parties should be made aware of their roles and responsibilities and are clear about the standards of 

service that are expected of them. 

Access to Examinations 

The school will make sure that suitable arrangements are put in place to enable pupils who are absent on medical grounds to access 

public examinations. 

The school will arrange for applications to be submitted to the awarding bodies as early as possible, including details of the 

supervision arrangements so that the pupils concerned can sit for the examinations as external candidates. 

Special Educational Needs 

 

The school special educational needs co-ordinator will remain responsible for: 

• the regular monitoring and updating of the IEPs 

• liaison with parents 

• organising the annual review meeting. 

For those pupils who have a statement of special educational need/EHC plan, the statement/EHCP will be re-evaluated if long-term 

medical problems are likely to impact on the original assessment. 

Reintegration of  Pupils 

 

For pupils who have been away from school for long periods of time on medical grounds, the school will ensure that all the involved 

agencies collaborate in the development of a structured reintegration plan. 

The Head will make sure that all staff involved in the reintegration process are fully briefed on the reintegration plan and on their 

roles and responsibilities in its implementation. 

Signed: ________________________________ 

  

  

  

 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.1 TEACHING AND LEARNING POLICY 

 

RATIONALE 

We aim to ensure that the children at our school are provided with high quality learning experiences which lead to a consistently high 

level of individual pupil achievement. Children learn through their total experience. This policy guides what children do, what 

teachers do, how time is managed, the organisation of the classroom and what the school as an organisation does to create an 

effective fully inclusive and well-managed learning environment in which the individual needs of each child can be met. 

 

TEACHING AND LEARNING 

We believe that children learn best when they: 

• are happy. 

• are interested and motivated. 

• achieve success and gain approval. 

• are given tasks which match their ability. 

• clearly understand the task. 

• are confident, feel secure and are aware of boundaries. 

• are challenged and stimulated. 

The learning environment should be organised to ensure that children have the opportunity to: 

• work individually, in groups and as a class. 

• make decisions. 

• work co-operatively. 

• solve problems. 

• be creative. 

• discuss their ideas. 

• develop social skills. 

• develop independence. 

• use initiative. 

• receive support. 

• achieve academically. 

Learning takes place in an environment which: 

• is challenging and stimulating. 

• is peaceful and calm. 

• is happy and caring. 

• is organised. 

• is well resourced. 

• makes learning accessible. 

• is encouraging and appreciative. 

• is welcoming. 

• provides equal opportunities. 

• provides a working atmosphere. 

Children should be encouraged to develop organisational skills and independence through: 

• appropriate tasks. 

• confidence building. 

• example. 

• co-operation. 

• provision of suitable opportunities. 

• responsibilities. 

Routines and rules in the classroom contribute to healthy learning environment. All rules should result in the children knowing the 

boundaries of behaviour and should be set within the terms of The Behaviour Policy. To be effective they should be: 

• agreed by the children and clearly understood. 

• fair and consistent. 

• realistic and positive. 

• kept to a minimum but enforced. 
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• daily activities with which the children are familiar. 

Achievement Social, physical, creative and academic achievements are celebrated in many ways as an on going process in all 

aspects of school life, by: 

• verbal or written praise by teachers, peers, Head and parents. 

• displays of work. 

• opportunities to perform or share. 

• encouraging self esteem. 

• awarding stickers, merit points and certificates. 

• sharing success with the community. 

Teachers need to arrange time to observe, assess, reflect and review achievements with each child on a regular basis. The child 

should be involved in this process by the encouragement of self appraisal and target setting. Assessment is an integral part of the 

teaching and learning process. 

 

 

CLASSROOM MANAGEMENT 

Approaches to teaching There must be a good balance of individual, group and whole-class teaching. Teachers must choose 

carefully the style of teaching which is the most effective and efficient and groups will differ in composition and size for different 

activities. There may be several different activities in progress and at these times the teacher will be helping mainly one group or 

individual whilst the remainder will be involved in planned activities which do not require teacher input. It is important that while 

this is in progress children stay on task. This can be helped by: 

• having well organised and labelled resources. 

• taking time to train children in procedures. 

• making sure that children are aware of what they must do when they have completed an activity. 

• making children aware that the teacher does not always have to be first in the line of contact. Other children,, student teachers 

and parent helpers can be used. 

Time management It is important that activities are well planned so that each child is working at their correct level, that they begin 

promptly and that the initial pace is maintained. All children should know what to do as soon as they enter the classroom and after 

they have completed an activity. A reminder list of tasks for individuals who have completed work ahead of the group is often 

helpful. Efficient planning and classroom organisation will significantly reduce time-wasting activities. 

Supply teachers To ensure continuity, teachers should leave written guidance and suggested activities for all planned absences from 

the classroom. In the event of an unplanned absence a telephone call should be made to the supply teacher to discuss the children’s 

work. The teacher’s planning book will always be available showing lesson plans, timetables and curriculum documents. 

School policies School policies are given to each teacher and are printed out and stored in the policcy folder n the shared office. It is 

the duty of each teacher to be familiar with school policies and to apply them. 

Voluntary helpers Voluntary helpers are a valuable resource and we should welcome their involvement in the classroom. They can 

help in many ways across the whole curriculum. Help can be on a regular basis or for a specific event. In all cases it is very important 

that the teacher should take the time to ensure that the volunteer fully understands and is well prepared for the activity in which he or 

she is involved. Volunteers should be made to feel welcome in the school and if numbers permit should be offered refreshment from 

the staff room at break times. 

Equal opportunities All children have the right to equal opportunities. Teacher’s expectations of behaviour and performance by all 

children should be the same. Groups and all activities should be mixed where possible. Particular care should be taken in the areas of 

Science, Mathematics and Physical activities. Teachers must ensure that the same children do not dominate in group work, especially 

when using computers. 

Record keeping All teachers should keep detailed records of their work with the class and of individual children’s activities and 

progress. The school has a policy for planning, assessment, recording and reporting of National Curriculum subjects that must be 

adhered to. Other records are left to the teacher’s professional discretion. 

 

PHYSICAL ORGANISATION  

This needs to be read in conjunction with the relevant research summary-How we support Learners at Holme Court. 

Furniture All classrooms should have: 

Tables arranged for: 

• ease of working. 

• flexibility. 

• purposeful discussion. 

• provision of quiet corners. 

• large working surfaces. 

Chairs should normally: 

• be sufficient in number for the activities in the classroom. 
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• leave enough room for children to move easily around the room. 

Storage units arranged to: 

• support different areas of the curriculum. 

• support a project or activity. 

• give character to a room. 

• house children’s personal belongings. 

 No furniture is to be moved from classrooms or exchanged without the permission of the Head.  

Resources Materials in all areas should be well organised, be of good quality, clean, tidy, attractive, accessible and well labelled. As 

far as possible materials should be near the appropriate working area. Stocks should be checked regularly and replenished. Children 

should be taught and shown by example that resources are finite and that we all have a duty to care for equipment and not misuse, 

damage or waste them. Books and other equipment represent a considerable investment of money. They are also important resources 

in the children’s educational experience. They should therefore be looked after carefully. 

Relevant textbooks should be available in each classroom. Some sets of books e.g. dictionaries, thesauri and atlases are purchased for 

specific classes and should not be removed. 

The effective implementation of National Curriculum subjects and AQA Unit Awards calls for a wide range of equipment to be used. 

These do not necessarily have to be stored in the classroom.  

The school library and classrooms have a selection of books covering all curriculum subjects. There are also many outside sources 

for the loan of books, artefacts and equipment. It is important that equipment borrowed from outside sources and other classrooms is 

returned promptly and in good condition.  Teachers should be able to account for the use and location of this equipment. All missing, 

damaged or dangerous items should be reported to the Head. 

Resource finance Curriculum areas are allocated money according to the needs identified in the School Development Plan . The 

Head  and staff will discuss resource needs each half term and report back to the Directors. Requests for all equipment should be 

made to the Head. 

Art and Craft area – This is in the hall.  

Library and computing areas are in the central foyer of the school.In addition, there is space in each classroom for books and 

laptops The area should be tidied daily and variety provided by regularly changing the display. Computers/ I pads should always be 

switched off and stored  in the locked cupboard at the end of the day. 

Mathematics, Science and Technology have accessible and well-labelled areas for the storage of equipment. Teachers should check 

that the resources are appropriate for their groups and that consumable resources are renewed regularly. Teachers should also be 

aware of the safety aspects of all technology equipment. A safety handbook is available from the Head. 

Display in the school should be used to create an attractive and stimulating environment. The work displayed should be of a high 

standard and use both 2D and 3D in a variety of media and be changed frequently. It should include work on different aspects of the 

curriculum and reflect individual children’s efforts as well as ability. Ideally, Mathematics and Science displays should stimulate 

discussion and be accompanied by children’s questions and answers. Sometimes they can be ‘interactive’. 

Cleaning is carried out by a cleaner, nevertheless everyone should be encouraged to take responsibility for their environment both 

within and around the school. Everywhere should be kept tidy and litter free at all times. The school should be checked daily and any 

lost property should be given to the Head. Nothing should be left on the floor, all equipment must be returned to its appropriate place 

and all kit bags hung on pegs. 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.2 ASSESSMENT AND RECORDING POLICY 

 

RATIONALE 

At this school, we believe that assessment and recording are a crucial and integral part of the teaching and learning process. In 

accordance with the planning policy, learning intentions will be clearly identified in the short term plans and the assessment criteria 

matched to these. 

As Holme Court School is set up to cater for a broad range of pupils experiencing dyslexia, the schemes of work for each subject are 

adjusted to cater for the individual needs of a pupil and that of the group of pupils he or she is being taught within. Each pupil has his 

or her own Individual Education Programme, which is developed with reference to his or her needs, as identified by an educational 

psychologist/specialist teacher and through ongoing assessment. The teacher adapts the schemes of work according to the needs of 

the pupils in the class and this is evident in the short-term planning. 

AIMS 

• To recognise and celebrate all pupils’ achievements within and beyond the National Curriculum subjects and Religious 

Education; 

• To provide an evaluation of what has been taught and learned, identifying pupils’ strengths and weaknesses; 

• To ensure continuity and progression; 

• To ensure that there is differentiation in our planning and teaching; ensuring the full inclusion of each pupil; 

• To identify the special educational needs of individual pupils; 

• To inform parents and relevant support agencies of pupil progress; 

• To provide pupils with the opportunity to review their work, to self assess and to set future targets; 

• To keep a pupil profile which is meaningful, useful, consistent and manageable.  

• To raise the expectations of pupils, teachers and parents in an effort to achieve the highest possible standards for each child. 

 

Methods of assessment 

• Entry profiling using appropriate standardised test results after an Educational Psychologist’s report, or Specialist Teacher        

assessment. 

• Formal assessments by specialist school staff on entry if necessary and henceforwards biannually. 

• Learning Ladders 

• Progress against IEPs 

• Questioning/listening. 

• Consideration of finished work/marking. 

• Informal testing 

• Termly writing free writing assessments 

• PM benchmarking 

• AQA awards 

• Diagnostic assessments. 

• Teacher Assessment of pupils using PIVATS framework. 

• Self-assessment e.g. ‘Myself as a Learner’, and ‘Holme Court Experience’ 

 

Pupil records 

Registration documentation is completed by parents before the child starts school. Children are assessed  within the first few weeks 

in school to get a baseline if necessary, but only once the child has settled.  This is followed up with a discussion between parents and 

teachers. Individual children’s records are confidential and access is only available to parents who make a request to the Head. 

Summative tracking sheets are used for recording attainment throughout the year.  

Written reports to parents are sent home at the end of each term. Parents are encouraged to feedback about the report if they wish. 

Parents keep the original of the report and a copy is kept in the child’s individual file. The school operates a policy of encouraging 

parents to talk to staff about their child’s progress on a regular basis and not feeling that they have to wait for an organised parent / 

teacher interview, which are organised termly.  

Standardised diagnostic assessment results are stored on the tracking sheet in the Tracking Documents file in the Head’s office.  

Medical records are confidential and kept in the Administrator’s office. 

PM Benchmark records are kept in the Head’s office. Reading records are kept in the pupils’ home/school diaries that go home each 

day. Teachers write comments in these diaries, and parents are also encouraged to do so. Older pupils may also add their own 

comments. It is a record of books read, suggestions for improvement, reflection on a book and any difficulties encountered.  
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Pupil’s subject books are a record of work covered. They provide constructive feedback to the pupils through daily marking, 

including learning ladders, and show evidence of progress over time. Books are given to parents at the end of their programme at 

Holme Court School. Examples of work may be photocopied and kept in the pupil’s profile as evidence of achievement and progress. 

Class teacher records are confidential to the class teacher and only used to guide planning. They inform the teacher about the 

appropriateness of the work presented to the whole class, group or individual. 

 

Transfer of records 

Records are only forwarded to the new school in the Transition Document. Records to be forwarded are: the reports to parents; the 

summative tracking sheet; any special needs information, reports and assessments; previous school records; transition advice.  

Record Keeping Policy 

The school shall keep the following records: 

1. Pupil Education Records 

2. Pupil Admission Documents and Personal Information 

3. Personnel Records 

4. Financial Records 

5. Curriculum Policy Documents 

6. Non-Curricular Policy Documents 

7. Record of Child Protection Concerns 

 

1. PUPIL EDUCATION RECORDS 

Keeping, Disclosure and Transfer 

The school shall keep and update curricular records on pupils, covering their academic achievements, other skills and abilities and 

progress in school. (This may well include summative records, formative records, examples of work, copies of reports and profiles, 

SATS results etc.) Other material, although not mandatory may also be recorded. The curricular record, together with this additional 

material will comprise a pupil's educational record. 

Confidential reports (e.g. from Social Services, Psychological Reports etc.) must be kept separately from the above general 

information.  

Pupils' educational records (except for exempted material as specified on DES Circular 17.89) shall be disclosed on request to 

parents within the time specified by the statute in force at the time, and to schools considering a pupil for admission or following a 

request from another school after transfer with the parents’ agreement. 

