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School Vision/Aims

School Vision: We believe every child has the potential to learn and grow, regardless of their ability.  We believe every child should have opportunities and challenges to help them to develop to their full potential and become fully prepared to take a part in society.  We believe our families and carers are amazing and that we are in partnership with them and other agencies to develop our young people into the best they can be.  We believe in striving towards excellence throughout our provision through training and development of staff. We will constantly seek innovative ways to engage and challenge our pupils through our curriculum and the whole of school life because our young people deserve the absolute best.  

We aim to: At Dryden School we aim to:

1. Ensure we provide a happy, safe, nurturing and enjoyable learning environment which maximises learning and achievement for all (especially promoting recovery after the pandemic).

2. Develop strong partnerships with parents/carers to meet the needs of our pupils and students

3. Build strong effective relationships with all our multidisciplinary colleagues

4. Offer a curriculum that is creative, relevant, enterprising, exciting, motivating and reflects (pupils’ and students’) individual preferences and needs

5. Promote respect, well -being, ambition, confidence and self -esteem and to look after the mental health needs of our pupils and staff.

6. Develop independent living skills to equip students with knowledge and skills to support their future.

7. Ensure a successful transition to adulthood and life after school.

8. Support our students to develop a fulfilling role in society

                                    ‘Nurture today for an outstanding tomorrow’

 ‘
Dryden Top School A-Z STAFF HANDBOOK
Academic Year
School term dates can be found on the local authority website, school website, staff notice board.  Specific school closure dates are available from the school calendar (annually).  
Accidents new
Our Qualified First Aiders are Hayley Gray and Lisa Clark

If an adult or child has an accident at school, first aid should be given and then an HS20 (incident report form) completed (within timeframe) by DHT/Headteacher. 

If the injury is minor, for example - grazes, minor cuts etc., a workplace first aider should be sought (Radio call for First Aid).

If an injury is more serious or you have a concern, then SLT should be contacted immediately or 999 called. In the event of an ambulance crew on site a member of staff may need to accompany the child to hospital, this is usually the Queen Elizabeth Hospital within two miles of school) until parents are able to attend. Parents should be contacted immediately as they must attend the hospital without delay. Ideally a workplace First aider, keyworker or SLT member should escort a student/staff to hospital. A mobile phone should be taken along with information about the child which will be required by medical staff.

For all minor injuries such as grazes and scratches, an incident form should be completed by the appropriate member of staff and signed by the HT.  A telephone call home to parents needs to occur before student leaves school that day. If there has been a significant bump to the head a phone call needs to be made to home so that parents can monitor their child.  If the bump to the head occurred in the afternoon session it is preferable that the parent collects their child from school, and this should be requested. Students who have had bumps to the head require monitoring whilst in school and any further developments (drowsiness, headache etc.) need reporting to a workplace first aider and SLT immediately as this should now be classed as a serious accident/injury.  

All serious accidents should be immediately reported to SLT and an Accident Report completed for students and staff as soon as possible. This form should be emailed to the Business Manager, who will acknowledge the accident and forward the form to the most appropriate adult for investigation and completion.  Protective gloves are available and should be worn if there is a risk of contact with blood/body fluids.  Personal Protective Equipment (PPE) is available in the medical room and in specific higher risk classrooms – workshop, kitchen, cookery room etc.

First aid equipment can be located in a variety of locations around school – please familiarise yourself with these locations.  First aid boxes and equipment are maintained by the named first aiders above who must be informed if you note deficiencies. First Aid equipment must be taken on all curriculum activities or visits out of school and a Risk Assessment form should be completed noting who is the designated First Aider. 

Accident Recording
If a pupil receives first aid the following record keeping should take place.

