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Definitions 
 
Unless otherwise defined in an individual policy, the following terms have the 
meaning set out below in all policies: 
 
 

Principal  

Headmistress 

Rosemary Whaley 

Joanna Chick 

Office Manager Meg Williams 

School Llangattock School Monmouth with 
Monmouth Montessori Nursery 

Child/Children Any child/children attending the School 

Pupil A child except one who attends the Nursery 

Office The office in the wooden building 

Nursery The Schoolôs nursery 

Lower School The primary classroom in the main building. 

Upper School The secondary classrooms in the wooden 
building. 
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1. Environmental Health & Safety Policy 
 
Purpose: To ensure the health, safety and welfare or all persons on site 
 

Llangattock School Monmouth is committed to conducting its business in a manner 
that delivers leading Environmental Health & Safety (EHS) performance.   
 
Our goals are to provide School operations in an environmentally responsible 
manner, and create health and safety practices and work environments that enable 
employees and pupils to work injury-free. 
 

In order to accomplish this, we will: 
 
Á Meet or exceed all applicable EHS regulatory requirements; 
Á Strive to proactively reduce occupational injury and illness risks, and promote 

employee/pupil health and well-being; and 
Á Aggressively pursue pollution prevention, energy conservation and waste 

reduction in our operations. 
 
We will achieve this high level of performance by integrating EHS into our business 
planning and establishing EHS goals and objectives that achieve continual 
improvement.  Each employee has an individual responsibility to follow EHS 
procedures. 
 
Responsibilities 
 
Employer 

Under the Health and Safety at Work Act 1974 (and the Management of Health 
and Safety at Work Regulations 1999), employers must safeguard the health, 
safety and welfare of their employees.  In schools this applies to both teaching and 
non-teaching staff, as well as pupils, parents and other visitors.  The employer 
must do all that is reasonably practical to ensure the health, safety and welfare at 
work of their employees and others who are in any way affected by the activities 
and facilities of the school. 

 
Overall and final responsibility for health and safety of Employers at Llangattock 
School Monmouth is that of the Principal Mrs Rosemary Whaley who recognises 
and accepts her responsibility as the employer. 

Mrs Rosemary Whaley will ensure that, as far as is reasonably practicable: 

Á EHS Procedures meet or exceed all applicable EHS regulatory requirements; 

Á She will strive to proactively reduce occupational injury and illness risks, and 

promote employee and childrenôs well-being. 
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Staff will undertake Health & Safety responsibilities on behalf of the Principal as 
detailed in this policy. 

Office Manager 

Rosemary Whaley, Joanna Chick and the Office Manager are responsible for the 
implementation on the premises of this policy.    The Office Manager will ensure that, 
as far as is reasonably practicable: 

Á The County is informed of any breach of statutory regulations or unsafe 
practice, which cannot be effectively dealt with by the school. 

Á All staff are informed of the Schoolôs Environmental Health and Safety Policy 
and their responsibilities resulting from it. 

Á Unsafe practice is discontinued and any equipment which is unsafe is 
withdrawn from use and reported. 

Á Accidents are investigated and reported using the established procedures. 

Á Other health and safety information is communicated to relevant staff. 

Á Training needs are identified and met.  

Á Assessments for health and safety risks are carried out. 

Á Fire precaution procedures are implemented. 

Á Liaison is carried out with contractors and any self-employed workers to ensure 
their cooperation in supporting this policy. 

Á Approved items of First Aid are made available, properly maintained and their 
location made known to staff. 

All Teachers 
 
The health and safety of children in the classroom and other areas where teaching 
and related activities take place is the responsibility of the teacher who is expected 
to: 

Á Know the emergency procedures in respect of fire and first aid. 

Á Exercise effective supervision of children and ensure that they know general 
emergency procedure in respect of fire and first aid. 

Á Check that classrooms and work areas are safe. 

Á Ensure that protective equipment is used when needed. 

Á Follow safe working procedures personally. 

Á Bring problems to the attention of the Headmistress and/or Principal 

Á Ensure that the children are never left unsupervised. 

 
All Employees 
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In addition to the responsibilities of the employer, all employees have 
responsibilities: 
 

Á To take reasonable care of their own health and safety and that of other 
persons affected by their acts or omissions. 

Á To cooperate with the Principal, as is necessary, to enable her to meet her 
responsibility for health and safety. 

Á To use work equipment correctly. 

Á To inform the Principal of any situations which represent a danger to health and 
safety. 

Á To take reasonable steps to prevent any pupils suffering injury and to ensure 
that accidents or difficulties can be reported to a responsible adult and 
appropriate action taken. 

Á No smoking materials, drugs or alcohol may be brought onto the premises.  
More details are set out in the Smoking, Drugs and Alcohol Policy. 

Others 

It is expected that pupils will behave responsibly and comply with all the safety 
requirements. The support of parents in promoting good practice in health and safety 
matters is important at all times.  

Specific Risks 

1. Computers 

The Health and Safety (Display Screen Equipment) 1992 Regulations relate to 
those operating VDU equipment for long periods as a significant part of their work, 
such as office staff.  These regulations indicate good practice and they will be 
implemented by the school as far as is reasonably practicable. 

2. Fire  

Details are contained in the Fire Policy. 

3. Electrical Safety 

An inspection of electrical equipment will be made regularly, together with PAT 
safety checks of leads and plugs for appliances. 
 
 
 

4. Access Equipment 

Ladders will be stored in a safe place and manner.  There will be regular checks 
for any defects. 
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5. First Aid 

As far as is reasonably practicable, the school will ensure that the majority of staff 
are trained First Aiders.  In the event of an emergency, eg if an ambulance needs 
to be called, this will be normally done by the Headmistress, Principal or Office 
Manager.  The Headmistress or Office Manager will be responsible for equipping 
and maintaining all First Aid boxes.  First Aid equipment must be taken on 
educational visits and outings.   More details are provided in the Accident/Incident, 
First Aid and Medication Policy. 

6. Water Safety 

Legionella risk assessments are undertaken periodically.   Welsh Water undertake 
periodic visits to assess water safety. 

7. Food Hygiene 

Food preparation and serving facilities are cleaned after every use and are subject 
to regular inspection and certification. All staff that are involved in the preparation 
of food have the appropriate food hygiene certificates. 

8. Accident Reporting Procedures 

All accidents and dangerous occurrences are recorded in the Accident Book, 
which is kept in the office.   More details are provided in the Accident/Incident, First 
Aid and Medication Policy. 

9. Risk Assessment 

Where necessary, a risk assessment of certain manual operations will be carried 
out, eg dining room staff moving tables, aspects of manual work, and measures 
introduced to reduce any risks identified.  Risk assessments have been carried out 
for every area of the school and are available in the Risk Assessments file. 

10. Health and Safety Monitoring 

Regular monitoring of health and safety performance will be carried out as follows: 

Á Termly inspections of premises by the Principal or her representative.  Annual 
inspection by a builder. 

Á Routine maintenance checks of equipment, by approved contractors, including 
fire extinguishers, PE and play equipment and portable electrical appliances. 

Á Investigation of accidents and incidents by the Principal or her representatives. 

 
 
 
 
Review 
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The policy is designed to meet the individual needs of Llangattock School 
Monmouth.  It will be reviewed and revised as circumstances in the school change. 
 
 
Additional Documents 

Risk Assessments  

Accident Book 
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2. Fire Policy 
 

Purpose: To ensure safety of all children and adults in the event of fire. 
                 To minimise the risk of a fire occurring. 
 
Standards for Llangattock School Monmouth  
 
Á General Fire Prevention 

The Office Manager will ensure that all members of staff are instructed in the 
action to be taken should a fire break out.  This will be done by giving each 
member of staff written instructions in the form of a ñFire Routine Procedureò 
which is set out below. 