The school shall provide an opportunity for the correction of inaccurate educational and personal records. Directors shall consider 

appeals against any decision by the Head or any teacher with delegated authority to refuse to disclose, transfer, copy or amend a 

pupil's record. 

 

2. PUPIL ADMISSION DOCUMENTS 

The School shall keep admission records specifying any information required by the LA, Directors or DfE relating to pupils on roll at 

the time. These shall be kept up-to-date and amended as and when pupils join or leave the school, providing that the keeping of such 

information does not contravene any law or statute in operation at the time. 

 

3. PERSONNEL RECORDS 

The School shall maintain records of personnel relating to their qualifications, references, experience, length of service, salary levels. 

Appraisal statements shall be the property of the appraised and shall not be maintained with the above records and shall not be used 

in any way other than at the request of, or with the permission of the appraised. A single copy of appraisal statements may be kept 

securely in the Head's office and not in the general school office. Records of appraisal statements shall NOT be kept on computer 

disc or system. 

Application forms of applicants (and references) for vacant posts will be kept securely in the school office until an appointment has 

been made. Following a successful interview the successful candidate's application and references shall be forwarded to the 

administrator and the others kept for no less than six months securely within the school with access by the Head only. Any copies of 

these applications shall be destroyed following a successful appointment. 

References for staff within the school for posts outside it shall be kept securely by the Head.  

 

4. FINANCIAL RECORDS 

Records of the school's financial controls, budget and private fund finances shall be kept in accordance with current DfE regulations 

and shall be made available for inspection by the proper authorities under those statutes and regulations. 



 69 

 

 

 

5. CURRICULUM POLICY DOCUMENTS 

Documents which describe the schools policies on areas, subjects of the curriculum, topics, schemes of work etc. shall be maintained 

up-to-date and available for inspection by authorised persons (e.g. parents, advisors, inspectors, Directors etc.). The Head will 

maintain a master copy of each document in safe keeping and available for inspection by authorised and appropriate personnel. 

 

 

 

6. NON-CURRICULUM POLICY DOCUMENTS 

Documents which describe the school's policies on non-curricular matters as required by the Directors, Ofsted, LA or DfE shall be 

prepared, maintained and kept up-to-date and made available to authorised persons as required. A list of the required policies shall be 

made available also and up-dated as appropriate.  

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.3 HOME-SCHOOL ADVICE POLICY 

 

RATIONALE 

We believe that an active and co-operative partnership between home and school plays a beneficial and important role in children’s 

education. 

 

PARENTAL DUTIES 

• ensure that children are correctly dressed in the school uniform, only plain stud earrings; 

• deliver children to school on time and collect them on time; 

• ensure that homework is in on time and is completed with parental supervision; 

• maintain the high level of support we already enjoy in helping children to read; 

• communicate (reason for child’s absence, completing reply slips, giving school relevant information); 

• follow health and safety advice (e.g. head lice inspections when requested!); 

• support school policies; 

• participate as able (meetings, special events, fund-raising or parents’ association). 

 

SCHOOL DUTIES 

• provide a broad, balanced curriculum within a caring and stimulating environment; 

• teach children according to their individual needs and abilities; 

• maintain an open door policy for parental contact; 

• listen to parents’ concerns and strive to reach a mutually agreeable solution; 

• communicate with parents (newsletters, parent evenings, reports); 

• monitor and assess progress; celebrate achievements; 

• provide, as far as is reasonable and practicable, a safe and healthy environment. 

 

REPORTING PUPIL'S PROGRESSION AND DEVELOPMENT 

Each term a written report shall be forwarded to the parent/guardian of every child in the school. The Summer Term report contains 

children’s Pivats Levels. There are opportunities for the parent/guardian to discuss reports with the class teacher. The school has an 

'open door' policy enabling a parent/guardian to request a discussion on the child's progress at a mutually convenient time. The 

school holds termly parent-teacher consultations.  

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.4 PARENTAL ENGAGEMENT POLICY 

 

Parental Engagement Policy 

Parental involvement in a child’s education affects, and benefits, pupils, parents/ carers and communities in a positive way. 

Holme Court School, therefore, actively welcomes and promotes the involvement of parents/carers as partners in the life of the 

school. It highly values the significant role that parents/carers can play in influencing their child’s learning and behaviour. 

Because only 15% of a child’s life is spent at school, parents/carers play a very important role in their education. Respect between 

parents/carers and school is essential to ensure that every child does their very best both at school and in life beyond school. 

We will, therefore: 

work together with parents/carers to protect and keep children safe, share information (with parents’/carers’ permission) with the 

relevant support services about their child and any family issues, build a mutually respectful, honest and courteous relationship with 

parents/carers 

The Aims of the Policy 

We aim to involve parents/carers effectively in the life of the school in order to achieve the following benefits for pupils, 

parents/carers and the community: 

To improve pupil achievement 

To improve pupil attendance and completion of homework 

To help pupils develop a more positive attitude to their work and behaviour 

To give parents more confidence in, and understanding of, the school’s role 

To give parents greater confidence in themselves and in their ability to help their child at home 

To improve teacher morale, by enabling parents to better understand and support their work 

To increase support from families 

To improve the reputation in the community of the school’s young people 

Procedure 

Involving Parents 

Holme Court School encourages parents/carers to support the work of the school through the:Friends of Holme Court  

We: 

encourage a clear two-way communication between the school and its families about all aspects of school life including our 

programmes, policies and pupil progress, are developing opportunities to enable parents to participate actively in their child’s 

education and to assist learning at home (taking into account different family and cultural backgrounds), have a member of staff 

designated as the parent information contact who is able to provide information and liaise with other members of staff and other 

external professionals who work in the school to support our pupils, are developing opportunities to involve parents/ carers in school 

initiatives and to make them more aware of the changes that are being implemented in school, and welcome the involvement of 

parents/carers in out-of-hours activities and at fundraising events 

Seeking Parents’ Views 

We value the views of our parents/carers and want them to communicate with us frequently. To facilitate this, we: 

collect parents’ views from time to time through questionnaires and surveys, hold a number of events during the school year to keep 

parents informed about their child’s learning and needs, including termly parents’ evenings, and strongly encourage parents to attend 

make alternative arrangements for those who cannot attend.  

We provide an opportunity for parents/carers to comment on their child’s report at the end of the academic year 

We provide each pupil with a diary which is used throughout the year as home/ school contact book, email/ call parents/ carers out of 

school hours in order to work with parents/carers to support their children, encourage parents to get in touch at the earliest 

opportunity if they are unhappy about anything at the school and regard this as an opportunity to improve the school’s work 

 

Signed: 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.5 ATTENDANCE POLICY 

 

 

Attendance Policy 

 

Rationale 

‘At Holme Court our aim is to provide the best education and learning opportunities for all by providing quality teaching that will 

enable pupils to learn and achieve high standards.’ 

 

We have high expectations of our pupil’s learning and if these are to be realised we need to establish high expectations of attendance 

and punctuality. 

 

To achieve this we need to ensure that pupils know that they are valued and that school is a secure and inviting place to be. We also 

need to help parents understand the importance of regular attendance and the need for their children to arrive at school in time for the 

start of lessons. 

 

We are ever mindful that low attendance affects pupils in many ways: 

•  Pupils miss out on opportunities to develop social skills. 

• They may withdraw and have difficulties in forming good relationships with others –which may stay with them during later 

life 

• Pupils can become unnecessarily worried about returning to school. 

•  Every lesson really does matter. Pupils may not be able to keep up with school work. 

• In a busy school day it is difficult for a pupil to catch up. 

•  Low attendance at school is statistically linked to achieving low grades in assessment and difficulties in adult life. 

• Employers want to recruit people who are reliable and have a good work ethic. Pupils who have a poor school attendance 

record may have less chance of getting a good job. 

• Research has shown that pupils who are not in school are most vulnerable and are easily drawn into crime. 

 

All parents /carers who have children of compulsory school age, are responsible in law for ensuring that their children receive an 

efficient education ’”suitable to their age, ability and aptitude and any special educational needs which they may have, either by 

regular attendance at school or otherwise” ( section 7 Education Act 1996). 

A child reaches compulsory school age after their 5th birthday. A child continues to be of compulsory school age until the end of the 

academic year in which they turn 18. 

 

Aims of policy 

• To promote regular school attendance in order for every pupil to reach their full educational potential 

• To provide an effective monitoring system to safeguard pupils’ welfare 

• To promote an effective dialogue between school, parent/ carers and outside agencies 

• To set in place systems for registration and attendance 

 

Guidelines 

 

Punctuality 

 

1. School opens at 8.30 and registration is at 8.45am.The register is kept open until 9.15am. 

Pupils arriving between 8.45 and 9.15 will be marked as late and pupils will need to sign in the late book in reception before going to 

class 

Pupils arriving after 9.15am will be marked absent using the appropriate absence code. 

The afternoon sessions begin at 1.45pm; the register is called immediately. Pupils arriving between 1.45 and 2.15pm will be marked 

late and will need to sign in the late book in reception before attending class. 

Pupils arriving after 2.15pm will be marked absent using the appropriate absence code 

• parents are asked to call/ text/email school if they are aware that they are running late 

• School will call by 9.30 am if a child is not in school and we have not heard from the parents 

 

Early collection from school  

1. Many of our pupils have additional needs which require ongoing appointments with other professionals. It is therefore 

acknowledged that at various times some pupils will need to be out of school. 

 

2. Where possible general appointments such as non emergency dental appointments are best made outside of school time. 

 

Absence 
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-  

1. Children are absent from school for a variety of reasons, however the majority of school days are lost as a result of illness. A sick 

child needs to be at home where they are most comfortable. It is often difficult for parents to make a decision about how ill their child 

is and whether they should be in school or not. Parents need to feel confident that if their child is unwell in school they will be well 

cared for. 

• Teachers / support staff will inform the Headteacher if a child is feeling unwell. Parents will be informed if there are real 

concerns. 

 

2. Some children are particularly vulnerable and ask to stay at home, perhaps because work seems hard. They do not like a particular 

activity or friendships are difficult. We are aware that these children need support to help them with their difficulties.  

• Teachers should be mindful that they should monitor patterns of attendance, children’s work and behaviour to understand 

the child’s difficulty. 

 

3. Teachers should be aware that when children return to school after a prolonged absence they might feel uncomfortable and 

anxious. Their friendship group may have changed and they will have missed significant amounts of work.  

• Action needs to be planned to help children feel welcome and integrate back into the class. They may also need a catch up 

programme of work. 

 

4. Parents will want their children to do well in school, and to achieve this they have a duty to ensure that their children are in school 

each day. It is the school’s duty to communicate this to parents. 

• At the beginning of each academic year parents are asked to sign the home/school agreement which clearly identifies that 

parents are responsible for their children’s attendance but also acknowledges the school’s role in supporting this. 

• The school brochure and website informs parents of the school policy. 

• Attendance figures are included in school reports written each term 

• The Headteacher and teachers will discuss attendance issues with parents at parents’ meetings. 

• The school will raise issues about attendance in letters to parents. 

• The school will act in accordance with national legislation to inform relevant outside agencies where there are concerns 

regarding a pupil’s attendance 

5  Absence procedure 

• In the event that a pupil is unable to attend school parents are asked to contact the school by phone, text or e mail on each 

day of their child’s absence (unless special circumstances apply, the child is on holiday or the child has a more prolonged 

illness and has been advised to convalesce at home by their GP and the school are informed of this).  

 

6. Holidays in school time 

The School has adopted the government policy of not granting any leave within of school time. Therefore parents are strongly 

discouraged from arranging holidays in term time. In order to support parents in planning for holidays the school publishes term 

dates in advance on its website 

 

7. Recording of absence 

The school follows the guidelines issued by the Department for Education (2013) when deciding if an absence is authorised or 

unauthorised. 

• If a satisfactory reason is given (as defined by DfE) the absence will be recorded as authorised. Generally, any absence for 

anything other than ill health/ medical issues, will be classified as an unauthorised absence 

• If the absence is recorded as unauthorised the parent will be contacted by the Head teacher to discuss any difficulties. 

 

8. Monitoring of absence 

• The Head teacher, will monitor the registers on a continual basis to identify trends in absenteeism and to identify children 

whose attendance is causing concern (attendance between 95-90%) or may be considered persistent (lower than 90%).  

• When a child is absent persistently a letter will be sent to parents to make them aware of the situation. 

• The School will also follow “Attendance and Register Routines” guidance, which gives more details about session timings 

and other attendance-related procedures. 

 

Celebrating good attendance 

Many pupils do demonstrate good attendance  

In order to encourage good attendance and to reward those pupils who do attend every day 

• Classes with 100% attendance are applauded in assembly each Monday 

• A class poster is posted on the classroom door 

• Certificates are awarded at the end of each term for 100% attendance 

• Flowers for parents with 100% at the end of the year 

 

This policy was written with reference to current legislation and statutory guidance. 

For further information about national absence codes and school procedures please see Attendance Guidance  
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Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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3.5 HOMEWORK AND MARKING POLICY 

 

HOMEWORK 

Purposes 

1) To encourage self-discipline and personal organisation. 

2) To create additional time for structured learning. 

3) To bridge the gap between home and school. 

4) To allow parents direct involvement in their child's learning. 

Tasks 

The setting of tasks to be undertaken at home will be normal practice. The frequency and length of tasks will vary according to the 

age and needs of the child, and according to the programme of work at the time. Tasks set will vary in their nature, and will not 

necessarily be of a formal pencil and paper style. Tasks may include: reading, learning of tables, spellings or other materials, 

completion and/or extension of work begun in class, additional research, collecting information, investigations. 

Extra Homework 

If a parent feels that particular circumstances (e.g. prolonged absence from school) warrant additional homework this should be 

discussed with the class teacher. If the class teacher feels that additional work would be appropriate, adequate time will be allowed 

for work to be set and materials to be gathered. Additional homework will not normally be set simply because a child is being taken 

out of school for a family holiday. 

