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West Lodge Independent School
1/ Introduction
West Lodge Independent School offers education and support to young people who are
unable to access education in mainstream or other settings due to social, emotional and
mental health often displayed as behavioural difficulties. The school is situated in Ipswich,
Suffolk and is registered to teach 6 students, all of whom are expected to be referred to us by
Local Authorities across Suffolk, Essex and the South East.

2/ Aims
It is the aim of West Lodge Independent School that all prospective pupils referred to the
school by a Local Authority will be offered a referral and induction procedure that is open,
fair, timely and transparent.

3/ Therapeutic Approach
West Lodge Independent School embraces the necessity to provide a therapeutic approach
for children that require care in a residential setting away from family and significant
attachments. We recognise that any disruption in a child’s development through separation,
neglect or abuse requires a therapeutic approach when providing education for these
children.
We ensure that every aspect of the education provided communicates an unconscious
message to the child, so that all aspects of daily life must be regarded as part of the
therapeutic process - not just times designated as therapy.
We aim to increase the students’ opportunities for positive outcomes for their future and
assist them in changing learned patterns of behaviour and attitudes. This model is a basic
framework within which students are able to stabilise, reflect on and learn new ways of
addressing difficult issues that are age and intellectually appropriate to the need of the child.
If necessary, pupils also have access to Dr Silifant, Consultant Psychiatrist.
Teaching staff may also consult with Dr Silifant, on a monthly basis in order to develop
educational and behaviour interventions and programmes.

4/ Admissions Criteria
•
•

•

All students will be of statutory school age in Key Stages 3 & 4.
All students referred will have special educational needs (which in most cases will
be formalised with a statement of need set out in an Education and Health Care
Plan (EHCP)). In most cases the presenting reason for referral will be for to social,
emotional and mental health often displayed as behavioural difficulties although the
young people referred are likely to present with a range of co-morbid conditions
and/or difficulties such as speech and language, dyslexia, dyspraxia, ADHD, ADD,
ODD and other AS Conditions.
Students in care with SEN for whom there is no reasonable prospect of reintegration
into mainstream school, alternative provision or other services
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5/ Referrals
West Lodge Independent School is governed by an admissions procedure implemented by
the school’s proprietor and aims to meet the admission requirements for all referred young
people as set out in the contracts between the Local Authorities and the company, Able
Healthcare.
Referrals to the school are initially processed through the school’s Headteacher who will also
update and consult with the school’s proprietor.
When referral to the school comes via one of the company’s residential care homes (West
Lodge or Fern Lodge) as a result of care and education placement, the Managers of these
homes will be an invited contributor to discussions with the proprietor, Head Teacher, and
school team.
All prospective pupils and their families or carers will, following referral (see admissions flow
chart page 99), have opportunities to discuss the education we are able to offer, visit the
school, meet with staff and share in the aims and methods of education we are able to offer
each young person.
It is also our policy that, once accepted for admittance, all students will be assisted and
supported to address the issues and difficulties that have led to their referral and will have
available to them the full curriculum offered by the school.

5.1 Information
We seek to gain as much information as possible about every pupil referred to us in order
that we can make informed choices about the appropriateness of the referral and what will be
required in order to meet their needs. Documentation with each new referral should include:
• Pupil’s details such as their full name, address, date of birth etc
•

Contact details of all parties involved with the young person

•

The pupil’s educational history including information on needs and any other
relevant assessment and prior attainment information/ or data where available

•

The most recent updated copy of the Education and Health Care Plan (EHCP)

•

For children/young people in care: PEP and any relevant supporting information
from agencies involved with the pupil.

•

The most recent, up-to-date risk assessment

•

In the case of a child under Social Care, a ‘handover’ meeting/discussion between
Safeguarding Leads/Social Worker

•

Any other relevant information eg EHCP, FNw (Family Network Meeting) meeting
notes
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5.2 Following Referral
From receipt of the referral, the school will process the documentation, meet with the student
and parents/carers and agree a start date that will not be later than fifteen term-time working
days from the date of receipt of the referral.

The Head Teacher is responsible for overseeing and processing all documentation and will:
•

read the documents and consider key issues such as classroom behaviour, social
interactions and learning needs.

•

Draft a first version of the Pupil Individual Education & Behaviour Plan (PIEBP) and
Pupil Individual Risk Assessment (PIRA)

5.3 Referral Meeting
The Head Teacher will meet with parents/carers and Social Worker (if applicable) as quickly
as possible. This will allow the opportunity for parents/carers/social worker to discuss the
needs of their child in an informal but structured way. During the meeting, the student’s
additional needs, and educational and social background can be discussed and the factors
which may have caused their disaffection or disengagement from education can be explored.
Importantly, we also use this meeting as an opportunity for parents/carers and the young
person, themselves, to share what they see as particular interests and strengths.

Discussion includes:
•

Pupil expectations

•

Parent/carer expectations

•

School expectations – code of conduct

•

School/home links once placement has begun

•

Statement of Special Educational Needs and how the school proposes to meet it

•

School timetable

•

Diagnostic assessments

•

Curriculum and activities

•

Additional pastoral support

The Head Teacher also shares with parents/carers a range of information and documents
and ensures they are aware of other documents that are available for them to gather as full
an understanding of the school as they need.
Documents shared include:
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•

Educational Visits policy, permission slips for excursions and photographs to be
taken of students

•

Data Protection Policy

•

Complaints Policy

•

Feedback form

5.4 The Pupil Individual Education and Behaviour Plan (PIEBP) and Pupil Individual
Risk Assessment (PIRA)
Following the initial meeting (outlined in Section 4.3) the Head Teacher will write a PreService Needs Plan and prepare version 2 of the Pupil Individual Risk Assessment (PIRA).
Once ready, an intake meeting will be arranged and lead by the Head Teacher. At this
meeting, the discussion will focus on deciding whether the referral is appropriate and
whether the young person will be able to become a fully integrated member of the school.
Once the decision to admit is taken by the Headteacher, the plan for admission will be
agreed. This will include such matters as:
• ensuring plans for transport are in place
• making arrangements for assessment following admission,
• drafting version 2 of the Pupil Individual Education Behaviour Plan (IEBP)
These will be completed within 15 term-time days following admission.

6/ Induction and Transition
A new pupil’s induction begins before they begin attending but, on arrival, the full induction
plan begins which is designed to ensure the pupil settles safely and with confidence. We
want students to feel comfortable and relaxed when they arrive so a great deal of care is
taken to ensure they are informed about all we do and that they know what to do if there is
anything they do not understand or are unsure of. A pupil’s induction will include:
•
•
•
•
•
•
•
•

introductions to the staff team and other pupils
details of the fire exit plan
details about other relevant health and safety matters.
assigning a member of staff to be the pupil’s Key Worker
information about the school’s curriculum and the plans for the pupil’s learning
baseline assessment of literacy and numeracy skills which will inform further the
pupil’s learning plan
One to one sessions to design the Pupil Behaviour Passport
the pupil code of conduct

This list is not designed to be exhaustive.
We aim to be as flexible as possible to support pupils to make a successful transition to our
school. A short term, time-limited part-time timetable is sometimes a useful way to support
transition (please refer to our policy on re-integration timetables). However, this is not
6
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obligatory and we will shape the induction plan to suit the needs of the young person as well
as existing pupils.
6.1 Transition review
Within the first half term after entry, a formal review will be held with all relevant parties:
pupil, parents, carers, Social Workers to share information about the school placement so
far. The review is designed primarily to share and celebrate good news stories about how the
pupil has settled in to school as well as any early observations. The review also provides the
pupil with an opportunity to feed back to the school. In addition, and if necessary, any issues
that have caused difficulty in the early weeks can be discussed and resolved.

7/ Monitoring
This policy will be reviewed annually by the Head Teacher. At every review, the policy will be
shared with and approved by the proprietor.

8/ Linking policies
This policy should be read in-conjunction with:
•

Admissions Policy

•

Re-integration Timetables Policy

•

SEND Policy

•

Equal Opportunities Policy

Privacy Notice for Parents and Carers
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1/ Introduction
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Under data protection law, individuals have a right to be informed about how our school uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair processing notices’) to individuals where we are processing their personal data.
This privacy notice explains how we collect, store and use personal data about pupils at our school.
This privacy notice applies while we believe your child is not capable of understanding and exercising
their own data protection rights.
Once your child is able to understand their rights over their own data (generally considered to be age
12, but this has to be considered on a case-by-case basis), you should instead refer to our privacy notice for pupils to see what rights they have over their own personal data. This notice can be found on
our website. Alternatively, please contact us directly (See Section 10 ‘How to contact us’)

The company, Able Healthcare Ltd, registered address 45 Wolsey Road, Northwood, Middlesex, England, HA6 2ER is the ‘data controller’ for the purposes of data protection law.
The school’s data protection officer is Angela Steele (see Section 10, ‘How to contact us’).

2/ The personal data we hold
Personal data that we may collect, use, store and share (when appropriate) about your child
includes, but is not restricted to:
• Contact details, contact preferences, date of birth, identification documents
• Results of internal assessments and externally set tests
• Pupil and curricular records
• Exclusion information
• Attendance information
• Safeguarding information
• Details of any support received, including care packages, plans and support providers
We may also collect, use, store and share (when appropriate) information about your child
that falls into "special categories" of more sensitive personal data. This includes, but is not
restricted to, information about:
• Any medical conditions we need to be aware of, including physical and mental
health
• Photographs and CCTV images captured in school
• Characteristics, such as ethnic background or special educational needs
We may also hold data about your child that we have received from other organisations, including other schools and social services.

3/ Why we use this data?
We use the data listed above to:
a) Support pupil learning
b) Monitor and report on pupil progress
c) Provide appropriate pastoral care
d) Protect pupil welfare
e) Assess the quality of our services
9
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f)

Administer admissions waiting lists

g) Carry out research
h) Comply with the law regarding data sharing
3.1 Use of data for marketing purposes
Where you have given us consent to do so, we may send your child marketing information by
email promoting school events, campaigns, charitable causes or services that may be of interest to them.
You can withdraw consent or ‘opt out’ of receiving these emails at any time by clicking on the
‘Unsubscribe’ link at the bottom of any such communication, or by contacting us (see Section
10, ‘How to contact us’ below).
3.2 Use of a child’s personal data in automated decision making and profiling
We do not currently process any personal data through automated decision making or profiling. If this changes in the future, we will amend any relevant privacy notices in order to explain the processing to you, including your right to object to it.

4/ Our lawful basis for using this data
We will only collect and use your child’s information when the law allows us to. Most often,
we will use the information where:
• We need to comply with the law
•We need to use it to carry out a task in the public interest (in order to provide your child with
an education)
Sometimes, we may also use your personal information where:
• You, as parents/carers have given us permission to use it in a certain way
• We need to protect your child’s interests (or someone else’s interest)
Where we have got permission to use your child’s data, parents/carers may withdraw this at
any time.
We will make this clear when we ask for permission, and explain how to go about withdrawing consent. Some of the reasons listed above for collecting and using your child’s information overlap, and there may be several grounds which mean we can use the data.

4.1/ Our basis for using special category data
For ‘special category’ data, we only collect and use it when we have both a lawful basis, as
set out above, and one of the following conditions for processing as set out in data protection
law:
• We have obtained your explicit consent to use your child’s personal data in a certain
way
• We need to perform or exercise an obligation or right in relation to employment, social security or social protection law
• We need to protect an individual’s vital interests (i.e. protect your child’s life or
someone else’s life), in situations where you’re physically or legally incapable of giving consent
10
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• The data concerned has already been made manifestly public by you
• We need to process it for the establishment, exercise or defence of legal claims
• We need to process it for reasons of substantial public interest as defined in legislation
• We need to process it for health or social care purposes, and the processing is
done by, or under the direction of, a health or social work professional or by any
other person obliged to confidentiality under law
• We need to process it for public health reasons, and the processing is done by, or
under the direction of, a health professional or by any other person obliged to confidentiality under law
• We need to process it for archiving purposes, scientific or historical research purposes, or for statistical purposes, and the processing is in the public interest
For criminal offence data, we will only collect and use it when we have both a lawful basis, as
set out above, and a condition for processing as set out in data protection law. Conditions include:
• We have obtained your consent to use it in a specific way
• We need to protect an individual’s vital interests (i.e. protect your child’s life or
someone else’s life), in situations where you’re physically or legally incapable of giving consent
• The data concerned has already been made manifestly public by you
• We need to process it for, or in connection with, legal proceedings, to obtain legal
advice, or for the establishment, exercise or defence of legal rights
• We need to process it for reasons of substantial public interest as defined in legislation

5/ Collecting this data
While most of the information we collect about your child is mandatory, there is some information that can be provided voluntarily.
Whenever we want to collect information from you, we make it clear if you have to give us
this information (and if so, what the possible consequences are of not doing that), or if you
have a choice.
Most of the data we hold about your child will come from you, but we may also hold data
about them from:
• Local councils
• Government departments or agencies
• Police forces, courts, tribunals

6/ How we store this data
We keep personal information about your child while they are attending our school. We may
also keep it beyond your child’s attendance at our school if this is necessary. Our retention
policy explains how long we keep information about pupils. This can be accessed via our
website or by requesting one directly. (See Section 10, ‘How to contact us’)
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We have security measures in place to prevent your child’s personal information from being
accidentally lost, used or accessed in an unauthorised way, altered or disclosed.
We’ll dispose of your child’s personal data securely when we no longer need it.

7/ Who we share data with
We don’t share information about your child with any third party without your consent unless
the law and our policies allow us to do so.
Where it’s legally required, or necessary (and it complies with data protection law), we may
share personal information about your child with:
• Our local authority, Suffolk – to meet our legal obligations to share certain information with it, such as safeguarding concerns and information about exclusions
• Other placing or commissioning Local Authorities - to meet our legal obligations to
share certain information with it, such as attendance, safeguarding concerns and
information about exclusions
• Government departments or agencies
• Our youth support services provider
• Our regulator, Ofsted.
• Suppliers and service providers
• Financial organisations
• Our auditors
• Survey and research organisations
• Health authorities
• Security organisations
• Health and social welfare organisations
• Professional advisers and consultants
• Charities and voluntary organisations
• Police forces, courts, tribunals

Youth support services
Once your child reaches the age of 13, we are legally required to pass on certain information
about you to the local authority or youth support services provider in your area, as it has legal
responsibilities regarding the education or training of 13-19 year-olds. This information
enables it to provide youth support services, post-16 education and training services, and
careers advisers. Parents/carers, or your child, once you’re 16, can contact our data
protection officer to ask us to only pass their name, address and date of birth to your local
authority.
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National Pupil Database
We have to provide information about your child to the Department for Education (a
government department) as part of data collections such as the school census.
Some of this information is then stored in the National Pupil Database, which is managed by
the Department for Education and provides evidence on how schools are performing. This, in
turn, supports research.
The database is held electronically so it can easily be turned into statistics. The information it
holds is collected securely from schools, local authorities, exam boards and others.
The Department for Education may share information from the database with other
organisations, such as organisations that promote children’s education or wellbeing in
England. These organisations must agree to strict terms and conditions about how they will
use your data.
You can find more information about this on the Department for Education’s webpage on
how it collects and shares research data.
You can also contact the Department for Education if you have any questions about the
database.
Transferring data internationally
Transferring data internationally Where we share data with an organisation that is based
outside the European Economic Area, we will protect your data by following data protection
law.

8/ Your rights
8.1 How to access personal information that we hold about your child
You have a right to make a ‘subject access request’ to gain access to personal information
that we hold about your child.
If you make a subject access request, and if we do hold information about your child, we will
(unless there’s a really good reason why we shouldn’t):
• Give you a description of it
• Tell you why we are holding and using it, and how long we will keep it for
• Explain where we got it from, if not from you
• Tell you who it has been, or will be, shared with
• Let you know whether any automated decision-making is being applied to the data
(decisions made by a computer or machine, rather than by a person), and any consequences of this
• Give you a copy of the information in an understandable form
You may also have the right for your child’s personal information to be shared with another
organisation in certain circumstances.
If you would like to make a request, please contact us (see Section 10 ‘How to contact us’).
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Once your child is able to understand their rights over their own data (generally considered to
be age 12, but this has to be considered on a case-by-case basis), we will need to obtain
consent from your child for you to make a subject access request on their behalf.
8.2 Your right to access your child’s educational record
Under data protection law, there’s no automatic parental right of access to the educational
record in an independent school.
However, we will provide access to this providing that you:
•

Contact us in writing with your request (see Section 10, ‘How to contact us’)

Once your child is able to understand their rights over their own data (generally considered to
be age 12, but this has to be considered on a case-by-case basis), we will need to obtain
consent from your child for you to make these requests on their behalf.

9/ Complaints
We take any complaints about our collection and use of personal information very seriously.
If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any other concerns about our data processing, please let us know first.
Alternatively, you can make a complaint to the Information Commissioner’s Office:
• Report a concern online at https://ico.org.uk/make-a-complaint/
• Call 0303 123 1113
• Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane,
Wilmslow, Cheshire, SK9 5AF

10/ How to contact us
If you have any questions, concerns or would like more information about anything mentioned in this
privacy notice, please contact our data protection officer:

Angela Steele
Address: West Lodge, 23-25 Waterloo Road, Ipswich, Suffolk, IP1 2NY
Telephone: 01473 218814

Email: Angela.Steele@libertylodge.com

This notice is based on the Department for Education’s model privacy notice for pupils (see
separate notice), amended also for parents and to reflect the way we use data in this school
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1/ Introduction
Pupils aged 12 or over are generally considered capable of understanding and exercising
their rights over their own data.
We will consider this on a case-by-case basis and direct parents/carers to an alternative privacy notice if necessary.
You have a legal right to be informed about how our school, West Lodge Independent School
uses any personal information that we hold about you. To comply with this, we provide a
‘privacy notice’ to you where we are processing your personal data.
This notice explains how we collect, store and use personal data about pupils at our school,
like you.
The company, Able Healthcare Ltd, registered address 45 Wolsey Road, Northwood, Middlesex, England, HA6 2ER is the ‘data controller’ for the purposes of data protection law.
The school’s data protection officer is Angela Steele (see Section 10, ‘How to contact us’).

2/ The personal data we hold
We hold some personal information about you to make sure we can help you learn and look
after you at school.
For the same reasons, we get information about you from some other places too – like other
schools, the local council and the government.
Personal information that we may collect, use, store and share (when appropriate) about you
includes, but is not restricted to:
• Your contact details
• Your test results
• Your attendance records
• Details of any behaviour issues or exclusions
We may also collect, use, store and share (when appropriate) information about you that falls
into "special categories" of more sensitive personal data. This includes, but is not restricted
to:
• Information about your characteristics, like your ethnic background or any special
educational needs
• Information about any medical conditions you have
• Photographs and CCTV images

3/ Why we use this data?
We use the data listed above to:
a) Get in touch with you and your parents, carers, support workers or social workers
when we need to
b) Check how you’re doing in exams and work out whether you or your teachers need
any extra help
c) Track how well the school as a whole is performing
16
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d) Look after your wellbeing
3.1 Use of data for marketing purposes
Where you have given us consent to do so, we may send you messages by email which promote school events, campaigns, charitable causes or services that you might be interested in
or wish to be involved in.
You can take back this consent or ‘opt out’ of receiving these emails at any time by clicking
on the ‘Unsubscribe’ link at the bottom of any such communication, or by contacting us (see
‘How to Contact us’ below).
3.2 Use of your personal data in automated decision making and profiling
We don’t currently put your personal information through any automated decision making or
profiling process. This means we don’t make decisions about you using only computers without any human involvement.
If this changes in the future, we will update this notice in order to explain the processing to
you, including your right to object to it.

4/ Our lawful basis for using this data
We will only collect and use your information when the law allows us to. Most often, we will
use your information where:
• We need to comply with the law
•We need to use it to carry out a task in the public interest (in order to provide you with an
education)
Sometimes, we may also use your personal information where:
• You, or your parents/carers have given us permission to use it in a certain way
• We need to protect your interests (or someone else’s interest)
Where we have got permission to use your data, you or your parents/carers may withdraw
this at any time.
We will make this clear when we ask for permission, and explain how to go about withdrawing consent. Some of the reasons listed above for collecting and using your information overlap, and there may be several grounds which mean we can use your data.
4.1/ Our basis for using special category data
For ‘special category’ data (more sensitive personal information), we only collect and use it
when we have both a lawful basis, as set out above, and one of the following conditions for
processing as set out in data protection law:
• We have obtained your explicit consent to use your information in a certain way
• We need to use your information under employment, social security or social protection law
• We need to protect an individual’s vital interests (i.e. protect your life or someone
else’s life), in situations where you’re physically or legally incapable of giving consent
• The information has already been made obviously public by you
17
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• We need to use it to make or defend against legal claims
• We need to use it for reasons of substantial public interest as defined in legislation
• We need to use it for health or social care purposes, and it’s used by, or under the
direction of, a professional obliged to confidentiality under law
• We need to use it for public health reasons, and it’s used by, or under the direction
of, a professional obliged to confidentiality under law
• We need to use it for archiving purposes, scientific or historical research purposes,
or for statistical purposes, and the use is in the public interest
For criminal offence data, we will only collect and use it when we have both a lawful basis, as
set out above, and a condition for processing as set out in data protection law. Conditions include:
• We have obtained your consent to use it in a specific way
• We need to protect an individual’s vital interests (i.e. protect your life or someone
else’s life), in situations where you’re physically or legally incapable of giving consent
• The data concerned has already been made obviously public by you
• We need to use it as part of legal proceedings, to obtain legal advice, or to make or
defend against legal claims
• We need to use it for reasons of substantial public interest as defined in legislation

5/ Collecting this data
While most of the information we collect about you is mandatory, there is some information
that can be provided voluntarily.
Whenever we want to collect information from you, we make it clear if you have to give us
this information (and if so, what the possible consequences are of not doing that), or if you
have a choice.
Most of the data we hold about you will come from you, but we may also hold data about you
from:
• Local councils
• Government departments or agencies
• Police forces, courts, tribunals

6/ How we store this data
We keep personal information about you while you’re attending our school. We may also
keep it beyond your attendance at our school if this is necessary. Our retention policy explains how long we keep information about pupils. This can be accessed via our website or
by requesting one directly. See ‘How to Contact us’
We have security measures in place to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed.
We’ll dispose of your personal data securely when we no longer need it.
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7/ Who we share data with
We don’t share information about you with any third party without your consent unless the law and our
policies allow us to do so.