In the event of fire it is the first duty of all staff to prevent injury or loss of life. 

Á Fire Routine Procedure 

On suspicion of or discovering a fire: 

1. Raise the alarm. 

2. Ensure all children leave by the safest and nearest Fire Exit. 

3. Ensure the Fire Brigade is called ï 999. 

4. If safe to do so attempt to extinguish fire, otherwise leave by nearest Fire 
Exit. 

Á Fire Fighting Equipment 

Fire extinguishers and fire blankets are provided within the Llangattock School 
Monmouth premises.  Whenever fire fighting equipment is used, an immediate 
report must be made to the office, so that equipment may be re-charged or 
replaced.  Fire Extinguishers and fire blankets will be tested by an approved 
engineer on a regular basis.  A visual check of fire equipment will be made by 
the Office Manager once a month. 

Á Fire Stewards 

The following staff have been nominated as Fire Stewards: 

Á Joanna Chick ï Lower School 

Á Clare Stevenson - Upper School 

Á Myra Hughes ï Nursery 

Á Meg Williams  - Office 

Á Meg Williams - Kitchen/Coach House 
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Á Fire Drills will be held once a term and be recorded in the Fire Register.  
Instructions for what to do in the event of a fire will be displayed in all School 
rooms and other main areas.  A record of visits by the Fire and Rescue Service 
will be kept in the Fire Register.   

Á A Fire Risk Assessment is carried out for the School; a copy of the current 
assessment is available from the Office. 

 

Additional Documents 

Fire Risk Assessment 

Fire Register 

Procedure instructions (in all rooms) 
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3. Safeguarding and Child Protection Policy 
 
A safeguarding and child protection policy that follows Keeping Learners Safe 

158/2015, and has regard to Safeguarding Children in Education: The role of local 

authorities and governing bodies under the Education Act 2002. This should be 

read in conjunction with Welsh Government Circular 009/2014 ï Safeguarding 

Children in Education: Handling allegations of abuse against teachers and other 

members of staff. 

1. Introduction 
Llangattock School Monmouth with Monmouth Montessori Nursery and Home Ed 
Partners fully recognises the contribution it makes to child protection. There are 
three main elements to our policy: 

Á prevention through the teaching and pastoral support offered to pupils 

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

Á support to pupils who may have been abused.  

Our policy applies to all staff and volunteers working in the school and its 
management and Board of Advisors.   It is recognised by this organisation that all 
staff that come into contact with children can often be the first point of disclosure 
for a child, be they learning support assistants, mentors, caretakers, cooks or 
secretaries. 

2. Prevention 
 
We recognise that high self-esteem, confidence, supportive friends and good 
lines of communication with a trusted adult helps to safeguard pupils. The school 
will therefore: 

Á establish and maintain an ethos where children feel secure and are 
encouraged to talk, and are listened to 

Á ensure children know that there are adults in the school whom they can 
approach if they are worried or in difficulty, or concerned about matters that 
concern them or their siblings or friends.  

Á include in the curriculum, activities and opportunities for Personal Social 
Education (PSE) which equip children with the skills they need to stay safe 
from abuse and to know that they can turn to staff for help 

Á include in the curriculum, material which will help children develop realistic 
attitudes to the responsibilities of adult life, particularly with regard to 
childcare and parenting skills.  
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3. Procedures 
At this School we will follow the All Wales Child Protection Procedures Keeping 
Learners Safe 158/2015 and other guidance and protocols that have been 
endorsed and agreed by the South East Wales Safeguarding children Board 
(SEWSCB).  

The school will: 

Á ensure it operates safe recruitment procedures that take account of the need 
to safeguard children and young people, including arrangements to ensure 
that all appropriate checks are carried out on new staff and volunteers who 
work with children, including relevant DBS checks. 
 

Á give clear guidance to temporary staff and volunteers providing cover during 
short-term absences and who will be working with children and young people 
on the organisationôs arrangements for child protection and their 
responsibilities. 

Á ensure it has a named, designated senior member of staff who has 
undertaken the appropriate training in line with agreed national and local 
requirements.  The school will also nominate a named deputy who will be the 
central contact in times when the designated person is absent.  In the 
unlikely event of both being absent or unavailable the nominated second 
deputy will be the central contact and for the absence of doubt in case all are 
designated officers are unavailable the most senior person will act as a 
contact point for other staff.   

Á recognise the role of the designated senior person and the nominated 
deputies and arrange support and training. The School will look to the 
SEWSCB and in particular the local authorityôs Designated Officer for 
Safeguarding in Education for guidance and support in all child protection 
matters in assisting the schoolôs designate person. 

Á ensure every member of staff, including permanent, part time and adult 
volunteers, along with members of the Board of Advisors knows: 

Á the name and the contact details of the designated senior person and the 
nominated deputies responsible for child protection and their role and the 
designated member of the Board of Advisors 

Á That it is these designated people   for child protection who have an 
individual responsibility for referring child protection concerns using the 
proper channels and within the timescales and on agreed multi-agency 
forms agreed with the Local Safeguarding Children Board  

Á how to take forward those concerns where the designated senior person 
is unavailable. 
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Á ensure that members of staff are aware of the need to be alert to signs of 
abuse and know how to respond to a pupil who may disclose abuse. That all 
members of staff and regular volunteers will be offered, and expected to 
attend, appropriate training and updates in safeguarding as arranged by the 
setting.  

Á ensure that parents have a clear understanding of the responsibility placed 
on the school and staff for child protection by setting out its obligations in the 
school brochure, and in this policy. In particular, there is a clear obligation 
that óthe welfare of the child is paramountô and in some circumstances this 
may mean that the parents are not initially informed of a referral made by the 
School.  This circumstance is in line with All Wales Child Protection 
Procedures guidance.  

Á provide training for all staff so that they know:  

Á their personal responsibility  

Á the agreed local procedures  

Á the need to be vigilant in identifying suspected cases of abuse  

Á how to support a child who discloses abuse.  

Á notify the local social services team if:  

Á a looked after or a pupil on the child protection register is excluded either 
for a fixed term or permanently  

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

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

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

Á ensure all records and files are kept secure and in locked locations. The 
designated person is responsible for the security, compilation and storage of 
all records and should be able to access and produce them in times of need.  
It is the responsibility of the designated person to ensure that any transfer of 
records is conducted sensitively and securely.  

Á adhere to the procedures set out in the Welsh Government circular 002/2013: 
'Disciplinary and Dismissal Procedures for School Staff' and Welsh 
Government Circular 009/2014 Safeguarding Children in Education: Handling 
Allegations of abuse against teachers and other members of staff. 

Á ensure that recruitment and selection procedures are made in accordance 
with Welsh Government guidance 'Keeping Learners Safeô (158/2015) and 
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seek any necessary advice and guidance from the local authorityôs Human 
Resources Department on recruitment and selection. 

Á designate a Board member for child protection who will oversee the school's 
child protection policy and practice. The Board member will feed back to the 
Proprietor and team on child protection matters as and when required.  

4. Supporting the pupil at risk 
 
We recognise that children who are at risk, suffer abuse or witness violence may 
be deeply affected by this. 
 
This school may be the only stable, secure and predictable element in the lives of 
children at risk. Nevertheless, when at school their behaviour may be challenging 
and defiant or they may be withdrawn.  In this school we will endeavour to be 
patient and supportive to the children at risk. 
 