Scope 

Homework should be set for clearly defined purposes, not for its own sake. It will rarely be appropriate for homework to be set for 

new work which has not been introduced in class. Homework set should be followed up in class and it should be made clear to 

children that, unless clearly specified, homework tasks are not optional. Failure to complete a homework task should be treated in the 

same way as failure to complete a piece of class work. 

MARKING 

Aims  

All marking should have a clear purpose for either the child or the teacher depending on the learning objective. 

 

Purpose of marking 

1) To inform the teacher of a child’s progress and needs for future planning. 

2) To provide feedback about current work. 

3) To demonstrate the value of a child’s work. 

4) To allow for self-assessment where the child can recognise their difficulties and mistakes and encourage them to accept 

help/guidance from others. 

 

Types of marking 

1) Ticks where work is correct, a purple dot where mistakes are made. 

2) Against the Learning Ladders which are ticked off by both the child and the member of staff. If a child uses a higher skill than 

expected for the Learning Ladder, we comment on it, e.g. ‘Well done for trying to use speech marks’ but we would not mark as 

errors as wrong.  

3) With spellings, we expect copied words to be correct, but all other words are marked for ‘readability’ unless they were words a 

child had been working on in Carousel. We may pick a specific word and tick all the correct letters in their attempt. 

4)Merit points and smiley faces may be given for reward of effort and for excellence 
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Feedback 

Children initial feedback to show that they have read it, or have had it read to them.  

 

Frequency of marking 

1) Marking may take place during the lesson which allows for immediate feedback. 

2) Most work will be marked before the next session of that subject. However, in the case of a long-term project it may not be 

marked until the completion of the project. Children will be informed in advance if this is the case.  

 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.1 STAFF DEVELOPMENT POLICY 

 

RATIONALE 

A clear and explicit policy for the professional development of staff is fundamental to the overall effectiveness of the school. It 

recognises that staff members are the major asset available for school improvement and that they need to be fully prepared to 

undertake changes and developments, particularly with respect to curriculum change. All staff are seen as learners and all staff are 

committed to sharing learning. 

 

AIMS 

1. To clarify the staff’s awareness of and involvement in the school’s philosophy, aims and objectives. 

2. To enhance the development of the professional knowledge, skills and commitment of staff. 

3. To encourage individual teachers to plan their careers and to identify career opportunities. 

4. To thus continuously improve the education of the pupils. 

 

GUIDELINES 

1. The school has a continuous cycle of development including curriculum and staff development, consisting of a process of 

monitoring, evaluation and review of all aspects of the work of the school (see School Self-Evaluation Policy). During the processes 

of Self-Evaluation, development priorities for the school and professional development needs of staff are identified. The annual 

School Improvement Plan encapsulates these needs and identifies action to be taken, including training where appropriate, in order to 

meet them. 

2. Job descriptions are negotiated with each member of staff and reviewed annually. Each member of staff receives at least one 

annual staff development interview. As a part of this process, teachers are observed teaching. All staff have the right to an interview 

at any reasonable time with the Head to discuss professional and career development and also to a guarantee of confidentiality if so 

required. 

3. The Head has the task of co-ordinating development, with responsibility for analysing staff needs, attempting to meet them by any 

appropriate means, and integrating them into an overall Staff Development Plan, with the key criteria for inclusion being the link to 

overall school priorities for school development and improvement. 

4. The Head implements the INSET plan and organises INSET for both the staff as a whole and also on an individual basis. They 

report back to the staff at regular intervals and manage available funding. Staff receiving any individual INSET are expected to report 

back to the Head or whole staff as appropriate. The Head is responsible for planning the dissemination of any experience gained from 

INSET. The Head is also responsible for medium and long-term evaluation of the effectiveness of the INSET, which has been 

undertaken. This will be included in the school Self-Evaluation process. 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.2 STAFF APPRAISAL POLICY 

 

AIMS 

1. To improve the quality of education for children, by helping teachers LSAs and general staff to realise their potential and to carry 

out their duties more effectively; 

2. To help teachers to recognise their achievements and help them to identify ways of maintaining high quality or enhancing their 

professional skills, performance and job satisfaction; 

3. To assist in planning the in-service training and professional development of teachers individually and collectively; 

4. To identify the potential of teachers for career development, with the aim of helping them through in-service training and, where 

appropriate, through a change of duties; 

5. To provide help to teachers who wish to improve their performance, through appropriate guidance, counselling and training; 

6. To enhance the overall management and development of the school. 

 

RESPONSIBILITIES 

1. The school will ensure appraisals are carried out in the school. 

2. The Head will arrange for the appraisal of teachers in the school. 

3. All teachers are required to take part in the appraisal procedures determined by the Head. 

4. Appraisal will operate, and be seen to operate fairly and equitably for all teachers.  

 

APPRAISAL PROCESS 

1. Teachers. Over the annual appraisal cycle the following will occur: The collection of appropriate information about a teacher's 

performance; observation of at least one lesson.  Where a member of staff is new to the school there will be an informal lesson 

observation as a means of introducing the appraisal system and standards, a discussion between the appraiser and the appraisee, 

completion of an agreed statement which summarises the main points of the discussion, a separate annexe to the statement which 

indicates agreed targets which the school needs to consider and any identified training needs and a review meeting in the next year to 

identify progress. A teacher is entitled to complain about an appraisal statement within twenty working days of first having access to 

it.  

2. Head. Over the two year appraisal cycle the following will occur: Self-appraisal. Initial meeting. Observation. Collection of 

relevant information. Appraisal discussion. Summary documentation. Follow-up and support. Support and review. The Head will be 

appraised by two people.  

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.3 STAFF LEAVE POLICY 

PAID LEAVE 

Is approved for: 

Compassionate leave, e.g. urgent family affairs illness or death of close family member; 

Hospital/Specialist appointments (this does not include non-emergency dentist or doctor appointments); 

Home emergencies: e.g. burst pipes, burglaries, fire etc.; 

Other paid absence is at the discretion of the Managing Director following an application in writing. Approval must be 

given in writing and a copy given to the Head. 

 

UNPAID LEAVE 

On the advice of the Head, unpaid leave requests will be considered for: 

A period of one week or less at the discretion of the Managing Director following an application in writing. Approval must 

be given in writing and a copy given to the Head. 

More than one week, following approval by the Managing Director. Approval must be given in writing and a copy given to 

the Head. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.4 STAFF RECRUITMENT AND INDUCTION 

Recruitment  

We strive to be rigorous and fair in our recruitment policy, and we have procedures to help us achieve this. We require all candidates 

to address specific areas of the job in the same way in their application and in the interview. We look for evidence of behavioural 

competencies and skills from previous positions, and the offers we make are conditional upon satisfactory references, DBS check, a 

medical questionnaire  and production of original certificates for the relevant qualifications and evidence of their identity and right to 

work in the UK and criminal record declaration and overseas police check if appropriate. 

 

It is recognised that there is a need to provide support and encouragement to all new staff. It is further understood that there is so 

much for a new member of staff to assimilate that they are encouraged to refer to ISP, school policies and to question colleagues as 

the need arises. 

 

Induction  

Purposes 

The induction programme enables staff to integrate into the school community and work effectively individually and as part of a 

team. 

To make new staff aware of the school’s philosophy, aims and objectives. 

To develop knowledge and skills of new staff to provide job satisfaction, motivation and quality of learning experience for all pupils. 

To provide the opportunities for new staff to be informed of school procedures and educational developments. 

To enable new teachers to recognise issues pertinent to them and be able to share experiences and ideas. 

To enable new staff to be confident in asking for and receiving help. 

To build confidence and expertise in the classroom and in other areas of responsibility. 

 

 

Guidelines 

Applicants are provided with all essential details and the opportunity to visit the school. 

Relevant information is given to all new staff. 

All new staff will meet with key personnel in school. 

All new staff will receive relevant training. 

Support is provided from relevant members of staff. 

 

Procedures 

Before taking up the post: 

Job details are sent to potential applicants. 

There is the opportunity to visit the school prior to the interview if requested by a prospective candidate. 

 

Once appointed: 

New staff are encouraged to visit the school prior to taking up the post, given a tour of the School and introduced to other colleagues. 

All new staff are given a School Calendar, and appropriate timetables and Staff Handbook. 

All teachers where possible are given the opportunity to meet the outgoing member of staff., as well as new colleagues. 

 

After taking up the post: 

½ Termly diaried meetings with Headteacher for support and review. 

Completion of relevant paperwork. 

INSET training days will be provided as identified in the School Calendar. 

There will also be opportunities for professional development by outside agencies.  

Meet SLT and other staff as appropriate. 
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Support Staff are encouraged to attend Professional Development opportunities provided by the school and outside agencies where 

appropriate. 

Staff are appraised annually and their career development discussed. 

Conclusion 

 

If a new teacher joins the school during the academic year, the induction policy is put into practice at that point.  

The long term needs of all individuals are looked after by the Staff Development Policy to ensure career development and 

progression. 

This policy should be read in conjunction with the School Improvement Plan relating to Staff Development. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.5 STAFF PAY POLICY 

 

1. Introduction 

1. The school recognises the importance of having a clear written policy on salaries for staff employed at the school to ensure that all 

staff are rewarded fairly, without discrimination, for the work they do. This pay policy will be kept under annual review to ensure 

that the discretions on pay available will be used in the most appropriate way to recruit, retain, motivate and reward staff, taking into 

account the needs and circumstances of the school and plans and priorities for its future and development. 

2. When reviewing the pay policy, all staff will be consulted and their views taken into account when deciding the pay policy (a copy 

of which will be given to each member of staff). 

3. The school recognises that financial reward is not the only means of supporting staff and will try to ensure that all staff have good 

working conditions. 

 

2. General 

1. The school will abide by the relevant pay provisions in the Conditions of Service appropriate to all staff, and will use any salary 

discretions where appropriate and practicable. 

2. The school will ensure that the Equal Opportunities Policy is followed in making any pay decisions. In exercising any pay 

discretions full account will be taken of any relevant legislation, e.g. on equal pay, sex discrimination and race discrimination. 

3. Vacant posts and incentive allowances will be advertised in the staff room so that all staff have the opportunity of applying for 

such positions. 

4. The school, when drawing up its budget proposals, will take account of the salaries requirement for staff and will, wherever 

possible, include an amount for discretionary payments in the contingency funds to be used as appropriate. 

5. Due regard will be given to pay relativity between staff, taking account of any advice contained in the appropriate Conditions of 

Service and the Teachers Pay and Conditions Document. 

6. The school development plan and the staffing structure will form the basis of the salary structure in the school. Job descriptions 

will be provided for each post and will be regularly reviewed. All staff will be entitled to see their salary records, which will be 

confidential. 

7. The school recognises that the appraisal scheme for teachers is intended primarily for staff development and confirm that there will 

be no direct link between appraisal and pay. The implementation of this pay policy in individual cases will be carried out by the 

Directors. 

8. The Directors shall make a decision on any salary matters not specifically covered by this pay policy and shall raise the issue for 

inclusion in the Pay Policy at the next review of the policy. 

 

3. The Pay Policy in Operation 

1. The Pay Policy will be implemented by the Directors .  

2. Advice may be sought from the Local Education Authority or other source as appropriate. In making decisions, the Directors will 

have regard to budget availability and be mindful of future financial consequences of any decision. 

3. The Directors shall record the reasons for the award of any discretionary payments to staff. 

4. Any member of staff who seeks a review of their pay should initially discuss the matter with the Head so that it can be raised with 

the Directors. 

 

4. Pay Discretions for Teaching Staff 

The Teachers Pay and Conditions Document outlines the provisions relating to pay and also states a number of criteria attached to 

discretionary payments which must be followed. Unless stated otherwise in this policy, the criteria to be followed in making 

decisions on the award of allowances and enhancements will be based on those criteria contained in the Teachers Pay and Conditions 

Document. It is acknowledged that there is no provision to pay honoraria to teachers and that only the provisions contained in the 

Document can be used. 

 

5. Head Teacher 
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1. The Directors will annually review the duties and responsibilities of the head teacher to see whether the salary scale and rate is still 

appropriate. 

2. The Directors will look at the following assessment criteria: 

(i) the responsibilities of the post; 

(ii) the social, economic and cultural backgrounds of the pupils attending the school; 

(iii) whether the post is difficult to fill taking into account recruiting information from similar schools; 

(iv) the experience of the Head. 

3. Recommendations on any pay changes will be made to a full Board Meeting at which appropriate financial information will be 

made available. A majority vote by the Directors is required to endorse any proposals. 

4. The Head will not normally be present at any meetings which discuss the pay of the post. Attendance of the Head will be at the 

discretion of the Board. 

5. New appointments will normally be made to the minimum of the appropriate scale but the Directors may give increments in 

recognition of previous experience at their discretion, taking account of any previous practice and advice. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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4.6 WHISTLE BLOWING POLICY 

To be read in conjunction with  the  2.4 Safeguarding and Child Protection Policy 

Policy Statement 

Whistle blowing happens when a member of staff of the school speaks out against what they perceive to be an ethical failure by the 

school. There are specific headings under which the law recognises such failures. These are set out in the Procedure section of this 

policy.  

The school wants to perform in an honest and open way for the advancements of its pupils’ education and positively encourages the 

identification and correction of failures that hamper this. 

Workers who in the public interest raise genuine concerns under this policy will not under any circumstances be subjected to any 

form of detriment or disadvantage as a result of having raised their concerns. 

Procedure 

This policy will apply in cases where staff genuinely believe that one of the following sets of circumstances is occurring, 

has occurred or may occur within the school and that it is in the public interest for the employee to disclose it. The matters 

that may be disclosed in this way are that: 

 -a criminal offence has been committed, is being committed or is likely to be committed 

-a person has failed, is failing or is likely to fail to comply with any legal obligation to which he or she is subject 

-a miscarriage of justice has occurred, is occurring or is likely to occur 

-the health and safety of any individual has been, is being or is likely to be endangered 

-the environment has been, is being or is likely to be damaged 

-information tending to show any matter falling within any one of the preceding paragraphs has been, is being or is likely to 

be deliberately concealed. 