Where it’s legally required, or necessary (and it complies with data protection law), we may
share personal information about you with:
• Our local authority, Suffolk – to meet our legal obligations to share certain information with it, such as safeguarding concerns and information about exclusions
• Other placing or commissioning Local Authorities - to meet our legal obligations to
share certain information with it, such as attendance, safeguarding concerns and
information about exclusions
• Government departments or agencies
• Our youth support services provider
• Our regulator or ‘watchdog’, Ofsted.
• Suppliers and service providers
• Financial organisations
• Our auditors
• Survey and research organisations
• Health authorities
• Security organisations
• Health and social welfare organisations
• Professional advisers and consultants
• Charities and voluntary organisations
• Police forces, courts, tribunals

Youth support services
Once you reach the age of 13, we are legally required to pass on certain information about
you to the local authority or youth support services provider in your area, as it has legal
responsibilities regarding the education or training of 13-19 year-olds. This information
enables it to provide youth support services, post-16 education and training services, and
careers advisers. Your parents/carers, or you once you’re 16, can contact our data protection
officer to ask us to only pass your name, address and date of birth to your local authority.
National Pupil Database
We have to provide information about you to the Department for Education (a government
department) as part of data collections such as the school census.
Some of this information is then stored in the National Pupil Database, which is managed by
the Department for Education and provides evidence on how schools are performing. This, in
turn, supports research.
The database is held electronically so it can easily be turned into statistics. The information it
holds is collected securely from schools, local authorities, exam boards and others.
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The Department for Education may share information from the database with other
organisations, such as organisations that promote children’s education or wellbeing in
England. These organisations must agree to strict terms and conditions about how they will
use your data.
You can find more information about this on the Department for Education’s webpage on
how it collects and shares research data.
You can also contact the Department for Education if you have any questions about the
database.
Transferring data internationally
Transferring data internationally Where we share data with an organisation that is based
outside the European Economic Area, we will protect your data by following data protection
law.

8/ Your rights
8.1 How to access personal information that we hold about you
You have a right to make a ‘subject access request’ to gain access to personal information
that we hold about you.
If you make a subject access request, and if we do hold information about you, we will (unless there’s a really good reason why we shouldn’t):
• Give you a description of it
• Tell you why we are holding and using it, and how long we will keep it for
• Explain where we got it from, if not from you
• Tell you who it has been, or will be, shared with
• Let you know whether any automated decision-making is being applied to the data
(decisions made by a computer or machine, rather than by a person), and any consequences of this
• Give you a copy of the information in an understandable form
You may also have the right for your personal information to be shared with another organisation in certain circumstances.
If you would like to make a request, please contact us (see Section 10 ‘How to contact us’).

8.2 Your other rights regarding your data
Under data protection law, you have certain rights regarding how your personal information is
used and kept safe. For example, you have the right to:
• Say that you don’t want your personal information to be used
• Stop it being used to send you marketing materials
• Say that you don’t want it to be used for automated decisions (decisions made by a
computer or machine, rather than by a person)
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• In some cases, have it corrected if it’s inaccurate
• In some cases, have it deleted or destroyed, or restrict its use
• In some cases, be notified of a data breach
• Make a complaint to the Information Commissioner’s Office
• Claim compensation if the data protection rules are broken and this harms you in
some way
To exercise any of these rights, please contact us (see ‘How to Contact us’ below).

9/ Complaints
We take any complaints about our collection and use of personal information very seriously.
If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any other concerns about our data processing, please let us know first.
Alternatively, you can make a complaint to the Information Commissioner’s Office:
• Report a concern online at https://ico.org.uk/make-a-complaint/
• Call 0303 123 1113
• Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane,
Wilmslow, Cheshire, SK9 5AF

10/ How to contact us
If you have any questions, concerns or would like more information about anything mentioned in this
privacy notice, please contact our data protection officer:

Angela Steele
Address: West Lodge, 23-25 Waterloo Road, Ipswich, Suffolk, IP1 2NY
Telephone: 01473 218814

Email: Angela.Steele@libertylodge.com

This notice is based on the Department for Education’s model privacy notice for pupils,
amended also for parents (see separate notice) and to reflect the way we use data in this
school
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1/ Aims, Objectives and Introduction
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This policy has evolved to consider changes in the recent SEND Code of Practice and
reflects current thinking and theory related to SEND. It is a working document and is
reviewed and amended, if necessary, on an annual basis. James Connor, Head teacher, is
the senior leader responsible for this aspect of SEND. At LLIS we operate a “whole pupil,
whole school” approach to the management and provision of support for special educational
needs. Through good and effective teaching and targeted support, we aim to ensure access
to the curriculum for all pupils and recognise the importance of developing and maintaining a
partnership and high levels of engagement with parents is a priority.

Our SEN policy and information report aims are to:
•

Raise the aspirations of and expectations for all pupils with Special Educational
Needs and/or Disabilities (SEND) and to allow all students with SEND to make the
greatest progress possible.

•

Offer a broad, inclusive and accessible curriculum to ensure the best possible progress and opportunity for all our students, whatever their needs or abilities.

Our SEN policy and information report objectives are to:
•

Set out how our school will support and make provision for pupils with special educational needs (SEN)

•

Explain the roles and responsibilities of everyone involved in providing for pupils with
SEN

•

Explain how we provide the best expertise and support for all members of our school
community

•

Close the progress gap and ensure full inclusion

•

Provide a broad and balanced curriculum which is accessible to all pupils

•

Ensure that staff have high expectations and aspirations for what children can
achieve

•

Ensure that staff work closely with families and children with SEND to achieve those
aspirations

•

Identify needs early and plan and implement a graduated system of support

•

Liaise with our colleagues from outside agencies to provide a cohesive plan focusing
on long-term outcomes

•

Make decisions with families and give parents and carers choice with regard to our
SEND provision

•

Ensure that excellent outcomes are achieved through the knowledge, skills and attitude of everyone working here at LLIS with our children.

•

To identify and provide for pupils who have special educational needs and additional
needs. This is done through our admission and induction process initially.

•

Continually monitor the progress of individuals through a graduated process of Assess-Plan-Do-Review.
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•

To provide an opportunity to celebrate the achievements of students with SEND.

•

To allow students with SEND access to a broad, balanced and relevant curriculum.
This includes access to alternative courses, training and appropriate curricular activities. This curriculum will be appropriately differentiated in recognition of students’ abilities.

•

To provide a focus on outcomes for children and young people and not just hours of
provision/support.

•

To work within the guidance provided in the SEND Code of Practice, 2014

•

To operate a ‘whole pupil, whole school approach’ to the management and provision
of support for special educational needs.

•

To provide support and advice for all staff working with special educational needs pupils.

•

To ensure that students have an opportunity to express their views and feel fully involved in decisions which may affect them, including requesting statutory assessment
for an EHC plan if they wish.

•

To ensure effective communication with parents, promoting a family-centred approach with regular meetings to discuss the future.

•

To ensure that students with SEND receive appropriate pastoral support and guidance, including their preparation for post 16 choices.

•

To liaise productively with relevant outside agencies.

2/ Legislation and guidance
This policy and information report is based on and follows the statutory and updated Special
Educational Needs and Disability (SEND) Code of Practice January 2015 and the following
legislation:
•

Part 3 of the Children and Families Act 2014, which sets out schools’ responsibilities
for pupils with SEN and disabilities

•

The Special Educational Needs and Disability Regulations 2014, which set out
schools’ responsibilities for education, health and care (EHC) plans, SEN co-ordinators (SENCOs) and the SEN information report

This policy also complies with our funding agreement and articles of association.

3/ Definitions
A pupil has SEN if they have a learning difficulty or disability which calls for special
educational provision to be made for them.
They have a learning difficulty or disability if they have:
•

A significantly greater difficulty in learning than the majority of others of the same age,
or

•

A disability which prevents or hinders them from making use of facilities of a kind generally provided for others of the same age in mainstream schools
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Special educational provision is educational or training provision that is additional to, or
different from, that made generally for other children or young people of the same age by
mainstream schools.

4/ Roles and responsibilities
4.1 The Head Teacher
The head teacher will:
•

Work with external SEND experts and the Proprietor to determine the strategic development of the SEN policy and provision in the school

•

Have overall responsibility for the provision and progress of learners with SEN and/or
a disability

•

Have day-to-day responsibility for the operation of this SEN policy and the co-ordination of specific provision made to support individual pupils with SEN, including those
who have EHC plans

•

Provide professional guidance to colleagues and work with staff, parents, and other
agencies to ensure that pupils with SEN receive appropriate support and high-quality
teaching

•

Advise on the graduated approach to providing SEN support

•

Advise on the deployment of the school’s delegated budget and other resources to
meet pupils’ needs effectively

•

Be the point of contact for external agencies, especially the local authority and its
support services

•

Liaise with potential next providers of education to ensure pupils and their parents are
informed about options and a smooth transition is planned

•

Work with the headteacher and governing board to ensure that the school meets its
responsibilities under the Equality Act 2010 with regard to reasonable adjustments
and access arrangements

•

Ensure the school keeps the records of all pupils with SEN up to date

4.2 The Proprietor
The Proprietor will:
•

Help to raise awareness of SEN issues at governing board meetings

•

Monitor the quality and effectiveness of SEN and disability provision within the school

•

Work with the headteacher to determine the strategic development of the SEN policy
and provision in the school

4.3 All teachers
Each subject teacher is responsible for:
•

The progress and development of every pupil in their class

•

Working closely with any learning support assistants or specialist staff to plan and assess the impact of support and interventions and how they can be linked to classroom
teaching
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•

Working with the Head Teacher to review each pupil’s progress and development and
decide on any changes to provision

•

Ensuring they follow this SEN policy

5/ SEN information report
5.1 The kinds of SEN that are provided for
Our school currently provides additional and/or different provision for a range of needs,
including:
•

Children and young people who have experienced trauma in their lives

•

Communication and interaction, for example, autistic spectrum disorder, Asperger’s
Syndrome, speech and language difficulties

•

Social, emotional and mental health difficulties, for example, anxiety, attention deficit
hyperactivity disorder (ADHD),

•

Sensory and/or physical needs, for example, visual impairments, hearing impairments, processing difficulties, epilepsy

5.2 Identifying pupils with SEN and assessing their needs
We will assess each pupil’s current skills and levels of attainment on entry, which will build
on previous settings and Key Stages, where appropriate. Teachers will make regular
assessments of progress for all pupils and identify those whose progress:
•

Is significantly slower than that of their peers starting from the same baseline

•

Fails to match or better the child’s previous rate of progress

•

Fails to close the attainment gap between the child and their peers

•

Widens the attainment gap

This may include progress in areas other than attainment, for example, social needs in order
to make a successful transition to adult life/post 16 settings.
Slow progress and low attainment will not automatically mean a pupil is recorded as having
SEN.
When deciding whether special educational provision is required, we will start with the
desired outcomes, including the expected progress and attainment, and the views and the
wishes of the pupil and their parents. We will use this to determine the support that is needed
and whether we can provide it by adapting our core offer, or whether something different or
additional is needed.
5.3 Consulting and involving pupils and parents
The pupils who attend our school have a complex background. We believe that without the
involvement of key stakeholders: pupils, families, carers and key Social and Support Workers, a pupil’s learning journey is at risk of faltering. We believe that a person centred approach is vital to ensure that every pupil’s own views are considered. In addition, a pupil’s
family and/or carers input will be invited.
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We will have an early discussion with the pupil and their carers/parents when identifying
whether they need special educational provision. These conversations will make sure that:
•

Everyone develops a good understanding of the pupil’s areas of strength and difficulty

•

We take into account the parents’/carers’/key workers’ concerns

•

Everyone understands the agreed outcomes sought for the child

•

Everyone is clear on what the next steps are

Notes of these early discussions will be added to the pupil’s record and given to their
parents.
We will formally notify parents when it is decided that a pupil will receive SEN support.
5.4 Assessing and reviewing pupils' progress towards outcomes
We will follow the graduated approach and the four-part cycle of assess, plan, do, review.
The class or subject teacher will work with the SENCO to carry out a clear analysis of the
pupil’s needs. This will draw on:
•

The teacher’s assessment and experience of the pupil

•

Their previous progress and attainment and behaviour

•

Other teachers’ assessments, where relevant

•

The individual’s development in comparison to their peers and national data

•

The views and experience of parents

•

The pupil’s own views

•

Advice from external support services, if relevant

The assessment will be reviewed regularly.
All teachers and support staff who work with the pupil will be made aware of their needs, the
outcomes sought, the support provided, and any teaching strategies or approaches that are
required. We will regularly review the effectiveness of the support and interventions and their
impact on the pupil’s progress.
5.5 Supporting pupils moving between phases and preparing for adulthood
We will share information with the school, college, or other setting the pupil is moving to. We
will agree with parents, carers and pupils which information will be shared as part of this.
When a young person is moving on to post-16 education, an individualised transition plan will
be made and supported by a senior member of the team.
When a child or young person is returning to a mainstream setting, he/she will be supported
by their school through detailed transition plans that are discussed and agreed with
parents/carers, the child/young person and the mainstream setting. Each setting will ensure
that detailed information is shared with any new school/provision and that regular
discussions occur to address any concerns raised. Transition may include school visits,
supported lessons and a gradual return but will be determined on an individual basis.
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5.6 Our approach to teaching pupils with SEN
The four broad categories of need as detailed in the SEND Code of Practice, 2014 are:
• Communication and interaction
• Cognition and learning
• Social, emotional and mental health difficulties
• Sensory and/or Physical needs
It is sometimes the case that students have missed large amounts of school and learning
before they begin at West Lodge Independent School and so there may be limited evidence
of ability and/or difficulties. Quality first teaching is at the centre of our work with students. All
teachers are responsible and accountable for the progress and development of the students
they teach. High quality teaching, differentiated for individual students, is the first step in
responding to students who have or may have SEN. Additional intervention and support
cannot compensate for a lack of good quality teaching.
5.7 Adaptations to the curriculum and learning environment
We believe that every pupil has a right to a broad and balanced curriculum which is designed
in order to support their progress. Our pupils have often missed a large amount of school and
so it is vital that, as part of a personalised curriculum, pupils are given the chance to ‘catch
up’ to levels of expected progress of their chronological age.
All pupils work in very small groups in a non-threatening, supportive and compassionate
learning environment.
Curriculum access is promoted through careful organisation of the timetable and use, where
appropriate of alternative provision.
Where necessary, the learning environment is also adapted to support our young people to
engage and make progress.
We make the following adaptations to ensure all pupils’ needs are met:
•

Differentiating our curriculum to ensure all pupils are able to access it, for example,
by grouping, 1:1 work, teaching style, content of the lesson, etc.

•

Adapting our resources and staffing

•

Using recommended aids, such as laptops, coloured overlays, visual timetables,
larger font, etc.

•

Differentiating our teaching, for example, giving longer processing times, pre-teaching
of key vocabulary, reading instructions aloud, etc.

5.8 Additional support for learning
Students are supported by transport to such places and staff support whilst in attendance if it
is felt appropriate. Individual programmes are designed to meet individual needs of
students. Upon entry, a risk assessment is completed for each pupil which helps to form the
overall picture of provision. The Head Teacher liaises with staff to seek further advice and
support from outside specialists who may complete further assessments and provide
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guidance to inform planning and the setting of targets or application for assessment, if
appropriate. Pupils, parents carers and/or Social Workers are involved in all these
processes; their views are paramount.
Due to smaller class sizes, staff are readily available to support pupils on a 1:1 basis when
they
struggle within lessons.
We work with the following agencies to provide support for pupils with SEN:
•

Speech and Language

•

Educational Psychologists

•

Occupational and art therapy

•

Nurse practitioners

•

Integrated Delivery Team

•

Autism diagnostic service Suffolk

•

Social care

•

CAMHS/IDT

5.9 Expertise and training of staff
All continued professional development (CPD) is related to the current needs of pupils and is
attended by the Head Teacher and non-teaching staff. This is arranged by the
Head Teacher in liaison with the Proprietor and relevant partner agencies such as the
Integrated Delivery Team.
The CPD programme reflects the fact that all staff are teachers of special educational needs.
All staff are encouraged to develop the quality of their teaching, knowledge and development
by accessing relevant training.
5.10 Securing equipment and facilities
Our school is committed to ensuring that pupils have access to the equipment and facilities
they
need so they are able to access the curriculum. Specific equipment requirements will be
assessed by the Head teacher upon entry and throughout the placement. Parents/carers and
pupils are encouraged to discuss any changing needs with regards to equipment or facilities
directly with the Head Teacher.
5.11 Evaluating the effectiveness of SEN provision
We have a duty to report annually on the success of its SEN policy.
Regular meetings are held between the Head Teacher and school staff to evaluate the
success of the SEN policy.
They will use the following criteria:
•

Do measures of literacy and numeracy for children with special educational needs
show

improvement over time?
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•

Do children on special programmes demonstrate increased confidence to teachers
and/or

parents?
•

Is the staff member responsible for SEND making the most effective and efficient use
of the available resources?

•

Do teachers across departments demonstrate confidence and competence in differentiating

work appropriately?
•

Are individual programmes of study well adapted to students’ special educational
needs and

are they revised appropriately in the light of either success or failure?
•

Is consultation with parents and students, regarding SEND provision, viewed positively by

parents and students?
We also:
•

Review pupils’ individual progress towards their goals each term

•

Review the impact of interventions after an agreed number of weeks

•

Use pupil questionnaires

•

Use provision maps to measure progress

•

Hold annual reviews for pupils with statements of SEN or EHC plans

5.12 Enabling pupils with SEN to engage in activities available to those in the school who do
not have SEN
At West Lodge Independent School, we are committed to equal opportunities irrespective of
race, creed and/or SEN. Our aim is to meet the needs of all young people on our role and
our admissions policy pays due regard for the guidance in the SEND Code of Practice, 2014.
•

Any extra-curricular activities and school visits are available to all our pupils.

•

All pupils are encouraged to take part in sports days/school plays/special workshops,
etc.

•

No pupil is ever excluded from taking part in these activities because of their SEN or
disability.

We recognise that pupils at school with medical conditions should be properly
supported so that they have full access to education, including school trips and physical
activities.
Some children with medical conditions may be disabled and where this is the case the school
will comply with their duties under the Equality Act 2010. Some pupils may also have special
educational needs (SEN) and may have an Educational Health and Care (EHC) plan which
brings
together health and social care needs as well as their educational provision.
As a result of its location in the basement of the building, physical access to the school is by
a set of eight stone steps. At present there is no access for any disabled children, young
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people or adults. In addition, the two single rooms which make up the school are limited in
size and so preclude arrangements for people with a disability.
The school remains committed to removing all and any barriers to every pupil and is open to
making the necessary arrangements and changes to accommodate pupils.

5.13 Support for improving emotional and social development
Staff in our school are experienced in supporting children and their needs. The Head
Teacher is currently completing Thrive training; implementation of a school wide Thrive
approach will follow. Through Thrive, we will assess and support each child holistically,
creating bespoke action plans to address “interruptions” at different stages of development.
Pupils will be supported to progress socially using targeted plans.
Additionally, we support emotional and social development through:
•

Mentoring/key workers

•

Life skills

•

Activities outside the classroom

•

Monitoring attendance

•

Home visits/meetings

•

Anti-bullying

•

1:1 Time

•

WATER reward system

•

Individual risk assessments

We recognise that pupils may have Special educational Needs for which they may have
been the victim of bullying or for which reason they may have been bullied. Further
information can be found in the Anti-Bullying Policy.
We have a zero-tolerance approach to bullying.
5.14 Working with other agencies
Our school works regularly with external agencies to ensure the best possible outcomes for
our pupils. The Head Teacher maintains close contact with health and social care to ensure
everyone has accurate and current information on pupils. Referrals for additional specialist
assessment are made directly by the Head Teacher who support pupils, families and carers
through the process.

5.15 Complaints about SEN provision
We work closely with parents of students and acknowledge that partnership with parents
plays a key role in promoting the culture of co-operation between families, carers and the
school.
Parents are asked to contact the Head Teacher over any concerns. It is hoped that by
working in partnership it will be possible to resolve any complaints or disagreements. Where
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this is not possible any complaints will be dealt with through the school’s complaints
procedure.
The parents of pupils with disabilities have the right to make disability discrimination claims to
the
first-tier SEND tribunal if they believe that our school has discriminated against their children.
They can make a claim about alleged discrimination regarding:
•

Exclusions

•

Provision of education and associated services

•

Making reasonable adjustments, including the provision of auxiliary aids and services

5.16 Contact details of support services for parents of pupils with SEN
Wherever possible, parents are encouraged to speak to the Head Teacher about additional
support they may need. If further support is needed, parents and/or carers are
encouraged to contact the Special Educational Needs and Disability Information, Advice and
Support Service (SENDIASS) which provides information, advice and support to young
people and
children with SEN or disabilities aged 0 -25, and their parents, about education, health and
social
care. They provide legally based, impartial, confidential and accessible information and
advice. They do this through workshops for practitioners and Parents/carers, online and
printed information, a confidential helpline and direct face to face work.

5.17 Contact details for raising concerns

In the first instance, please contact the Head Teacher at the school.

5.18 The local authority local offer
Suffolk County Council’s local offer is published here:
https://infolink.suffolk.gov.uk/kb5/suffolk/infolink/advice.page?id=i6xW1anGVPE

6/ Monitoring arrangements
This policy and information report will be reviewed by the Head Teacher every year. It will
also be updated if any changes to the information are made during the year.
It will be approved by the school’s proprietor.