The school will endeavour to support the pupil through: 

Á the content of the curriculum to encourage self esteem and self motivation 
(see section 2 on prevention)  

Á  the school ethos which:  

Á promotes a positive, supportive and secure environment  

Á  gives pupils a sense of being valued (see section 2 on Prevention)  

Á the school's behaviour policy is aimed at supporting vulnerable pupils in 
the school. All staff will agree on, and follow,  a consistent approach 
which focuses on the behaviour of the offence committed by the child but 
does not damage the pupil's sense of self worth. The school will 
endeavour to ensure that the pupil knows that some behaviour is 
unacceptable (shared with parents via policies and other points of 
communication) but s/he is valued and not to be blamed for any abuse 
which has occurred. Staff should read the Schoolôs Behaviour Policy in 
conjunction with this and other named policies noted in this policy.  

Á liaison with other agencies who support the student such as Social 
Services, Child and Adolescent Mental Health Services, the Educational 

Á Psychology Service, Behaviour Support Services, the Education Welfare 
Service and advocacy services  

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

Á When a pupil on the child protection register leaves, we will transfer 
information to the new school immediately and inform Social Services.  
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5. Bullying 
Our policy on bullying is set out in the school's behaviour policy and is reviewed 
annually by the Headmistress and a Board member and is available in the policy 
file. 

6. Physical intervention 
Our policy on physical intervention is set out in the Schoolôs behaviour policy and 
is reviewed annually by the Headmistress and a Board member and is consistent 
with the Welsh Government guidance on Safe and effective intervention ð use of 
reasonable force and searching for weapons 097/2013. 
 
 

7. E Safety 
 
The Schoolôs policy on E Safety has been set out in a separate policy located in 
the policy folder. We have attended E-safety training in March 2015, and key 
members of staff have their training updated as and when it becomes available. 

 
We recognise that statistically children with behavioural difficulties and disabilities 
are most vulnerable to abuse. School staff who deal with children with profound 
and multiple disabilities, sensory impairment and or emotional and behaviour 
problems need to be particularly sensitive to signs of abuse.  The schoolôs policy 
on SEN has been set out in the ALN policy which can be located in the policy 
folder. 
 

Information for all staff 
 
What to do if you suspect or if a child tells you they have been abused by 
someone other than a member of staff 

All staff should be aware that they can raise concerns through the MMCôs Whistle 
Blowing Policy. 

 

If an allegation of abuse is made against a member of staff this must be reported 
to the Designated Person for Safeguarding and Child Protection.  
 
If the concern is about the Designated Officer this must be reported to the 
Monmouthshire CC Lead Safeguarding officer (Heather Heaney). If in doubt 
you can contact the MCC Designated Officer for Safeguarding in Education for 
guidance and advice. 
 

N.B. Where the allegation is against a member of staff you should refer to 
Welsh Government Circular 002/2013: Disciplinary and Dismissal Procedures 
for School Staff and Welsh Government Circular 009/2014 Safeguarding 
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Children in Education: Handling Allegations of abuse against teachers and 
other members of staff. 

A child may confide in any member of staff and may not always go to a member of 
the teaching staff. Staff to whom an allegation is made should remember: 

Á yours is a listening role, do not interrupt the child if he or she is freely 
recalling significant events. Limit any questions to clarifying your 
understanding of what the child is saying. Any questions should be framed in 
an open manner so as not to lead the child  

Á you must report orally to the school's designated senior person for child 
protection or their deputy in their absence immediately to inform them of 
what has been disclosed. In the unlikely event of both being absent this must 
be reported to Heather Heaney, MCC Lead Officer for Safeguarding.  

Á make a note of the discussion, as soon as is reasonably practicable (but 
within 24 hours) to pass on to the school's designated person for child 
protection. The note which should be clear in its use of terminology should 
record the time, date, place and people who were present and should record 
the child's answers/responses in exactly the way they were said as far as 
possible. This note will in most cases be the only written record of what has 
been disclosed and as it records the initial disclosure from the child it is an 
important one in the child protection process. Remember, your note of the 
discussion may be used in any subsequent court proceedings.  

Á do not give undertakings of absolute confidentiality.  You will need to express 
this in age related ways to the child as soon as appropriately possible during 
the disclosure.  This may result in the child óclamming upô and not completing 
the disclosure, but you will still be required to share the fact that they have 
shared a concern with you to the designated person.  Often what is initially 
shared is the tip of an iceberg.   

Á that a child may be waiting for a case to go to the criminal court, may have to 
give evidence or may be awaiting care proceedings  

Á your responsibility in terms of referring concerns ends at this point, but you 
may have a future role in terms of supporting or monitoring the child, 
contributing to an assessment or implementing child protection plans. You 
can ask the designated person for an update but they are restricted by 
procedures and confidentiality and may be limited in their response.  The 
level of feedback will be on a need to know basis, but whatever is shared is 
strictly confidential and not for general discussion with others.  

1. Confidentiality 
 
The School and staff are fully aware of confidentiality issues if a child divulges 
information that they are, or have been, abused. A child may only feel confident to 
confide in a member of staff if they feel that the information will not be divulged to 
anyone else. However, all staff have a professional responsibility to share relevant 
information about the protection of children with the designated statutory agencies 
when a child is experiencing child welfare concerns. 
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It is important that each member of staff deals with this sensitively and explains to 
the child that they must inform the appropriate people who can help the child, but 
that they will only tell those who need to know in order to be able to help. They 
should reassure the child and tell them that their situation will not become 
common knowledge within the school, i.e. not discussed with other staff. Staff 
need to be aware that it may well have taken significant courage on their part to 
disclose the information and that they may also be experiencing conflicting 
emotions, involving feelings of guilt, embarrassment, disloyalty (if the abuser is 
someone close) and hurt. 

2. Training 
 

All staff and volunteers will complete Level 1 training and have it renewed every 2 
years. The School will ensure that the designated person for child protection will 
have received initial training when starting their role and continued professional 
updates as required (see chart below).  Specific updates as suggested by national 
and local requirements will be central to the designated officerôs development.  
The designated deputies will be initially supported by the designated officer and 
consideration for joint opportunities for training with the designated person will be 
given.  All staff will be regularly updated during the year as appropriate from the 
designated person but will receive specific awareness raising training within a two 
year period.  

Please remember the pastoral responsibility of the education service. Ensure that 
only those with a professional involvement, e.g. the designated senior person and 
the head teacher, have access to the child protection records. At all other times 
they should be kept securely locked and separate from the child's main file.  
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Prevent Duty 

The setting is aware of its responsibilities (under Section 26 of the Counter 
Terrorism and Security Act 2015 and the Prevent Duty Guidance) to safeguard 
those at risk of radicalisation. 

Protecting children from the risk of radicalisation will be seen as part of the 
settings wider safeguarding duties, and is similar in nature to protecting children 
from other harms, whether these come from within their family or are the product 
of outside influences. An assessment of the risk of children being drawn into 
radicalised situations will be made and sufficient safeguards developed 
accordingly. 

The setting does this by: 

Á Building children's resilience to radicalisation by promoting fundamental 
British values and enabling them to challenge extremist views.  

Á Identifying and risk assessing children who may be drawn into terrorism or 
extremism.  

Á Knowing the procedure to refer concerns and how to seek support for the 
child  Ensuring all staff receive appropriate training and have the knowledge 
and confidence to identify children at risk of being drawn into terrorism and 
extremism and challenge extremist ideas.  

Á Ensuring children are safe from terrorist and extremist material when 
accessing the internet within the setting, including having in place 
appropriate levels of filtering.  

Á Ensuring all staff have completed Home Office Prevent training and renew 
this training in line with current guidelines. 