 

There is no need for a worker to prove that the breach or failure that they are alleging has occurred or is likely to occur; a 

reasonable suspicion will suffice, ie where the worker reasonably believes that the information disclosed is substantially 

true. Workers should, however, note that they are not entitled to make a disclosure if in so doing they commit a criminal 

offence. 

 If workers wish to raise or discuss any issues which might fall into one of the categories listed in clause (1), they may 

either raise the matter by talking with their immediate line manager or the Head teacher. This person will, insofar as is 

possible, treat the matter in confidence. It is likely that an investigation will be necessary and the employee who has made 

the disclosure may be required to attend an investigatory hearing and/or a disciplinary hearing (as a witness). Appropriate 

steps will be taken to ensure that the worker’s working relationships are not prejudiced by the fact of the disclosure. 

If workers reasonably believe that the relevant failure (ie one of the set of circumstances listed above under clause (1)) 

relates wholly or mainly to the conduct of a person other than their employer or any other matter for which a person other 

than the school has legal responsibility, then they should make that disclosure to that other person. 

Also, workers may make such a disclosure to Public Concern at Work, the leading authority on public interest whistle blowing, if 

they consider that it has an interest in the matter and, despite the best efforts of the school, workers believe that disclosure within the 

school or sponsoring body is inappropriate or has been unsuccessful. Disclosures made to workers' legal advisors in the course of 

obtaining legal advice will be protected. 

 

Workers should be aware that the policy will apply where they reasonably believe that the information disclosed and any 

allegation contained in it are substantially true. If any disclosure is in the public interest and concerns information which 

employees do not substantially believe is true, or indeed if the disclosure is made for personal gain, then such a disclosure 

will constitute a disciplinary offence for the purposes of the school’s disciplinary policy and procedures and may constitute 

gross misconduct for which summary dismissal is the sanction. 

While the school hopes that such disclosures will never be necessary, it also recognises that it may find itself in 

circumstances which are new to it. Each case will be treated on its own facts. 

 A worker who makes a disclosure is protected from detrimental treatment by the school, by a co-worker or by an agent of 

the school. An employer is vicariously liable for detrimental treatment. If this occurs, it should be raised immediately with 

the line manager so that the matter can be investigated thoroughly without undue delay. Detrimental treatment includes, for 

example, harassment and bullying or not complying with a person’s rights and entitlements under his or her contract of 

employment. 
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9.  A worker is also protected from dismissal by the school for making a protected disclosure. There is no qualifying period 

for an unfair dismissal claim to be made to an employment tribunal. 

10. NSPCC whistle blowing telephone number 0800 0280285 

  

Signed: 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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5.1 EQUAL OPPORTUNITIES POLICY 

Policy Statement 

This policy and complies with The Equality Act 2010. 

We understand “equal opportunities” to describe an environment in which no child or adult is prevented from taking a full part in the 

life of the school as a result of:  

• age 

• disability 

• gender reassignment  

• race (including ethnic or national origins, colour or nationality) 

• religion or belief (including lack of belief) 

• sex 

• sexual orientation  

At Holme Court, we value the diversity of experience that our pupils bring. We welcome differences and celebrate culture, respecting 

the needs of the individual, the group and the school community as a whole. We seek to share the different cultures represented here 

to inform and enrich. 

We recognise the importance of allowing all our pupils and their families equal access, as far as possible, to the facilities and 

activities we have to offer. High standards are possible for all and we seek to ensure that our expectations are challenging everyone, 

whatever their level of intellectual or physical ability, gender, race or religion. We try to extend this welcome to our staff, 

parents/carers, pupils and the community.  

Our pupils and families may have unequal starting points and may need special attention and provision in order to work with others 

on a more equal basis. We seek to provide these opportunities and raise awareness within the community of the needs that they have.  

It is important that we encourage the active involvement of our pupils and help them to understand their rights as well as the need to 

respect the rights of others. We actively engage with our community to ensure that prejudice, discrimination and stereotyping are 

challenged and to provide a harmonious working environment in which everyone feels valued.  

The Aims of the Policy 

We aim to: 

achieve the highest standards of teaching and learning for everyone, irrespective of ethnicity, religious belief, age, gender, ability and 

disability or social background; encourage respect for and understanding of the beliefs, doctrines and personal circumstances of 

individuals; involve, as far as possible, representatives from diverse groups  in school life; consider, when defining school policy and 

procedure, the implications for different groups; work with other schools including our sister school in order to share strengths and 

seek ideas for improvement; seek to promote the welfare in school of individuals who have specific physical, emotional, learning and 

religious needs; deal swiftly, effectively and firmly with comments and incidents that are detrimental to the well-being of others. 

Procedure 

Responsibilities 

It is expected that all staff, pupils and adults will pay due regard to the feelings of others and their needs and will implement this 

policy to the best of their ability. A spirit of fairness and openness will be encouraged and negative stereotyping is prohibited. 

Teachers 
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Teachers are responsible for: 

ensuring the implementation of this policy to the best of their ability within the classroom and in their own dealings with staff, pupils 

and the school community 

contributing to discussions about equal opportunity issues 

monitoring their own procedures and routines to ensure that pupils are treated equitably  

referring incidents and concerns, where appropriate, to the Head. 

School Staff 

All school staff are responsible for: 

setting an example to pupils in terms of their treatment of one another and by displaying tolerance and understanding towards the 

beliefs and cultures of others 

ensuring that policies and procedures are implemented  

being vigilant for incidents of racism, sexism and prejudice and acting upon them 

encouraging pupils to try new activities that challenge stereotypical roles and prejudices. 

Senior Leadership Team 

Approved by The Senior Leadership Team (SLT) is responsible for: 

ensuring the place of equal opportunities within the school improvement plan  

recording and dealing with incidents of racism, bullying and other inappropriate behaviour 

co-ordinating the curriculum in conjunction with subject leaders to ensure equality of opportunity is represented in the core and 

foundation subjects 

ensuring that equal opportunities is covered within all subject policies and plans 

providing opportunity for resources to be ordered to support this policy 

ensuring that there is provision of auxiliary aids and services 

monitoring performance by groups of pupils through analysis or discussion with other staff 

ensuring the application of the admissions policy  

continuing to monitor and formulate accessibility plans within the constraints of the building 

continuing to monitor the progress of actions identified in improvement plans  

being instrumental in the review and evaluation of actions and their impact 

helping to identify positive actions to tackle particular disadvantage.  

 The Directors 

The Directors are responsible for: 

ensuring that the school meets the public sector equality duty under the Equality Act 2010 

ensuring that there is an equal opportunities policy in place and reviewing its content and efficacy on an annual basis 

assessing the impact of the policy on the standards attained by different groups within the school 

making reasonable adjustments if the premises or employment arrangements limit access to particular community groups or 

individuals on the basis of disability or gender 

planning to increase over time the accessibility of school to disabled pupils 

publishing information to demonstrate compliance with the specific equality duty annually.  
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Pupil Attainment and Progress 

All pupils in the school are carefully monitored to ensure that they make the progress expected and achieve their targets.  

We monitor the progress of pupils across a range of subjects. Termly progress meetings with class teachers enable staff to identify 

any pupils who are falling behind and need additional support. In some cases, this will be individual support; in others, it will be an 

intervention programme as part of a group. 

Barriers to learning such as difficulties with attendance and/or family circumstances are addressed by the SLT.  

All pupils are expected to work towards their potential — whatever level that may be. Classroom organisation and planning must 

have regard to every pupil's individual needs. In order to ensure this is the case, we aim to include reference to equal opportunities 

through: 

curriculum and administrative policies 

the school improvement plan. 

In terms of academic success, we are committed to supporting the learning of pupils across the ability range. Different pupils will 

excel in different subjects. As such, we continue to protect the broad and balanced curriculum to ensure that all pupils have chance to 

succeed and have their skills and abilities recognised.  

Our assessment policy sets the standard in terms of ensuring that we have a good understanding of what our pupils have learnt and 

how we can support them in the next stage of their learning. We emphasise the importance of involving pupils in self-assessment and 

enabling a genuine culture of consultation and involvement.  

Where relevant we complete individual assessments of English as an additional language (EAL). The information from this 

assessment is compiled and used to demonstrate trends and individual progression. Discussion with class teachers is an important 

feature as are “focus” opportunities, where time is taken to assess the needs of individuals. Provision for pupils with English as an 

additional language is separate from that provided for pupils with special educational needs (SEND).  

Constructing and Delivering the Curriculum 

Curriculum Planning 

Curriculum planning aims to provide a stimulating, relevant and exciting curriculum that will motivate and enthuse our students. 

Pupils are encouraged to gain confidence in non-stereotyping curriculum areas and mixed gender groups are part of the school's 

normal working practice. Planning takes account of the need for differentiation to provide full access for pupils with a range of 

varying needs. Subject leaders and the SEN team check planning to ensure that provision and resources are appropriate.  

We include in our plans: 

opportunities for pupils to explore the local environment outside the school and work with the local community 

topics and projects that look at different groups, religions and cultures as they are present in the UK 

an international dimension where we study other countries and also apply an international perspective to other topics  

opportunities for pupils to exchange view and recognise the different perspectives that other groups might have.  

Classroom Management 

Each classroom is made equally welcoming to boys and girls with flexible seating arrangements and a variety of resources made 

accessible to support pupils in their learning.  

Grouping is appropriate for specific purposes and positive discrimination is adopted in order to meet every student's rights under 

equal opportunities. A positive classroom ethos is developed with the use of rewards and boundaries and clear expectations for 

classroom behaviour. A well-established behaviour policy supports teachers in the maintenance of an environment conducive to 

learning.  

 

All pupils feel valued, have individual targets and are clear about what they need to do next to make the progress expected of them.  

Approved by The Senior Leadership Team 

 

Signed   ……………………………………………………..  
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Review Date September 2019…………………………………………………….. 
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5.2 SPECIAL EDUCATIONAL NEEDS & DISABILITY POLICY 

Special Educational Needs and Disability Policy 

INTRODUCTION 

Holme Court School was created with the specific intention of providing support for dyslexic pupils and associated difficulties. 

These particular educational needs will be reviewed and assessed regularly and our Special Needs Policy intends to ensure that all 

difficulties experienced by pupils are carefully monitored and sensitively dealt with and complies with The Equality Act 2010.  

AIMS 

1. To provide high quality teaching to enable all our children to perform to the very best of their abilities.  

2. To promote a happy school atmosphere, with the emphasis on self-respect and respect for others.  

3. Children with learning difficulties and disabilities will be given individual and appropriate provision.  

4. All pupils will participate in the full curriculum and all school activities, where agreed. 

 

BACKGROUND 

The school aims to have regard to the 2014 DƒE Code of Practice on the Identification and Assessment of Special Educational 

Needs, and to provide a welcome, and appropriate learning opportunities, for all children. 

Our system of observation and record-keeping, which operates in conjunction with parental input, enables us to monitor children’s 

needs and progress on an individual basis. 

Each class teacher is responsible for a class of a maximum of 10 pupils, so each child benefits from adult time and attention. 

If it is felt that a child’s needs cannot be met without the support of a one-to-one worker, either full or part-time, external funding 

from the parents, or LAs if the child is statemented/has an EHC plan, will be sought to provide this. The school is unable to fund such 

support. 

If children have physical disabilities that limit their access within the school buildings, reasonable and necessary adjustments will be 

made as the need arises. 

We work in liaison with staff outside the school, including therapists, psychologists, social workers and paediatricians, to meet 

children’s specific needs who work within the School and outside. 

Our staff attend wherever possible in-service training on special needs arranged by professional bodies. 

How are children with learning Difficulties and disability identified?  

Sometimes children are identified as having specific learning difficulties before they come to Holme Court School, and strategies are 

put in place to help the child before and after admittance to school. 

Pupils are assessed using a range of tests to build a profile of their Specific Learning Difficulties. All teachers within the school take 

into account the wide range of abilities, aptitudes and interests among the children in their classes when planning and teaching. A 

child who finds it difficult to progress even within a differentiated framework will be identified as requiring more specialist input. 

Six monthly assessments are used to monitor progress. If further concerns are raised about a pupil, further tests will be administered 

or an Educational Psychologists advice will be sought.  

 

Education Health and Care Needs Assessments 

If the school concludes that the child’s needs are so substantial that they cannot be met within the school’s resources, or by 

reasonable funding by the parents, then the Head will make a request for an EHC Needs Assessment. The parents of the child will be 

consulted before the request to the LA is made. An EHC Needs Assessment is a very detailed examination to determine exactly what 

a child’s special educational needs are and what special help he or she should receive. It is the Head’s responsibility to provide 

information regarding the child’s needs and evidence of the action taken by the school to meet those needs. The LA then considers 
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the needs and, if appropriate, makes a multidisciplinary assessment. A child may be at this stage for a period of up to 16 weeks, 

during which they usually continue with the programme of work they have already been following, funded if necessary by parents. 

The LA considers the need for an Education Health and Care Plan and arranges, monitors and reviews position. An EHC plan is 

a document setting out: the child’s learning difficulties, the special help he or she should receive; the outcomes to be achieved 

by the special help; the arrangements for short-term target-setting and progress reviews; IEP and copies of targets are shared 

with staff, parents and pupil (who monitors their progress using the ‘Bullseye’). 

The EHCP identifies the name of the school the child will attend (which could be the child’s present school, another 

mainstream school or a special school). The LA fund extra provision in certain circumstances, otherwise the cost must be borne 

by parents. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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5.3 TEACHING ABLE, GIFTED AND TALENTED CHILDREN POLICY 

Teaching Able, Gifted and  Talented Children Policy 

All children have personal qualities, special talents and capabilities, which parents and teachers seek to identify, nurture and develop. 

An individual’s gift or talent may be displayed within the regular curriculum, in a particular area of study, or it may cover a broader 

aspect of ability, such as leadership or creativity. Each pupils’ strengths are noted on their tracking form.  