7/ Links with other policies and documents
This policy links to our policies on:
•

Accessibility plan
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•

Behaviour and Relationships

•

Equality information and objectives

•

Supporting pupils with medical conditions

33

West Lodge Independent School

Supporting pupils with Medical Conditions
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1. Aims
This policy aims to ensure that:
•

Pupils, staff and parents understand how our school will support pupils with medical conditions

•

Pupils with medical conditions are properly supported to allow them to access the same education as other pupils, including school trips and sporting activities

The proprietor will implement this policy by:
•

Making sure sufficient staff are suitably trained

•

Making staff aware of pupil’s condition, where appropriate

•

Making sure there are cover arrangements to ensure someone is always available to support pupils with medical conditions

•

Providing supply staff with appropriate information about the policy and relevant pupils

•

Developing and monitoring individual healthcare plans (IHPs)

The named person with responsibility for implementing this policy is the Head Teacher, James
Connor

2. Legislation and statutory responsibilities
This policy meets the requirements under Section 100 of the Children and Families Act 2014, which
places a duty on governing boards to make arrangements for supporting pupils at their school with
medical conditions.
It is also based on the Department for Education’s statutory guidance: Supporting pupils at school
with medical conditions (December 2015) This policy also complies with our funding agreement and
articles of association.

3. Roles and responsibilities
3.1 The proprietor
The proprietor has ultimate responsibility to make arrangements to support pupils with medical
conditions. The proprietor will ensure that sufficient staff have received suitable training and are
competent before they are responsible for supporting children with medical conditions.
3.2 The Head Teacher
The Head Teacher will:
•

Make sure all staff are aware of this policy and understand their role in its implementation

•

Ensure that there is a sufficient number of trained staff available to implement this policy and
deliver against all individual healthcare plans (IHPs), including in contingency and emergency situations

•

Take overall responsibility for the development of IHPs

•

Make sure that school staff are appropriately insured and aware that they are insured to
support pupils in this way
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•

Contact the school nursing service in the case of any pupil who has a medical condition that
may require support at school, but who has not yet been brought to the attention of the
school nurse

•

Ensure that systems are in place for obtaining information about a child’s medical needs and
that this information is kept up to date

3.3 Staff
Supporting pupils with medical conditions during school hours is not the sole responsibility of one
person. Any member of staff may be asked to provide support to pupils with medical conditions,
although they will not be required to do so. This includes the administration of medicines.
Those staff who take on the responsibility to support pupils with medical conditions will receive
sufficient and suitable training, and will achieve the necessary level of competency before doing so.
Teachers will take into account the needs of pupils with medical conditions that they teach. All staff
will know what to do and respond accordingly when they become aware that a pupil with a medical
condition needs help.
3.4 Parents and carers
Parents and/or carers will:
• Provide the school with sufficient and up-to-date information about their child’s medical needs
• Be involved in the development and review of their child’s IHP and may be involved in its drafting
• Carry out any action they have agreed to as part of the implementation of the IHP e.g. provide
medicines and equipment

3.5 Pupils
Pupils with medical conditions will often be best placed to provide information about how their
condition affects them. Pupils should be fully involved in discussions about their medical support
needs and contribute as much as possible to the development of their IHPs. They are also expected
to follow their IHPs.
3.6 Healthcare professionals
Healthcare professionals, such as GPs and paediatricians, will liaise with the school and notify them
of any pupils identified as having a medical condition.

4. Equal opportunities
Our school is clear about the need to actively support pupils with medical conditions to participate in
school trips and visits, or in sporting activities, and not prevent them from doing so.
The school will consider what reasonable adjustments need to be made to enable these pupils to
participate fully and safely on school trips, visits and sporting activities.
Risk assessments will be carried out so that planning arrangements take account of any steps needed
to ensure that pupils with medical conditions are included. In doing so, pupils, their parents and any
relevant healthcare professionals will be consulted.
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5. Being notified that a child has a medical condition
When the school is notified that a pupil has a medical condition, the process outlined below will be
followed to decide whether the pupil requires an IHP.
The school will make every effort to ensure that arrangements are put into place within 2 weeks, or
by the beginning of the relevant term for pupils who are new to our school.
See Appendix 1.

6. Individual Healthcare Plans (IHPs)
See Appendix 2
The headteacher has overall responsibility for the development of IHPs for pupils with medical
conditions. This has been delegated to the Head Teacher, Jimmy Connor.
Plans will be reviewed at least annually, or earlier if there is evidence that the pupil’s needs have
changed.
Plans will be developed with the pupil’s best interests in mind and will set out:
•

What needs to be done

•

When

•

By whom

Not all pupils with a medical condition will require an IHP. It will be agreed with a healthcare
professional and the parents when an IHP would be inappropriate or disproportionate. This will be
based on evidence. If there is not a consensus, the head teacher will make the final decision.
Plans will be drawn up in partnership with the school, parents and a relevant healthcare professional,
such as the school nurse, specialist or paediatrician, who can best advise on the pupil’s specific
needs. The pupil will be involved wherever appropriate.
IHPs will be linked to, or become part of, any statement of special educational needs (SEN) or
education, health and care (EHC) plan. If a pupil has SEN but does not have a statement or EHC plan,
the SEN will be mentioned in the IHP.
The level of detail in the plan will depend on the complexity of the child’s condition and how much
support is needed. The proprietor and the head teacher will liaise and consider the following when
deciding what information to record on IHPs:
•

The medical condition, its triggers, signs, symptoms and treatments

•

The pupil’s resulting needs, including medication (dose, side effects and storage) and other
treatments, time, facilities, equipment, testing, access to food and drink where this is used to
manage their condition, dietary requirements and environmental issues, e.g. crowded corridors, travel time between lessons

•

Specific support for the pupil’s educational, social and emotional needs. For example, how
absences will be managed, requirements for extra time to complete exams, use of rest periods or additional support in catching up with lessons, counselling sessions
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•

The level of support needed, including in emergencies. If a pupil is self-managing their medication, this will be clearly stated with appropriate arrangements for monitoring

•

Who will provide this support, their training needs, expectations of their role and confirmation of proficiency to provide support for the pupil’s medical condition from a healthcare professional, and cover arrangements for when they are unavailable

•

Who in the school needs to be aware of the pupil’s condition and the support required

•

Arrangements for written permission from parents and the headteacher for medication to be
administered by a member of staff, or self-administered by the pupil during school hours

•

Separate arrangements or procedures required for school trips or other school activities outside of the normal school timetable that will ensure the pupil can participate, e.g. risk assessments

•

Where confidentiality issues are raised by the parent/pupil, the designated individuals to be
entrusted with information about the pupil’s condition

•

What to do in an emergency, including who to contact, and contingency arrangements

7. Managing medicines
Prescription and non-prescription medicines will only be administered at school:
• When it would be detrimental to the pupil’s health or school attendance not to do so and
• Where we have parents’ or carer’s written consent

The only exception to this is where the medicine has been prescribed to the pupil
without the knowledge of the parents and/or carers.
Pupils under 16 will not be given medicine containing aspirin unless prescribed by a doctor.
Anyone giving a pupil any medication (for example, for pain relief) will first check maximum
dosages and when the previous dosage was taken. Parents will always be informed.
The school will only accept prescribed medicines that are:
•

In-date

•

Labelled

•

Provided in the original container, as dispensed by the pharmacist, and include instructions for administration, dosage and storage

The school will accept insulin that is inside an insulin pen or pump rather than its original
container, but it must be in date.
All medicines will be stored safely. Pupils will be informed about where their medicines are at
all times and be able to access them immediately. Medicines and devices such as asthma
inhalers, blood glucose testing meters and adrenaline pens will always be readily available to
pupils and not locked away.
Medicines will be returned to parents to arrange for safe disposal when no longer required.
7.1 Controlled drugs
Controlled drugs are prescription medicines that are controlled under the Misuse of Drugs
Regulations 2001 and subsequent amendments, such as morphine or methadone.
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A pupil who has been prescribed a controlled drug may have it in their possession if they are
competent to do so, but they must not pass it to another pupil to use. All other controlled
drugs are kept in a secure cupboard or medicinal fridge, as required, in the First Aid Room.
Only named staff have access.
Controlled drugs will be easily accessible in an emergency and a record of any doses used
and the amount held will be kept.

7.2 Pupils managing their own needs
Pupils who are competent will be encouraged to take responsibility for managing their own
medicines and procedures. This will be discussed with parents and it will be reflected in their
IHPs.
Pupils will be allowed to carry their own medicines and relevant devices wherever possible.
Staff will not force a pupil to take a medicine or carry out a necessary procedure if they
refuse, but will follow the procedure agreed in the IHP and inform parents so that an
alternative option can be considered, if necessary.
7.3 Unacceptable practice
School staff should use their discretion and judge each case individually with reference to the
pupil’s IHP, but it is generally not acceptable to:
• Prevent pupils from easily accessing their inhalers and medication, and administering their medication when and where necessary
• Assume that every pupil with the same condition requires the same treatment
• Ignore the views of the pupil or their parents
• Ignore medical evidence or opinion (although this may be challenged)
• Send children with medical conditions home frequently for reasons associated with their medical
condition or prevent them from staying for normal school activities, including lunch, unless this is
specified in their IHPs
• If the pupil becomes ill, send them to the first room unaccompanied or with someone unsuitable
• Penalise pupils for their attendance record if their absences are related to their medical condition,
e.g. hospital appointments
• Prevent pupils from drinking, eating or taking toilet or other breaks whenever they need to in order
to manage their medical condition effectively
• Require parents, or otherwise make them feel obliged, to attend school to administer medication or
provide medical support to their pupil, including with toileting issues. No parent should have to give
up working because the school is failing to support their child’s medical needs
• Prevent pupils from participating, or create unnecessary barriers to pupils participating in any aspect of school life, including school trips, e.g. by requiring parents to accompany their child
• Administer, or ask pupils to administer, medicine in school toilets

8. Emergency procedures
Staff will follow the school’s normal emergency procedures (for example, calling 999). All
pupils’ IHPs will clearly set out what constitutes an emergency and will explain what to do.
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If a pupil needs to be taken to hospital, staff will stay with the pupil until the parent or carer
arrives, or accompany the pupil to hospital by ambulance.

9. Training
Staff who are responsible for supporting pupils with medical needs will receive suitable and
sufficient training to do so.
The training will be identified during the development or review of IHPs. Staff who provide
support to pupils with medical conditions will be included in meetings where this is discussed.
The relevant healthcare professionals will lead on identifying the type and level of training
required and will agree this with the Head Teacher, Jimmy Connor. Training will be kept up
to date.
Training will:
• Be sufficient to ensure that staff are competent and have confidence in their ability to support the
pupils
• Fulfil the requirements in the IHPs
• Help staff to have an understanding of the specific medical conditions they are being asked to deal
with, their implications and preventative measures

Healthcare professionals will provide confirmation of the proficiency of staff in a medical
procedure, or in providing medication.
All staff will receive training so that they are aware of this policy and understand their role in
implementing it, for example, with preventative and emergency measures so they can
recognise and act quickly when a problem occurs. This will be provided for new staff during
their induction.

10. Record keeping
The proprietor will ensure that written records are kept of all medicine administered to pupils.
Parents will be informed if their pupil has been unwell at school.
IHPs are kept in a readily accessible place which all staff are aware of.

11. Liability and indemnity
The proprietor will ensure that the appropriate level of insurance is in place and appropriately
reflects the school’s level of risk.
The details of the school’s insurance policy are:
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Insurer: Aviva Insurance Limited
Policy number: 100681497CCI
Cover period: 12 April 2020 to 11 April 2021
This Insurance includes Treatment Liability with an Indemnity limit of £5,000,000.00 in the
aggregate.

12. Complaints
Parents or carer’s with a complaint about their child’s medical condition should discuss these
directly with the Head Teacher, Jimmy Connor in the first instance. If the Head Teacher
cannot resolve the matter, they will direct parents or carers to the school’s complaints
procedure.

13. Monitoring arrangements
This policy will be reviewed and approved by the proprietor every year.

14. Links to other policies
This policy links to the following policies:
• Accessibility Plan
• Complaints
• Equality information and objectives
• First Aid
• Health and Safety
• Safeguarding and Child Protection
• Special Educational Needs policy and Information Report
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Appendix 1: Being notified a child has a medical condition
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Individual Healthcare Plan (IHP)
Pupil’s name
Preferred name (if relevant)
Date of birth
Pupil’s address
Medical diagnosis or condition
Date
Review date

Family/Carer Contact Information
Name
Relationship to child
Phone no. (work)
(home)
(mobile)
Email
Name
Relationship to child
Phone no. (work)
(home)
(mobile)
Email
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Clinic/Hospital Contact
Name
Phone no.
Email

G.P.
Name
Phone no.

Who is responsible for providing support in
school

Describe medical needs and give details of child’s symptoms, triggers, signs, treatments, facilities,
equipment or devices, environmental issues etc

Name of medication, dose, method of administration, when to be taken, side effects, contraindications, administered by/self-administered with/without supervision

Daily care requirements
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Specific support for the pupil’s educational, social and emotional needs

Arrangements for school visits/trips etc

Other information

Describe what constitutes an emergency, and the action to take if this occurs

Who is responsible in an emergency (state if different for off-site activities)

Plan developed with

Staff training needed/undertaken – who, what, when
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Form copied to

Risk Assessment attached? Yes / No
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Risk Assessment
This risk assessment must be adapted by the home school for their use. The context and environment in
school may present different risks that need to be addressed.

Pupil’s
Name:
School:

DoB:
West Lodge Independent School

Keyworker:

Brief description of diagnosis/difficulties/reason for accessing LLIS:
Information available to inform risk assessment: e.g multiple sources,
parents, IDT/CAMHS, Individual, teacher.
Risk

Description of risk Recommended
Measures taken to
prevent or reduce risk
/ Risk management
Plans.

(4-5)

High

(2-3)

Medium

(0-1)

Low

(Please enter all
relevant risk issues
under the headings
below)

(you may cross reference with
any part of the referral form or
attachments) (To include
specific details/useful
information which help the
individual to cope and or help
the professional to assist in
improving engagement in
teaching and learning sessions;
clear actions and responsibility
stated)

Risk to Self:

Risk to others:
Vulnerability e.g
at risk from
others, neglect,
child protection,
in care
Risk within the
Environment
(include where
relevant e.g
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School, Home,
etc)

Plans for positive risk taking:

Any Incidents while at LLIS – Date//brief description below.

Network of Support (e.g. other professionals involved, carer, IDT/CAMHS Worker)
Name:

Role:

Contact details:

Signature of assessor: [enter name if electronic]

Data Protection Act. This information is being collected for the purpose of determining the educational needs of the
named pupil,, but may also be shared with other relevant professionals to inform their work. The information collected
may also be used for the wider purpose of providing anonymised statistical data to assist with monitoring of provision
and/or determining areas of need in order to target future resources.
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1. Aims
Our school aims to:
•

Provide and maintain a safe and healthy environment

•

Establish and maintain safe working procedures amongst staff, pupils and all visitors to the
school site

•

Have robust proce

•
•
•

dures in place in case of emergencies

•

Ensure that the premises and equipment are maintained safely, and are regularly inspected

2. Legislation
This policy is based on advice from the Department for Education on health and safety in schools
and the following legislation:
•

The Health and Safety at Work etc. Act 1974, which sets out the general duties employers
have towards employees and duties relating to lettings

•

The Management of Health and Safety at Work Regulations 1992, which require employers to make an assessment of the risks to the health and safety of their employees

•

The Management of Health and Safety at Work Regulations 1999, which require employers to carry out risk assessments, make arrangements to implement necessary measures,
and arrange for appropriate information and training

•

The Control of Substances Hazardous to Health Regulations 2002, which require employers to control substances that are hazardous to health

•

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)
2013, which state that some accidents must be reported to the Health and Safety Executive and set out the timeframe for this and how long records of such accidents must be
kept

•

The Health and Safety (Display Screen Equipment) Regulations 1992, which require employers to carry out digital screen equipment assessments and states users’ entitlement to
an eyesight test

•

The Gas Safety (Installation and Use) Regulations 1998, which require work on gas fittings
to be carried out by someone on the Gas Safe Register

•

The Regulatory Reform (Fire Safety) Order 2005, which requires employers to take general fire precautions to ensure the safety of their staff

•

The Work at Height Regulations 2005, which requires employers to protect their staff from
falls from height
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The school follows national guidance published by Public Health England when responding to infection control issues.
This policy complies with our funding agreement and articles of association.
3. Roles and responsibilities
3.1 The proprietor
The proprietor has ultimate responsibility for health and safety matters in the school, but will delegate day-to-day responsibility to the Head Teacher.
The proprietor has a duty to take reasonable steps to ensure that staff and pupils are not exposed
to risks to their health and safety. This applies to activities on or off the school premises.
The proprietor, as the employer, also has a duty to:
•

Assess the risks to staff and others affected by school activities in order to identify and introduce the health and safety measures necessary to manage those risks

•

Inform employees about risks and the measures in place to manage them

•

Ensure that adequate health and safety training is provided

3.2 Head Teacher
The Head Teacher is responsible for health and safety day-to-day. This involves:
•

Implementing the health and safety policy

•

Ensuring there is enough staff to safely supervise pupils

•

Ensuring that the school building and premises are safe and regularly inspected

•

Providing adequate training for school staff

•

Reporting to the proprietor (or her nominated representative) on health and safety matters

•

Ensuring appropriate evacuation procedures are in place and regular fire drills are held

•

Ensuring that in their absence, health and safety responsibilities are delegated to another
member of staff

•

Ensuring all risk assessments are completed and reviewed

•

Monitoring cleaning contracts, and ensuring cleaners are appropriately trained and have
access to personal protective equipment, where necessary

•

In the Head Teacher’s absence, the Manager of West Lodge Residential Home assumes
the above day-to-day health and safety responsibilities.

3.3 Health and Safety Lead (Competent person)
The nominated health and safety lead is the Head Teacher.
3.4 Staff
All school staff have a duty to take care of pupils in the same way that a careful parent would do so.
Staff will:
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•

Take reasonable care of their own health and safety and that of others who may be affected by what they do at work

•

Co-operate with the school on health and safety matters

•

Work in accordance with training and instructions

•

Inform the appropriate person of any work situation representing a serious and immediate
danger so that remedial action can be taken

•

Model safe and hygienic practice for pupils

•

Understand emergency evacuation procedures and feel confident in implementing them

3.5 Pupils, parents, carers and visitors
Pupils, parents, carers and visitors are responsible for following the school’s health and safety advice, on-site and off-site, and for reporting any health and safety incidents to a member of staff.
3.6 Contractors
Contractors will agree health and safety practices with the head teacher before starting work. Before
work begins the contractor will provide evidence that they have completed an adequate risk assessment of all their planned work.

4. Site security
The Head Teacher and Manager of the attached West Lodge Residential Children’s Home are responsible for the security of the school site in and out of school hours. They are responsible for visual inspections of the site, and for the intruder and fire alarm systems.
The Head Teacher of West Lodge Independent School and The Manager of West Lodge Residential Children’s Home are main key holders and will respond to an emergency.

5. Fire
Emergency exits, assembly points and assembly point instructions are clearly identified by safety
signs and notices. Fire risk assessment of the premises will be reviewed regularly.
Emergency evacuations are practised at least once a term.
The fire alarm is a loud and constant ringing of a metal bell
Fire alarm testing will take place weekly.
New staff will be trained in fire safety and all staff and pupils will be made aware of any new fire
risks.
In the event of a fire:
•

The alarm will be raised immediately by whoever discovers the fire and emergency services contacted. Evacuation procedures will also begin immediately
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•

Fire extinguishers may be used by staff only, and only then if staff are trained in how to operate them and are confident they can use them without putting themselves or others at
risk

•

Staff, pupils and any visitors will congregate at the assembly point. This is the car park in
front of the school/residential home

•

The Head Teacher will take a register of pupils, which will then be checked against the attendance register of that day

•

The Head Teacher will take a register of all staff and any visitors to the school at the time
of the evacuation.

•

Staff and pupils will remain outside the building until the emergency services say it is safe
to re-enter

The school will have special arrangements in place for the evacuation of people with mobility needs
and fire risk assessments will also pay particular attention to those with disabilities.
6. COSHH
Schools are required to control hazardous substances, which can take many forms, including:
•

Chemicals

•

Products containing chemicals

•

Fumes

•

Dusts

•

Vapours

•

Mists

•

Gases and asphyxiating gases

•

Germs that cause diseases, such as leptospirosis or legionnaires disease

Control of substances hazardous to health (COSHH) risk assessments are completed by the Head
Teacher and circulated to all employees who work with hazardous substances. Staff will also be
provided with protective equipment, where necessary.
Our staff use and store hazardous products in accordance with instructions on the product label. All
hazardous products are kept in their original containers, with clear labelling and product information.
Hazardous cleaning products will be locked away. No pupil will have access.
Any hazardous products are disposed of in accordance with specific disposal procedures.
Emergency procedures, including procedures for dealing with spillages, are displayed near where
hazardous products are stored and in areas where they are routinely used.
6.1 Gas safety
•

Installation, maintenance and repair of gas appliances and fittings will be carried out by a
competent Gas Safe registered engineer

•

Gas pipework, appliances and flues are regularly maintained

•

All rooms with gas appliances are checked to ensure that they have adequate ventilation
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6.2 Legionella
•

The most recent water risk assessment was completed on April 12th 2019 by the contractor, Bison Assist.

•

The Head Teacher is responsible for ensuring that the identified operational controls are
conducted and recorded in the school’s records of water temperature checks

•

This risk assessment will be reviewed every year and when significant changes have occurred to the water system and/or building footprint

•

The risks from legionella are mitigated by the following: weekly temperature checks and
heating of water.