 

 

 

 

 

Contact information: 

 

SPOC (single point of contact): Shereen Williams 

Designated Lead Officer for Safeguarding in Education: Heather Heaney  

01633 644392 

Safeguarding board: sewscbadmin@caerphilly.gov.uk 
 
The designated senior person for child protection in this school is 

Myra Hughes and Claire Skyme 

The designated deputy person for child protection in this school is 

Lizzie Bell and Gail Brehany 

 

mailto:sewscbadmin@caerphilly.gov.uk
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The designated Advisor for child protection is 

Marcus Tester 

 

The local authority designated lead officer for child protection is 

Heather Heaney  

Telephone number 

01633 644392 

Mobile 07917707343 

Email heatherheaney@monmouthshire.gov.uk 
 
 
Monmouthshire Childrenôs Services can be contacted as follows: 
 
Phone:  01291 635669 
 
Out of hours telephone number:  0800 328 4432 
 
 
 
Updated January 2020, disseminated to all staff and volunteers; to be reviewed 
and updated 2020. 
 
Updated names only September 2020. 

mailto:heatherheaney@monmouthshire.gov.uk
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Appendix 3: All Wales Child Protection Procedures 2008 referral 
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Appendix 4: Flowchart of Disclosure and Barring Service criminal record checks and 
barred list checks 

 

 

 

 



Llangattock School Monmouth 
Policies 2019 

 

 

                         

4. Lost Child Policy 
 

Purpose:  To ensure safety of all children 

 
In the unlikely event of a child going missing, the following action will be taken:- 

Á Teacher will inform the Headmistress and/or Principal. 

Á Children remaining in school will be cared for by school staff. 

Á Thorough search of the premises and grounds will be carried out by all available 

support staff, along with the teacher and the Principal. 

Á If child still missing after 15 minutes searching, Police and parents to be informed. 

Fill in the checklist below. 

Á Advice from Police will be followed. 

Á A written record of incident will be made in the Accident Book, including any 

identified safety requirement to ensure no repeat occurrence. 

Á A copy of the written record should be sent to the referral team and to Care 

Inspectorate Wales 

 

Who to contact: 

Police  101 or 999 if an emergency 

Heather Heaney 01633 644392 

Duty Social Worker 01291 635669 

Gwent Police 01633 838111 

Care Inspectorate Wales 0300 7900 126 

 
Additional Documents 

Accident Book 
Checklist 
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If a child is not in school we advise on the following procedure: 

1. Establish if the child is óMissingô or óAbsentô  

Absent-not at a place where they are expected or required to be, and there is no 

apparent risk. 
 
Missing: Anyone whose whereabouts cannot be established and where the 

circumstances are out of character, or the context  suggests that the person may be 
a subject of crime or at risk of harm to themselves or another.  
 

2. If óAbsentô ï  

Å contact parents/carers and following school procedures for absence / truancy 

2. If óMissingô ï  

Å check all known places on school site where the child could be 

Å Check MIRAF for the child, if present note the MIRAF number and Risk Matrix 

(section 8) 

Å Contact parents/carers and inform them that the child is óMissingô from school 

and that this is being reported to the Police 

Å Phone 101 (or 999 if immediate risk) and report the child as óMissingô,  quote 

MIRAF number and Risk Matrix if present 

Once you have established if a child is óMissingô or óAbsentô as per the 
guidance provided to schools, ensure that you have completed the following 
before phoning 101 (or 999 in an emergency) ï  
Ä Have you checked all known places on school site where the child could be?     

Ä Have you physically checked to ensure they are not in class yet marked as absent?  

Ä Have you spoken to their peers to establish if they know the whereabouts of the child?   

Ä Have you spoken to the Childs parents/carers to establish if they know where the child is?  

Ä Have you checked MIRAF to see if the child is on there?  

Ä If the child is already on MIRAF, have you noted down their Missing Person number and Risk 

Matrix (section 8)?  

After you have completed the above, please call 101 (or 999 in an emergency) and 

report the child as missing, be prepared to answer the following questions ï  

1. What is the full name and date of birth of the Missing Child? (include parent/carer contact 

details)  

 

 

 
2. Description of the Missing Child, Inc. what they were wearing. 
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3. Has the child been missing before? Quote MIRAF number & Risk Matrix if so. 

 

 

 
4. Do you know where they have previously been found? 

 

 

  
5. Do you consider the child vulnerable?  

 

 

 
6. Why do you consider the child vulnerable? 

 

 

 

Ä Does the child have any learning needs?  

Ä Do they receive any specialist support?  

Ä Does the child have concerning low attendance? 

Ä Is the child being bullied?   

Ä Does the child have behavioural concerns?  

Ä Does the child have low self-esteem?  

Ä Is there concerns in regards to self-harm?  

Ä Does the child struggle to form and maintain trusting relationships?  

Ä Is the child involved with a negative peer group?  

Ä Are there any concerns in regards to drugs/alcohol? 

Ä Is the child involved with an older person/partner? 

IF YOU HAVE ANSWERED YES TO THESE QUESTIONS THEN THE CHILD IS 

VULNERABLE 

7. Has the child got access to a vehicle or have they been seen to have been picked up in a 

vehicle? 

 

 

 
8. Does the child have a favourite place they like to go?  

 

 

 
9. What school does the child go to? 

 

 

 
10. Is there any suggestion that the child may harm themselves or others?  
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11. Has the child got access to a mobile phone?  

 

 

 
12. When was the child last seen?  

 

 

 
13. Has the child got access to money?  

 

 

 
14. Can you think of any reason why the child has gone missing?  

 

 

 

15. Is the child on any medication?  

 

 

 

Please provide any other details that you feel are relevant  
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5. Sickness Policy 
 

Purpose: To ensure appropriate action is taken should a child fall ill 

The policy is intended to reassure parents and carers that appropriate action will be 

taken should a child become ill during our care. On occasion the situation may arise 

where staff are required to make a decision as to whether they will admit a child 

who has arrived at the school and appears to be unwell. The school has the right to 

refuse admission to a child who is unwell. This decision will be taken by the staff 

member responsible for the child on their arrival and is non-negotiable. 

In the event of a child becoming ill during the school day staff will: 

Á Monitor the situation closely, identify symptoms, taking and recording the childôs 
temperature where necessary. 

Á Comfort the child, who will be kept safe and under close supervision until they 
are collected. 

Á Inform the childôs parent or carer of the situation if the childôs condition 
does not improve.  

Á Administer non-prescription medicines if prior consent from parents or 
carers has been obtained (please also refer to Accident/Incident, First 
Aid and Medication Policy). 

Á If the childôs parent or carer cannot be contacted, or is unable or unwilling to 

collect them, and other emergency contacts have failed, staff must continue to 

monitor the childôs condition. If the childôs condition deteriorates further rapidly, 

staff must call an ambulance. When the child is taken in an ambulance, a 

member of staff must accompany them until their parent or carer arrives (please 

also refer to Accident/Incident, First Aid and Medication Policy). 

Á Thoroughly clean any area and equipment that may have come into contact with 

a contagious child to reduce the spread of this infection. 

Á Inform parents and carers of any contagious or communicable diseases. 

Á When a contagious infection is identified in the school, a notice will be put up on 

the main entrance door of the two main buildings, to inform the parents and 

carers to enable them to spot the early signs of this illness. 

Children who are suffering from vomiting and/or diarrhoea must not return to school 
for 48 hours after the last episode. 
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For administering medicines, staff must keep a written record each time a medicine 
is administered to a child and inform the childôs parents and/or carers on the same 
day, or as soon as reasonably practicable. For administering of medicines please 
refer to our Accident/Incident, First Aid and Medication Policy. 

Children are encouraged not to bring throat sweets into school, but will be offered 
sips of cold water as per medical advice, for sore throats. 

Ulcer treatments or lip balms are not to be brought or used in school as they can 
spread infection. If a child requires antibiotics, parents are encouraged to keep the 
child at home for 24 hours after commencing and give them the medication before 
and after school as these cannot be administered in school. 