High ability does not always guarantee high attainment. Able children may feel self-conscious about their skills and seek to conceal 

or suppress them, or may possess advanced thinking skills but very poor recording skills or a reluctance or write, so it is important 

that we plan to nurture the whole child rather than concentrate on discrete areas of development. Similarly, it is not unusual for very 

able children to suffer from boredom or lack of support at school or at home which can lead to disruptive behaviour, disillusionment 

or lack of engagement with school work unless appropriate challenges are provided for the individual. The energy and enthusiasm of 

the teacher is an important factor in simulating and motivating pupils. 

Definition It is difficult to provide a single definition which describes all able children. However there are certain criteria which 

teachers will look for in seeking to identify gifted and talented pupils. These may include: an ability to understand ideas quickly and 

to apply knowledge and skills in creative and original ways; evidence of significant talent in one or more areas including physical, 

artistic, technological, linguistic, academic, leadership, creative; originality of ideas, heightened sense of humour or advanced 

vocabulary; singular self-motivation, extended concentration and curiosity. Further criteria relevant to specific subjects can be found 

with curriculum documentation. Every class will have children who are very able in one or more aspects of their learning. By ‘very 

able’, we mean those children who are at the upper end of the ability range in their year group, tackling concepts and challenges 

beyond national expectations as described in the National Curriculum. 

Identification of pupils Every class teacher will have identified those children who are considered to be more able than their peers, 

using school assessments and classroom observations, background knowledge and any other relevant reports. Rather than using this 

information to label these pupils, we use it to ensure effective and suitable provision of work to ensure appropriate pace, rigour and 

challenge. We consider it important that pupils are reassessed regularly so that individuals are not inappropriately pigeonholed into a 

single group for their entire school career. 

Differentiation We consider it important to differentiate the work that is provided for children in order to meet the needs of, and to 

challenge children in lessons, whatever their level of ability. The organisation of lessons allows for class teaching that meets 

individual needs and provides for differentiated group and independent work. Within lessons, able pupils are given direct teaching 

and opportunities to work with their peers. Lessons involving particularly able pupils are based on the principle of inclusive whole 

class and group teaching. 

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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5.4 ENGLISH AS AN ADDITIONAL LANGUAGE POLICY 

Prospective pupils for whom English is an Additional Language are assessed by their form teachers. In discussion with the Head a 

decision is then made as to the suitability of the candidate for that particular class. 

The assessment criteria are flexible. The aim is to support the individual according to their needs within the framework of inclusive 

whole class and group teaching. 

We welcome outside applications. 

When we are unable to offer a place, we will do everything in our power to find a suitable school for the candidate. 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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5.5 COLLECTIVE WORSHIP POLICY  

 

This school will comply with the requirements set out in the 1988 Education Reform Act regarding Collective Worship. 

An Act of Collective Worship will take place twice a week. The time at which this takes place and the form of the Collective 

Worship (whole school, team or class groupings) may vary from day to day. 

The majority of the Acts of Collective Worship will be wholly or mainly of a broadly Christian character. The Act of Collective 

Worship will be non-denominational. 

Every child will take part in the Act of Collective Worship unless withdrawn by his/her parents/guardians. The Head will keep a 

record of all Acts of Collective Worship themes. 

Whilst fully complying with the law, the school will be sensitive to the fact that not all children will come from religious families. 

                  

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.1 CURRICULUM POLICY  

This document is a statement of the aims, principles and strategies for provision of children at Holme Court School. 

 

Review of this policy is ongoing but will be subject to formal review as per the School Development Plan. 

 

1. Introduction 

The curriculum is all the planned activities that we organise in order to promote learning and personal growth and 

development. This includes the formal teaching of the National Curriculum, and Hamilton topic resources, and AQA 

awards. It also includes the 'hidden curriculum’,  or what the children learn from the way they are treated and expected to 

behave. We aim to teach children how to grow into positive, responsible people, who can work and co-operate with others 

while developing knowledge and skills, so that they achieve their true potential. 

 

2. Aims 

The aims of our school curriculum are: 

➢ To enable all children to learn and develop their skills to the best of their ability; 

➢ To promote a positive attitude towards learning, so that children enjoy coming to school, are fully included and 

acquire a solid basis for lifelong learning; 

➢ To teach children the basic skills of literacy, numeracy and computing; 

➢ To enable children to be creative and to develop their own thinking; 

➢ To teach children about their developing world, including how their environment and society have changed over time; 

➢ To help children understand Britain’s cultural heritage; 

➢ To enable children to be positive citizens in society; 

➢ To ensure continuity and progression in all subject areas; 

➢ To ensure that planning available would allow other teachers to teach the class with the least amount of disruption to 

the children; 

➢ To fulfill all the requirements of the  National Curriculum, using Hamilton topic resources, AQA Unit Award 

syllabuses, National Curriculum planning tools, and the Locally Agreed Syllabus for Religious Education; 

➢ To teach children to have an awareness of their own spiritual development, and to understand right from wrong; 

➢ To help children understand the importance of truth and fairness, so that they grow up committed to equal 

opportunities for all; 

➢ To enable children to have respect for themselves, keep themselves safe and  develop high self-esteem, and to be able 

to live and work co-operatively with others. 

 

3. Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  Most children are placed in the 

appropriate class for their Key Stage, but for some this may not be appropriate, which may mean that they are not with their peer 

group. All our pupils are in mixed aged classes and could possibly be moved to a different class at some point in their education at 

Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

We plan our curriculum in three phases. We agree a long-term plan for each class. This indicates what topics are to be taught in each 

term, and to which groups of children. We review our long-term plan on an annual basis and adaptations are made and recorded 

where year groups are taught in separate classes. 

 

With our medium-term plans, we give clear guidance on the objectives and teaching strategies that we use when teaching each topic.  

 

❖ All medium-term plans are underpinned by the National Curriculum Programmes of study, AQA Unit Awards, and 

Hamilton Topic resources.  We use the AQA Unit Awards and Hamilton schemes of work for much of our medium-term 

planning in the foundation subjects. 

❖ In our  medium term plans the subject matter and objectives are very carefully chosen to ensure there will be adequate 

scope for medium term planning.  Further differentiation in the medium term planning is not appropriate due to the 

constantly changing needs of our individual pupils.  The necessary fine-tuning of lessons therefore has to be fully reflected 

in the short term plans where pupil activities must be clearly differentiated in line with their targets and current progress. 

❖ Teachers need to be aware that medium-term plans already exist but because of the nature and fluidity of our intake and the 

regular changes in our school roll, it will always be important for teachers to realize that medium-term plans have to be 

constantly updated. 

 

 

Our short-term plans are those that our teachers write on a weekly or daily basis. We use these to set out the learning objectives for 

each session, and to identify what resources and activities we are going to use in the lesson. Unit plans are used and adapted to suit 

children’s needs in literacy and numeracy as well as in the foundation subjects. Each lesson must show clear differentiation, 

according to the identified needs within the class or group.  
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Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

4. Children with Dyslexia and Associated Specific Learning Difficulties 

 

The curriculum in our school is designed to provide access and opportunity for all children who attend the school. We adapt the 

curriculum to meet the needs of individual children. 

 

All pupils are set targets for reading, writing and maths, reviewed on a termly basis, which are used by staff to complete a gap 

analysis and to plan teaching.   

 

 

5. The role of the subject leader where appropriate 

 

Where appropriate, he role of the subject leader is to: 

➢ Provide a strategic lead and direction for the subject; 

➢ Support and offer advice to colleagues on issues related to the subject; 

➢ Monitor pupil progress in that subject area; 

➢ Provide efficient resource management for the subject. 

 

 

The school gives subject leaders non-contact time, so that they can carry out the necessary duties involved with their role. It is the 

role of each subject leader to keep up to date with the developments in the subject, at both national and local level. They review the 

way the subject is taught in the school and plan for improvement. This development planning links to whole-school objectives. Each 

subject leader reviews the curriculum plans for their subject, ensures that there is full coverage of the national Curriculum and that 

progression is planned into schemes of work. The subject leader also keeps evidence of children’s work, which she/he uses to show 

the achievements of children at each key stage. 

 

6. Use of Computing 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use the Internet selectively to find information, e-mail to communicate with people in other places and 

databases/spreadsheets to handle and present information. Subject-specific computing skills will also be developed. Assistive 

technology such as text to speech or speech to text software is used whenever appropriate for individual learners.  

 

 

7. Monitoring and review 

 

Our Management Team is responsible for monitoring the way the school curriculum, is implemented. Each subject area is reviewed 

at the School Development Plan annual review. 

 

The headteacher is responsible for the day to day organisation of the curriculum. The headteacher monitors the medium term plans 

for all teachers, ensuring adequate curriculum provision.  

 

 

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.2  SUBJECT POLICY AND SCHEMES OF WORK STATEMENT  

 

 

Each subject policy must be taught in accordance with the ethos and aims which are fundamental to Holme Court School. 

 

Each subject is taught with reference to the National Curriculum or appropriate syllabus e.g. AQA Unit Awards . 

 

Each subject has its own scheme of work which contains subject objectives, assessment opportunities, cross curricular links and 

markers of progress and continuity.  As Holme Court School is set up to cater for a broad range of pupils experiencing dyslexia, and 

associated learning difficulties, the schemes of work are adjusted to cater for the individual needs of a pupil and that of the group of 

pupils he or she is being taught within.  Each pupil has their own specific targets which is developed with reference to their needs, as 

identified by an Educational Psychologist, or SpLD teacher and through continuous ongoing assessment and evaluation of work 

carried out.. The teacher adapts the schemes of work according to the needs of the pupils in the class and this is evident in the short 

term planning  

 

Holme Court curriculum policy statements, set out in general terms how each subject is to be taught. The particular needs of each 

child will dicate how work will be planned to meet the needs of pupils, and what the implications of the subject are for the school's 

each pupil group.  Holme Court has an overall policy statement setting out the general principles of assessment, recording, 

accreditation and of reporting on progress for the subject taught.  Underlying all teaching policy documents is the commitment to 

providing children with effective structures and learning strategies to overcome their particular specific learning difficulty. 

 

The schemes of work set out the range of topics for each subject to be taught over a period of time, how individual topics are to be 

taught, what resources will be used, and what opportunities will be taken for assessing pupils' learning and progress.  The schemes 

set out objectives for learning within each topic, and these objectives will be featured in planning for individual lessons and in 

assessment.  The schemes provide the opportunity for teachers to set out differentiated content and approaches for the different levels 

of capability and need (not least in terms of literacy) amongst the pupils.  They also make reference to links between subjects - such 

as noting opportunities to use computing and literacy/ numeracy skills within the topic. Individual progress informs the teacher’s 

medium and long term planning. 

 

Holme Court timetables for classes or individuals provide further information as to how the curriculum is to be managed, particularly 

with regard to the balance and coverage of subjects taught, and taught time in the week. 

Each subject policy must be taught in accordance with the ethos and aims which are fundamental to Holme Court School. 

 

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.1 ART AND DESIGN POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Art and Design taught at Holme Court School. 

 

Art and design at Holme Court follows the National Curriculum as a guide to ensure that the children’s understanding and enjoyment 

of the subject is developed through activities that bring together requirements from both art and design and design and technology. 

Art and design is a vital means of self-expression and communication, it is a means by which children can to learn to make sense of 

and gain a wider understanding and appreciation of the world around them. The children’s creativity is developed by knowledge and 

understanding of art and design as well as investigating and making their own designs and art works. Art and Design can help to 

develop skills across the curriculum as well as supporting emotional and intellectual development, physical skill and critical 

judgment. It is a subject taught in its own right and can be used to enrich teaching and learning in other subjects.  

As art and design requires the use of specialist tools and equipment. This policy is implemented in conjunction with the Holme Court 

School Health and Safety Policy. 

 

Aims and Objectives 

Our aim at Holme Court is for art and design to offer opportunities which: 

• stimulate children’s creativity and imagination by providing visual, tactile and sensory experiences and a unique way of 

understanding and responding to the world; 

• develop children’s understanding of colour, form, texture, pattern and their ability to use materials and processes to 

communicate ideas, feelings and meanings; 

• support children in becoming proficient in drawing, painting, sculpture and other art, craft and design techniques 

• explore with children ideas and meanings in the work of artists, craftspeople and designers, and help them learn about their 

different roles and about the functions of art, craft and design in their own lives and in different times and cultures; 

• help children to learn how to make thoughtful judgments and aesthetic and practical decisions and become actively 

involved in shaping environments. 

All our pupils should: 

1. Produce creative work, exploring their ideas and recording their experiences 

2. Become proficient in drawing, painting, sculpture and other art, craft and design techniques 

3. Evaluate and analyse artistic works using the language of art, craft and design 

4. Know about great artists, craft makers and designers, and understand the historical development of their art forms 

 

Each of these areas of study is related to, and a starting point for the term theme. The teaching takes into account the child’s age, 

aptitude, ability and experience. Teaching also takes account of individual needs enabling all children full entitlement to the 

programme.  

 

Work around the school 

Display is an essential way of encouraging children and providing them with a visually exciting environment. There is a place for the 

display of artefacts, work by professional artists and others to support and explain themes. Display is often a good way to introduce 

discussion with children. 

 

Workshops and visits 

The art and design curriculum at Holme Court is enriched by workshops from visiting specialists. Trips are arranged to enhance the 

children’s learning and to widen their experience. 

 

Links with other subjects 

As well as links with Literacy, maths, computing and science, topic work in art and design is used to broaden aspects of the 

children’s learning in other areas of the curriculum. 
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Resources  

General resources in art and design are the responsibility of the Art Co-ordinator who has a budget available for art materials and a 

separate budget for D&T. These materials are supplemented by more specialised equipment and materials when required by class 

teachers.   

 

Tools 

Some tools are kept in accessible trays for the children’s use. Craft knives, snippers, bradawls and larger tools are kept in the 

teacher’s cupboards for safety.  In line with the Health and Safety Policy great care is taken with respect to the appropriate storage 

and handling of equipment and materials. Visual information (Art History, Architecture etc) is provided through use of the interactive 

screen, books and display materials.  