6.3 Asbestos
•

Staff are briefed on the hazards of asbestos, the location of any asbestos in the school and
the action to take if they suspect they have disturbed it

•

Arrangements are in place to ensure that contractors are made aware of any asbestos on
the premises and that it is not disturbed by their work

•

Contractors will be advised that if they discover material which they suspect could be asbestos, they will stop work immediately until the area is declared safe

•

A record is kept of the location of asbestos that has been found on the school site

7. Equipment
•

All equipment and machinery is maintained in accordance with the manufacturer’s instructions. In addition, maintenance schedules outline when extra checks should take place

•

When new equipment is purchased, it is checked to ensure that it meets appropriate educational standards

•

All equipment is stored in the appropriate storage containers and areas. All containers are
labelled with the correct hazard sign and contents

7.1 Electrical equipment
•

All staff are responsible for ensuring that they use and handle electrical equipment sensibly
and safely

•

Any pupil or volunteer who handles electrical appliances does so under the supervision of
the member of staff who so directs them

•

Any potential hazards will be reported to the Head Teacher and Person Responsible immediately

•

Permanently installed electrical equipment is connected through a dedicated isolator
switch and adequately earthed

•

Only trained staff members can check plugs

•

Where necessary a portable appliance test (PAT) will be carried out by a competent person. This test will be completed annually on all portable appliances in the school.

55

•

Any isolators switches are clearly marked to identify their machine

•

Electrical apparatus and connections will not be touched by wet hands and will only be
used in dry conditions

•

Maintenance, repair, installation and disconnection work associated with permanently installed or portable electrical equipment is only carried out by a competent person

7.2 PE equipment
•

Where applicable, pupils are taught how to carry out and set up PE equipment safely and
efficiently. Staff check that equipment is set up safely

•

Any concerns about the condition of any equipment will be reported to the Head Teacher.

7.3 Display screen equipment
•

All staff who use computers daily as a significant part of their normal work have a display
screen equipment (DSE) assessment carried out. ‘Significant’ is taken to be continuous/near continuous spells of an hour or more at a time

•

Staff identified as DSE users are entitled to an eyesight test for DSE use upon request,
and at regular intervals thereafter, by a qualified optician (and corrective glasses provided
if required specifically for DSE use)

7.4 Specialist equipment
Where applicable, staff are responsible for the maintenance and safety of their own specialist equipment.

8. Lone working
Lone working may include:
•

Late working

•

Home or site visits

•

Weekend working

•

Site manager duties

•

Site cleaning duties

•

Working in a single occupancy classroom/office

Potentially dangerous activities, such as those where there is a risk of falling from height, will not be
undertaken when working alone. If there are any doubts about the task to be performed then the
task will be postponed until other staff members are available.
If lone working is to be undertaken, a colleague, friend or family member will be informed about
where the member of staff is and when they are likely to return.
The lone worker will ensure that they are medically fit to work alone.
9. Working at height
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We will ensure that work is properly planned, supervised and carried out by competent people with
the skills, knowledge and experience to do the work.
From March 2020, working at height training forms part of the school’s induction programme.
Currently, there are no ladders stored at the school.
In addition:
•

The maintenance contractor retains ladders for working at height

•

Pupils are prohibited from using ladders

•

Contractors are expected to provide their own ladders for working at height

•

Access to high levels, such as roofs, is only permitted by trained persons

10. Manual handling
It is up to individuals to determine whether they are fit to lift or move equipment and furniture. If an
individual feels that to lift an item could result in injury or exacerbate an existing condition, they will
ask for assistance.
The school will ensure that proper mechanical aids and lifting equipment are available in school,
and that staff are trained in how to use them safely. From March 2020, manual handling training
forms part of the school’s induction programme.
Staff and pupils are expected to use the following basic manual handling procedure:
•

Plan the lift and assess the load. If it is awkward or heavy, use a mechanical aid, such as a
trolley, or ask another person to help

•

Take the more direct route that is clear from obstruction and is as flat as possible

•

Ensure the area where you plan to offload the load is clear

•

When lifting, bend your knees and keep your back straight, feet apart and angled out. Ensure the load is held close to the body and firmly. Lift smoothly and slowly and avoid twisting, stretching and reaching where practicable.

11. Off-site visits
When taking pupils off the school premises, we will ensure that:
•

Risk assessments will be completed where off-site visits and activities require them

•

All off-site visits are appropriately staffed

•

Staff will take a school mobile phone, a portable first aid kit, information about the specific
medical needs of pupils along with the parents’ contact details

•

There will always be at least one first aider on school trips and visits

12. Lettings
Currently, no part of West Lodge Independent School is available for lettings.
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13. Violence at work
We believe that staff should not be in any danger at work, and will not tolerate violent or threatening
behaviour towards our staff.
All staff will report any incidents of aggression or violence (or near misses) directed to themselves to
their line manager/head teacher immediately. This applies to violence from pupils, visitors or other
staff.

14. Smoking
Smoking is not permitted anywhere on the school premises.
15. Infection prevention and control
We follow national guidance published by Public Health England when responding to infection control issues. We will encourage staff and pupils to follow this good hygiene practice, outlined below,
where applicable.
From March 13th 2020, a three hourly cleaning regime is in place at the school. See Appendix 5.
In addition, HSE/Government guidance regarding COVID-19: guidance for educational settings: DfE
and PHE
Updated February 28th 2020 & March 26th is attached to this policy in Appendix 2
Updated March 12th 2020 'COVID-19: travel guidance for the education sector' is attached to this policy in
Appendix 3
15.1 Handwashing
•

Wash hands with liquid soap and warm water, and dry with paper towels

•

Always wash hands after using the toilet, before eating or handling food, and after handling
animals

•

In the absence of soap, use hand sanitiser (60% alcohol)

•

Cover all cuts and abrasions with waterproof dressings

15.2 Coughing and sneezing
•

Cover mouth and nose with a tissue

•

Wash hands after using or disposing of tissues

•

Spitting is discouraged

15.3 Personal protective equipment
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•

Wear disposable non-powdered vinyl or latex-free CE-marked gloves and disposable plastic aprons where there is a risk of splashing or contamination with blood/body fluids (for example, nappy or pad changing)

•

Wear goggles if there is a risk of splashing to the face

•

Use the correct personal protective equipment when handling cleaning chemicals

15.4 Cleaning of the environment
•

Clean the environment frequently and thoroughly

15.5 Cleaning of blood and body fluid spillages
•

Clean up all spillages of blood, faeces, saliva, vomit, nasal and eye discharges immediately and wear personal protective equipment

•

When spillages occur, clean using a product that combines both a detergent and a disinfectant and use as per manufacturer’s instructions. Ensure it is effective against bacteria
and viruses and suitable for use on the affected surface

•

Never use mops for cleaning up blood and body fluid spillages – use disposable paper
towels and discard clinical waste as described below

•

Make spillage kits available for blood spills

15.6 Laundry
•

Wash laundry in a separate dedicated facility

•

Wash soiled linen separately and at the hottest wash the fabric will tolerate

•

Wear personal protective clothing when handling soiled linen

•

Bag children’s soiled clothing to be sent home, never rinse by hand

15.7 Clinical waste
•

Always segregate domestic and clinical waste, in accordance with local policy

•

Used nappies/pads, gloves, aprons and soiled dressings are stored in correct clinical
waste bags in foot-operated bins

•

Remove clinical waste with a registered waste contractor

•

Remove all clinical waste bags when they are two-thirds full and store in a dedicated, secure area while awaiting collection

15.8 Animals
•

Wash hands before and after handling any animals

•

Supervise pupils when playing with animals

•

Seek veterinary advice on animal welfare and animal health issues, and the suitability of
the animal as a pet

15.9 Pupils vulnerable to infection
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Some medical conditions make pupils vulnerable to infections that would rarely be serious in most
children. The school will normally have been made aware of such vulnerable children. These children are particularly vulnerable to chickenpox, measles or slapped cheek disease (parvovirus B19)
and, if exposed to either of these, the parent/carer will be informed promptly and further medical advice sought. We will advise these children to have additional immunisations, for example for pneumococcal and influenza.
15.10 Exclusion periods for infectious diseases
The school will follow recommended exclusion periods outlined by Public Health England, summarised in Appendix 1.
In the event of an epidemic/pandemic, we will follow advice from Public Health England about the
appropriate course of action. Please see Appendix 2 and 3 for government guidance regarding
Covid-19

16. New and expectant mothers
Risk assessments will be carried out whenever any employee or pupil notifies the school that they
are pregnant.
Appropriate measures will be put in place to control risks identified. Some specific risks are summarised below:
•

Chickenpox can affect the pregnancy if a woman has not already had the infection. Expectant mothers should report exposure to antenatal carer and GP at any stage of exposure. Shingles is caused by the same virus as chickenpox, so anyone who has not had
chickenpox is potentially vulnerable to the infection if they have close contact with a case
of shingles

•

If a pregnant woman comes into contact with measles or German measles (rubella), she
should inform her antenatal carer and GP immediately to ensure investigation

•

Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If exposed early in pregnancy (before 20 weeks), the pregnant woman should inform her antenatal care and GP as this must be investigated promptly

17. Occupational stress
We are committed to promoting high levels of health and wellbeing and recognise the importance of
identifying and reducing workplace stressors through risk assessment.
Systems are in place within the school for responding to individual concerns and monitoring staff workloads.
Staff at West Lodge Independent School have access to the Employee Assistance Programme through Health
Assured which offers:
•

Free 24/7 counselling, legal & information line

•

Critical incident advice & telephone support

•

Online health portal & access to the Health e-Hub app

•

Relationship management support
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•

Management support line & counselling

•

Manager support guides

These services are highlighted to all staff. Staff do not have to contact a line manager to access either service. Staff all have an open invitation to contact the Proprietor with any concerns which includes stress at work.

18. Accident reporting
18.1 Accident record book
• An accident form will be completed as soon as possible after the accident occurs by the member
of staff or first aider who deals with it.
• As much detail as possible will be supplied when reporting an accident
• Information about injuries will also be kept in the pupil’s educational records
• Records held in the first aid and accident books will be retained by the school for a minimum of 3
years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely stored for a further 72 years in line with Insurer’s guidance.
18.2 Reporting to the Health and Safety Executive
The Person Responsible will keep a record of any accident which results in a reportable injury, disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and
7).
The Person Responsible/Head Teacher will report these to the Health and Safety Executive as soon
as is reasonably practicable and in any event within 10 days of the incident.
Reportable injuries, diseases or dangerous occurrences include:
Death
Specified injuries. These are:
• Fractures, other than to fingers, thumbs and toes
• Amputations
• Any injury likely to lead to permanent loss of sight or reduction in sight
• Any crush injury to the head or torso causing damage to the brain or internal organs
• Serious burns (including scalding)
• Any scalping requiring hospital treatment
• Any loss of consciousness caused by head injury or asphyxia
• Any other injury arising from working in an enclosed space which leads to hypothermia or
heat-induced illness, or requires resuscitation or admittance to hospital for more than 24
hours
Injuries where an employee is away from work or unable to perform their normal work duties for
more than 7 consecutive days
Where an accident leads to someone being taken to hospital
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Where something happens that does not result in an injury, but could have done
Near-miss events that do not result in an injury, but could have done. Examples of near-miss events
relevant to schools include, but are not limited to:
• The collapse or failure of load-bearing parts of lifts and lifting equipment
• The accidental release of a biological agent likely to cause severe human illness
• The accidental release or escape of any substance that may cause a serious injury or
damage to health
• An electrical short circuit or overload causing a fire or explosion
Information on how to make a RIDDOR report is available here: – http://www.hse.gov.uk/riddor/report.htm
18.3 Notifying parents, carers or social workers
The Head Teacher will inform parents, carers and/or social workers of any accident or injury sustained by a pupil and any first aid treatment given, on the same day, or as soon as reasonably practicable.
18.4 Reporting child protection agencies
The Designated Safeguarding Lead will notify the MASH Team and the Local Authority of any serious accident or injury to, or the death of, a pupil while in the school’s care.
18.5 Reporting to Ofsted
The Head Teacher and/or Designated Safeguarding Lead will notify Ofsted of any serious accident,
illness or injury to, or death of, a pupil while in the school’s care. This will happen as soon as is reasonably practicable, and no later than 14 days after the incident.

19. Training
Our staff are provided with health and safety training as part of their induction process. This includes:
•

General Health & Safety

•

Positive Handling/Restraint

•

Fire Safety/Awareness

•

Legionella Awareness

•

Work at height

•

Manual handling

Staff who have additional responsibilities or who work in high risk environments, such as in science
labs or with woodwork equipment, or work with pupils with particular special educational needs or
disability (SEND), are given additional health and safety training, where required.

62

20. Monitoring
This policy will be reviewed by the Head Teacher and/or Person Responsible every year.
At every review, the policy will be approved by the Proprietor.

21. Links with other policies
This health and safety policy links to the following policies:
First Aid
Risk assessment
Supporting pupils with medical conditions
Accessibility Plan
Lone Working
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Appendix 1. Recommended absence period for preventing the spread of infection

Infection or complaint

Recommended period to be kept away from school or nursery

Athlete’s foot

None.

Campylobacter

Until 48 hours after symptoms have stopped.

Chicken pox (shingles)

Cases of chickenpox are generally infectious from 2 days before the
rash appears to 5 days after the onset of rash. Although the usual exclusion period is 5 days, all lesions should be crusted over before
children return to nursery or school.
A person with shingles is infectious to those who have not had chickenpox and should be excluded from school if the rash is weeping and
cannot be covered or until the rash is dry and crusted over.

Cold sores

None.

Rubella (German measles)

5 days from appearance of the rash.

Hand, foot and mouth

Children are safe to return to school or nursery as soon as they are
feeling better, there is no need to stay off until the blisters have all
healed.

Impetigo

Until lesions are crusted and healed, or 48 hours after starting antibiotic treatment.

Measles

Cases are infectious from 4 days before onset of rash to 4 days after
so it is important to ensure cases are excluded from school during
this period.

Ringworm

Exclusion not needed once treatment has started.

Scabies

The infected child or staff member should be excluded until after the
first treatment has been carried out.

Scarlet fever

Children can return to school 24 hours after commencing appropriate
antibiotic treatment. If no antibiotics have been administered the person will be infectious for 2 to 3 weeks. If there is an outbreak of scarlet fever at the school or nursery, the health protection team will assist with letters and factsheet to send to parents or carers and staff.
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Slapped cheek syndrome, Parvovirus B19,
Fifth’s disease

None (not infectious by the time the rash has developed).

Bacillary Dysentery
(Shigella)

Microbiological clearance is required for some types of shigella species prior to the child or food handler returning to school.

Covid-19
Coronavirus

See Appendices 1-5 attached to this policy for education specific but
due to the rapid changes in the COVID situation please refer to the
Able Health Care policy for our dynamic risk assessment.
Guidance
COVID-19: guidance for educational settings

Diarrhoea and/or vomiting (Gastroenteritis)

Children and adults with diarrhoea or vomiting should be excluded
until 48 hours after symptoms have stopped and they are well
enough to return. If medication is prescribed, ensure that the full
course is completed and there is no further diarrhoea or vomiting for
48 hours after the course is completed.
For some gastrointestinal infections, longer periods of exclusion from
school are required and there may be a need to obtain microbiological clearance. For these groups, your local health protection team,
school health advisor or environmental health officer will advise.
If a child has been diagnosed with cryptosporidium, they should NOT
go swimming for 2 weeks following the last episode of diarrhoea.

Cryptosporidiosis

Until 48 hours after symptoms have stopped.

E. coli (verocytotoxigenic or VTEC)

The standard exclusion period is until 48 hours after symptoms have
resolved. However, some people pose a greater risk to others and
may be excluded until they have a negative stool sample (for example, pre-school infants, food handlers, and care staff working with vulnerable people). The health protection team will advise in these instances.

Food poisoning

Until 48 hours from the last episode of vomiting and diarrhoea and
they are well enough to return. Some infections may require longer
periods (local health protection team will advise).

Salmonella

Until 48 hours after symptoms have stopped.

Typhoid and Paratyphoid fever

Seek advice from environmental health officers or the local health
protection team.

Flu (influenza)

Until recovered.
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Tuberculosis (TB)

Pupils and staff with infectious TB can return to school after 2 weeks
of treatment if well enough to do so and as long as they have responded to anti-TB therapy. Pupils and staff with non-pulmonary TB
do not require exclusion and can return to school as soon as they are
well enough.

Whooping cough (pertussis)

A child or staff member should not return to school until they have
had 48 hours of appropriate treatment with antibiotics and they feel
well enough to do so or 21 days from onset of illness if no antibiotic
treatment.

Conjunctivitis

None.

Giardia

Until 48 hours after symptoms have stopped.

Glandular fever

None (can return once they feel well).

Head lice

None.

Hepatitis A

Exclude cases from school while unwell or until 7 days after the onset
of jaundice (or onset of symptoms if no jaundice, or if under 5, or
where hygiene is poor. There is no need to exclude well, older children with good hygiene who will have been much more infectious
prior to diagnosis.

Hepatitis B

Acute cases of hepatitis B will be too ill to attend school and their
doctors will advise when they can return. Do not exclude chronic
cases of hepatitis B or restrict their activities. Similarly, do not exclude staff with chronic hepatitis B infection. Contact your local health
protection team for more advice if required.

Hepatitis C

None.

Meningococcal meningitis/ septicaemia

If the child has been treated and has recovered, they can return to
school.

Meningitis

Once the child has been treated (if necessary) and has recovered,
they can return to school. No exclusion is needed.

Meningitis viral

None.

MRSA (meticillin resistant Staphylococcus
aureus)

None.

Mumps

5 days after onset of swelling (if well).
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Threadworm

None.

Rotavirus

Until 48 hours after symptoms have subsided.

This list of recommended absence periods for preventing the spread of infection is taken from non-statutory guidance for schools and
other childcare settings from Public Health England. For each of these infections or complaints, there is further information in the
guidance on the symptoms, how it spreads and some ‘do’s and don’ts’ to follow that you can check .
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Appendix 2a: COVID-19: guidance for educational settings: DfE and PHE
Updated March 26th 2020Marc
What you need to know
staff, young people and children should stay at home if they are unwell with a new, continuous
cough or a high temperature to avoid spreading infection to others. Otherwise they should attend
education or work as normal
if staff, young people or children become unwell on site with a new, continuous cough or a high
temperature they should be sent home
clean and disinfect regularly touched objects and surfaces more often than usual using your standard
cleaning products
supervise young children to ensure they wash their hands for 20 seconds more often than usual with
soap and water or hand sanitiser and catch coughs and sneezes in tissues
posters and lesson plans on general hand hygiene can be found on the eBug website
unless you have been directly advised to close by the local Public Health England Health Protection
Team, we recommend all education settings remain open
Background
This guidance will assist staff in addressing coronavirus (COVID-19) in educational settings. This
includes childcare, schools, further and higher educational institutions.
This guidance may be updated in line with the changing situation.
Symptoms
The most common symptoms of coronavirus (COVID-19) are a new, continuous cough or a high
temperature.
For most people, coronavirus (COVID-19) will be a mild infection.
What to do if someone develops symptoms of coronavirus (COVID-19) on site
If anyone becomes unwell with a new, continuous cough or a high temperature in an education
setting they should be sent home and advised to follow the staying at home guidance.
If a child is awaiting collection, they should be moved, if possible and if appropriate, to a room where
they can be isolated behind a closed door. Settings should be mindful of individual children’s needs –
for example it would not be appropriate for younger children to be alone without adult supervision.
Ideally, a window should be opened for ventilation. If it is not possible to isolate them, move them to
an area which is at least 2 metres away from other people.
If they need to go to the bathroom while waiting to be collected, they should use a separate
bathroom if possible. The bathroom should be cleaned and disinfected using standard cleaning
products before being used by anyone else.
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If they need clinical advice, they (or their teacher, parent or guardian) should go online to NHS
111 (or call 111 if they don’t have internet access). In an emergency, call 999 if they are seriously ill
or injured or their life is at risk. Do not visit the GP, pharmacy, urgent care centre or a hospital.
If a member of staff has helped someone who was taken unwell with a new, continuous cough or a
high temperature, they do not need to go home unless they develop symptoms themselves. They
should wash their hands thoroughly for 20 seconds after any contact with someone who is unwell.
In most cases, closure of the educational setting will not be needed but this will be a local decision
based on various factors such as establishment size and risk of further spread.
If there is an urgent public health action to take, the educational setting will be contacted by the
local Public Health England Health Protection Team who will undertake a risk assessment and advise
on any actions or precautions that should be taken. PHE will rarely advise a school to close but this
may be necessary if there are so many staff being isolated that the school has operational issues.
Your local authority will support you to make this assessment. PHE will work with the headteacher,
principal or management team, and the Local Authority Public Health team, to advise on the
management of children, pupils, students or staff.
Limiting spread of coronavirus (COVID-19) in educational settings
Education settings can help reduce the spread of coronavirus (COVID-19) by reminding everyone of
the public health advice.
Staff, children, pupils, students and families should be reminded to wash their hands for 20 seconds
more frequently than normal.
Frequently clean and disinfect objects and surfaces that are touched regularly, using your standard
cleaning products. Posters, leaflets and other materials are available.
Cleaning and Waste
See guidance on cleaning and waste disposal.
Tools for use in childcare and educational settings
There is a dedicated helpline number for educational settings – please call 0800 046 8687 for any
specific question not covered on this page.
PHE has resource materials that contain public health advice about how you can help stop the
spread of viruses, like those that cause coronavirus (COVID-19), by practising good respiratory and
hand hygiene. To access, download and share this information, you will need to register for an
account which only takes a couple of minutes.
Use e-Bug resources to teach pupils about hygiene.
Education Scotland produces resources for the use of schools in Scotland.
h 26th 28
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Appendix 2b: COVID-19: guidance for educational settings: DfE and PHE
Updated February 28th 2020
Contents
1. Information about the virus
2. How COVID-19 is spread
3. Preventing spread of infection
4. What to do if children, pupils, students or staff become unwell and believe they have been
exposed to COVID-19 (either through travel to a specified country or area or contact with a
confirmed case)
5. What to do if a case of COVID-19 (pupil, student or staff) is suspected in your childcare or education setting
6. What to do if a case of COVID-19 (pupil, student or staff) is confirmed in your childcare or
education setting
7. What to do if pupils, students or staff in your institution are contacts of a confirmed case of
COVID-19 who was symptomatic while attending your childcare or educational setting
8. What to do if pupils, students or staff in your childcare or educational setting have travelled
from any Category 1 specified country/area in the past 14 days
9. What to do if a pupil, student or staff member has travelled from a Category 2 specified
country/area in the last 14 days
10. What to do if pupils, students or staff return from travel anywhere else in the world within
the last 14 days
11. School trips
12. What to do with post, packages or food sent from specified countries/areas within the last
14 days
13. How to clean educational establishments where there were children, students or staff with
suspected cases of COVID-19
14. What to do with rubbish in the educational establishment, including tissues, if children, students or staff become unwell with suspected COVID-19
15. Tools for use in childcare and educational settings
This guidance will assist schools and other educational settings in providing advice for pupils,
students, staff and parents or carers regarding:
•

the novel coronavirus, COVID-19,

•

how to help prevent spread of all respiratory infections including COVID-19,

•

what to do if someone confirmed or suspected to have COVID-19 has been in a school or
other educational setting, and

•

what advice to give to individuals who have travelled from specified countries or areas within the last 14 days, including school trips

With regards to travel information for specified countries/areas for pupils or students resident
or boarding in the UK, we recommend following the Foreign and Commonwealth Office
(FCO) country advice pages.
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1. Information about the virus
A coronavirus is a type of virus. As a group, coronaviruses are common across the world.
COVID-19 is a new strain of coronavirus first identified in Wuhan City, China in January
2020.
The incubation period of COVID-19 is between 2 and 14 days. This means that if a person
remains well 14 days after contact with someone with confirmed coronavirus, it is unlikely
that they have been infected.
The following symptoms may develop in the 14 days after exposure to someone who has
COVID-19 infection:
•

cough

•

difficulty in breathing

•

fever

Generally, these infections can cause more severe symptoms in people with weakened immune systems, older people, and those with long-term conditions like diabetes, cancer and
chronic lung disease. There is no evidence that children are more affected than other age
groups – very few cases have been reported in children.
2. How COVID-19 is spread
From what we know about other coronaviruses, spread of COVID-19 is most likely to happen
when there is close contact (within 2 metres) with an infected person. It is likely that the risk
increases the longer someone has close contact with an infected person.
Droplets produced when an infected person coughs or sneezes (termed respiratory secretions) containing the virus are most likely to be the most important means of transmission.
There are 2 routes by which people could become infected:
•

secretions can be directly transferred into the mouths or noses of people who are nearby
(within 2 metres) or could be inhaled into the lungs

•

it is also possible that someone may become infected by touching a surface or object that
has been contaminated with respiratory secretions and then touching their own mouth,
nose, or eyes (such as touching a door knob or shaking hands then touching own face).