1. First Aider completes in full the Incident on CPOMS and copies in a member of SLT.  SLT should be informed immediately if the incident is serious, or a child is having a seizure (see above).  If a minor incident or injury, complete CPOMS and a message on dojo and follow up with a phone call to make parent/care aware if this is necessary which is good practice.
2. First Aider & staff member reporting incident complete First Aid/Accident form template which is located on CPOMs – this can be printed off and the completed form is to be uploaded onto the pupils CPOMs log.   The hard copy is to be kept in the Pupil First Aid File, which it located in the medical room.  Staff must ensure they highlight the first aid box on CPOMs, as well as any other boxes such as behaviour.  This allows for analysis to take place on a termly basis and to maintain first aid records.  The first aid form consists of the following information and should be completed as soon as possible but within 24 hours of the incident happening.  
· Name of injured person 

· Name of qualified/emergency/first aider

· Date and time of the accident

· Type of accident (e.g. bump on head, 2 cm cut to left index finger)

· Where it happened?

· Treatment provided and action taken – including recommendation for hospital/further treatment

· Parents/carers & social worker made aware of first aid received and recommendations for further treatment, if necessary.

· Witness information gathered and signed off as accurate/requires amendments.

· Inform a member of Senior staff, if a student requires further medical treatment.

3.  Where an incident is deemed serious e.g. hospital admission.  A HS20 form must be completed, during stipulated time frame (see reporting injuries).  A RIDDOR form may need to be completed also, this will depend on the nature of the injury and incident (H&S will advise).
If a staff member receives first aid the following record keeping should take place.

· First Aider & Staff member fill in First Aid/Accident in staff accident book following pupil process as above 

· Report verbally incident to SLT; record in the Staff Incident Book in Deputy’s Office
· Where further treatment is recommended, the staff member should continue to update SLT and where necessary a HS20 should be completed.

Adults in School
Adults working in the classrooms enhance the educational opportunities for the children.  We therefore encourage adults whether university/college student volunteers or visitors, to become involved with the school. In class/school the teacher and support staff are responsible for the children and must ensure that activities are both safe and appropriate.  Adult volunteers must work under the direct supervision of school staff and must not be left alone with students. Adults on long term placements in school should be in possession of a current Gateshead (or portable) DBS form which informs the Disclosures and Barring System. (See Visitors in School Policy for further details). Adults must adhere to the Visitor policy and complete the appropriate paperwork and induction prior to commencing their time in school. 
Adult contractors who are in school whilst the students are on site must be met by the Site Manager or in his absence the Business Manager. They will complete the appropriate checks and induction as per safeguarding, health and safety requirements. To ensure adults are safeguarded, the age and maturity of the adult is taken into consideration prior to working in our school.
Allegations Against Staff
Allegations against any staff member will be investigated in accordance with the LA’s policy and procedures.  On receiving an allegation, the Head will proceed to contact the LADO.  Investigations will be carried out by the appropriate agencies.  If an allegation is made against the Headteacher then the Chair of Governors will be informed immediately. 
Safeguarding Governor – Trevor Wood

Chair of Governors – Sharon Redhead
Appraisal

All teaching staff have appraisal targets set in the autumn term, this is a 2-way process and is linked to the school development plan.   This is regularly reviewed and monitored.

Assembly and Collective Worship

Assembly is held 3 times a week.  One is a themed assembly; one singing assembly and one Praise assembly to celebrate achievement of the students.  A quiet time of calm and reflection is held every day in class (usually after lunch) as well as the school prayer.
Assessment
Baseline assessments are to be completed by the first half term to ensure that appropriate targets can be set, monitored, and achieved by all students.  All curriculum strands are assessed before October half term to set targets for pupils. Formal data collection also takes place in February and July, using the ‘I can’ statements on Earwig.  All teachers are responsible for moderating the ongoing assessments for pupils and will support through regular moderation and progress meetings. Assessment also takes place through pupils individual EHCP outcomes, long term targets are put in place until the end of key stage and then short-term targets for each year, to allow the pupil to make progress over time - See Assessment, Teaching & Learning Policy.
Attendance 

Parents must ring school, not send messages on dojo, it’s too easy to forget to pass on. 