 

Teaching framework 

This subject is taught through the Hamilton plans topic approach and AQA Unit Awards.The teachers’ short and medium term 

planning is developed from the Schemes of Work, the pupil group’s targets and the knowledge of their pupils previous educational 

experiences. 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

We plan our curriculum in three phases. We agree a long-term plan for each class. This indicates what topics are to be taught in each 

term, and to which groups of children. We review our long-term plan on an annual basis and adaptations are made and recorded 

where year groups are taught in separate classes. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.2  GEOGRAPHY POLICY 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement.  This policy outlines the purpose, nature and management of the Geography taught at Holme Court School.  

Introduction 

We believe that Geography is a tool of learning and communication. Geography is essentially about the study of places, the human 

and physical processes which shape them, and the people who live in them. Skills developed through Geography help pupils make 

sense of their surroundings and the wider world. 

 

Aims and Objectives 

• To teach geography within a topic based approach 

• To explore links between geography and other subjects 

• To provide opportunities for investigation into geographical matters 

• To provide opportunities for children to communicate their awareness and understanding of geography orally, visually and 

in writing 

• To teach the pupils to begin to be able to recognise and ask questions of a geographical nature 

• To teach children to be able to extract information from a variety of sources 

• To enable children to use other knowledge and understanding of their local area and relate it to other environments 

• To develop map reading skills 

• To develop contextual knowledge of the location of places globally.  

• To use computing skills to present a range of graphical results 

• Appreciation of the dynamic nature of geography through awareness of media reports 

These aims promote key skills through geography and relate to other aspects of the curriculum.  

 

Objectives 

• Confidence in their geographical abilities 

• An appreciation of relationships between social, physical and environmental issues 

• An awareness of the fascination of the world in which we live 

• Spiritually, morally socially and culturally through classroom practice and choice of task 

• Mutual respect and tolerance for all cultures will be promoted through the study of geography. 

 

Pupils should be able to: 

• Communicate effectively 

• Demonstrate skills in offering hypotheses and planned enquiries 

• Apply geography to other subject areas such as science, mathematics, PSHE. 

• Improve their own learning and performance  

• Think logically 

• Develop analytical skills 

• Work independently and co-operatively collating evidence derived from the whole group 

 

Teaching framework 
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This subject is taught through the Hamilton plans topic approach and AQA Unit Awards. The teachers’ short and medium term 

planning is developed from the Schemes of Work, the pupil group’s IEPs and the knowledge of their pupils previous educational 

experiences. 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

Where relevant opportunities to use the locality including the Forest School will be made. 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.3  HISTORY POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the History taught at Holme Court School.. 

 

At Holme Court School, we believe that History is a tool of learning and communication. History is essentially about people and 

their development over the period of time. It is essential to our understanding of the development of the modern world. Skills 

developed through the study of History are applicable to everyday  

 

Aims and Objectives 

We aim to: 

• help pupils develop historical knowledge and understanding; 

• introduce pupils to historical inquiry through studying historical evidence, asking questions and problem solving; 

• help pupils develop a sense of chronology; 

• help pupils interpret history using a variety of sources; 

• give understanding that the society in which pupils live has been shaped by past developments; 

• develop an appreciation of the need for both continuity and change; 

• develop the ability to communicate historical knowledge in oral, written and visual forms using appropriate vocabulary and 

techniques. 

 

The pupils should be able to demonstrate the ability to: 

• Recall, select, organise and display knowledge 

• Describe, analyse and explain   

o Events of the past 

o Key features and characteristics of the periods studied 

o People, societies and situations studied 

• Understand, analyse and evaluate historical events, people and issues. 

 

Teaching framework 

This subject is taught through the Hamilton plans topic approach and AQA Unit Awards. The teachers’ short and medium term 

planning is developed from the Schemes of Work, the pupil group’s targets and the knowledge of their pupils previous educational 

experiences. 

 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

We plan our curriculum in three phases. We agree a long-term plan for each class. This indicates what topics are to be taught in each 

term, and to which groups of children. We review our long-term plan on an annual basis and adaptations are made and recorded 

where year groups are taught in separate classes. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 
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Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Use of Computing skills 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use the Internet selectively to find information, e-mail to communicate with people in other places and 

databases/spreadsheets to handle and present information. Subject-specific computing skills will also be developed. The Subject 

coordinator maintains a list of computing resources for their subject. 

 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.4  LITERACY POLICY 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Literacy taught at Holme Court School.  

 

Each subject is taught with reference to the National Curriculum.  Each subject has its own scheme of work.  As Holme Court School 

is set up to cater for a broad range of pupils experiencing dyslexia, these schemes of work are adjusted to cater for the individual 

needs of a pupil and that of the group of children he or she is being taught within.  Each pupil has their own Individual Education 

Programme which is developed with reference to their needs, as identified by an educational psychologist or SpLD tutor. The teacher 

adapts the schemes of work according to the needs of the pupils in the class and this is evident in the short term planning records.  

Individual progress informs the teacher’s medium and long term planning. 

 

Introduction 

We believe that the development of language and literacy skills is of the highest priority. Language is the main tool of learning and 

communication. The purpose of this language policy is to: 

a) ensure language skills are developed and used across the whole curriculum; 

b) aid the monitoring of the teaching and learning of language and literacy. 

 

We have developed a whole school practical approach to teaching spelling and reading, including a whole school carousel to teach 

phonics, spelling, reading and touch typing.  

 

Aims and Objectives 

We aim to : 

a) develop the skills of each child to the highest level; 

b) to produce confident children able to understand and use appropriately the varieties of language available to them. 

 

Speaking and Listening 

From the beginning, children are actively encouraged to speak and listen. Opportunities are given for small groups and individual 

discussion, expression of ideas and presentations. Speaking and Listening skills are not only taught in the classroom, but also through  

assemblies, whole school student council and performances.  

 Children are actively encouraged to: 

a) listen and respond with constructive comments, questions or answers in a variety of speaking and listening activities, 

developing wide ranging and suitable vocabulary, using techniques from ‘Word Aware’ by Stephen Parsons and Anna 

Branagan; 

b) listen to and follow instructions and to relay messages accurately; 

c) plan and discuss work co-operatively where appropriate, e.g. Think, Pair, Share techniques; 

d) develop social skills and good manners, showing courtesy to each other and visitors. 

By the time they leave us, we aim for our children to have fluency and confidence to use language to convey information, ideas, 

comments and personal views in a socially acceptable manner and appropriate to the purpose and audience. 

 

Reading 

Children are encouraged from entry to develop an interest in all kinds of books and the print around them. Children will have the 

opportunity to: 

a) play pre-reading games and exercises to develop the variety of skills needed to learn the complex task of reading; 

b) learn a variety of approaches to reading, including phonics, whole word recognition picture and context clues to make 

sense of text through carousel activities, shared reading, individual reading aloud for fluency and expression, reading 

recovery, and comprehension activities; 

c) read from a foundation reading scheme and have this supplemented with a wide range of books offering a choice of 

genre and vocabulary at the appropriate level, including listening to stories read by others to enhance vocabulary 

acquisition and exposure to texts beyond those they can read themselves; 

d) browse, share and enjoy books with family and friends as well as sessions with the teacher. Short daily spells of 

enjoying and reading books with an adult are essential for successful, confident reading. 

 

Writing 

We need to teach each child handwriting and/or touch typing, spelling and grammar for them to become effective writers. Each child 

enters school at a different level of writing ability but we aim to teach all children the skills to: 

a) use writing/typing as a tool to aid learning and to record their experiences in a wide range of activities across the 

curriculum; 

b) employ a variety of forms suitable to the context, purpose and audience; 

c) achieve independent writing of a high quality; 

d) present work that demonstrates thought, care and pride. 

We encourage the children to celebrate not only their own achievements but those of others through the use of display. Children are 

also encouraged to write letters and to write e-mail messages not only to other children but also to adults.  
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Teaching framework 

There is an emphasis on literacy teaching, because of the nature of the children’s difficulties. This subject is also taught through the 

Hamilton plans topic approach and AQA Unit Awards. The teachers’ short and medium term planning is developed from the 

Schemes of Work, the pupil group’s IEPs and the knowledge of their pupils previous educational experiences. 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Teaching Strategies 

We teach writing through text features, linked to our current topic. Children are exposed to a range of examples relevant to the text 

type being studied e.g. myths, becoming familiar with the specific features of the genre. Children participate in shared writing to 

understand the writing process, before writing individually. Aspects of language such as punctuation and grammar are also taught via 

the text. Graphic organisers and writing frames are used to scaffold writing. Towards the end of each half term, children will work to 

develop mastery through a graduated teaching programme.  

Spelling is taught through three different strands: we assess children’s spelling at the beginning of the school year, or on entry and 

put them in graded spelling groups, according to the spelling patterns they need to work on. The second strand is individual spellings 

taken from their own free writing, practised in Carousel, and the final strand is in class, where particular spelling patterns or rules are 

chosen from the studied texts, explained and practised 

Phonics is taught in Carousel, where children all work at their own individual level, using the Tracks scheme. Another part of 

Carousel is DIY reading which is text reading, where children are encouraged to self-correct and to read for meaning, with every 

child reading a book at their own level. Weekly, every child is recorded reading aloud from a text of their own choice, and rating 

themselves for fluency and expression, with the adult also rating them. Any areas for improvement are discussed and modelled, 

before the exercise is repeated. Within class, children read to teachers either individually, or as shared reading. While Carousel is 

taking place, individual children are withdrawn on a rolling basis for PM benchmarking, which gives them levels for comprehension 

and accuracy.  

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Use of computing 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use laptops, iPads and the Internet selectively to find information, e-mail to communicate with people in 

other places and databases/spreadsheets to handle and present information. Subject-specific computing skills will also be developed.  

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.4  DRAMA POLICY 

Introduction 

The teaching of Drama promotes the following opportunities for pupils: 

• It encourages self-confidence 

• It allows pupils to explore a range of emotions in a safe environment. 

• Through drama, pupils can work out their own points of view and test them against others. This can help the learning of 

negotiation skills. 

• Following from the above, it develops pupils’ co-operation with one another. Working in groups they learn to listen to the 

opinions of others, and to rely on one another. They come to appreciate that it is necessary to participate to be an effective 

member of that group. 

• It gives pupils confidence in solving problems. 

• By participating in drama, pupils are learning actively. The learning experience is therefore more easily held in the 

memory. 

• There are no special skills or difficult concepts that have to be learned to take an active part in drama. It is therefore 

accessible to all children, regardless of academic ability. 

Overall, Drama enhances a pupil’s spiritual, moral, social and cultural development, as well as making a significant contribution to a 

pupil’s speaking and listening development. 

 

Aims and Objectives 

• To enhance imagination and creativity through self-expression 

• To use the drama form to reflect upon experience in an enjoyable way 

• To develop concentration and listening skills 

• To develop group social skills such as 

• sharing experience and knowledge; 

• negotiation; 

• organisation and problem solving; 

• selection and evaluation; 

• awareness of the self and role in society; 

• sensitivity and tolerance; 

• awareness of human relationships. 

• To develop oral communication skills: 

• articulation; 

• fluency; 

• projection; 

• focus and intention; 

• clarity and presentation. 

• To develop non-verbal communication skills: 

• movement and use of space; 

• facial / physical expression. 

• To develop theatre and performance skills: 

• acting; 

• rehearsal and company skills, including awareness of responsibility to the company; 

• awareness of backstage responsibilities such as costume, set, properties, make-up, sound, programmes, posters. 

Teaching Framework 

Drama is taught throughout the school.  All year groups experience drama throughout the year through the topic approach in 

literaacy, topic, PSHE and assemblies., with a particular emphasis on speaking and listening skills. This subject is also taught through 

the Hamilton plans topic approach and AQA Unit Awards. The teachers’ short and medium term planning is developed from the 

Schemes of Work, the pupil group’s IEPs and the knowledge of their pupils previous educational experiences. 

 

Differentiation is achieved by outcome, rather than by set task. All pupils, regardless of ability, are taught the same syllabus. 

 

Resources 

Sound equipment, microphones and stage lighting can be borrowed from our sister school, Cambridge International School.  

Costumes and props are part of drama’s ongoing expenses. 
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Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

We plan our curriculum in three phases. We agree a long-term plan for each class. This indicates what topics are to be taught in each 

term, and to which groups of children. We review our long-term plan on an annual basis and adaptations are made and recorded 

where year groups are taught in separate classes. 

 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Use of Computing 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use the Internet selectively to find information, e-mail to communicate with people in other places and 

databases/spreadsheets to handle and present information. Subject-specific computing skills will also be developed.  

 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.5  MUSIC POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Music taught at Holme Court School.  

AIMS AND OBJECTIVES 

We aim to:  

1. enable each child to grow musically at his/her own level and pace; 

2. foster musical responsiveness; 

3. support children's instinctive drive for sensory experience; 

4. give pupils a means of both verbal and non-verbal experience; 

5. develop awareness and appreciation of organised sound patterns; 

6. develop instrumental and vocal skills; 

7. develop aural imagery; 

8. develop sensitive, analytical and critical responses to music; 

9. develop capacity to express ideas, thoughts and feelings through music; 

10. develop awareness and understanding of musical traditions, styles and cultures from other times and places; 

11. develop the experience that derives from striving for the highest possible musical and technical standards; 

12. foster enjoyment of all aspects of music. 

The music co-ordinator will be responsible for the teaching of music throughout the school.   

Extra curricular activities are available to any pupil who wishes to participate providing they are able to conform to the general 

behaviour accepted by the teacher. Individual instrument lessons are available to all the children, using the peripatetic instrument 

teachers at the International School.  

 

Classroom Organisation  

Music is arranged through whole school activities. They may be teacher led or open-ended and differentiated by task/outcome. 