There is currently no good evidence that people who do not have symptoms are infectious to
others.
3. Preventing spread of infection
There is currently no vaccine to prevent COVID-19. The best way to prevent infection is to
avoid being exposed to the virus.
There are general principles anyone can follow to help prevent the spread of respiratory viruses, including:
•

washing your hands often - with soap and water, or use alcohol sanitiser if handwashing facilities are not available. This is particularly important after taking public transport

•

covering your cough or sneeze with a tissue, then throwing the tissue in a bin. See Catch it,
Bin it, Kill it
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•

people who feel unwell should stay at home and should not attend work or any education or
childcare setting

•

pupils, students, staff and visitors should wash their hands:
before leaving home
on arrival at school
after using the toilet
after breaks and sporting activities
before food preparation
before eating any food, including snacks
before leaving school

•

use an alcohol-based hand sanitiser that contains at least 60% alcohol if soap and water are
not available

•

avoid touching your eyes, nose, and mouth with unwashed hands

•

avoid close contact with people who are unwell

•

clean and disinfect frequently touched objects and surfaces

•

If you are worried about your symptoms or those of a child or colleague, please call NHS 111.
Do not go directly to your GP or other healthcare environment

See further information on the Public Health England Blog and the NHS UK website.
PHE has a suite of materials that contains public health advice about how you can help stop
the spread of viruses, like those that cause COVID-19, by practicing good respiratory and
hand hygiene. To access, download and share this information you will need to register for
an account which only takes a couple of minutes.
Face masks for the general public, pupils or students, or staff are not recommended to protect from infection, as there is no evidence of benefit from their use outside healthcare environments.
People who have returned from Category 1 specified countries/areas in the last 14 days
should self-isolate. This includes avoiding attending an education setting or work until 14
days after they return.
People who have returned from Category 2 specified countries/areas in the last 14 days, are
advised to stay at home if they develop symptoms. All other pupils or students and staff
should continue to attend school or university, including their siblings attending the same or
a different school (unless advised not to by public health officials).
4. What to do if children, pupils, students or staff become unwell and believe they
have been exposed to COVID-19 (either through travel to a specified country or
area or contact with a confirmed case)
Call NHS 111, or 999 in an emergency (if they are seriously ill or injured or their life is at
risk), and if appropriate, explain which country they have returned from in the last 14 days.
You can do this on their behalf if this is easier. People who become unwell should be advised not to go to their GP, pharmacy, urgent care centre or a hospital.
Whilst you wait for advice from NHS 111 or an ambulance to arrive, try to find somewhere
safe for the unwell person to sit which is at least 2 metres away from other people. If
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possible, find a room or area where they can be isolated behind a shut door, such as a staff
office or meeting room. If it is possible to open a window, do so for ventilation. They should
avoid touching people, surfaces and objects and be advised to cover their mouth and nose
with a disposable tissue when they cough or sneeze and put the tissue in the bin. If no bin is
available, put the tissue in a bag or pocket for disposing in a bin later. If you don’t have any
tissues available, they should cough and sneeze into the crook of their elbow. The room will
need to be cleaned once they leave.
If they need to go to the bathroom whilst waiting for medical assistance, they should use a
separate bathroom if available.
Make sure that children and young people know to tell a member of staff if they feel unwell.
5. What to do if a case of COVID-19 (pupil, student or staff) is suspected in your childcare or education setting
If anyone has been in contact with a suspected case in a childcare or educational setting, no
restrictions or special control measures are required while laboratory test results for COVID19 are awaited. There is no need to close the setting or send other learners or staff home.
As a precautionary measure, the NHS are currently testing a very large number of people
who have travelled back from affected countries, the vast majority of whom test negative.
Therefore, until the outcome of test results is known there is no action that staff members
need to take apart from cleaning specific areas (section 13) and disposing of waste (section
14).
Once the results arrive, those who test negative for COVID-19 will be advised individually
about return to education.
6. What to do if a case of COVID-19 (pupil, student or staff) is confirmed in your childcare or education setting
The childcare or educational setting will be contacted by the local Public Health England Health Protection Team to discuss the case, identify people who have been in
contact with them and advise on any actions or precautions that should be taken. An
assessment of each childcare or education setting will be undertaken by the Health
Protection Team with relevant staff. Advice on the management of pupils or students
and staff will be based on this assessment.
The Health Protection Team will also be in contact with the patient directly to advise on isolation and identifying other contacts, and will be in touch with any contacts of the patient to
provide them with appropriate advice. Advice on cleaning of communal areas such as classrooms, changing rooms and toilets will be given by the Health Protection Team and is outlined later in this document.
If there is a confirmed case, a risk assessment will be undertaken by the educational establishment with advice from the local Health Protection Team. In most cases, closure of the
childcare or education setting will be unnecessary but this will be a local decision based on
various factors such as establishment size and pupil mixing.
7. What to do if pupils, students or staff in your institution are contacts of a confirmed
case of COVID-19 who was symptomatic while attending your childcare or educational
setting
The definition of a contact includes:
• any pupil, student or staff member in close face-to-face or touching contact including those
undertaking small group work (within 2 metres of the case for more than 15 minutes)
•

talking with or being coughed on for any length of time while the individual is symptomatic
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•

anyone who has cleaned up any bodily fluids of the individual

•

close friendship groups

•

any pupil, student or staff member living in the same household as a confirmed case, or
equivalent setting such as boarding school dormitory or other student accommodation

•

Contacts are not considered cases and if they are well, they are very unlikely to have spread
the infection to others, however:

•

they will be asked to self-isolate at home, or within their boarding school dormitory room,
for 14 days from the last time they had contact with the confirmed case and follow the home
isolation advice sheet

•

they will be actively followed up by the Health Protection Team

•

if they develop any symptoms within their 14-day observation period they should call NHS
111 for assessment

•

if they become unwell with cough, fever or shortness of breath they will be tested for
COVID-19

•

if they require emergency medical attention, call 999 and tell the call handler or ambulance
control that the person has a history of potential contact with COVID-19

•

if they are unwell at any time within their 14-day observation period and they test positive
for COVID-19 they will become a confirmed case and will be treated for the infection

Family and friends who have not had close contact (as listed above) with the original confirmed case do not need to take any precautions or make any changes to their own activities
such as attending childcare or educational settings or work, unless they become unwell. If
they become unwell, they should call NHS 111 and explain their symptoms and discuss any
known contact with the case to consider if they need further assessment.
If a confirmed case occurs in an educational setting the local Health Protection Team will
provide you with advice and will work with the head teacher, principal and or management
team of that setting. Outside those that are defined as close contacts, the rest of the school
does not need to take any precautions or make any changes to their own activities attending
educational establishments or work as usual, unless they become unwell. If they become unwell they will be assessed as a suspected case depending on their symptoms. This advice
applies to teaching staff and children in the rest of the class who are not in a close friendship
group or children undertaking small group work. The decision as to whether pupils, students
and staff fall into this contact group or the closer contact group will be made between the
Health Protection Team, the educational setting and (if they are old enough) the student. Advice should be given as follows:
•

if they become unwell with cough, fever or shortness of breath they will be asked to self-isolate and should seek medical advice from NHS 111

•

if they are unwell at any time within the 14 days of contact and they are tested and are positive for COVID-19 they will become a confirmed case and will be treated as such.

8. What to do if pupils, students or staff in your childcare or educational setting have
travelled from any Category 1 specified country/area in the past 14 days
If an individual falls into this category, contact NHS 111 for further advice:
•

if they are currently well, they should self-isolate for 14 days and you should follow the advice as above for contacts of confirmed cases in the educational setting

•

if they become unwell please call NHS 111 immediately for them to be assessed by an appropriate specialist. You should follow the advice as above for contacts of confirmed cases in
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the educational establishment. If they require emergency medical attention, call 999 and tell
the call handler or ambulance control that the person has a history of recent travel to risk
areas for COVID-19
9. What to do if a pupil, student or staff member has travelled from a Category 2 specified country/area in the last 14 days
If they are currently well:
•

they are advised to self-isolate only if they develop symptoms

•

they can continue to attend work or education

•

they do not need to avoid contact with other people

•

their family do not need to take any precautions or make any changes to their own activities

•

testing people with no symptoms for COVID-19 is currently not recommended

•

it is useful to always take a mobile phone with them when they go out so that they can contact others if they do become unwell

•

If they become unwell:

•

they should stay indoors and avoid contact with other people as they would with other flu
viruses (see this home isolation advice sheet).

•

they (or a family member, colleague or member of staff) should call NHS 111 immediately
for them to be assessed by an appropriate specialist, as quickly as possible

•

they should stay at home and should not attend work or education

•

they should not go directly to their GP or other healthcare environment

•

if they require emergency medical attention, call 999 and tell the call handler or ambulance
control that the person has a history of recent travel to risk areas for COVID-19

•

see further information and the Public Health England Blog

10. What to do if pupils, students or staff return from travel anywhere else in the world
within the last 14 days
Currently there are minimal cases outside the risk areas and therefore the likelihood of an
individual coming into contact with a confirmed case is low.
There is no need to advise any of these pupils, student or staff to avoid normal activities or
educational settings unless they have had contact with a confirmed case of COVID-19.
If individuals are aware that they have had close contact with a confirmed case of COVID-19
they should contact NHS 111 for further advice.
For the latest country specific information please visit NaTHNac Travel Pro.
11. School trips
Pupils, students and staff returning from school trips in specified countries/areas should follow the same advice as given above (sections 8, 9 and 10).
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12. What to do with post, packages or food sent from specified countries/areas within
the last 14 days
There is no need to change how you handle post, packages or food received from the affected regions. The virus does not survive well for long periods outside the body and so it is
highly unlikely that COVID-19 can be spread through post or packages. It is highly unlikely
that COVID-19 can be spread through food.

13. How to clean educational establishments where there were children, students or
staff with suspected cases of COVID-19
Coronavirus symptoms are similar to a flu-like illness and include cough, fever, or shortness
of breath. Once symptomatic, all surfaces that the suspected case has come into contact
with must be cleaned using disposable cloths and household detergents, according to current recommended workplace legislation and practice.
Public areas where a symptomatic individual
These include:
•

all surfaces and objects which are visibly contaminated with body fluids

•

all potentially contaminated high-contact areas such as toilets, door handles, telephones

has passed through and spent minimal time in (such as corridors) but which are not visibly
contaminated with body fluids do not need to be specially cleaned and disinfected. If a person becomes ill in a shared space, these should be cleaned as detailed above.
14. What to do with rubbish in the educational establishment, including tissues, if children, students or staff become unwell with suspected COVID-19
All waste that has been in contact with the individual, including used tissues, and masks if used,
should be put in a plastic rubbish bag and tied when full. The plastic bag should then be placed in a
second bin bag and tied. It should be put in a safe place and marked for storage until the result is
available. If the individual tests negative, this can be put in the normal waste.
Should the individual test positive, you will be instructed what to do with the waste.
15. Tools for use in childcare and educational settings
Use e-Bug resources recommended by the National Institute of Clinical Excellence to teach
pupils about hygiene. Key sections that may be useful are:
15.1 KS1: Horrid Hands and Super Sneezes
Horrid hands
Super sneezes
15.2 KS2: Hand Hygiene and Respiratory Hygiene
Hand hygiene
Respiratory hygiene
15.3 KS3: Hand Hygiene and Respiratory Hygiene
Hand hygiene
Respiratory hygiene
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Appendix 3:
Guidance
COVID-19: travel guidance for the education sector
March 12th 2020
This guidance is for students and staff in the education sector planning to travel in the UK or
overseas, and for those who are already overseas.
1. Travel for children under 18 organised by educational settings
1.1 Overseas trips for children under 18 organised by educational settings
The government advises against any overseas trips for children under 18 organised by educational settings. This is because trip leaders would face significant challenges in making arrangements to ensure children’s welfare, should adult supervisors or children be required to
self-isolate.
1.2 Domestic trips for children under 18 organised by educational settings
The Department for Education is not currently advising against domestic trips (residential
and non-residential) for children under 18 organised by educational settings. However, educational settings should refresh their risk assessments to take into account the latest health
advice and ensure measures are in place and agreed with parents in case children or adult
supervisors believe they have been exposed to COVID-19 and exhibit symptoms that require
self-isolation.
1.3 Overseas trips for children under 18 organised by educational settings currently taking
place
Any overseas trips for children under 18 organised by educational settings currently
taking place can continue. Educational settings should refresh their risk assessments and
ensure measures are in place and agreed with parents in case children or adult
supervisors believe they have been exposed to COVID-19 and exhibit symptoms that
require self-isolation.
If you’re a UK national who needs emergency help from the UK government while overseas,
you can contact the nearest British embassy, consulate or high commission or the FCO in
London on 0207 008 1500 for help or advice 24/7.
2. Travel for students over 18 and staff organised by educational settings
2.1 Students and staff considering travelling overseas for placements or exchanges
If you’re a UK student or member of staff who is considering travelling overseas in the near
future, see the latest FCO travel advice.
If you’re travelling with, or on behalf of, your setting or institution (for example, a higher education provider), you should speak to them before you depart for advice on whether your trip
should go ahead.
Before you travel, you should also refer to the guidance for returning travellers to familiarise
yourself with the actions you may need to take when you return to the UK. Read information
about self-isolation.
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You should be mindful of the possibility that travel advice may change whilst overseas. We
advise you to regularly check all relevant GOV.UK guidance.
All travellers (including those planning travel overseas and return to the UK from destinations
without confirmed cases of COVID-19) should follow guidance for travellers to prepare for
your trip and reduce your risk of exposure to COVID-19.
2.2 Students and staff considering travelling overseas during term breaks
You should consult the latest travel advice from the FCO and Public Health England
(PHE) Public Health matters guidance before you travel if you are:
• a non-UK national student or member of staff studying or working in the UK
• a UK resident student or member of staff who is considering travelling overseas during term breaks
• a UK resident student or member of staff currently studying or working overseas who
is considering travelling back to the UK during term breaks
You can subscribe to email alerts for the country/territory you’re in, or planning to visit, via
the ‘Get email alerts’ link on each travel advice page.
If you plan to travel overseas, you should notify your educational setting or higher education
institution so they are aware of your intention to travel, and are able to provide you with the
latest advice and guidance.
2.3 UK students considering travelling overseas to start or continue full courses
If you’re a UK student or member of staff who is considering travelling overseas in the near
future to undertake an entire qualification (for example, a whole undergraduate course), see
the latest FCO travel advice.
The National Travel Health Network and Centre has also produced general advice on preparing for overseas travel. All travellers (including those planning travel to destinations without confirmed cases of COVID-19) should follow the guidance for travellers to prepare for
their trip and reduce the risk of exposure to COVID-19.
All travellers should be mindful of the possibility that travel advice may change whilst they
are overseas. We advise you to regularly check all FCO, PHE and other relevant guidance
during your trip and check it again before you return to the UK.
Before you travel, you should also refer to the guidance for returning travellers to familiarise
yourself with the actions you may need to take when you return to the UK. Read information
about self-isolation.
2.4 UK students and staff already studying or working overseas
All UK students and staff currently studying or working overseas should continue to monitor
the travel advice issued by the FCO and comply with any COVID-19 control measures put in
place by their host nation.
You can subscribe to email alerts for the country/territory you’re in via the ‘Get email alerts’
link on each travel advice page. You should also consult the latest PHE Public Health matters guidance for steps that you can take to protect yourself.
If you’re a UK national who needs emergency help from the UK government, you can contact
the nearest British embassy, consulate or high commission or the FCO in London on 0207
008 1500 for help or advice 24/7.
Before you travel, you should also refer to the guidance for returning travellers to familiarise
yourself with the actions you may need to take when you return to the UK. Read information
about self-isolation.
Read guidance on what you can do if you need financial help and who you can contact for
support when abroad.
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2.5 Students already on Erasmus+ exchanges
Travel to and from regions affected by COVID-19 may have to be postponed or cancelled,
and participants should speak to their provider in case alternative arrangements are necessary. Where this travel is funded through the Erasmus+ or European Solidarity Corps programmes, the Force Majeure clause in your contract may apply. See the National Agency’s
website for more information.
3. Travel insurance
The Association of British Insurers (ABI) has produced information on travel insurance implications following the COVID-19 outbreak. If you have any further questions about your cover
or would like further reassurance, you should contact your travel insurance provider.
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Appendix 4 West Lodge Independent School Covid-19 Risk Assessment and Management
Plan
March 13th 2020
Updated March 27th 2020 (Updates at foot of the document)

Covid19
Risk Assessment
A coronavirus is a type of virus. As a group, coronaviruses are common across the world.
COVID-19 is a new strain of coronavirus first identified in Wuhan City, China in January
2020.
The incubation period of COVID-19 is between 2 to 14 days. This means that if a person remains well 14 days after contact with someone with confirmed coronavirus, they have not
been infected.
The following symptoms may develop in the 14 days after exposure to someone who has COVID-19
infection:
•

cough

•

difficulty in breathing

•

fever above 37.8 degrees

Generally, these infections can cause more severe symptoms in people with weakened immune
systems, older people, and those with long-term conditions like diabetes, cancer and chronic lung
disease.
From what we know about other coronaviruses, spread of COVID-19 is most likely to happen when
there is close contact (within 2 metres or less) with an infected person. It is likely that the risk
increases the longer someone has close contact with an infected person.
Respiratory secretions produced when an infected person coughs or sneezes containing the virus are
most likely to be the main means of transmission.
There are 2 main routes by which people can spread COVID-19:
•

infection can be spread to people who are nearby (within 2 metres) or possibly could be inhaled
into the lungs.

•

it is also possible that someone may become infected by touching a surface, object or the hand of
an infected person that has been contaminated with respiratory secretions and then touching
their own mouth, nose, or eyes (such as touching door knob or shaking hands then touching own
face)

There is currently little evidence that people who are without symptoms are infectious to others.
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There is currently no vaccine to prevent COVID-19. The best way to prevent infection is to avoid
being exposed to the virus.
Public Health England (PHE) recommends that the following general cold and flu precautions are
taken to help prevent people from catching and spreading COVID-19:
•
•
•

cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or
sneeze. See Catch it, Bin it, Kill it
put used tissues in the bin straight away

•

wash your hands with soap and water often – use hand sanitiser gel if soap and water are not
available.
try to avoid close contact with people who are unwell

•

clean and disinfect frequently touched objects and surfaces

•

do not touch your eyes, nose or mouth if your hands are not clean

Face masks for the general public are not recommended to protect from infection, as there is no
evidence of benefit from their use outside healthcare environments.
People who have returned from Hubei Province, Korea, Iran and Italy in the last 14 days should stay
at home whether they have symptoms or not. This includes avoiding attending an education setting
or work until 14 days after they leave.
Ant person that has a new persistent cough and temperature above 37.8 degrees should self-isolate
for 7 days, regardless of any diagnosis.
How long any respiratory virus survives will depend on a number of factors, for example:
•

what surface the virus is on

•

whether it is exposed to sunlight

•

differences in temperature and humidity

•

exposure to cleaning products

Under most circumstances, the amount of infectious virus on any contaminated surfaces is likely to
have decreased significantly by 72 hours.
We know that similar viruses are transferred to and by people’s hands. Therefore, regular
hand hygiene and cleaning of frequently. Employees are not recommended to wear facemasks (also known as surgical masks or respirators) to protect against the virus. Facemasks
are only recommended to be worn by symptomatic individuals (advised by a healthcare
worker) to reduce the risk of transmitting the infection to other people.
PHE recommends that the best way to reduce any risk of infection is good hygiene and
avoiding direct or close contact (closer than 2 metres) with any potentially infected person.