The attendance registers are paper based as well as electronically recorded on SIMS (completed by the Admin staff).  Registration is completed by class teachers at the start of the day during registration. Late pupils sign in at reception and registers and SIMS are updated accordingly.  We operate a ‘first day absence’ policy and designated staff contact parent/carers to identify reasons for absence.  Any persistent absentee will be referred to the appropriate agency and appropriate absence procedures will be followed.  Full 100% attendance is rewarded in our termly Praise assembly.  
Behaviour Management

We always aim to encourage positive behaviour across school, we believe in a consistency of approach rather than consequences. We recognise all out pupils are individual and have a variety of needs, so behaviour management looks different across school, rather than a one size fits all approach. There is an expectation that all class staff will create their own set of rules and expectations each year, with the pupils they have in that cohort. Staff will take into account individual pupils’ regulation and communication needs when setting behaviour expectations. After incidents of challenging behaviour, staff should work to debrief pupils to help them understand their own behaviour and what they can do differently next time.  Our core values are:
· We are kind (to ourselves and others)

· We respect (ourselves and others)

· We belong (to our school. Community and the wider world)

· We are ambitious (for ourselves and others)

Behaviour Support Plan/One Page Profile NEW)

Some pupils will have a Positive Behaviour Support Plan this is to help and assist when pupils have displayed behaviour which is concerning.  The BSP will include - background, medical conditions, academic achievement, areas of strength and additional needs.  It also lists strategies that have worked with the pupil and specific information that staff need to know.  Staff must keep these up to date over the year and add any strategies noted on incident forms that are significantly different from what is being used already.  This will be shared with staff on the cloud and class teams will have a paper copy.
Borrowing School Equipment

If you intend borrowing any school equipment at any time, it must be agreed with SLT in the first instance.  The school office will provide you with a loan form the period of the loan. 
Break Duty
Whilst the pupils are at school, supervision is always the responsibility of staff.  Staff will supervise pupils on entry to the building, including the pupil entrance and during breakfast club. Supervision at break time is completed by teachers / SLT and support staff. (see rota)
Break Time
Pupils are always supervised by staff to engage in play activities and to supervise appropriate behaviour on the yard or when wet in the classroom or hall at lunchtime. This is also a good time for pupils to go to the toilet.  HLTA’s and support staff and MSA’s will be on a breaktime duty rota for lunchtime (to support either in the hall or in the dining room.)
Bullying
Bullying of any kind is not tolerated by pupils or by staff. Staff are proactive in managing any incidents of bullying.  The school is a Rights Respecting school, works with the Anti Bullying Alliance and Kid Safe to ensure bullying is minimised.  The school takes part in national Anti-Bullying campaigns as well as those run by Gateshead Council. All staff have a duty of care to safeguard pupils. If they witness any incidences of perceived bullying, they must act on this as a non-negotiable and deal with it immediately and sharing information with class staff and SLT asap. Incident should be recorded on CPOMs including action taken.
Car Parking
A car park is situated to the side of the school building.  Staff are requested to leave clear the areas painted in yellow as well as park cars within the lines of the car spaces provided. Please do not use disabled bays unless you hold a disabled badge.  
Staff cars and their contents are parked at the owner’s risk.  Please ensure that cars are kept locked, and no valuables are on display.
Child Protection
Any child protection issue must be discussed with the Safeguarding Team as soon as possible. The Head Teacher (Elizabeth Johnson) is the designated safeguarding lead (DSL), deputy designate safeguarding leads –Deputy Head teacher (Claire Lapworth) Family Liaison (Hayley Gray).
If in doubt speak out!  If a disclosure is made by a student, then staff must speak to the safeguarding team immediately and then follow up by completing CPOMs write up.  Do not wait until the end of the day, no do write up and hope that this is picked up, act immediately.  
All staff MUST read and adhere to our Safeguarding Policy.  Ongoing issues are shared with staff and when necessary whole staff.  Whole staff safeguarding training will be scheduled annually.  It is vital that these concerns are taken seriously, and appropriate referrals are made by SLT to relevant agencies.  All staff must read the most up to date version of KCSIE and the safeguarding document and adhere to the Flowchart according to reporting safeguarding incidents at the end of this document.