If a child has an illness we would request that the parents or carers contact the 
school as soon as possible so we can communicate this to all staff and parents.  
We rely on parents to be honest with us about their childôs state of health. This is 
particularly important in case a child has come into contact with a pregnant staff 
member or parent. 

 

The school reserves the right to exclude a child who is suffering from a serious 
communicable/contagious disease.  In such event the school will consider the latest 
advice from health agencies (eg exclusion or recovery periods) in order to 
determine the length of any exclusion. 
 
In all non-exclusion cases, children are welcome in the setting as long as they are 
well enough to participate in the normal dayôs routines and activities. Staff may not 
be able to cater for a sick child staying inside and it is unfair to the other children in 
the setting if we are unable to go out because of a child who is unwell.    If staff judge 
that a child is not well enough to participate, they will contact the parent or carer to 
arrange for the child to be taken home until the child has recovered.   The school will 
not impose a fixed exclusion period in these cases but will rely on the parent or 
carerôs judgement as to when the child is sufficiently recovered to return to school.   

Additional Documents 

Accident book 
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6. Accident/Incident, First Aid and Medication 
 
Purpose: to ensure appropriate action in the event of an accident or 
                 incident 

 
Accident/Incident Reporting Procedures 

Á All accidents/incidents will be recorded in the accident book.  This includes 
incidents of children falling ill (see Sickness Policy). 

Á The person responsible for administering the accident reporting procedure, the 
notification of serious accidents causing death or major injury and dangerous 
occurrences is Mrs Rosemary Whaley, Mrs Joanna Chick or Mrs Myra Hughes. 
The accident book is located in the Office.  

Á The Office Manager will carry out regular risk assessment of all School areas and 
measures will be put in place to minimise risks identified. 

First Aid 

Á First Aid will be provided by a suitably trained First Aider. 

Á The names of the First Aiders are: 

Á Joanna Chick 

Á Myra Hughes 

Á Sian Davies 

Á Tracy Price 

Á Kirsty Garner 

Á Lisa Dluska - Miziura 

Á Clare Stevenson 

Á Leah Thornber 

 

Á The Office Manager is responsible for equipping and maintaining all First Aid boxes.  

First Aid boxes will be kept in the office, the kitchen and the Nursery. A portable 

First Aid box must be taken on all educational visits and outings. 

Á In the event of an emergency for which an ambulance is required, this will be 

organised by a First Aider.  When the child is taken in an ambulance, a member of 

staff must accompany them until their parent or carer arrives. 

Á The arrangements for first aid for sports, outdoor pursuits and field trips are the 

responsibility of the supervising staff. 

Medication 
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Á If a child needs to take any medications during the day. The medication must be 

taken into the Office, nursery or kitchen (if it needs to go into the fridge) in the 

morning by the parent or a member of staff and collected in the evening by the 

parent or a member of staff. 

Á A Medication Administered form must be filled in. 

 
Additional Documents 

Accident book 
Medication Administered form 
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7. Self Harm and Suicide Risk Policy 
 
 
SELF-HARM POLICY AND PROCEDURES  
We believe that our school should provide a caring, positive, safe and stimulating 
environment which promotes the social, physical, emotional and moral development 
of each pupil.  
Self-harm can affect people from all family backgrounds, religions and cultures. 
School staff can play an important role in preventing self-harm and also in supporting 
pupils who are engaging in self-harm behaviours, their peers and parents.  
Self-harm can be a short-term behaviour that is triggered by particular stresses and 
resolves fairly quickly or it may be part of a long term pattern of behaviours that are 
associated with more serious emotional/mental health issues. School staff should be 
aware that where there are multiple underlying risk factors the likelihood of further 
self-harm is greater.  
This document explains the schoolôs approach to self-harm. The policy and 
procedures are intended as guidance for the whole school community and should be 
read in conjunction with the Behaviour and Child Protection and Safeguarding Policy. 
 This policy aims to: 
¶ increase understanding and awareness of self-harm throughout the school 

community.   

¶ ensure the whole school community is aware of the policy and procedures.   

¶ help all pupils improve their self-esteem and emotional literacy.   

¶ look at ways of preventing self-harm from spreading within the school (contagion 

effect).   

¶ alert staff to warning signs and risk factors relating to self-harm.  

¶ provide support to pupils who self-harm, their peers and parents.  

¶ provide support to staff dealing with pupils who self-harm.  

 

Definition of Self-Harm -  Self-harm is any deliberate behaviour where the intent is to 

deliberately cause harm to oneôs own body.  

 

People self-harm to cope with emotional distress or to communicate that they are distressed. 

There are multiple factors that can motivate someone to self-harm including emotional 

distress, a desire to escape an unbearable situation, to reduce tension, to induce guilt or in 

some cases to increase caring attention from others.  

 

Examples of SelfïHarm Behaviours There are many types of self-harm or self-injury these 

can include:  

¶ Cutting, scratching, biting, scraping or picking skin;  

¶ hair pulling (this can include eyelashes and eyebrows );  

¶ swallowing hazardous materials or substances;  

¶ burning or scalding; banging or hitting the head or other parts of the body;  

¶ scouring or scrubbing the body excessively;  

¶ swallowing inedible objects;  

¶ risk taking behaviour e.g. unsafe sexual behaviour, substance misuse, running in 

front of moving vehicles; 
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¶ taking an overdose of prescription or non-prescription drugs or under medicating, 

particularly in relation to prescribed medications e.g. misuse of insulin; 

¶ eating disorders e.g. Anorexia Nervosa, Bulimia Nervosa; 

¶  suicide  

People who self-harm are at increased risk of future suicide. Death may occur as the 
result of an accident or miscalculation of the risks of the self-harming behaviour. In 
some cases it can be intentional.  
Risk Factors  
There can be many risk factors that contribute to a pupil being more vulnerable to 
self-harm. These risk factors can include the pupil being:  
¶ Disadvantaged in socio-economic terms.  

¶ Experiencing significant life events including relationship problems, bereavement and 

examinations.  

¶ Difficulties with peer relationships are one of the most common triggers for older 

adolescents.  

¶ Bullied / victimised resulting in low self-esteem. Lesbian, gay, bisexual and 

transgender.  

¶ Young Asian women (one study found that the suicide rate in women aged 16-24 

years was three times higher in women of Asian origin than in white British women)  

¶ Experiencing learning disabilities.  

¶ Struggling with poor communication and poor problem solving skills.  

¶ Struggling to cope with existing emotional, mental and /or physical health problems.  

¶ Involved in substance misuse.  

¶ Not accessing services offered to them.  

¶ Living residential settings and/or in care of the Local Authority.  

 

Family and social factors can also contribute to a pupilôs emotional health and wellbeing and 

increase their risk of self-harm.  

These can include:  

¶ Unreasonable expectations including pressure to conform/ achieve.  

¶ Neglect or abuse.  

¶ Poor parental relationships and frequent arguments including parental 

separation/divorce. This is one of the most common triggers for younger adolescents.  

¶ Depression, deliberate self-harm or suicide in the family unit. This can result in the 

pupil struggling at significant dates in the year e.g. anniversaries.  

¶ Self-harm behaviour in other pupils or friends outside of the school setting.  

¶ Self-harm behaviours seen in other family members.  

¶ Self-harm portrayed or reported in the media.  

¶ Another group of young people who should be considered at risk of self-harm are 

those that have displayed fire starting behaviours.  

 

Warning Signs  

School staff are often in the best position to witness the warning signs which may indicate a 

pupil is experiencing difficulties that could lead to thoughts of self-harm or suicide. If staff are 

able to identify the warning signs, they can also play a key part in helping the pupil to begin 

the process of breaking the cycle of self-harm.  

Possible warning signs include: 

¶ Increased isolation from friends or family, becoming socially withdrawn.  
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¶ Lowering of academic achievement.  