Risk management measures in place
Implemented March 13th 2020
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•
•
•
•
•
•
•
•

•

•
•
•
•
•

Staff have read and signed government guidance on managing Covid19. This is added as an
appendix to the school’s Health and Safety Policy.
Nobody that has been to affected areas to be allowed in the school.
Staff and young people to wash hand regularly. Antibacterial soap and blue hand towel available.
Routine hygiene and cleaning rota checklist in place for staff to sign
Staff have been designated on line training on Covid19 management
Posters around the school about Covid19 safety measures
Staff and young people to avoid any unnecessary close personal contact with one another
Regular cleaning will take place in line with guidelines of work surfaces, door handles, light
switches, telephones, toilets, sink taps, cupboard handles, and anywhere where people have
touched.

Visitors will be asked:
o not to enter if deemed at risk.
o if they have any symptoms
o if they have had contact with a diagnosed case
o their travel history
o to wash their hands upon entering the building
o not to enter if deemed at risk.
Activities/trips with large crowds and gatherings will be avoided
Public transport will be avoided
Any young people that develop a new persistent cough and temperature above 37.8 degrees
to self-isolate in bedroom as much as possible
Any staff member with a new persistent cough and temp above 37.8 degrees will be asked
to self-isolate at home
The Head Teacher and Consultant will continue to follow advice and guidance from Public
Health England.

82

Appendix 5
West Lodge Independent School: cleaning regime
Implemented March 13th 2020

Clean the following areas thoroughly with antibacterial spray and clean cloth every 3 hours from
8am to end of day pm and sign to confirm this has been done.
School toilet to be cleaned with separate cloth as per usual hygiene measures.

All staff and pupils to wash their hands after first arriving at and then when leaving school.
•
•
•
•
•
•
•
•
•
•
•

All communal door handles
All communal light switches
All taps: kitchen area and toilet
All cupboard and fridge door handles
All work surfaces, tables & desks
Toilet washbasin
All keyboards and monitors
All laptops
All telephones
All keys
Microwave buttons
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Email Address / Location

1. Background
Data security breaches are increasingly common occurrences whether these are caused through
human error or via malicious intent. As technology trends change and the creation of data and
information grows, there are more emerging ways by which data can be breached. Able Health Care
needs to have in place a robust and systematic process for responding to any reported data security
breach, to ensure it can act responsibly and protect its information assets as far as possible.

2. Aim
The aim of this policy is to standardise the company response to any reported data breach
incident and ensure that they are appropriately logged and managed in accordance with best
practice guidelines.

By adopting a standardised consistent approach to all reported incidents, it aims to ensure that:

•
•

incidents are reported in a timely manner and can be properly investigated
incidents are handled by appropriately authorised and skilled personnel

•

appropriate levels company management are involved in response management

•
•

incidents are recorded and documented
the impact of the incidents are understood and action is taken to prevent further damage

•

evidence is gathered, recorded and maintained in a form that will withstand internal
and external scrutiny

•
•

external bodies or data subjects are informed as required
the incidents are dealt with in a timely manner and normal operations restored

•

the incidents are reviewed to identify improvements in policies and procedures.
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3.

Definition

A data security breach is defined as “any loss, alteration or unauthorised access to, personal data”,
howsoever caused.

Examples of data security breaches may include:

•
•
•
•

Loss or theft of data or equipment on which data is stored
Unauthorised access to personal data, including special category personal data
Equipment failure
Human error

•
•
•

Unforeseen circumstances such as a fire or flood
Hacking attack
‘Blagging/ Phishing/ Whaling’ offences where information is obtained by deceit

For the purposes of this policy data security breaches include both confirmed and
suspected incidents.

4. Scope
This company policy applies to all company information, regardless of format, and is applicable
to all employees, customers, visitors, contractors and data processors acting on behalf of the
Company. It is to be read in conjunction with Able Health Care Information Security Policy.

5. Responsibilities
5.1 Information users
All information users are responsible for reporting actual, suspected, threatened or potential
information security incidents and for assisting with investigations as required, particularly if
urgent action must be taken to prevent further damage.

5.2 Managers
Line Managers are responsible for ensuring that staff in their area act in compliance with
this policy and assist with investigations as required.

5.3 Managing Director/ Financial Director
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Mangers will be responsible for overseeing management of the breach in accordance with the
Data Breach Management Plan (In this document). Suitable delegation may be appropriate in
some circumstances.

5.4 Contact Details
In the event that a breach is suspected/ happens, please contact Ani Kukadia, or other
appropriate senior staff member. Due to the nature of personal data processed by Able
Health Care, the appropriate person should be notified without delay as soon as the breach
has been identified.

6. Data Classification
Data security breaches will vary in impact and risk depending on the content and the quantity of the
data involved, therefore it is important that the Company is able to quickly identify the classification
of the data and respond to all reported incidents in a timely and thorough manner.

All reported incidents will need to include the appropriate data classification in order for
assessment of risk to be conducted. Data classification referred to in this policy means the following
approved company Data Categories:
6.1 Public Data:
Information intended for public use, or information which can be made public without
any negative impact for the company.

6.2 Personal Data
Information which relates to an identifiable individual – may be of employees, clients, visitors,
contractors and data processors of the business.

A breach of this category of data is unlikely to cause significant distress to the affected data
subjects, however this must be considered on a case by case basis – especially if financial
details are involved.
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6.3 Special Category Data:
Special category data is defined as personal data revealing:

Racial or ethnic origin
Political opinions
Religious or philosophical beliefs
Trade union membership
Genetic data
Biometric data
Health
A persons sex life
A persons sexual orientation.

If breached, special category data has the potential to cause significant embarrassment to the
affected data subjects – and would be an upper tier breach of the GDPR.

7. Data Security Breach Reporting
Confirmed or suspected data security breaches should be reported promptly to Ani Kukadia, or
other appropriate senior staff member. The report should include full and accurate details of the
incident including who is reporting the incident and what classification of data is involved. Where
possible the incident report form should be completed as part of the reporting process. See
Appendix 1.

Once a data breach has been reported an initial assessment will be made to establish the severity
of the breach and who the lead responsible officer to lead should be. See Appendix 2.

All data security breaches will be centrally logged within this document to ensure appropriate
oversight in the types and frequency of confirmed incidents for management and reporting
purposes.

8. Data Breach Management Plan
The management response to any reported data security breach will involve the following four
elements. See Appendix 3 for suggested checklist.

89

A.
B.
C.
D.

Containment and Recovery
Assessment of Risks
Consideration of Further Notification
Evaluation and Response

Each of these four elements will need to be conducted in accordance with the checklist for Data
Security Breaches. An activity log recording the timeline of the incident management should also be
completed. See Appendix 4.

9. Authority
Employees, contractors, consultants, visitors who act in breach of this policy, or who do not act to
implement it, may be subject to disciplinary procedures or other appropriate sanctions.

10. Review
The appropriate Directors will monitor the effectiveness of this policy and carry out regular reviews
of all reported breaches.

11. References: Information Commissioner:
https://ico.org.uk/media/1562/guidance_on_data_security_breach_management.pdf
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Appendix 1: Incident Report Form

Description of the Data breach:

Time and Date breach was identified
and by whom.

Who is reporting the breach:
Name/Post/Dept

Contact details:
Telephone/Email

Classification of data breached
(in accordance with company policy)
i. Public Data
ii. Personal Data
iii. Special Category Data
Volume of data involved

Confirmed or suspected breach?

Is the breach contained or ongoing?
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If ongoing what actions are being taken
to recover the data

Who has been informed of the breach

Any other relevant information

Email form to the ….
Notify your manager that a form is being sent.

Received by:
Date/Time:
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Appendix 2: Evaluation of Incident Severity

The severity of the incident will be assessed by the appropriate Directors and will be made based
upon the following criteria:

High Criticality: Major Incident

•

Contact:

Special Category Data – any number of
records.

Lead Responsible Officer

• Significant or irreversible consequences

Other relevant contacts

•

• Governance and Information Compliance

Likely media coverage

• Immediate response required regardless of

• Internal senior managers as required
• Contact external parties as required ie

whether it is contained or not
• Requires significant response beyond normal

police/ICO/individuals impacted

operating procedures

EXAMPLE: Details on young people / school pupils
breached in any way.
Response to this incident should be led by the
DPO.
Moderate Criticality: Serious Incident

Contact:

• Personal data breach involves financial
information / bank details of individuals.

Lead Responsible officer

• Significant inconvenience will be
experienced by individuals impacted
• Incident may not yet be contained

Other relevant contacts:

• Incident does not require immediate

• •

response
• Incident response may require notification to
senior managers
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HR manager

EXAMPLE: Employee Payslip breached, Internal
laptop containing commercial-orientated
information for the business.
Response to this incident should be led by the
DPO.
Low Criticality: Minor Incident

Contact:

• Low grade personal data – such as email
addresses / telephone numbers.

Lead Responsible Officer

• Small number of individuals involved

• Line Manger

• Risk to affected individuals is low
• Inconvenience may be suffered by
individuals impacted
Other relevant contacts:

• Loss of data is contained/encrypted
• Incident can be responded to during working
hours
Example:
Email sent to wrong recipient
Loss of encrypted mobile device
DPO should be notified of this incident, but not
required to take lead in investigation.
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Appendix 3: Data Breach Checklists

A.
B.
C.
D.

Step

Containment and Recovery
Assessment of Risks
Consideration of Further Notification
Evaluation and Response

Action

Notes
To contain any breach, to limit further damage as far as

A

Containment and Recovery:
possible and to seek to recover any lost data.

1

Line Manager/ Finance Director /
Managing Director / Data
Protection Officer.
See Appendix 2

To ascertain the severity
of the breach and determine if
any personal data is involved.

2

Line Manager / Finance Director
/ Managing Director / Data
Protection Officer.

To oversee full investigation and produce report.
Ensure lead has appropriate resources including sufficient

To identify Lead

time and authority. If personal data has been breached
Liase and report to the Managing Director.

Responsible Officer for

In the event that the breach is severe, escalate to the
Managing Director

investigating breach and
forward a copy of the data
breach report
3

Identify the cause of the breach

Establish what steps can or need to be taken to contain

and whether the breach has

the breach from further data loss. Contact all relevant

been contained?

departments who may be able to assist in this process.

Ensure that any possibility of

This may involve actions such as taking systems offline or

further data loss is removed or

restricting access to systems to a very small number of
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5

mitigated as far as possible

Employees until more is known about the incident.

Determine whether anything

E.g. physical recovery of data/equipment, or where data

can be done to recover any

corrupted, through use of back-ups.

losses and limit any damage
that may be caused
5

Where appropriate, the Lead

E.g. stolen property, fraudulent activity, offence under

Responsible Officer or nominee

Computer Misuse Act.

to inform the police.
5

Ensure all key actions and
decisions are logged and
recorded on the timeline.
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To identify and assess the ongoing risks that may be
B

Assessment of Risks
associated with the breach.

8

What type and volume of data

Data Classification/volume of individual data etc

is involved?

9

How sensitive is the data?

Sensitive personal data? By virtue of definition within
Data Protection Act (e.g. health record) or sensitive
because of what might happen if misused (banking
details).

10

What has happened to the

E.g. if data has been stolen, it could be used for purposes

data?

which are harmful to the individuals to whom the data
relate; if it has been damaged, this poses a different type
and level of risk.

11

If the data was lost/stolen, were
there any protections in place

E.g. encryption of data/device.

to prevent access/misuse?

12

If the data was
damaged/corrupted /lost, were
E.g. back-up tapes/copies.
there protections in place to
mitigate the impact of the loss?

13

How many individuals’ personal
data are affected by breach?

14

Who are the individuals whose
E.g. Employees, Contractors, Customers, Visitors,
data has been compromised?
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15

What could the data tell a third

Consider this regardless of what has happened to the

party about the individual?

data. Sensitive data could mean very little to an

Could it be misused?

opportunistic laptop thief while the loss of apparently
trivial snippets of information could help a determined
fraudster build up a detailed picture of other people.

16

Is there actual/potential harm

E.g. are there risks to:

that could come to any
•

physical safety;

•

emotional wellbeing;

•

reputation;

•

finances;

individuals?

• identify (theft/fraud from release of non-public

identifiers);
• or a combination of these and other private

aspects of their life?
17

18

Are there wider consequences

E.g. a risk to public health or loss of public confidence in

to consider?

an important service we provide?

Are there others who might

E.g. If individuals’ bank details have been lost, consider

advise on risks/courses of

contacting the banks themselves for advice on anything

action?

they can do to help you prevent fraudulent use.
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Notification is to enable individuals who may have been
Consideration of Further
affected to take steps to protect themselves or allow the
C

Notification
regulatory bodies to perform their functions.

19

Are there any legal, contractual

E.g. 3rd Party impact

or regulatory requirements to
notify?

20

Can notification help the

E.g. prevent any unauthorised access, use or damage to

Company meet its security

the information or loss of it.

obligations under the seventh
data protection principle?

21

Can notification help the

Could individuals act on the information provided to

individual?

mitigate risks (e.g. by changing a password or monitoring
their account)?

22

If a large number of people are

Contact and liaise with the Managing Director / DPO.

affected, or there are very
serious consequences, inform
the Information Commissioner’s
Office (through the Director of
Information).

23

Consider the dangers of ‘over

Not every incident will warrant notification “and notifying

notifying’.

a whole customer base of an issue
affecting only 100 customers may well cause
disproportionate enquiries and work”.
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24

Consider whom to notify, what

• There are a number of different ways to notify those

you will tell them and how you

affected so consider using the most appropriate one.

will communicate the message.

Always bear in mind the security of the medium as
well as the urgency of the situation.
• Include a description of how and when the breach

occurred and what data was involved. Include details
of what has already been done to respond to the risks
posed by the breach.
• When notifying individuals give specific and clear

advice on the steps they can take to protect
themselves and also what the institution is willing to
do to help them.
• Provide a way in which they can contact us for further

information or to ask questions about what has
occurred (e.g. a contact name, helpline number or a
web page).

25

Consult the ICO guidance on

Where there is little risk that individuals would suffer

when and how to notify it about

significant detriment, there is no need to report. There

breaches.

should be a presumption to report to the ICO where a
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large volume of personal data is concerned and there is a
real risk of individuals suffering some harm. Cases must be
considered on their own merits and there is no precise
rule as to what constitutes a large volume of personal
data. Guidance available from http://www.ico.gov.uk/
for_organisations/data_protection/
the_guide/principle_7.aspx

26

Consider, as necessary, the

E.g. police, insurers, professional bodies, funders, trade

need to notify any third parties

unions, website/system owners, bank/credit card

who can assist in helping or

companies.

mitigating the impact on
individuals.

To evaluate the effectiveness of the Company’s
Evaluation and Response
D

27

28

29

30

response to the breach.

Establish where any present or
future risks lie.
Consider the data and contexts

E.g. what data is held, its extent, sensitivity, where and

involved.

how it is stored, how long it is kept.

Consider and identify any weak

E.g. in relation to methods of storage and/or transmission,

points in existing security

use of storage devices, levels of access, systems/network

measures and procedures.

protections.

Consider and identify any weak

Fill any gaps through training or tailored advice.

points in levels of security
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awareness/training.

31

Report on findings and

Report to Managing Director / DPO.

implement recommendations.
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Appendix 4:

Date

Timeline of Incident Management

Time

Activity

Decision

Authority
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1/ Policy Aims
West Lodge Independent School aims to ensure that all personal data collected about staff, pupils,
parents, proprietors, visitors and other individuals is collected, stor3/ ed and processed in accordance
with the General Data Protection Regulation (EU) 2016/679 (GDPR) and the Data Protection Act
2018 (DPA 2018).
This policy applies to all personal data, regardless of whether it is in paper or electronic format.

2/ Legislation and Guidance
This policy meets the requirements of the GDPR and the DPA 2018. It is based on guidance published by the Information Commissioner’s Office (ICO) on the GDPR.
It also reflects the ICO’s code of practice for the use of surveillance cameras and personal information.
In addition, this policy complies with regulation 5 of the Education (Pupil Information) (England) Regulations 2005, which gives parents the right of access to their child’s educational record.
In addition, this policy complies with our funding agreement and articles of association.

3/ Definitions

Term

Definition

Personal data

Any information relating to an identified, or identifiable, living individual.
This may include the individual’s:
•

Name (including initials)

•

Identification number such as Unique Pupil Number (UPN)

•

Location data

•

Online identifier, such as a username

It may also include factors specific to the individual’s physical, physiological, genetic,
mental, economic, cultural or social identity.
Special categories of
personal data

Processing

Personal data which is more sensitive and so needs more protection, including information about an individual’s:
•

Racial or ethnic origin

•

Political opinions

•

Religious or philosophical beliefs

•

Trade union membership

•

Genetics

•

Biometrics (such as fingerprints, retina and iris patterns), where used for
identification purposes

•

Health – physical or mental

•

Sex life or sexual orientation

Anything done to personal data, such as collecting, recording, organising, structuring,
storing, adapting, altering, retrieving, using, disseminating, erasing or destroying.
Processing can be automated or manual.
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Term

Definition

Data subject

The identified or identifiable individual whose personal data is held or processed.

Data controller

A person or organisation that determines the purposes and the means of processing of
personal data.

Data processor

A person or other body, other than an employee of the data controller, who processes
personal data on behalf of the data controller.

Personal data breach

A breach of security leading to the accidental or unlawful destruction, loss, alteration,
unauthorised disclosure of, or access to, personal data.

4/ The Data Controller
Our school processes personal data relating to parents, pupils, staff, proprietors, visitors and
others, and therefore is a data controller.
The school, under Able Healthcare Ltd. is registered with the ICO and has paid its data protection as legally required. A copy of the company’s data protection register entry details, dated 14/05/20 with expiry 13/05/20 is attached as Appendix 1.

5/ Roles and Responsibilities
This policy applies to all staff employed by our school, and to external organisations or individuals working on our behalf. Staff who do not comply with this policy may face disciplinary
action.
5.1 Governance
The Proprietor has overall responsibility for ensuring that our school complies with all relevant data protection obligations.
5.2 Data Protection Officer
The data protection officer (DPO) is responsible for overseeing the implementation of this
policy, monitoring our compliance with data protection law, and developing related policies
and guidelines where applicable.
They will provide an annual report of their activities directly to the governing board and,
where relevant, report to the board their advice and recommendations on school data protection issues.
The DPO is also the first point of contact for individuals whose data the school processes,
and for the ICO.
Full details of the DPO’s responsibilities are set out in their job description.
Our DPO is Angela Steele and is contactable:
Address: West Lodge
23-25 Waterloo Road
Ipswich
Suffolk
IP1 2NY
Telephone: 01473 218814

Email: Angela.Steele@libertylodge.com

106

5.3 Head Teacher
On a day to day basis, the Head Teacher acts as the representative of the Data Controller.
5.4 All staff
Staff are responsible for:
•

Collecting, storing and processing any personal data in accordance with this policy

•

Informing the school of any changes to their personal data, such as a change of
address

•

Contacting the DPO in the following circumstances:
• With any questions about the operation of this policy, data protection
law, retaining personal data or keeping personal data secure
• If they have any concerns that this policy is not being followed
• If they are unsure whether or not they have a lawful basis to use personal data in a particular way
• If they need to rely on or capture consent, draft a privacy notice, deal
with data protection rights invoked by an individual, or transfer personal
data outside the European Economic Area
• If there has been a data breach
• Whenever they are engaging in a new activity that may affect the privacy
rights of individuals
• If they need help with any contracts or sharing personal data with third
parties

6/ Priniciples of data protection
The GDPR is based on data protection principles that our school must comply with.
The principles say that personal data must be:
• Processed lawfully, fairly and in a transparent manner
• Collected for specified, explicit and legitimate purposes
• Adequate, relevant and limited to what is necessary to fulfil the purposes for which it is
processed
• Accurate and, where necessary, kept up to date
• Kept for no longer than is necessary for the purposes for which it is processed
• Processed in a way that ensures it is appropriately secure
This policy sets out how the school aims to comply with these principles.
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7/ Collecting personal data
7.1 Lawfulness, fairness and transparency
We will only process personal data where we have one of 6 ‘lawful bases’ (legal reasons) to
do so under data protection law:
• The data needs to be processed so that the school can fulfil a contract with the individual, or the individual has asked the school to take specific steps before entering into a
contract
• The data needs to be processed so that the school can comply with a legal obligation
• The data needs to be processed to ensure the vital interests of the individual or another
person i.e. to protect someone’s life
• The data needs to be processed so that the school, as a public authority, can perform a
task in the public interest or exercise its official authority
• The data needs to be processed for the legitimate interests of the school (where the
processing is not for any tasks the school performs as a public authority) or a third party,
provided the individual’s rights and freedoms are not overridden
• The individual (or their parent/carer when appropriate in the case of a pupil) has freely
given clear consent
For special categories of personal data, we will also meet one of the special category conditions for processing under data protection law:
• The individual (or their parent/carer when appropriate in the case of a pupil) has given
explicit consent
• The data needs to be processed to perform or exercise obligations or rights in relation to
employment, social security or social protection law
• The data needs to be processed to ensure the vital interests of the individual or another
person, where the individual is physically or legally incapable of giving consent
• The data has already been made manifestly public by the individual
• The data needs to be processed for the establishment, exercise or defence of legal
claims
• The data needs to be processed for reasons of substantial public interest as defined in
legislation
• The data needs to be processed for health or social care purposes, and the processing is done by, or under the direction of, a health or social work professional or by
any other person obliged to confidentiality under law
• The data needs to be processed for public health reasons, and the processing is done
by, or under the direction of, a health professional or by any other person obliged to confidentiality under law
• The data needs to be processed for archiving purposes, scientific or historical research
purposes, or statistical purposes, and the processing is in the public interest
For criminal offence data, we will meet both a lawful basis and a condition set out under data
protection law. Conditions include:
• The individual (or their parent/carer when appropriate in the case of a pupil) has given
consent
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• The data needs to be processed to ensure the vital interests of the individual or another
person, where the individual is physically or legally incapable of giving consent
• The data has already been made manifestly public by the individual
• The data needs to be processed for or in connection with legal proceedings, to obtain legal advice, or for the establishment, exercise or defence of legal rights
• The data needs to be processed for reasons of substantial public interest as defined in
legislation
Whenever we first collect personal data directly from individuals, we will provide them with
the relevant information required by data protection law.
We will always consider the fairness of our data processing. We will ensure we do not handle personal data in ways that individuals would not reasonably expect, or use personal data
in ways which have unjustified adverse effects on them.
7.2 Limitation, minimisation and accuracy
We will only collect personal data for specified, explicit and legitimate reasons. We will explain these reasons to the individuals when we first collect their data.
If we want to use personal data for reasons other than those given when we first obtained it,
we will inform the individuals concerned before we do so, and seek consent where necessary.
Staff must only process personal data where it is necessary in order to do their jobs.
We will keep data accurate and, where necessary, up-to-date. Inaccurate data will be rectified or erased when appropriate.
In addition, when staff no longer need the personal data they hold, they must ensure it is deleted or anonymised. This will be done in accordance with the school’s record retention
schedule.