 

Resources  

A variety of resources will be used when appropriate, namely: 

• radio and T.V programmes; 

• CDs; 

• DVDs; 

• Recording equipment; 

• computers; 

• a range of percussion instruments; 

• keyboards; 

• posters; 

• visiting musicians; 

• our own knowledge within the school. 
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Teaching framework 

This subject is taught as a whole school on a regular basis as well as through whole day music activity sessions. The teachers’ short 

and medium term planning is developed from the Schemes of Work, the pupil group’s targets and the knowledge of their pupils’ 

previous educational experiences. The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil 

group’s IEPs and the knowledge of their pupils previous educational experiences. This subject is also taught through the Hamilton 

plans topic approach and AQA Unit Awards. 

 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Use of computing skills 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use the Internet selectively to find information, e-mail to communicate with people in other places and 

databases/spreadsheets to handle and present information. Subject-specific computing skills will also be developed 

 

Approved by The Senior Leadership Team 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 110 

   

6.3.6  MATHEMATICS POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Mathematics taught at Holme Court School.  

RATIONALE 

Mathematics is 

• an essential element of communication which is important to analyse and communicate information and ideas; 

• an important tool which can be used to enable things to be done which might otherwise be impossible and should equip the 

children for adult life; 

• one way of teaching flexibility, initiative, accuracy, systematic logical thinking and is a source of interest and fun. 

 

Aims and Objectives 

At Holme Court School we aim to: 

• follow the National Framework for Numeracy  

• ensure that each child will leave our school numerate and able to use and apply Mathematics with confidence; 

• pass on knowledge; 

• teach skills; 

• pass on values; 

• develop understanding. 

 

Planning Mathematics 

We operate a planning procedure agreed by the whole teaching staff, based upon the Schemes of Work. We develop termly and 

weekly plans which give details of appropriate activities and outcomes. 

The use and application of Mathematics to investigate and solve problems is integrated with work on number, algebra, shape, space, 

and handling data to ensure that we meet all legal requirements and to help the children think mathematically. 

 

Teaching Styles and Strategies 

A range of styles of teaching are necessary for the teaching of Mathematics. Approaches need to be related to the topic itself and to 

the abilities and experience of both teachers and pupils. Our teaching at all levels shall include opportunities for 

• teacher exposition; 

• discussion techniques (pupil/pupil and pupil/teacher) appropriate practical work; 

• consolidation and practice of fundamental skills and routines; 

• problem solving; 

• the committing to memory and recall of a range of mathematical facts; 

• investigation work; 

• classwork, group work, individual work. 

Multi-sensory techniques will be used to reinforce concepts. 

 

The Role of the Mathematics Co-ordinator 

• To purchase, organise and maintain teaching resources. 

• To assist with diagnosis and support of learning difficulties. 

• To encourage and assist in-service training. 

• To keep up-to-date by attending courses and feedback sessions  

• To provide guidance and support in implementing schemes of work. 

• To offer specialist advice and knowledge for special needs and gifted pupils. 

• After consultation, to co-ordinate recording and presentation throughout the school. 

• To advise the Head of action required (e.g. resources, standards etc.). 

• To encourage ways of involving parents in their children's learning. 

• To promote liaison between school (moderation etc.). 

The over-riding task must be to provide support for all who teach mathematics and so improve the quality and continuity of 

mathematics teaching and learning throughout the school. 

 

Teaching framework 

The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s targets and the knowledge 

of their pupils previous educational experiences.. This subject is also taught through the Hamilton plans topic approach and AQA 

Unit Awards. 
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Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.7  PHYSICAL EDUCATION POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Physical Education taught at Holme Court School.  

Aims 

To provide opportunities to promote and encourage: 

• Spiritual developments. Helping pupils gain a sense of achievement and develop positive attitudes towards themselves. 

• Moral development. Helping pupils gain a  sense of fair play based on the rules and conventions of activities, develop 

positive sporting behaviour, know how to conduct themselves in competitions, accept authority and support referees, 

umpires and judges. 

• Social development. Helping pupils obtain social skills in activities involving co-operation, collaboration, responsibility, 

personal commitment, loyalty and teamwork 

• Physical development. Helping pupils to develop physical competence and confidence and an ability to perform in a range 

of activities 

 

These aims are evident through each key stage and provide a framework for pupils to make progress in four main areas: 

• Acquiring and developing skills 

• Selecting and applying skills, tactics and compositional ideas 

• Evaluating and improving performances 

• Knowledge and understanding of fitness and health 

 

Objectives 

• Develop skilful body management by knowing about good posture and the correct use of the body for performing actions. 

• Develop creativity and an aesthetic awareness and be encouraged to demonstrate knowledge and understanding through 

practical examples and using the correct terminology. 

• Increase strength, stamina, participation, understanding, enjoyment, through a variety of activities by both indoor and 

outdoor environments. Be aware of personal physical limitations and those of ones peers.  

• Increase awareness of exercise in relation to healthy living and understand the importance of warming up and cooling 

down. 

• To develop co-ordination, strength and stamina. 

• To achieve a healthy lifestyle and a feeling of self confidence 

• Observe rules of personal hygiene. 

• Respond to instructions to follow rules and codes of practice which include safety. 

• Develop an understanding of the importance of suitable clothing for the activity. 

• Learn to respect others and the environment by acting appropriately. 

• Plan actions, participate and then evaluate. 

• Develop co-operation through working in a group situation, with a collective goal within a rule framework. 

 

Teaching framework 

This subject is taught throughout te week both directly ( as in swimming/ specified PE lessons and through the inclusion of physical 

activity as part of CoSMO.The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s 

IEPs and the knowledge of their pupils previous educational experiences. This subject is also taught through the Hamilton plans topic 

approach and AQA Unit Awards. 
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Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 



 114 

   

6.3.8  PSHE AND CITIZENSHIP POLICY 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the PSHE taught at Holme Court School. This policy 

should be read in conjuntion with the Safeguarding and Child Protection Policy. 

Personal, Social and Health Education (PSHE) and Citizenship help to give pupils the knowledge, skills and understanding they need 

to lead confident, healthy, independent lives and to become informed, active, responsible citizens.  Pupils are encouraged to take part 

in a wide range of activities and experiences across and beyond the curriculum, contributing fully to the life of their school and 

communities.  In doing so they learn to recognise their own worth, work well with others and become increasingly responsible for 

their own learning.  They reflect on their experiences and understand how they are developing personally and socially, tackling many 

of the spiritual, moral, social and cultural issues that are part of growing up.  Pupils also find out about the main political and social 

institutions that affect their lives and about their responsibilities, rights and duties as individuals and members of communities.  They 

learn to understand and respect our common humanity, diversity and differences so that they can go on to form the effective, 

fulfilling relationships that are an essential part of life and learning. 

Rationale 

• PSHE is taught from an objective point of view, drawing parallels where appropriate to personal experiences.  

• PSHE promotes the respect of others, particularly in listening and appreciating their opinions 

• It promotes the development of confidence and responsibility and the importance of the individual within the school and as 

part of the wider/global community 

• The PSHE programme is developed to build on skills year upon year and provide cross curricular links with the curriculum 

• Although PSHE is not necessarily always taught as a subject in its own right and the elements being studied are threaded 

through the curriculum. 

. Aims 

• To promote interest and enthusiasm for the subject by providing a stimulating, balanced, fully inclusive and relevant 

curriculum. 

• To develop self-esteem, confidence, independence and responsibility, and make the most of their abilities. 

• To encourage them to take on an active role as a future citizen. 

• To develop a healthy lifestyle and keep themselves and others safe eg. SRE, Drugs and Alcohol, Nutrition, Dental Care, 

Child Protection, P.E., Confidentiality 

• Develop effective and fulfilling relationships and learn to respect the differences between people. 

• Develop pupils’ broad general knowledge of public institutions and services in England 

 

Skills / Objectives 

• Empathy – to identify with the different cultures, customs and opinions and draw parallels with their own. 

• Participate – to take an active and responsible approach to decision making. 

• Make Choices – forming balanced opinions based on gathered information. 

• Taking Responsibility – within the school environment and the wider world. Taking responsibility for yourself and your 

actions. 

• Develop Relationships – through work and play identifying the needs of yourself and others. 

• Seek out Information and Advice. 

• Benefit from the involvement of outside agencies. 

• Prepare for Change – making it a positive experience. 

• Consulted on their views and development  

 

The Framework for PSHE   

The knowledge, skills and understanding to be taught in 4 interrelated sections: 

1. Developing confidence and responsibility and making the most of pupils' abilities. 

2. Preparing to play an active role as citizens. 

3. Developing a healthy, safer lifestyle. 

4. Developing good relationships and respecting the differences between people. 

 

The Framework for Citizenship This comprises 3 interrelated strands: 

• Social and moral responsibility. 

• Community involvement. 

• Political literacy  
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PSHE and Citizenship Activities and School Events Residential experiences, visits and special days in school provide 

opportunities for children to plan and work together, and develop and maintain relationships under different circumstances.  They can 

discover new qualities and characteristics through volunteering, participating and reflecting on new experiences.  The links between 

Health Promoting Schools Award (the National Healthy School Standard) PSHE and Citizenship and pastoral care and guidance are 

important.  Where children are taught largely by a class teacher, these links may occur more naturally, but the role of other staff is 

also important as well as the input from visitors, 

 

Curriculum Provision, and resources 

Much of PSHE at Holme Court School takes place informally, responding to children’s needs as they arise. PSHE cannot be confined 

to a specific timetable, but is delivered through a range of teaching and learning styles with an emphasis on active learning by 

including the children in discussions, investigations and problem solving activities. PSHE is delivered in a variety of ways, to reflect 

the age, maturity and abilities of the children through: 

• Break times 

• Discussions about break times straight afterwards to deal with issues. Many of the children are not in a position to be able 

to learn until issues are resolved. 

• Pastoral care and guidance 

• School Council – forum for discussing all aspects of school life, including creative and constructive requests for changes, 

as well as forum for complaints 

• Specific curriculum sessions e.g. Sex education/sexual health, drugs education, nutrition. 

• Teaching PSHE through cross-curricular links (See PSHE mapping) 

• Healthy eating during the school day 

• Whole school activities/events providing opportunities for children to plan and work together and develop and maintain 

relationships under different circumstances. 

• SEAL materials and other published materials, adapted as appropriate 

• Careers advice and further education advice: Local Authority Education Advisers 

 

 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Assessment, Recording and Reporting 

There are 2 broad areas for assessment: 

• Children’s knowledge and understanding e.g. information on health, understanding of rules 

• How well children use their knowledge and understanding in practice, for example participating in discussions, group tasks 

and activities, managing conflict, making decisions and promoting positive relationships.  

 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.9  RELIGIOUS EDUCATION POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement.  This policy outlines the purpose, nature and management of the Religious Education taught at Holme Court 

School.  

 

The Legal Position  

Holme Court School, in accordance with the 1988 Education Reform Act, provides Religious Education for all pupils registered at 

the school. Religious Education is part of the basic curriculum and is taught following the schemes of work set out by the Department 

of Education and Skills. We must stress that Religious Education has the same status and importance as any other subject and the 

same high standards are applied to Religious Education as to all other subjects. At Holme court it is clearly stated that Religious 

Education should not attempt to alter a child's own beliefs but to provide a knowledge of their own and other's beliefs.  

 

Aims and Objectives 

The aims of Religious Education should help pupils to:  

1. acquire and develop knowledge and understanding of Christianity and the other principal religions represented in Great Britain.  

2. develop an understanding of the influence of beliefs, values and traditions on individuals, communities, societies and cultures.  

3. develop the ability to make reasoned and informed judgements about religious and moral issues with reference to the teaching of 

the principal religions represented in Great Britain.  

4. enhance their spiritual, moral, cultural and social development by:  

a. developing awareness of the fundamental questions of life raised by human experience, and how religious teaching can relate to 

them;  

b. responding to such questions with reference to the teachings and practices of religions and to their understanding and experience;  

c. reflecting on their own beliefs, values and experiences in light of their study.  

5. develop respect for other people’s right to hold different beliefs.  

6. develop a positive attitude towards living in a society of diverse religions.  

 

Choosing Materials  

Material chosen will be drawn from six major religions, namely: Christianity, Judaism, Islam, Hinduism, Sikhism, and Buddhism 

according to the appropriate Key Stage. There will be no specific allocation for each tradition since factors such as topic focus and 

the pupil's home background will influence the choice of illustrative examples. The teaching of religions will reflect the fact that the 

religious traditions in Great Britain are in the main Christian.  

 

Resources  

A variety of resources will be used when appropriate, namely: books, artefacts, posters, videos, slides and people from local faith 

traditions.  

 

Withdrawal from Religious Education  

Parents may withdraw their child from Religious Education provided they give written notification to the school. Teachers can 

exercise their right to withdraw from teaching the subject. However, we hope that all parents and teachers would feel comfortable 

with the type of Religious Education being taught at Holme Court School.  

 

Teaching framework 

R.E.is taught through designated days. 
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The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s IEPs and the knowledge of 

their pupils previous educational experiences. This subject is also taught through the Hamilton plans topic approach and AQA Unit 

Awards. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.10  SCIENCE POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Science taught at Holme Court School.  

 

Rationale 

Science is a body of knowledge which is built up through experimental testing of ideas, and which is organised in a way that makes it 

easy to use. Science is also a methodology, a practical way of finding reliable answers to questions we may ask about the world 

around us. The skills and knowledge of Science have wide applicability in everyday life. 

 

Aims 

Our aims in teaching Science are that all children will: 

• retain and develop their natural sense of curiosity about the world around them 

• begin to build up a body of scientific knowledge and understanding which will serve as a foundation for future enquiry 

• develop a set of attitudes which will promote scientific ways of thinking, including open mindedness, perseverance, 

objectivity and a recognition of the importance of teamwork. 