¶ Changes in appearance, wearing different clothing, changing image e.g. becoming a 

ógothô or óemoô. This is not to say that all young people who are goths or óemosô will 

self-harm but it can be an aspect of this trend.  

¶ Accessing information on-line relating to self-harm including forums, YouTube.  

¶ Reluctance to take part in activities when arms and or legs would be visible. This can 

include PE lessons or not removing clothing in hot conditions.  

¶ Changes in eating/sleeping habits (e.g. young person may appear overtly tired if not 

sleeping well)  

¶ Changes in activity and mood e.g. more aggressive or introverted than usual.  

¶ Talking or joking about self-harm or suicide.  

¶ Abusing drugs or alcohol.  

¶ Expressing feelings of failure, uselessness or loss of hope.  

¶ Displaying evidence of self-harm e.g. cuts to forearms or head banging.  

 

The Cycle of Self-Harm.  

If a person inflicts pain on themselves, their body produces endorphins. These are natural 

pain relievers and can give temporary relieve from distress and induce a feeling of peace. 

This can become an addictive sensation which in turn makes it difficult for the person to stop 

the self-harm behaviours. Self-harming can cause physical pain but the person may report 

that this is easier to manager than the emotional pain which led to the self-harm in the first 

instance. The cycle also results in the person feeling a sense of shame or guilt. Within the 

school setting staff can encourage a pupil who is self - harming to replace the self-harm 

behaviours with safer/coping activities, see: Appendix 5:  

 

Management of the Contagion Effect  

Staff who have been made aware that a pupil is self-harming must remain vigilant in case 

their peers are also self-harming. Self-harm can become an acceptable way of dealing with 

stress and anxiety within a friendship group and can enable pupils to have a sense of 

identity. Each individual pupil may have different reasons for self-harming and should be 

given the opportunity for one to one support. It is not appropriate for the school to offer 

regular group support. However, the Pastoral Support Team in discussion with other 

professionals e.g. School Health Nurse and where relevant parents, may feel that open 

discussions with the friendship/peer group about self-harm may be helpful in some 

instances.  

 

Staff Roles and Responsibilities when Working with Pupils who Self-Harm  

Pupils may choose to confide in a member of school staff if they are concerned about their 

own health and wellbeing, or that of a peer. If a pupil approaches a member of staff they 

should listen to them in a non-judgemental way. Maintain a supportive and open attitude, a 

pupil who has chosen to discuss their concerns with a member of staff is showing a 

considerable amount of courage and trust. For further advice on how to speak with a young 

person who has disclosed they or a friend are self-harming please refer to Appendix 1, Doôs 

and Donôts. The pupil needs to be made aware that it will not be possible for the member of 

staff to offer complete confidentiality. The information will need to be shared on a need to 

know basis. Staff may be concerned that this will prevent the pupil from continuing to share 

their concerns but it is vitally important for them to know what will happen to any information 

they do share.  
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With regards to any incidents of self-harm one of the initial judgements made by the member 

of staff who the pupil has approached must be whether the pupil requires first aid treatment. 

If this is the case, treatment should be administered in line with the First Aid Policy ï support 

should be requested from a First Aider. If first aid is not required, the member of staff who is 

aware of a pupil engaging in or suspected to be at risk of engaging in self-harm them should 

consult with the designated child protection officer as soon as possible and importantly 

before the pupil leaves the school site.  

 

School staff may experience a range of feelings in response to a pupil who is self-harming 

such as sadness, shock, disbelief, guilt, helplessness, disgust, anger and rejection. The 

member of staff will be supported and if appropriate given time to compose themselves 

before returning to their normal duties. The Self-Harm Care Pathway summarises the 

process. 

 

In the case of an acutely distressed pupil, their immediate safety is paramount and a 

member of staff should remain with them at all times. In the case of a serious injury or 

possible drugs overdose the pupil must be sent to hospital via ambulance and parents 

informed. In a situation where school staff believe that informing parents may place the pupil 

at further risk harm this decision must be recorded and a member of staff should accompany 

the pupil to hospital .  

 

Roles and Responsibilities of the Pastoral Support Team and Child Protection Coordinators. 

They will take the lead for the support of and management of those pupils who self-harm and 

access appropriate training about self-harm behaviours. They will follow the self-harm policy 

and procedures including completion of the Checklist for Self-Harm Procedures and 

Practices on an annual basis - Appendix 3 seek support for their own emotional health and 

wellbeing.  

 

Following a report of self-harm concerns, the designated member of staff will decide on the 

appropriate course of action. Each case will be considered on an individual basis and the 

actions taken may include all or some of the following:  

¶ Immediately removing the pupil from lessons if their remaining in class is likely to 

cause further distress to themselves or their peers.  

¶ Discuss the concerns with the pupil in an appropriate venue. For further advice on 

how to speak to a pupil who has disclosed that they or a friend are self-harming 

please refer to Appendix 1, Doôs and Donôts. Ensure the pupil understands the limits 

of confidentiality this should include a discussion about the need to inform other 

agencies e.g. School Health Nurse.  

¶ Provide accurate information with regards to signposting for National Support 

Helplines/ websites, crisis telephone numbers - Appendix 2 and include Information 

on Self-Harm for Young People ï Appendix 5.  

¶ Be clear how often and for how long you are going to see the pupil, ie boundaries 

need to be clear. The pupil needs to learn to take responsibility for their self-harm.  

¶ Discuss with the pupil the importance of informing parents in order for them to 

provide support, this discussion should allow the pupil to share any fears they may 

have about this disclosure.  

Following the discussion with pupil inform parents, unless it places the pupil at further risk of 

harm, staff should refer to Child Protection and Safeguarding Children Policy and Fraser 
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Guidelines. In all cases school staff will make a professional judgement as to whether 

parents should be informed of the self-harm and record their decision including the pupilôs 

views. However, if the young person requires emergency medical assistance e.g. following a 

drugs overdose or significant injury, school staff, in most cases, would immediately inform 

parents. In all cases where school staff make the decision not to inform parents this must be 

recorded.  

 

The school recognises that in some case it may be appropriate to allow the pupil time to 

speak to their parents about their self-harm prior to the school making contact. It may then 

be helpful to invite the parents in to school to discuss concerns.  

 

Provide the parent with appropriate Parental information including. Fact Sheet on Self-Harm 

for Parents - Appendix 6 or Young Minds, Parentsô Survival Guide for general advice Advise 

and encourage the pupil to seek support from their GP who may refer them to a more 

specialised service, Child and Adolescent Mental Health Service (CAMHS).  

 

If there are any safeguarding concerns a referral should be made to Children and Young 

Peoples Safeguarding and Support Services  (Heather Heaney 01633 644392). Further 

advice can be sought from the Local Authority Designated Officer (LADO). Any meetings 

with the pupil, their parents/carers or their peers regarding self-harm should be recorded in 

writing including: Dates and times, any action plan, concerns raised, details of any 

conversations or meetings with other agencies / professionals.  

 

Information sharing is essential if the young person is to receive the appropriate support. 

This information should be shared in school on a need to know basis only and the pupil 

should be made aware of the staff that have been provided with the information. It is 

important to encourage pupils to inform you if one of their friends or peers is in upset or 

showing signs of self-harming. Friends can worry about betraying confidences, they need to 

know that self-harm can be very dangerous and that by seeking help and advice for a friend 

they are taking responsible action and being a good friend. They should also be aware that 

they will be treated in a caring and supportive manner. The peer group of a pupil who self-

harms may value the opportunity to talk to a member of staff either individually or in a small 

group see: Management of the Contagion Effect.  