Keeping children safe in education 2024: part one (schudio.com)
Other important documents include Working Together to Safeguard Children

Working together to safeguard children 2023: statutory guidance (publishing.service.gov.uk)
Also see the Gateshead Model Safeguarding Policy for Dryden School
Child Protection – Summary Information for staff

Child Protection or Safeguarding is the concern of every member of staff who supports pupils at Dryden School.  

What to do if a child makes disclosure: 

Listen to what the child says; do not interrupt the child if he or she is freely recalling significant events. If questions are needed to clarify understanding, they should be framed in an open manner, in order to not lead the child in any way. It is not your position to doubt what is said to you.

Do not give undertakings of confidentiality to the child. 

You must report verbally to the Designated Safeguarding Lead immediately, Elizabeth Johnson (Headteacher) or Deputy Designated Safeguarding Leads (Claire Lapworth and Hayley Gray ).   Do not wait for a more convenient moment in the day or discuss the matter with anyone else.  If you cannot report to the above, you need to ask the Office to contact the above personnel as a matter of urgency, so that they can come to you.

Write up notes of the discussion on CPOMs asap. The note should record the time, date, place and people who were present, as well as in detail what was said. Remember, your note of the discussion may need to be used in any subsequent court proceedings. Your note must also use full names and staff designation, for example TA, Class Teacher.

Your responsibility in terms of referring concerns ends at this point, but you may have a future role in terms of supporting or monitoring the child, contributing to an assessment or implementing child protection plans or a witness in court proceedings.

Whilst a disclosure can be distressing it is essential, we safeguard all of our young people and it is vital that all information is passed on accordingly.  

Other Concerns:

If you have any concerns about the conduct of parents, other staff, visitors or other pupils towards a child in the school which may have child protection issues you must follow exactly the same guidance as above.

Remember: Don’t think ‘what if I am wrong’, think ‘what if I am right’

Classrooms

The classroom is a learning environment and needs to reflect the needs of the pupils. Classrooms should be low stimulus to make sure pupils are able to focus and concentrate, display boards should be used to avoid wall areas becoming too overcrowded. Areas around the whiteboard should be free of distraction as this is where pupils will need to focus. Areas should be available for pupils to work 1:1, individually or as a group. It should be clear to pupils which areas they are allowed to access and those they aren’t e.g. cupboards or drawers. Classroom displays should be relevant to the pupils current learning and kept neat and tidy. Classrooms should be kept free of clutter. 

Communication

Effective communication is at the heart of what we do to support our pupils. Staff need to be aware that a high percentage of our pupils have communication difficulties. Even pupils who seem able to express themselves might struggle with receptive language, or vice versa. Staff need to know and understand the needs of the pupils in their class take any measures needed to be able to communicate effectively such as using minimal language, visual supports or aids or Makaton.   Our pupils may have communication aids, PECS and be supported by signs and symbols as part of a Total Communication Approach.
Confidentiality
Confidentiality is essential in safeguarding the vulnerable pupils that attend Dryden School.  Confidentiality is also crucial in establishing levels of trust and respect between pupils, their parents/carers and the staff who work at our school.  All staff MUST abide by the school confidentiality procedures.  It is also a requirement that pupils who wish to undertake placements and others who visit or volunteer at our school, understand that confidentiality is of the utmost importance.  No details of incidents involving children, their families or staff can be discussed outside of our school environment.  If there are any incidents that occur in school, they should be discussed within the professional environment at school.  Pupils, visitors and staff should raise any issues of concern with the member of staff involved or with SLT.  This will ensure that the privacy of children and staff is respected, and that information is shared appropriately.  
Courses/CPD

Dryden School is committed to the professional development of all staff.  Individual objectives from staff appraisals and performance management reviews, together with the School Improvement Plan and curriculum responsibilities, signpost the courses which should be attended to further develop teaching and learning.  If staff want to attend a course, they should have a discussion with SLT to ascertain whether the course is appropriate and whether it is financially viable.  The course will then, if appropriate, be approved in principle and the form will be handed to the Business Manager. Staff who attend training are expected to lead a staff meeting or debrief after a course to share relevant information.
CPOMs

CPOMs is used as a recording and logging tool for:  behaviour, safeguarding, contact with parents/external agencies etc.  It is important that incidents/issues are logged and actions are recorded.