• come to understand the nature of ‘scientific method’ involving meticulous observation, the making and testing of 

hypotheses, the design of fair and controlled experiments, the drawing of meaningful conclusions through critical reasoning 

and the evaluation of evidence 

• become effective communicators of scientific ideas, facts and data 

 

 The fundamental skills, knowledge and concepts of the subject are set out in ‘Science in the National Curriculum’  syllabus where 

the programme of study is categorised into four sections: 

In addition to timetabled Science, there are extra activities that are Science based. eg Outdoor Pursuits, visiting Science theatre 

groups and outings and Museum visits and Topic related work. 

Modes of working in Science include cooperative small group work, individual work and class teaching as appropriate. Within this 

structure: 

• worksheets and ‘circuses’ of activities may be used 

• relevant discussion is always encouraged 

• groups/individuals are encouraged to communicate their findings in a variety of ways, and respect each other’s views 

  

The emphasis in our teaching of Science is on first hand experience and we encourage children increasingly to take control of their 

own learning. Our focus is on: 

• the study of Science  through practical, investigative work 

• careful observation is fostered 

• resources are made readily available and accessible 

• pupils are encouraged to communicate their scientific findings to others using a variety of methods including written or 

verbal reports and use of results tables, graphs, diagrams or drawings 

 

Excellence in Science is celebrated in display and performance including: 

• the display of results of scientific enquiry 

• communication of scientific findings during school or class gatherings 

• entering National and local science competitions 

• keep up-to-date with developments in Science education and disseminate information to colleagues as appropriate 

• organise speakers, visits and outings, Science theatre productions etc 
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Strategies for the Use of Resources 

General Resources in Science are the responsibility of the Science Coordinator, however we can also draw on the resources of the 

Science Centre. School resources include: 

• class sets of scientific instruments likely to be used sporadically by all the classes, such as pooters, magnifiers, stop clocks, 

spring balances, compasses, mirrors, magnets, thermometers, weights and masses etc. 

• major items such as biological models etc. 

 

Computing is a resource which is used in Science for: 

• communicating information (word processing and graphics/drawing packages) 

• handling information (databases and data capture equipment) 

• modelling simulations eg pond dipping 

 

Consideration of health and safety issues is of the utmost importance in Science. Great care is taken with respect to: 

• Appropriate handling of equipment and materials 

• Appropriate storage of equipment and materials (see Health & Safety Policy for more general details). 

 

Teaching framework 

The Science Centre teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s targets and 

the knowledge of their pupils’ previous educational experiences. This subject is also taught through the Hamilton plans topic 

approach and AQA Unit Awards. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Approved by The Senior Leadership Team 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.11 COMPUTING POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the computing taught at Holme Court School. The 

philosophy of the department is in keeping with that of the whole school. 

 

Rationale 

The term ‘Computing’ is applied to the various forms of technology and communications apparatus such as: 

• Computers 

• iPads 

• scanners 

• videoconferencing units 

• digital cameras 

• listening centres and audio and broadcasting systems used in our school. 

 

As computing in general is part of everyday life we need to ensure that all pupils acquire a knowledge and understanding, combined 

with the ability to use various forms of computing throughout the curriculum. 

 

Aim and objectives 

• To create a climate within the school in which staff and pupils become comfortable and confident with computing and its uses. 

• To ensure staff awareness of the availability of the hardware and software in the school and organise these resources with a view 

to the differing requirements of each stage and the unique requirements of pupils with special educational needs. Computing 

viewed as a tool to aid access to the curriculum. 

• To create opportunities for staff to acquire the necessary expertise in computing, thus enhancing and assisting teaching in all 

areas of the curriculum. 

• To identify clear roles for the IT coordinator. 

• To establish effective liaison with pupil’s future school on the subject of information computing by using the available channels 

of computing. 

• To ensure staff, pupil and parent awareness of copyright, data protection and obscene publications acts. 

 

Schemes of work and methodology 

• hardware 

• word processing 

• graphics 

• spreadsheets 

• databases 

• application of computing in society. 

 

(Schemes of work for using other areas of information and communications technology, for example scanner/digital 

camera/videoconferencing equipment will also be established.) 

 

Schemes of work should be delivered by the following methods: 

• individual work 

• small, manageable group work 

• class/group work where there is sufficient quantity of hardware. 

 

Time allocation within the curriculum 

In general the use of most computing equipment will be cross-curricular however computer skills and internet research time will be 

allocated within the broader curriculum. Breadth and balance of the curriculum should be given due attention. 

 

Resources 

• Computers are available in each classroom. 

• All computers pick up our wireless ADSL broadband. In addition we have a number of lap tops and ipads. 

• We use a Xerox wireless printer.  

• The software we use is heavily based on Open Source Standards:   

Mozilla Firefox in addition to the  web browser and Open Office . 

 We also make use of iChat.  iMovie, iTunes, iDVD, iPhoto, PhotoBooth and GarageBand. We are   

continually using the Internet to discover the latest software for  download and evaluation.  We use software which allows 

interaction with the computer via voice and has  a variety of ways of enabling access 

 for pupils with visual  difficulties. 
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•  Pupils are encouraged to familiarise themselves with all aspects of the computer, by having their own password protected 

accounts, and  learning to enjoy the computers through targeted gamework, including   

MarbleBlast, Professor Fizzwizzle and Nanosaur. 

• Pupils Touch Type during Carousel 

• Scanner/printers/digital cameras and software are available. 

• Catalogues of software and resources are available to staff on disc. 

• Schemes of work are available for each stage to cover basic skills in computing. 

 

  

Through the use of its computing equipment the school will endeavour to create links with other establishments that will broaden the 

learning experience for all pupils. 

 

Computing Monitoring 

 

 

Teacher: _____________________________ Class: __________________ 

 

 

Is there evidence of: 

 

 

Children’s work matching Forward Plans?  Yes  No  

 

 

 

Computer skills being taught at levels                                    Yes  No  

appropriate to stage? 

 

 

 

Children using computing skills?                    yes                    No  

 

 

 

Children using skills across the   Yes  No  

curriculum? 

 

 

 

Appropriate use being made of internet?  Yes  No  

 

 

Comment 

 

 

 

Signed ___________________________ Date _________________________ 

 

Teaching framework 

The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s targets and the knowledge 

of their pupils previous educational experiences. This subject is also taught through the Hamilton plans topic approach and AQA Unit 

Awards. 

 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

 

 

 

 

X  

X  

X  

X 

X 
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Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Approved by the SLT 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.12  MODERN FOREIGN LANGUAGES POLICY 

 

All policies are to be read in conjunction with the School Statement of Ethos and Aims and the School’s Policy and Schemes of 

Work Statement. This policy outlines the purpose, nature and management of the Science taught at Holme Court School.  

 

Rationale 

Modern Foreign Languages promote an interest and curiosity about the wider world and a sense of European/International Identity. 

Languages raise children’s awareness of being a global citizen. Spanish has been taught in the past because it is a comparitively easy 

language for children with dyslexia to learn.  

The curriculum is carefully differentiated for the needs of our children. 

 

Aims 

Our aims in teaching Spanish are that all children will 

• develop an enthusiasm for learning languages and to become aware of the benefits of understanding and speaking different 

languages; 

• communicate in other languages by speaking and listening, and to a much lesser extent reading and writing 

• respect and understand other cultures, heritage and multilingualism; 

 

Modes of working in Spanish include cooperative small group work, individual work and class teaching as appropriate.  

 

Strategies for the Use of Resources 

General Resources for Spanish are the responsibility of the MFL Coordinator who has a budget available 

 

Teaching framework 

The teachers’ short and medium term planning is developed from the Schemes of Work, the pupil group’s IEPs and the knowledge of 

their pupils previous educational experiences. 

 

Organisation and Planning 

 

Due to the nature of our school, pupils are placed in the class that will suit their academic needs.  This may mean that they are not 

with their peer group, they are in a mixed aged class and could possibly be moved to a different class at some point in their education 

at Holme Court School. Long term and medium term plans need to reflect this changing need. 

 

Subjects may be blocked during a half term to make use of time, teacher and subject specialists. Teachers in our school may teach 

their specialist subject to more than their own class. 

 

Staff evaluate lessons. 

 

Assessment and Recording 

All pupils’ progress is regularly assessed and their achievements recorded in line with the Holme Court School Policy (section 3.2). 

Assessment opportunities are outlined in the Scheme of Work, linking the pupils’ progress to specific objectives. 

 

Curriculum Links 

Opportunities will be taken to link this subject with other areas of the curriculum, as set out in the Schemes of Work. 

 

Use of Computing 

 

Pupils will be provided with opportunities to develop and apply their computing capability to support their learning in each area of 

the curriculum. They will use DVDs, CD-ROMS and the Internet selectively to find information, e-mail to communicate with people 
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in other places and databases/spreadsheets to handle and present information. Subject-specific computing skills will also be 

developed. The Subject coordinator maintains a list of computing resources for their subject. 

 

 

 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 
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6.3.13  SEX AND RELATIONSHIP EDUCATION POLICY 

This policy covers Holme Court School’s approach to Sex and Relationships Education. Sex and relationship education is lifelong 

learning about physical, moral and emotional development.  It is about the understanding of the importance of loving and caring 

relationships.  It is about the teaching of sex, sexuality and sexual health. 

Research demonstrates that good, comprehensive sex and relationship education does not make young people more likely to become 

sexually active at a younger age. 

Moral and Values Framework  

Sex and relationship education will reflect the values of the PSHE and Citizenship programme.  SRE will be taught in the context of 

relationships. In addition SRE will promote self-esteem and emotional health and welleing and help them form and maintain 

worthwhile and satisfying relationships, based on respect for themselves and for others, at home, school, work and in the community. 

Aims and Objectives for Sex and Relationship Education  

The aim of SRE is to provide children with age appropriate information, explore  attitudes and values and develop skills in order to 

empower them to make positive decisions about their health related behaviour. 

This should take place with consideration of the qualities of relationships within families. 

The objectives of Sex and Relationship Education are: 

• To provide the knowledge and information to which all pupils are entitled 

• To clarify/reinforce existing knowledge 

• To raise pupils’ self esteem and confidence, especially in their relationships with others; 

• To help pupils understand their sexual feelings and behaviour, so they can lead fulfilling and enjoyable lives; 

• To help pupils’ develop skills (language, decision making, choice, assertiveness) and make the most of their abilities. 

• To provide the confidence to be participating members of society and to value themselves and others; 

• To help gain access to information and support  

• To develop skills for a healthier safer lifestyle 

• To develop and use communication skills and assertiveness skills to cope with the influences of their peers and the media 

• To respect and care for their bodies 

• To be prepared for adulthood 

• to help pupils to consider the importance of self-restraint, dignity, respect for themselves and for others, acceptance of 

responsibility, sensitivity towards the needs and views of others, loyalty and fidelity; 

• to enable pupils to recognise the physical, emotional and moral implications, and risks, of certain types of behaviour and to 

accept that both sexes should behave responsibly in sexual matters; 

• to support the personal development and social skills of the pupils; 

• to ensure that pupils have an understanding of their own and others' sexuality; 

• to enjoy relationships based upon mutual respect and responsibility which are free from abuse and exploitation; 

• to provide information and knowledge which will counteract prejudice and ignorance; 

• to develop an understanding of risk and to promote strategies for personal safety; 

• to enable pupils to be aware of the sources of help and to acquire the skills and confidence to use them. 

The teaching programme for Sex and Relationship Education  

• Every child is entitled to receive SRE regardless of ethnicity, gender, religion, age, culture, disability, sexuality, language 

specials needs, disadvantaged and looked after children. 

• It is our intention all children have the opportunity to experience a programme of SRE at a level which is appropriate for 

their age and physical development with differentiated provision when required. 

The organisation of Sex and Relationship Education  

Sex and relationship education is delivered through Science, RE, and PSHE.  Sex and relationship education is taught by classroom 

teachers, teaching assistants and if appropriate, outside visitors. 
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A range of teaching methods which involve children’s full participation are used to teach sex and relationship education.  These 

include use of video, discussion, looking at case studies, drama and role play. 

Resources to teach sex and relationship education include fiction, reference books, leaflets and extracts from videos. 

Specific Issues 

• Parental consultation  

The school informs parents when aspects of the sex and relationship programme are taught and provides opportunities for parents to 

view the videos and resources being used. 

Parents have the right to withdraw their children from those aspects of sex and relationship education, not included in the National 

Curriculum Science Orders, alternative work would be set. 

However this rarely happens, by working in partnership with parents they recognise the importance of this aspect of their child’s 

education. 

• Child Protection / Confidentiality  

Teachers need to be aware that effective sex and relationship education, which brings an understanding of what is and is not 

acceptable in a relationship, may lead to disclosure of a child protection issue. 

The staff member will inform the Head Teacher /Designated Child Protection person in line with the LA procedures for child 

protection. 

A member of staff cannot promise confidentiality if concerns exist. 

• Dealing with difficult questions  

Ground rules are essential to provide an agreed structure to answering sensitive or difficult questions.  This framework facilitates the 

use of an anonymous question box as a distancing technique. 

Teachers will endeavour to answer questions as honestly as possible but if faced with a question they do not feel comfortable 

answering within the classroom, provision would be made to meet the individual child’s needs. 

• Use of visitors 

 “Visitors should complement but never substitute or replace planned provision.  It is the PSHE co-ordinator’s and teacher’s 

responsibility to plan the curriculum and lessons.”       Sex and Relationship Guidance DfEE 0116/2000 P 29 6.11 

 

 Children with special needs  

 Teaching and resources will be differentiated as appropriate to address the needs of our children in order for them to have full access 

to the content of sex and relationship education. 

 

Monitoring and Evaluation  

Monitoring is the responsibility of the head teacher. The school will assess the effectiveness of the aims, content and methods in 

promoting students’ learning by lesson observation, sampling teachers’ planning, questionnaires to teachers and children and 

feedback from parents. 

The effectiveness of the SRE programme will be evaluated by assessing children’s learning and implementing change if required. 

Approved by The Senior Leadership Team 

 

 

Signed   …………………………………………………….. 

 

Date  September 2018…………………………………………………….. 

Review Date September 2019…………………………………………………….. 

 