8/ Sharing personal data
We will not normally share personal data with anyone else without consent, but there are
certain circumstances where we may be required to do so. These include, but are not limited
to, situations where:
• There is an issue with a pupil or parent/carer that puts the safety of our staff at risk
• We need to liaise with other agencies – we will seek consent as necessary before doing
this
• Our suppliers or contractors need data to enable us to provide services to our staff and
pupils – for example, IT companies. When doing this, we will:
• Only appoint suppliers or contractors which can provide sufficient guarantees that
they comply with data protection law
• Establish a contract with the supplier or contractor to ensure the fair and lawful processing of any personal data we share
• Only share data that the supplier or contractor needs to carry out their service
We will also share personal data with law enforcement and government bodies where we
are legally required to do so.
We may also share personal data with emergency services and local authorities to help
them to respond to an emergency situation that affects any of our pupils or staff.
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Where we transfer personal data internationally, we will do so in accordance with data protection law.

9/ Subject access requests (SAR) and other rights of the individual
9.1 Subject Access Requests (SAR)
Individuals have a right to make a ‘subject access request’ to gain access to personal information that the school holds about them. This includes:
• Confirmation that their personal data is being processed
• Access to a copy of the data
• The purposes of the data processing
• The categories of personal data concerned
• Who the data has been, or will be, shared with
• How long the data will be stored for, or if this isn’t possible, the criteria used to determine
this period
• Where relevant, the existence of the right to request rectification, erasure or restriction, or
to object to such processing
• The right to lodge a complaint with the ICO or another supervisory authority
• The source of the data, if not the individual
• Whether any automated decision-making is being applied to their data, and what the significance and consequences of this might be for the individual
• The safeguards provided if the data is being transferred internationally
Subject access requests can be submitted in any form, but we may be able to respond to requests more quickly if they are made in writing and include:
• Name of individual
• Correspondence address
• Contact number and email address
• Details of the information requested
If staff receive a subject access request in any form they must immediately forward it to the
DPO.
9.2 Children and subject access requests
Personal data about a child belongs to that child, and not the child's parents or carers. For a
parent, carer or social worker to make a subject access request with respect to their child,
the child must either be unable to understand their rights and the implications of a subject
access request, or have given their consent.
Children aged 12 and above are generally regarded to be mature enough to understand
their rights and the implications of a subject access request. Therefore, most subject access
requests from parents, carers or social workers of pupils at our school may not be granted
without the express permission of the pupil. This is not a rule and a pupil’s ability to understand their rights will always be judged on a case-by-case basis.
9.3 Responding to subject access requests
When responding to requests, we:
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• May ask the individual to provide 2 forms of identification
• May contact the individual via phone to confirm the request was made
• Will respond without delay and within 1 month of receipt of the request (or receipt of the
additional information needed to confirm identity, where relevant)
• Will provide the information free of charge
• May tell the individual we will comply within 3 months of receipt of the request, where a
request is complex or numerous. We will inform the individual of this within 1 month, and
explain why the extension is necessary
We may not disclose information for a variety of reasons, such as if it:
• Might cause serious harm to the physical or mental health of the pupil or another individual
• Would reveal that the child is being or has been abused, or is at risk of abuse, where the
disclosure of that information would not be in the child’s best interests
• Would include another person’s personal data that we can’t reasonably anonymise, and
we don’t have the other person’s consent and it would be unreasonable to proceed without it
• Is part of certain sensitive documents, such as those related to crime, immigration, legal
proceedings or legal professional privilege, management forecasts, negotiations, confidential references, or exam scripts
If the request is unfounded or excessive, we may refuse to act on it, or charge a reasonable
fee to cover administrative costs. We will take into account whether the request is repetitive
in nature when making this decision.
When we refuse a request, we will tell the individual why, and tell them they have the right to
complain to the ICO or seek to enforce their subject access right through the courts.
9.4 Other data protection rights of the individual
In addition to the right to make a subject access request (see above), and to receive information when we are collecting their data about how we use and process it (please see section 7), individuals also have the right to:
• Withdraw their consent to processing at any time
• Ask us to rectify, erase or restrict processing of their personal data (in certain circumstances)
• Prevent the use of their personal data for direct marketing
• Object to processing which has been justified on the basis of public interest, official authority or legitimate interests
• Challenge decisions based solely on automated decision making or profiling (i.e. making
decisions or evaluating certain things about an individual based on their personal data
with no human involvement)
• Be notified of a data breach (in certain circumstances)
• Make a complaint to the ICO
• Ask for their personal data to be transferred to a third party in a structured, commonly
used and machine-readable format (in certain circumstances)
Individuals should submit any request to exercise these rights to the DPO. If staff receive
such a request, they must immediately forward it to the DPO.
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10/ Parents’ and Carers’ request to see a child’s educational records
There is no automatic parental right of access to their child’s educational record however, at
our school we will allow access as follows:
•

A request must be submitted in writing to the school’s Data Protection Officer (please
refer to section 5)

•

An administration fee of £25 is paid to West Lodge Independent School at the same
time as the written request

•

Our school will respond to a written request within 21 days of its receipt.

There are certain circumstances in which a request for access can be denied. Examples of
such reasons may include:
•

if releasing the information might cause serious harm to the physical or mental health
of the pupil or another individual

•

if it would mean releasing exam marks before they are officially announced.

11/ CCTV
We use CCTV in various locations around the school site to ensure it remains safe. We will
adhere to the ICO’s code of practice for the use of CCTV.
We do not need to ask individuals’ permission to use CCTV, but we make it clear where individuals are being recorded. Security cameras are clearly visible and accompanied by prominent signs explaining that CCTV is in use.
Any enquiries about the CCTV system should be directed to the Head Teacher.

12/ Photographs and videos
As part of our school activities, we may take photographs and record images of individuals
within our school.
For any child in care, no photograph or video will be taken without the written permission/agreement of the child’s social worker.
We will obtain written consent from parents/carers, for photographs and videos to be taken
of pupils for communication, marketing and promotional materials.
Where we need parental or carer’s consent, we will clearly explain how the photograph
and/or video will be used to both the parent/carer and pupil. Where we don’t need parental
consent, we will clearly explain to the pupil how the photograph and/or video will be used.
Any photographs and videos taken by parents/carers at school events for their own personal
use are not covered by data protection legislation. However, we will ask that photos or videos with other pupils are not shared publicly on social media for safeguarding reasons, unless all the relevant parents/carers (or pupils where appropriate) have agreed to this.
Wherever possible, photographs of general activities in school may be taken but will not include pupils’ faces or any specific or identifiable features of pupils.
When using photographs and videos in this way we will not accompany them with any other
personal information about the child, to ensure they cannot be identified.
Where the school takes photographs and videos, uses may include:
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• Within school on notice boards and in school brochures, newsletters, etc.
• Outside of school by external agencies such as the school photographer, newspapers,
campaigns
• Online on our school website or social media pages
Consent can be refused or withdrawn at any time. If consent is withdrawn, we will delete the
photograph or video and not distribute it further.

13/ Data protection by design and default
We will put measures in place to show that we have integrated data protection into all of our
data processing activities, including:
• Appointing a suitably qualified DPO, and ensuring they have the necessary resources to
fulfil their duties and maintain their expert knowledge
• Only processing personal data that is necessary for each specific purpose of processing,
and always in line with the data protection principles set out in relevant data protection
law (see section 6)
• Completing data protection impact assessments where the school’s processing of personal data presents a high risk to rights and freedoms of individuals, and when introducing new technologies (the DPO will advise on this process)
• Integrating data protection into internal documents including this policy, any related policies and privacy notices
• Regularly training members of staff on data protection law, this policy, any related policies and any other data protection matters; we will also keep a record of attendance
• Regularly conducting reviews and audits to test our privacy measures and make sure we
are compliant
• Appropriate safeguards being put in place if we transfer any personal data outside of the
European Economic Area (EEA), where different data protection laws will apply
• Maintaining records of our processing activities, including:
• For the benefit of data subjects, making available the name and contact details of
our school and DPO and all information we are required to share about how we
use and process their personal data (via our privacy notices)
• For all personal data that we hold, maintaining an internal record of the type of
data, type of data subject, how and why we are using the data, any third-party recipients, any transfers outside of the EEA and the safeguards for those, retention
periods and how we are keeping the data secure

14/ Data security and storage of records
We will protect personal data and keep it safe from unauthorised or unlawful access, alteration, processing or disclosure, and against accidental or unlawful loss, destruction or damage.
In particular:
• Paper-based records and portable electronic devices, such as laptops and hard drives
that contain personal data, are kept under lock and key when not in use
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• Papers containing confidential personal data must not be left on office and classroom
desks, or left anywhere else where there is general access
• Where personal information needs to be taken off site, staff must sign it in and out
• Passwords that are at least 10 characters long containing letters and numbers are used
to access school computers, laptops and other electronic devices. Staff and pupils are
reminded that they should not reuse passwords from other sites
• From May 2020, encryption software is used to protect all portable devices and removable media, such as laptops and USB devices. Mobile phones, provided by the school for
work purposes are automatically encrypted as part of the operating system
• Staff, pupils or governors who store personal information on their personal devices are
expected to follow the same security procedures as for school-owned equipment (see
our [online safety policy/ICT policy/acceptable use agreement/policy on acceptable use])
• Where we need to share personal data with a third party, we carry out due diligence and
take reasonable steps to ensure it is stored securely and adequately protected (see section 8)
• Data is backed up off site by Gigasoft Data Protection Ltd and is an encrypted 256 cloud
base with ISO27001 compliance.

15/ Disposal of records
Personal data that is no longer needed will be disposed of securely. Personal data that has
become inaccurate or out of date will also be disposed of securely, where we cannot or do
not need to rectify or update it.
For example, we will shred or incinerate paper-based records, and overwrite or delete electronic files. We may also use a third party to safely dispose of records on the school’s behalf.
If we do so, we will require the third party to provide sufficient guarantees that it complies
with data protection law.

16/ Personal data breaches
The school will make all reasonable endeavours to ensure that there are no personal data
breaches.
In the unlikely event of a suspected data breach, we will follow the procedure set out in the
Data Breach Incident Management Policy.
When appropriate, we will report the data breach to the ICO within 72 hours after becoming
aware of it. Such breaches in a school context may include, but are not limited to:
• A non-anonymised dataset being published on the school website which shows the exam
results of pupils eligible for the pupil premium
• Safeguarding information being made available to an unauthorised person
• The theft of a school laptop containing non-encrypted personal data about pupils

17/ Training
All staff and proprietors are provided with data protection training as part of their induction
process.
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Data protection will also form part of continuing professional development, where changes to
legislation, guidance or the school’s processes make it necessary.

18/ Monitoring arrangements
The DPO is responsible for monitoring and reviewing this policy.
The DfE advises a 2-year review frequency for this policy, but to ensure robust and confident
procedures, our school will review annually.

19/ Links with other policies
This data protection policy is linked to our:
• Freedom of information publication scheme
• Retention policy
• Data Breach Incident Management Policy
• Online Safety policy
• Acceptable use of ICT policy
• CCTV policy
• Bring Your Own Device (BYOD) policy
• Child Protection and Safeguarding policy

115

Appendix 1: Data protection register – entry details
Expires: May 13th 2021
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1/ Introduction
At West Lodge Independent School, we recognise that it is essential to be open to criticism
or complaint from any source and that only by being receptive to criticism or complaints can
we hope to improve our service and the attainment of the pupils we teach.
West Lodge Independent School is clear about the difference between a concern and a
complaint (see Section 4) and recognises that taking informal concerns seriously at the
earliest stage will reduce the numbers that develop into formal complaints. However, formal
complaints should always follow the complaints procedure. The formal procedures will need
to be invoked when initial attempts to resolve the issue are unsuccessful and the person
raising the concern remains dissatisfied and wishes to take the matter further.

2/ Aims:
Our school aims to meet its statutory obligations when responding to complaints from parents of pupils at the school:
•
•
•
•
•
•
•
•
•
•
•
•
•

to encourage resolution of problems by informal means wherever possible
to be easily accessible and publicised
to be simple to understand and use
treat complainants with respect and courtesy
ensure complainants are kept up to date on the progress of the complaints process
to be impartial
to be non-adversarial
to allow swift handling of complaints with established time-limits for action and
keeping people informed of the progress
to ensure a full and fair investigation by an independent person or panel, where
necessary
to respect people’s desire for confidentiality
to address all the points at issue and provide an effective response and appropriate
redress, where necessary
to provide relevant information to the school team and proprietor so that services
can be improved and the school improvement process be added to
to ensure that any decisions we make are lawful, rational, reasonable, fair and
proportionate, in line with the principles of administrative law

3/ Legislation and guidance
This document meets the requirements set out in part 7 of the schedule to the Education
(Independent School Standards) Regulations 2014, which states that we must have and
make available a written procedure to deal with complaints from parents of pupils at the
school.
It is also based on guidance published by the Education and Skills Funding Agency (ESFA)
on creating a complaints procedure that complies with the above regulations, and refers to
good practice guidance on setting up complaints procedures from the Department for
Education (DfE).
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This policy complies with our funding agreement and articles of association.

4/ Definitions and scope
4.1 Definitions
The DfE guidance explains the difference between a concern and a complaint:
•

A concern is defined as “an expression of worry or doubt over an issue considered
to be important for which reassurances are sought”. The school will resolve concerns
through day-to-day communication as far as possible

•

A complaint is defined as “an expression of dissatisfaction however made, about actions taken or a lack of action”

Our school accepts and uses these definitions.
4.2 Scope
The school intends to resolve complaints informally where possible, at the earliest possible
stage.
There may be occasions when complainants would like to raise their concerns formally. This
policy outlines the procedure relating to handling such complaints.
This policy does not cover complaints procedures relating to:
•

Admissions

•

Statutory assessments of special educational needs (SEN)

•

Safeguarding matters

•

Exclusion

•

Whistle-blowing

•

Staff grievances

•

Staff discipline

Please see our separate policies for procedures relating to these types of complaint.
Arrangements for handling complaints from parents of children with special educational
needs (SEN) about the school’s support are within the scope of this policy. Such complaints
should first be made to the Head Teacher; they will then be referred to this complaints policy.
Our SEN policy and information report includes information about the rights of parents of
pupils with disabilities who believe that our school has discriminated against their child.

5/ Roles and responsibilities
5.1 The complainant
The complainant will get a more effective and timely response to their complaint if they:
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• Follow these procedures
• Co-operate with the school throughout the process, and respond to deadlines and communication
promptly
• Treat all those involved with respect
• Not publish details about the complaint on social media

5.2 The investigator
An individual will be appointed to look into the complaint, and establish the facts. They will:
• Interview all relevant parties, keeping notes
• Consider records and any written evidence and keep these securely
• Prepare a comprehensive report to the headteacher or complaints committee which includes the
facts and potential solutions

5.3 Clerk to the proprietor
If necessary, a clerk will be appointed. The clerk will:
• Be the contact point for the complainant and the complaints committee, including circulating the
relevant papers and evidence before complaints committee meetings
• Arrange the complaints hearing
• Record and circulate the minutes and outcome of the hearing

5.4 Chairperson of the hearing
The chairperson will:
• Chair the meeting, ensuring that everyone is treated with respect throughout
• Make sure all parties see the relevant information, understand the purpose of the committee, and
are allowed to present their case

6/ The principles for investigation
When investigating a complaint, we will try to clarify:
• What has happened
• Who was involved
• What the complainant feels would put things right
6.1 Investigating complaints
At every stage the person investigating the complaint will:
•

establish what has happened so far, and who has been involved

•

clarify the nature of the complaint and what remains unresolved

•

meet with the complainant or contact them (if unsure or further information is
necessary)

•

clarify what the complainant feels would put things right

•

interview those involved in the matter and/or those complained of, allowing them to
be accompanied if they wish
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•

conduct the interview with an open mind and be prepared to persist in the
questioning

•

keep notes of the interview or arrange for an independent note taker to record
minutes of the meeting.

6.2 Time Limits
West Lodge Independent School recognises the need for complaints to be considered and
resolved, as quickly, and efficiently as possible. The complainant must raise the complaint
within 3 months of the incident. If the complaint is about a series of related incidents, they
must raise the complaint within 3 months of the last incident.
We will consider exceptions to this time frame in circumstances where there were valid
reasons for not making a complaint at that time and the complaint can still be investigated in
a fair manner for all involved.
When complaints are made out of term time, we will consider them to have been received on
the next school day.
If at any point we cannot meet the time scales we have set out in this policy, we will:
• Set new time limits with the complainant
• Send the complainant details of the new deadline and explain the delay
Where further investigations are necessary, new time limits can be set:
• The complainant will be sent details of the new deadline and an explanation for the delay.
6.3 Resolving complaints
At each stage West Lodge Independent School will keep in mind ways in which a complaint
can be resolved. It might be sufficient to acknowledge that the complaint is valid in whole or
in part. In addition, it may be appropriate to offer one or more of the following:
•

an apology

•

an explanation

•

an admission that the situation could have been handled differently or better

•

an assurance that the event complained of will not recur

•

an explanation of the steps that have been taken to ensure that it will not happen
again

•

an undertaking to review school policies in light of the complaint

•

it would be useful if complainants were encouraged to state what actions they feel
might resolve the problem at any stage. An admission that West Lodge
Independent School could have handled the situation better is not the same as an
admission of negligence.
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7/ Stages of complaint (not made against the Head Teacher or Proprietor)
7.1 Recording Complaints
West Lodge Independent School will record the progress of the complaint and the final
outcome. A complaint may be made in person, by telephone, or in writing. At the end of a
meeting or telephone call, the member of staff investigating the complaint will ensure that the
complainant and the school have the same understanding of what was discussed and
agreed. A brief note of meetings and telephone calls will be kept and a copy of any written
response added to the record.
7.2 The Complaints Procedure
All complaints, whether formal or informal, will be recorded in the complaints log.
Stage 1: informal
•

complaint heard by staff member (though not the subject of the complaint)

•

where the complaint concerns the Headteacher the member of staff receiving the
complaint will refer the complaint to the proprietor.

•

the school will acknowledge informal complaints within 2 school days, and
investigate and provide a response within 10 school days.

•

the informal stage will involve a meeting between the complainant and the Head
Teacher and the subject of the complaint, as appropriate.

•

If the complaint is not resolved informally, it will be escalated to a formal complaint.

Stage 2: formal (written)
Formal complaints can be raised:

•

o

By letter or email

o

Over the phone

o

In person

o

By a third party acting on behalf of the complainant

any complaint delivered verbally must be followed up in writing within 5 working
days.

•

the complainant should provide details such as relevant dates, times, and the
names of witnesses of events, alongside copies of any relevant documents, and
what they feel would resolve the complaint.

•

If complainants need assistance raising a formal complaint, they can contact the
school.
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•

the complainant may be dissatisfied with the way the complaint was handled at
Stage 1 as well as pursuing their initial complaint if it has not been resolved within
10 working days

•

the Head Teacher may delegate the task of collating the information to another staff
member but not the decision on the action to be taken

•

a reference number and the name of the person investigating the complaint will be
provided to the complainant within 1 working day.

•

the complaint will be investigated and the headteacher (or designated member of
the school team) will call a meeting to clarify concerns, and seek a resolution.

•

the complainant may be accompanied to this meeting, and should inform the school
of the identity of their companion in advance.

•

In certain circumstances, the school may need to refuse a request for a particular
individual to attend any such meeting – for example, if there is a conflict of interest.
If this is the case, the school will notify the complainant as soon as they are aware,
so that the complainant has the opportunity to arrange alternative accompaniment.

•

The Head Teacher (or other person appointed by the Head Teacher for this
purpose) will then conduct their own investigation. The written conclusion of this
investigation will be sent to the complainant within 15 working days.

•

if, for any reason, the complaint cannot be investigated within 3 working days the
complainant must receive notification in writing which provides an explanation and
new timescale.