Access is limited depending on role in school.

Curriculum
Our curriculum vision is that we believe that all young people should be as independent as they can be, irrespective of starting point.  We will develop the essential skills of communication, employability skills as well as emotional wellbeing.  We want our pupils to be global citizens and contribute and be part of their community (local/national & international).  We want our pupils to be happy, confident, healthy, safe and have their voices heard.  We aim to prepare our pupils for life beyond Dryden School.  We do this by aiming to provide a broad and balanced creative curriculum matched to the needs of all pupils.  Our pupils follow a broad and balanced thematic curriculum which aims to prepare them for adulthood and being as independent as they can be.  Pupils may follow different curriculum pathways such as a pre-formal, semi-formal or more formal curriculum with the aim being to challenge our pupils to be the best they can be.   We recognise that pupils may have sensory or self-regulatory needs that require additional approaches to be an essential part of their curriculum.  We aim that each child has an individualised approach where their EHCP targets are central to their development and are intertwined with the curriculum pathway. (For further clarity see Teaching Learning and Assessment Policy).  The curriculum uses a holistic approach, which uses sequential learning, as well as offering an appropriate level of stretch and challenge. The curriculum pathways have been designed in response to the Rochford Review (2016) and we have developed our semi-formal and formal pathways using elements of the National curriculum where appropriate and adapted to meet the needs of the pupils, to ensure it remains relevant and engaging.  In KS4 and KS5, accreditation is via ASDAN and OCR.
DAILY ROUTINE (except Friday) – assembly starts at 9.30 till the end of lesson 1
08:50 – 09:15

Arrival and registration/Active Kids/individual reading/ purposeful activities 
09.15 – 10.00     
Lesson 1 
10.00 - 10.45       
Lesson 2
10.45- 11.00

Morning break supported by staff and TAs
11.00 – 12.00     
Lesson 3
12.00 – 1.00

Lunch and break
1.00 – 1.10
           Afternoon registration/massage
1.10 – 2.00          
Lesson 4
2.00 – 2.10               short break/re-hydrate

2.10 – 3.00

Lesson 5



3.00 – 3.15

Assembly (Monday, Thursday, Friday) 
3.15                                   Home

Dinner Money
Most Dinner Money is now paid online by parents.  A few pupils still bring in money which should go directly to Lisa in the office.
Dinners
Office staff keep a register indicating school meals or packed lunches.  Changes require one week’s notice. All children are encouraged to eat a healthy lunch.  Packed lunches should only contain healthy items such as sandwiches, vegetables or salad, fruit and yoghurts.  Chocolate biscuits (should be kept to a minimum) and fizzy drinks are not acceptable as they do not conform to Government guidelines in terms of healthy food and healthy diets.  Any concerns tutors are to contact parent/carers in the first instance.
Displays
Displays (if and where appropriate – depending on sensory needs) should enhance the curriculum by stimulating further learning and providing additional information using appropriate questions and interesting facts.   All work should be displayed in an attractive and stimulating way, demonstrating to the child how much we value their work.  

Dress Code
A person’s dress and appearance are matters of personal choice and self-expression.  However, in school staff should dress in a way that is appropriate to their role and shows them as positive role models to our pupils.  Adults who work at Dryden must ensure they take care that they are dressed appropriately for the tasks and the work they undertake.  Those who dress in a manner which could be considered as inappropriate may be vulnerable to criticism or allegations.  It is advised that expensive items of clothing and jewellery are not worn at school as school cannot replace expensive items of clothing if they are accidently damaged and are not liable for lost items of jewellery.
Please ensure that you follow these guidelines, failure to do so will result in a formal meeting with SLT:

· Please avoid t-shirts with large logos and promotional band pictures, political or contentious slogans or anything that may be seen as discriminatory or culturally sensitive.
· Wear clothing that is not likely to be viewed as offensive, revealing or sexually provocative, that may cause embarrassment, distract or give rise to misunderstanding - low tops showing cleavage, low rise jeans / trousers showing any area of midriff or lower are not acceptable in school.