 

Suicidal Thoughts  

All talk of suicide must be taken seriously and where possible a member of staff trained in 

Youth Mental Health. The pupil should remain with a member of staff at all times in a safe 

environment. Appropriate help and intervention must be offered at this point . The priority is 

to safeguard the pupil, in most cases school staff would contact parents and advise them to 

seek urgent medical advice from GP and /or CAMHS unless they believed that by doing so it 

would put the pupil at further risk.  

 

Where the decision is made not to contact parents, school staff must seek advice from the 

Child Protection Officer before the pupil leaves the school site.  

 

Responsibilities of the Pupil who is Self-Harming  

Pupils who self-harm need support from school staff but with the appropriate help they must 

learn to take responsibility for their own self-harm.The pupil must be discreet. They must 
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cover wounds and where possible any scars.. They must not bring dangerous objects in to 

school which could inflict injury on themselves or others. They must follow any action plan 

and speak with the appropriate (named) member of staff if they are in emotional distress. 

They must not encourage others to self-harm.  

 

 

 

Responsibilities of Parents  

Working in partnership with parents/carers is a key to supporting the pupil who is self-

harming. Parents would be expected to:  

¶ Support the schoolôs approach to self-harm education of the whole school community 

and pastoral care.  

¶ Work in partnership with the school and any other relevant agencies.  

 

Monitoring and Evaluation  

It can be difficult to measure outcomes in relation to self-harm but keeping the pupil safe is 

the prime aim of any support. Encouraging engagement with key services is also vital. 

Feedback from the pupil and parents as to how the self-harm has been dealt with allows 

staff to ensure their wellbeing needs are being met 

 

Appendix 1 DOs and DONôTs:  

Advice for Staff  

¶ DO Stay Calm and do not show anxiety, disapproval or disgust. Be prepared to be 

shocked,  but then: 

¶ DO listen to the pupil, just being listened to can be a brilliant support and bring great 

relief to someone; particularly if they have never spoken to anyone about their self-

harming before.  

¶ DO make it clear that you cannot guarantee confidentiality.  

¶ DO calmly ask any relevant questions, ï try and build rapport with the pupil, whilst 

you ascertain what is happening for them.  

¶ DO observe the pupilôs non-verbal clues, look at their body language, does what they 

say and what you see match up? What is the underlying mood state, is it anger? 

sadness? frustration?  

¶ DO reassure the pupil, they need to know that they will be supported.  

¶ DO report the self-injury to the CPC  

¶ DONôT Panic, selfïharm is a complex issue and each pupil will have a different 

reason or story behind their behaviour ï panicking will not help the pupil feel safe and 

contained.  

¶ DONôT send the pupil away ï make some time for them ï either help them find other 

ways of coping or support them in getting the right kind of support. 

¶  DONôT be judgemental you must keep an open mind about the behaviour and donôt 

refer to it as ñattention seekingò.  

¶ DONôT work alone: you may still see a pupil alone, but you will need to offload with 

an appropriate colleague and discussing with a professional from another agency 

can be helpful.  

¶ DONôT give them your mobile number or begin texting the pupil. It is more 

appropriate and professional for you to help the pupil identify their supportive 

network, than for you to take this upon yourself. Self-harming behaviours can be 



Llangattock School Monmouth 
Policies 2019 

 

 

extremely concerning, but you cannot offer objective support when enmeshed within 

the pupilôs difficulties.  

 

Remember most episodes of self-harm do not result in suicide or suicide attempts. However 

the easiest way to differentiate between suicide and self-harm is by asking the pupil directly 

about the intention behind their self-harm behaviours. Treat a suicide intention as an 

emergency, do not leave the pupil alone or in a vulnerable environment ï get help and 

support as soon as possible and remain calm. 

 

 

Appendix 2:  

Local and National Help and Advice  

 

CHILDLINE: 24hrs helpline for children and young people under 18 providing confidential 

counselling. 0800 1111 www.childline.org.uk  

 

PAPYRUS: Offers a helpline to give support, practical advice and information to anyone who 

is concerned that a young person may be suicidal. 0870 170 4000 www.papyrus-uk.org  

 

NCH Provides family centres, child abuse treatment services, leaving care projects, respite 

etc. Counselling for families and children. 020 7704 7000 www.nch.org.uk  

 

NATIONAL SELFHELP NETWORK Support for people who self-harm, provides free 

information pack to service users. www.nshn.co.uk  

 

SAMARITANS Confidential emotional support for anybody who is in crisis. 08457 90 90 90 

www.samaritans.org.uk  

 

YOUNG MINDS Information on a range of subjects relevant to young people and their 

emotional health and wellbeing 0808 8025544 www.youngminds.org.uk  

 

MIND Information about all aspects of mental health 0300 123 3393 www.mind.org.uk Royal 

College of Psychiatrists Information for everyone which aims to improve the lives of those 

with mental health issues. www.rcpsych.ac.uk  

 

NHS Information and advice on all aspects of health www.nhs.uk  

 

EAST RIDING SAFEGUARDING CHILDRENS BOARD Provides advice, information on all 

aspects of Safeguarding . www.erscb.org.uk 

 

 

 

 
 
 
 

http://www.childline.org.uk/
http://www.papyrus-uk.org/
http://www.nch.org.uk/
http://www.nshn.co.uk/
http://www.samaritans.org.uk/
http://www.youngminds.org.uk/
http://www.rcpsych.ac.uk/
http://www.nhs.uk/
http://www.erscb.org.uk/
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8. Smoking, Drugs and Alcohol Policy 
 

Purpose: Key element of maintaining a safe and healthy environment 

Á Llangattock School Monmouth has a non smoking policy and strongly 
prohibits the use or possession of cigarettes and illegal drugs on our 
premises at any time.  Alcohol is also prohibited except at out of hours 
events (such as a parentsô evening) and only then when agreed by the 
Principal.  If staff, volunteers or children are found to have broken the 
rules in respect of this policy, it will be treated as a very serious 
disciplinary matter. 

Á All staff and volunteers will be made aware of the provisions of this policy 
during their induction, including the importance of them setting a positive 
example to children. 

Á All parents and carers will be made aware of these rules during their 
childôs settling in period. 

Á Staff and volunteers (or children) who arrive at the school clearly under 
the influence of illegal drugs or alcohol, will be asked to leave immediately 
and disciplinary procedures implemented (please refer to Staff Handbook 
and Behaviour Management and Discipline policies). 

Á In cases where staff are taking prescribed medication that may affect their 
ability to function effectively at work, the Headmistress or Principal must 
be informed as early as possible and staff should seek medical advice as 
to whether it is safe to be working with children during this time. The 
school will ensure that staff members only work directly with children if 
medical advice confirms that the medication is unlikely to impair the staff 
memberôs ability to look after children properly. Staff medication on the 
school premises will be securely stored in the Office and out of reach of 
children at all times. 

Á If a member of staff has good reason to suspect that a parent/carer is 
under the influence of illegal drugs or alcohol when they drop off or collect 
their child, they have a duty to inform both the Headmistress or Principal 
and the Designated Person for Child Protection (or their deputy if they 
are not available), according to the provisions of the Safeguarding and 
Child Protection Policy. 

Á In such circumstances, the Headmistress/Principal and the Designated 
Person for Safeguarding and Child Protection (or their deputy if they are 
not available) will then be responsible for deciding upon the appropriate 
course of action, ensuring that the safety and protection of the child 
remains paramount at all times. At first we will contact the childôs 
emergency contact and ask to collect instead of the parent/carer. If no 
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contact has been made, the childrenôs social care department will be 
contacted. 

Á Staff will also make all possible efforts to ensure that children are not 
allowed to travel in a vehicle driven by someone who is clearly under the 
influence of illegal drugs or alcohol. 

Á Where an illegal act is suspected to have taken place, the police will 
be called. 