How to escalate a complaint
Having received the written conclusion of a complaint at stage 2 of the procedure, if the
complainant wishes to proceed to the next stage of the procedure and escalate the
complaint, they should inform the proprietor within 5 working days.
Complaints can be escalated by contacting the proprietor:
• By letter or email
• Over the phone
• In person
• Through a third party acting on behalf of the complainant
The proprietor will need the details of the complaint as set out above, as well as details from
the complainant on how they feel the previous stage of the procedure has not addressed
their complaint sufficiently, and what they feel would resolve the complaint.
The written conclusion of this investigation will be sent to the complainant within 10 school
days.
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If the complainant wishes to proceed to stage 3 of the procedure, they should inform the
proprietor in writing within 5 school days. Requests received outside of this time frame will
be considered in exceptional circumstances.
The proprietor will acknowledge receipt of the request within 3 school days.
Stage 3 (formal/panel)
For complaints that have not been resolved at an earlier stage or have been escalated by
the complainant, a panel meeting will be arranged:
• the complaint will be heard by an independent panel set up by the proprietor. One
member of the panel will be independent of the management and running of the
school. The panel will consist of 3 members who are not directly involved in the
matters detailed in the complaint These individuals will have access to the existing
record of the complaint’s progress.
• The complainant must have reasonable notice of the date of the review panel; however, the review panel reserves the right to convene at their convenience rather
than that of the complainant. The proprietor will aim to find a date within 10 working
days of the request, where possible.
• If the complainant rejects the offer of 3 proposed dates without good reason, the
proprietor will set a date. The hearing will go ahead using written submissions from
both parties.
• Any written material will be circulated to all parties at least 2 school days before the
date of the meeting.
The meeting
• At the review panel meeting, the complainant and representatives from the school,
as appropriate, will be present. Each will have an opportunity to set out written or
oral submissions prior to the meeting.
• The complainant must be allowed to attend the panel hearing and be accompanied
by a suitable companion if they wish. We don’t encourage either party to bring legal
representation, but will consider it on a case-by-case basis. For instance, if a school
employee is called as a witness in a complaint meeting, they may wish to be supported by their union.
• At the meeting, each individual will have the opportunity to give statements and present their evidence, and witnesses will be called as appropriate to present their evidence.
• The panel, the complainant and the school representative will be given the chance
to ask and reply to questions. Once the complainant and school representatives
have completed presenting their cases, they will be asked to leave and evidence
will then be considered.
• The panel will then put together its findings and recommendations from the case.
The panel will also provide copies of the minutes of the hearing and the findings
and recommendations to the complainant and, where relevant, the subject of the
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complaint, and make a copy of the findings and recommendations available for inspection by the headteacher.
The outcome
The panel can:
• Uphold the complaint, in whole or in part
• Dismiss the complaint, in whole or in part
If the complaint is upheld, the panel will:
• Decide the appropriate action to resolve the complaint
• Where appropriate, recommend changes to the school’s systems or procedures to prevent similar issues in the future
The school will inform those involved of the decision in writing within school days.

8/ Complaints against the Head Teacher or Proprietor
8.1 Stage 1: informal
Complaints made against the Head Teacher should be directed to the proprietor in the first
instance.
If the complaint is about the proprietor, in the first instance, the complaint should be passed
to Nish Kukadia, Non-Executive Director. Next, a suitably-skilled and impartial and independent person will carry out the steps at stage 1 (set out in Section 7 above).
8.2 Stage 2: formal
If the complaint is jointly about the Head Teacher and Proprietor, an independent
investigator will carry out the steps in stage 2 (set out in section 7 above). They will be
appointed by the proprietor in liaison with Head Office of the company, Able Healthcare and
will write a formal response at the end of their investigation.

8.3 Stage 3: review panel
If the complaint is jointly about the Head Teacher and Proprietor a committee of
independents will hear the complaint. These independents will be sourced from a reputable
organisation.
9/ Persistent or Vexatious Complaints
There may be occasions when, despite all stages of the procedures having been followed,
the complainant remains dissatisfied. If the complainant tries to reopen the
same issue, the proprietor is able to inform them in writing that the procedure has been
exhausted and that the matter is now closed. If the complainant writes again on the same
issue, then the correspondence may be recognised as vexatious and there will be no
obligation on the part of the school to respond.
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However; West Lodge Independent School recognise that should a complainant raise an
entirely new, separate complaint, it must be responded to in accordance with the complaints
procedure. It is not the complainant who is vexatious; it is the correspondence.
9.1 Unreasonably persistent complaints
Most complaints raised will be valid and therefore we will treat them seriously. However, a
complaint may become unreasonable if the person:
• Has made the same complaint before, and it’s already been resolved by following the
school’s complaints procedure
• Makes a complaint that is obsessive, persistent, harassing, prolific, defamatory or repetitive
• Knowingly provides false information
• Insists on pursuing a complaint that is unfounded, or out of scope of the complaints procedure
• Pursues a valid complaint, but in an unreasonable manner e.g. refuses to articulate the
complaint, refused to co-operate with this complaints procedure, or insists that the complaint is dealt with in ways that are incompatible with this procedure and the time frames
it sets out
• Changes the basis of the complaint as the investigation goes on
• Makes a complaint designed to cause disruption, annoyance or excessive demands on
school time
• Seeks unrealistic outcomes, or a solution that lacks any serious purpose or value
9.2 Steps we will take
We will take every reasonable step to address the complainant’s concerns, and give them a
clear statement of our position and their options. We will maintain our role as an objective
arbiter throughout the process, including when we meet with individuals. We will follow our
complaints procedure as normal (as outlined in this policy) wherever possible.
It the complainant continues to contact the school in a disruptive way, we may put
communications strategies in place. We may:
• Give the complainant a single point of contact via an email address
• Limit the number of times the complainant can make contact, such as a fixed number per
term
• Ask the complainant to engage a third party to act on their behalf, such as Citizens Advice
• Put any other strategy in place as necessary
9.3 Stopping responding
We may stop responding to the complainant when all of these factors are met:
• We believe we have taken all reasonable steps to help address their concerns
• We have provided a clear statement of our position and their options
• The complainant contacts us repeatedly, and we believe their intention is to cause disruption or inconvenience
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Where we stop responding, we will inform the individual that we intend to do so. We will also
explain that we will still consider any new complaints they make.
In response to any serious incident of aggression or violence, we will immediately inform the
police and communicate our actions in writing. This may include barring an individual from
our school site.

10/ Record Keeping
The school will record the progress of all complaints, including information about actions
taken at all stages, the stage at which the complaint was resolved, and the final outcome.
The records will also include copies of letters and emails, and notes relating to meetings and
phone calls.
This material will be treated as confidential and held centrally, and will be viewed only by
those involved in investigating the complaint or on the review panel.
This is except where the secretary of state (or someone acting on their behalf) or the
complainant requests access to records of a complaint through a freedom of information
(FOI) request or through a subject access request under the terms of the Data Protection
Act, or where the material must be made available during a school inspection.
Records of complaints will be kept securely, only for as long as necessary and in line with
data protection law, our privacy notices and retention schedule.

11/ Reflecting and learning lessons
The proprietor will review any underlying issues raised by complaints with the Head Teacher
where appropriate, and respecting confidentiality, to determine whether there are any
improvements that the school can make to its procedures or practice to help prevent similar
events in the future.

12/ Monitoring arrangements
The proprietor will monitor the effectiveness of the complaints procedure in ensuring that
complaints are handled properly. The proprietor will track the number and nature of
complaints, and review underlying issues as stated in section 11.
The complaints records are logged and managed by the Head Teacher.
This policy will be reviewed by the Head Teacher every 2 years
At each review, the policy will be approved by the proprietor.

13/ Further information
The Department for Education (DfE) cannot investigate individual complaints about private
schools. But it has certain powers as a regulator if the school is not meeting standards set
by DfE under the Education (Independent School Standards) Regulations 2014 for:
•

education
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•

pupil welfare and health and safety

•

school premises

•

staff suitability

•

making information available to parents

•

spiritual, moral, social or cultural development of students

DfE will consider any reports of a major failure to meet the standards. It can arrange an
emergency inspection to look at pupil welfare and health and safety, and make sure serious
failings are dealt with. DfE can ask the school inspectorates to take minor complaints into account when the school is next inspected.
You can complain to the DfE by filling in the school complaints form.

14/ Links with other policies
Policies dealing with other forms of complaints include:
• Child protection and safeguarding policy and procedures
• Admissions policy
• Exclusions policy
• Staff grievance procedures
• Staff disciplinary procedures
• SEN policy and information report
• Privacy notices

128

Accessibility Policy and Plan
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1/ Introduction
‘Our whole-school approach is about developing a positive ethos and culture – where
everyone feels that they belong. It involves working with families/cares and making sure that
the whole school community is welcoming, inclusive and respectful. It means maximising
children’s learning through promoting good mental health and wellbeing across the school –
through the curriculum, early support for pupils, staff-pupil relationships, leadership and a
commitment from everybody.’
Within our school ethos we state the importance of valuing the individuality of all of our
pupils. We are committed to giving all of our children and young people every opportunity to
achieve the highest of standards. We do this by taking account of their varied life
experiences and needs. We offer a developing broad and balanced curriculum, and have
high expectations for all children. The achievements, attitudes and well-being of all our
children are paramount. This policy helps to ensure that West Lodge Independent School
promotes the individuality of all our children, irrespective of ethnicity, religion, attainment,
age, disability, gender or background.

2/ Legislation and Guidance
This document meets the requirements of schedule 10 of the Equality Act 2010 and the
Department for Education (DfE) guidance for schools on the Equality Act 2010.
The Equality Act 2010 defines an individual as disabled if he or she has a physical or mental
impairment that has a ‘substantial’ and ‘long-term’ adverse effect on his or her ability to
undertake normal day to day activities.
Under the Special Educational Needs and Disability (SEND) Code of Practice, ‘long-term’ is defined
as ‘a year or more’ and ‘substantial’ is defined as ‘more than minor or trivial’. The definition
includes sensory impairments such as those affecting sight or hearing, and long-term health
conditions such as asthma, diabetes, epilepsy and cancer.
Schools are required to make ‘reasonable adjustments’ for pupils with disabilities under the
Equality Act 2010, to alleviate any substantial disadvantage that a disabled pupil faces in
comparison with non-disabled pupils. This can include, for example, the provision of an
auxiliary aid or adjustments to premises.
This policy complies with our funding agreement and articles of association.
Schools are required to resource, implement and review their accessibility plan as
necessary. This plan will be monitored and evaluated by the Head Teacher and Proprietor.
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The plan within this policy sets out the proposals for increasing access to education for
disabled pupils.
Our Accessibility Plan details the changes required to our buildings and to other aspects of
our school, so that we fulfil our legal requirements, and remove barriers to inclusion for all
pupils and staff with disabilities.

3/ Policy Aims
Schools are required under the Equality Act 2010 to have an accessibility plan. The purpose
of the plan is to:
•

Increase the extent to which disabled pupils can participate in the curriculum

•

Improve the physical environment of the school to enable disabled pupils to take
better advantage of education, benefits, facilities and services provided

•

Improve the availability of accessible information to disabled pupils

Our school aims to treat all its pupils fairly and with respect. This involves providing access
and opportunities for all pupils without discrimination of any kind.
Our school aims to be an inclusive school. We actively seek to remove the barriers to
learning and participation that can hinder or exclude individual pupils, or groups of pupils.
This means that equality of opportunity must be a reality for all our children, and this of
course includes pupils with disabilities.
•

We will ensure that pupils with disabilities have the same opportunities as
nondisabled pupils to benefit from the education our school provides

•

We will not treat a pupil with a disability less favourably than others because of the
nature of his/her disability

•

We will make all reasonable adjustments to ensure that a pupil or member of staff
with disabilities is not placed at a disadvantage

•

We will do our best to anticipate the needs of a pupil or staff member with disabilities
before s/he joins the school

The plan will be made available online on the school website, and paper copies are available
upon request.
Our school is also committed to ensuring staff are trained in equality issues with reference to
the Equality Act 2010, including understanding disability issues.
The school supports any available partnerships to develop and implement the plan.
Our school’s complaints procedure covers the accessibility plan. If you have any concerns
relating to accessibility in school, this procedure sets out the process for raising these
concerns.
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We have included a range of stakeholders in the development of this accessibility plan, including pupils, parents, staff and the proprietor.
Removing Barriers
•

The school will make reasonable adjustments to ensure that pupils and members of
staff and of the public are not disadvantaged.

•

Disabilities can limit the extent to which children are able to participate in the
curriculum, and can impede the delivery of information. So, for example, if a child
suffers from hearing loss, the teacher will always try and face the child when
addressing the class, or, in severe cases, the teacher may wear a microphone and
transmitter.

•

The Accessibility Plan covers the measures we have already taken, and are still
taking, to improve our school.

3.1/The Physical Environment
We will endeavour to improve provision for disabled pupils and staff by developing the
physical environment of the school, within the limits of the resources available. Where
necessary, we will try to improve the following:
• Access to the school: installing ramps and handrails when necessary.
• Movement around the building: e.g. by adaptations, such as improved colour
schemes, for people with impaired sight or
• Accommodation within the building: providing toilets for disabled pupils,
soundproofing for pupils with impaired hearing, and a first aid room;
• Information and communication technology: selecting appropriate hardware and
software.
• Signage: in clear print.
• Equipment: sensory safe equipment, time out zone and resources for pupils with
conditions such as Autism Spectrum, Scotopic Sensitivity Syndrome etc

3.2/ The Curriculum
•

We use teaching strategies to enhance learning and participation in a broad and
balanced curriculum. We find ways in which all pupils can take part in sport and
music. We plan our out-of-school activities and school trips in such a way that pupils
with disabilities can participate.

•

We use language that does not offend, and we make staff and pupils aware of the
importance of language.
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•

The school regularly reviews the way in which resources are matched to the needs of
all the children. If necessary, to improve our provision, adjustments will be made to
classroom organisation, the deployment of support staff, timetabling and staff
training.

•

Many of the adjustments we make are dependent upon individual needs, and based
upon Pupil Profiles, Provision Maps and in-depth Educational Health Care Plans.

•

We seek to respond to guidance from the carers, parents and children. We also
welcome the advice from external agencies such as Specialist Teachers,
Physiotherapists and Educational Psychologists.

3.3/ Information
Information normally provided in writing (lesson content, texts, library resources and
information about school events) will be made available in alternative formats that are clear
and user friendly if required. This may be in the format of Braille or large print. Alternatively,
it may be transmitted orally or through lip-speaking. Information will also be available on our
web site.

3.4/ Safeguarding
At West Lodge Independent School safeguarding and child protection is paramount and we
are fully committed to ensuring the welfare and safety of all our children and young people.
We believe that students have a right to learn in a supportive, caring and safe environment
which includes the right to protection from all types of abuse. Staff are vigilant for signs of
any student in distress and are confident about applying the processes to avert and alleviate
any such problems. If any behaviour is a concern in relation to safeguarding, the school’s
procedures will be followed at all times in accordance with its Safeguarding and Child
Protection Policy. Any concerns will be referred to the school’s Designated Safeguarding
Lead, James Connor, Head Teacher.
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4/ Accessibility Plan
West Lodge Independent School Accessibility Plan 2019/20
Audit of Existing Achievements and Provision

Curriculum:
•

Information obtained on future pupils to facilitate advanced planning including access to school information from past education
provision.

•

Established procedures for the identification and support of pupils with Special Educational Needs and those in receipt of an
EHCP.

•

Detailed pupil information on SEN pupils given to relevant staff

•

Weekly, termly whole school pupil progress meetings with all staff, information shared and discussed with Head Teacher.

•

Liaison with and support for staff, parents and carers from external agencies (such as Educational Psychologist, IDT/CAMHS,
Educational Psychologist, Speech and Language Therapist).

•

SEND friendly classrooms with visual timetables

•

Individual timetables for children with unique and or specific learning needs

•

Visual timetables on a whole class and/or individual level, individualised support programmes, personalised learning and first
quality differentiated teaching to ensure access to the curriculum

•

Delivery of the Thrive Approach

•

Specialist arrangements for assessments

•

Differentiated curriculum to enable all pupils to feel secure and make progress.

•

Learning Support Assistants deployed to implement specific literacy, numeracy and speech & language programmes.

•

Risk assessments carried out for all school trips

•

Individual risk assessments are put in place for all pupils with a high level of need.
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•

Installation of electronic white board in main teaching room- it is recognised that children with learning difficulties and children who
are partially sighted find it easier to learn when an electronic whiteboard is used. Variation in colour backgrounds and visuals are
used to support different needs such as Dyslexia, processing disorders, Scotopic Sensitivity Syndrome etc.

Physical Environment:
•

Contained and safe “play area” in rear of the school

•

Quiet safe/time out zone

•

Small, open, spacious classrooms

•

Interactive whiteboard in the main classroom

•

Lighting to support visual impairment, Scotopic Sensitivity Syndrome

Other facilities / provision, including access to information
•

‘Can do’ ethos and positive approach

•

Open door policy

•

Educational Health Care Plans

•

LAC reviews

•

PEPs

•

IEBPs

•

WATER Reward System

•

Outdoor activities

•

Teaching staff experienced to support children with ASC/D and ADHD

•

Annual training for teacher and LSA to personalise learning for each child

•

Learning Walks
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Provision of information
•

Review meetings

•

Open days

•

Meetings with external agencies as required

•

Information from external agencies will be discussed and other professionals are encouraged to attend meetings with staff, carers
and parents

•

Parents of pupils with an EHCP and pupils identified as having a Special Educational Need are invited to a transition meeting to
discuss their child’s particular needs prior to the pupil starting at school

•

Home visits.

•

Induction programme.

•

Vocational/off site educational visits/learning opportunities.

5/ Accessibility Plan 2019/20
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Improving access to the curriculum
Objective

Strategy

Outcome

Timescale

Goal Achieved

Improve the range of skills

Documentation from the

Staff will be more secure

Ongoing

Pupils are more able to

and experience available

Inclusion Team as to how

and confident in

access the curriculum

within the school so that

to identify and support

identifying children with

regardless of any learning

the school is better able to

children with a range of

learning difficulties and

difficulties

assess and provide for

needs within school to be

disabilities. Staff to be

the needs of pupils with

given to all teachers.

more confident in devising

disabilities and learning

Specialist teachers,

strategies to enable

difficulties, removing

SENCO, Education

children to access more of

barriers for access to the

Consultant, Educational

the curriculum

curriculum

Psychologists, SALT,
invited into school
regularly to offer advice
and guidance in how to
support children to access
the curriculum and in the
writing of targets for
Individual Pupil Profiles.
Risk Assessments for
every pupil.
Staff to be trained as and
when required in medical
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needs for visits out of
school e.g. Epilepsy
Increasing the provision in

Extra PE provision

Children’s individual

school to support children

undertaken by a skilled

needs will be supported

PE curriculum for children

in subjects such as PE

teacher to support

through the PE curriculum

with learning difficulties or

with learning difficulties,

children with activities to

and specialist equipment

disabilities.

gross motor skill

develop agility and

when needed

More specialist equipment

difficulties or disabilities

strength with specialist

When needed

Removing barriers to the

used within the school

equipment when needed
Participation in

Staff to research the

Children will be able to

Throughout the year

Increasing participation of

extracurricular events for

events in the local area

participate at a range of

children with SEND in

children with SEND

e.g. Sport events for

events

extra-curricular events

children with SEND.
Groups of children to be
taken to these events
Increasing accessibility to

Specific sessions

Children will be able to

To be in place 2019/20 –

Increased access to the

written recording for

conducted within school

word process their work

new student computers to

curriculum, new

pupils with SPLD

to support the children

within lessons whilst

be installed with correct

accreditation with AQA

with their word processing

working independently on

antivirus software and

Functional Skills.

skills through use of ICT

the same tasks as their

relevant communication

peers

applications which
support learning
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Improving delivery of written information
Objective

Strategy

Outcome

Timescale

Goal Achieved

Increased awareness and

Advice and training as

Raise awareness and

2019/20

Increased effectiveness in

confidence of staff of the

required

confidence of employees

meeting the needs of

and adults at school

adults and children

importance of good
communication systems
Adaptations of all school

Add to all school

A statement on whole

publications to promote

published information the

school publications to

by the school is available

the availability in different

possibility of different

raise the awareness of

for all, including a LLIS

formats when requested

formats

the different formats that

newsletter, a LLIS

they can be requested in

handbook and a Support

including LL school

As needed

website.

Written material published

Staff Guide.

Improving signage and

Audit of the site signage

Clear signage for

visual symbols around

and any necessary

everyone

school for disabled

amendments made

Ongoing termly audits

Clearly signed access
routes around the school
site

access routes to fire
points etc.

.
Developing access to the physical environment of the school

Objective

Strategy

Outcome

Timescale

Goal Achieved

Ongoing maintenance of

Paths and paving slabs to

Movement of all pupils

Ongoing

Increasing ease of

paths and paving slabs

be maintained and

and adults is improved.

movement around the

around school.

repaired around school.

Health & Safety is

school site.

adhered to at all times.
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Hand rail and steps to

Handrail and steps to

Access made safe for

Reviewed at least

Safety upon approach to

school requires

LLIS requires yearly

staff, students and visitors

annually,

school site.

monitoring due to trip

monitoring.

to the school building.

hazard.

Anti-slip treads to be fitted
to external steps down to
school.

Security improved at

CCTV to be installed

Access/entrance to LLIS

CCTV and front door bell

Safeguarding staff and

external door and in

covering front

is monitored in terms of

linked in to the school

students entering LLIS.

classrooms

door/access to the LLIS

safeguarding. Classrooms

The school provides

entrance and classrooms

monitored.

secure access/exit to and
from site.

Improve security at

External lighting at entry

Safeguarding.

external points of the

path and front door

Student and staff

students entering LLIS.

emotional wellbeing.

Access to and from the

Health & Safety- access is

site is secure.

school

Autumn 2019

Safeguarding staff and

visible at all times.
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6/ Monitoring arrangements
This document will be reviewed every year, but may be reviewed and updated more
frequently if necessary.
The policy will be approved by the proprietor.
7/ Links with other policies
This accessibility plan is linked to the following policies and documents:
• Risk assessment policy
•

Health and Safety policy

•

Special Education Needs and Disabilities Policy

•

Supporting pupils with medical conditions Policy
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Procedural Policy Group
Staff sign off sheet
Please complete details below to acknowledge that you have read, understood and will follow this
policy
Print name

Role

Signature

Date
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Referal

Visits

Attendance

• Headteacher assess
• Accepts: Pre service need plan - Home visit
booked
• Declines

• Headteacher/ Parents/Carers/Pupil all need to
agree placement scope, PSNP completed
• School visit is arranged PIRA is completed and
signed by all.
• Place is offered, agreements signed, Boxall
completed, Offer letter with initial timetable
• Start date is agreed once all forms are returned

• Pupil will begin on a parttime timetable this
may begin with outreach
• A stepping forward plan is agreed to progess to
Fulltime attenance
• An IEBP is implemented
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