Á Smoking is not permitted anywhere on the premises. This rule applies 
equally to all staff, volunteers, children, parents/carers or any other 
visitors. 

 

Additional Documents 

Records of incidents and actions taken (if any) 
Safeguarding and Child Protection Policy 

  



Llangattock School Monmouth 
Policies 2019 

Page 42 of 120   

9. Mobile Phone/Internet Policy (e-safety) 
 

Purpose:  The safeguarding of children from e-risks 
                  To ensure staff are aware of their obligations in this area 
 
E-safety 
 

All staff need to understand the significance of e-safety which highlights the 
importance of safeguarding children and keeping them safe which is of 
paramount importance. E-safety reflects the importance the school places on 
the safe use of information systems and electronic communications. 

Staff, as with all people working with children, have a duty to educate children 
on the risks and responsibilities of using information systems and electronic 
communications.  

E-safety measures will be self-assessed once a year.  The review will be shared 
with the Board of Advisors for comment. 

Use of IT by Pupils 

Mobile phones or other electronic devices are not permitted to be brought into 
school by Nursery or Lower School children. 

In Upper School, mobile phones or other electronic devices are permitted at the 
ownerôs risk, but must be kept in their bags during lesson times and stored in 
the pupils bags at other times.  They are not permitted in the playground. 
Parents/carers are asked to ensure such devices are left at home whenever 
possible. Sometimes, pupils will be invited to bring a device into school for use 
in a particular lesson, but in these cases the devices will be used under 
supervision of a member of staff. Phones and/or laptops should not be used for 
gaming or recreational purposes while in school and should not be connected 
to the internet without the permission of the class teacher. 

In the event that devices are being used at other times from those specified or 
are used in a way that a member of staff considers inappropriate, the school 
reserves the right to take the device from the child, store it safely in the Office 
and return it to the child at the end of the day. 

When required to support teaching, the internet is available on the laptops in 
the wooden building.  The internet is filtered and has a password which should 
not be made available for pupils to use on personal devices. To ensure child 
safety, the laptops are kept in a locked cupboard at all times and must be taken 
out and put back in by A MEMBER OF STAFF who must supervise children at 
all times when using the computer and internet.   

Staff are responsible for monitoring use when a child is in their class or when 
the staff member is on duty at break times.  Any incidents will be recorded in 
the Incident Book.  If they have a child protection element, this will be reported 
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to the Designated Person for Child Protection/Safeguarding in line with the  
Safeguarding and Child Protection Policy.   Any incident relating to online 
bullying must be addressed having regard to the terms of the Anti-Bullying 
Policy as well as this policy. 

E-safety information will be delivered as part of the PSHE curriculum to ensure 
that pupils are equipped to navigate the online world safely and appropriately. 

Use of IT by Staff 

All staff will be made aware of the potential risks of using social networking sites 
e.g. Facebook and the importance of considering the materials they post and 
how publishing unsuitable materials may affect their professional status. 

The internet is an unmanaged, open communications channel. All staff need to 
protect themselves and from legal challenge and ensure they work within the 
boundaries of professional behaviour. They must ensure that they: 

Á comply with current legislation. 

Á use the internet in an acceptable way. 

Á do not create unnecessary business risk to Llangattock School Monmouth 

and Nursery by the misuse of the internet. 

Á DO NOT publish defamatory and/or knowingly false materials about 

Llangattock School Monmouth and Nursery or their colleagues on social 

networking sites 

 

Write access to the school website, Facebook, Twitter and Instagram will be 
limited to a small number of staff to ensure that quality and content can be 
monitored. 

Any computer or other device holding personal information will be password 
protected.  In the event of data loss or misuse, the Data Loss/Misuse Action 
Plan will be followed (see the Data Protection Policy). 

Staff personal mobile phones should not be used whilst teaching or supervising 
children, unless their use is related to the lesson. Staff must not take or store 
photos of the pupils on their mobile phones.  The only exception to this is for 
the purpose of posting photos to the school Facebook page, where photos may 
be taken by the member of staff responsible for maintaining the page and 
should be deleted immediately afterwards. Staff should have permission from 
the Headmistress before any photos are taken. The school has a main landline 
for incoming and outgoing calls. This number may be given by staff as an 
emergency number work contact for incoming calls only.  The Nursery staff and 
Lower School staff can be contacted from the office via the walkie-talkie if there 
is an emergency incoming call. In the event of the walkie-talkie not being 
available/operating, staff may use their personal mobile phones to contact the 
office at times when it is not appropriate for them to leave the building. The 
Nursery staff will agree with the Nursery Manager where they can put their 
mobile phones BUT this must not be on their person.  
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Inappropriate use of any phones, internet or networking site can have a 
negative impact upon staff productivity and the reputation of Llangattock School 
Monmouth and Nursery. Where it is believed that a member of staff has been 
using their personal mobile phone inappropriately, they will face the Staff 
Disciplinary Procedure.  

Any training or education necessary to enable all staff to meet their 
responsibilities will normally be delivered via INSET days. 

Staff should also refer to the Staff Handbook which repeats and extends these 
points.   
 
 
Additional Documents 

Staff Handbook 
Accident Book 
Data Loss/Misuse Action Plan 
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10. Healthy Snack and Lunch Policy 
 

Purpose: To promote healthy eating habits A healthy diet is a key factor in 
determining health in later life.  Eating habits are established at a young age 
making the early yearôs environment an ideal setting in which to influence a 
childôs diet.  Children in early years and childcare settings should be given the 
opportunity to try and to taste repeatedly, a wide range of nutritious foods, in a 
stimulating and sociable environment. 

AIMS 

Á To establish healthy eating habits for life through the provision of healthy 
snack and lunches that meet the nutritional requirement of a growing child. 

Á To encourage good social eating practices in hygienic surroundings. 

Á To increase the knowledge and understanding of staff relating to food 
safety issues and nutrition. 

OBJECTIVES 

Á Children will be given the opportunity to try a variety of foods and will be 
provided with healthy lunches.  

Á Children will bring their own breaktime snacks.  Parents/carers will be 
given guidance on appropriate snacks to ensure these are consistent with 
this policy.  

Á School Lunch is served at 12:15 daily.  Children should be given 
everything to ensure a balanced meal.  Pudding can be optional. 

Á Fruit will always be available as a pudding. 

Á Water will be available at all times. 

Á Staff will sit with the children while they eat and will provide a good role 
model for healthy eating. 

Á Children will be encouraged to develop good eating habits and will be 
given plenty of time to eat. 

Á Parents of children who are on special diets will be asked to provide as 
much information as possible about suitable foods, and may be asked to 
supply appropriate food for their child. 

Á Healthy food options will be used in all activities whenever possible: in 
play, education, language, cooking and other events. 

Á Drinks should be given in a lidless cup. 

Á To provide an appropriate snack area with a cloth, plates, dishes and 
utensils.  Appropriately sized plates, knives, forks and spoons are 
provided. 

Á The children are reminded to use the toilet and wash their hands before 
lunch. Staff will interact with children whilst washing hands. 
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Á Lunch provision will reflect a variety of cultural foods eg prawn crackers, 
wraps, nan breads. 

Á Whenever possible food will be purchased from local suppliers.  

Á Food will not be offered as a reward for ógoodô behaviour. 

Á Drinks to be offered at snack time will be limited to milk and water.  

Á Healthy Eating Snack Ideas 

  * Vegetable sticks 

  * Cherry tomatoes 

 * Cucumber 

  * Fresh Fruit 

  * Rice cakes, crumpets or wholemeal crackers 

  * Unsalted popcorn 

  * Wholemeal toast/white bread/Granary 

  * Variety of cheeses 

Additional Documents 

Breaktime snack guidance 






















































































































