· Sports attire including trainers should be worn during PE lessons.   

· Tattoos/body art – should not be displayed if it is likely to be viewed as offensive (political/sexual/discriminatory etc.)

· It is advised care be taken if wearing open toe sandals/flip-flops, this is to avoid risk of injury, when pupils can be unpredictable in their behaviour, or on the infrequent occasion when students need intervention by trained Team Teach staff.
· Body piercings need to be removed (other than discreet earrings) in order to minimise potential injury if staff are required to assist in a physical intervention. 
· We advise minimal jewellery other than wedding bands in order to minimise scratching pupils accidently or catching it on something around school – the nature of some of our pupils is that they may grab or take hold of necklaces for example and at the very least there is a risk of damage to the item and even injury to the pupil.
· Hair Colour be in keeping with setting a professional standard within the school.
· Appropriate clothing should be worn in high-risk areas e.g. kitchen, technology rooms. (Personal Protective Equipment (PPE) and similar must be readily available and worn when intimate procedures are being carried out according to current Covid risk assessments).
· Refusal to follow health and safety expectations may result in disciplinary procedures. Clarity can be sought from the Business Manager or Site Manager.

Educational Visits outside of school

The local authority has produced guidance for out of school visits and our school has an agreed Educational Visits Policy. 
Parents are requested to give permission for their child to participate in educational visits when they start the school or in some instances at the beginning of each academic year or on occasion prior to the activity.  Once permission is given, a pupil can visit the local environment in the vicinity of the school.  This includes short visits in the locality using the school minibus without seeking further permission from the parent.  However, if the visit involves more extensive travel or extends beyond normal school hours, additional permission must be sought.  If there is any cost involved, we may ask for a voluntary contribution from parents.  Pupils cannot be excluded from a visit due to parents not contributing.  The Head (Elizabeth Johnson) is the Educational Visits Co-ordinator and will approve risk assessments written on EVOLVE, they should be informed at the planning stage of proposed visits and the office diary consulted to avoid conflicting dates.  
ALL VISITS/TRIPS require an Evolve and all risk assessments must be completed prior to the visit taking place, it must then be passed by the EVC (Head Teacher) .  
Online Evolve forms must be used for all residential and Level 2 visits at least a month before the visit is scheduled to take place.  These must be approved by the Educational Visits Co-ordinator, the Head Teacher and the appropriate LA officer.  
NB: The school kitchen must be given notice of any significant changes such as packed lunches or early lunches for pupils and staff at least 1 week prior o he visit.  

VISITS CHECKLIST - Staff must understand and implement our school policy (see appropriate document)

Once the visit is approved:
· Check term planner to see if the date of the visit will clash with other events
· Liaise with colleagues for support
· Inform the kitchen of the number of packed lunches required and/or changes (1 week prior to visit)
· Compose letter to parents/carers which must include: - date, time of departure and return, supervising teachers, transport arrangements, lunch provision, voluntary contribution, specified clothing and permission slip (if required)
· Group leader must complete the appropriate risk assessment form
· Contact list and completed risk assessment should be taken on the visit
· Risk assessments should be updated on return detailing any issues or incidents

· The Head of School must be informed of any issues on a school visit and the additional notes completed on returning to school must be signed by SLT.
EHCP

All pupils have an EHCP at Dryden School.  

An EHC plan is a legally-binding/statutory document outlining a child or teenager’s special educational, health, and social care needs. The document has to list all of the child’s special educational needs, provision to meet each of the needs and that provision has to be specific, detailed, and quantified. The plan names the school/setting which is to provide the provision and the plan is legally enforceable ultimately through Judicial Review.  
We update the EHCP on an annual basis, here we discuss how the child is progressing towards their end of key stage targets, we therefore should be working towards this in our lessons daily, focusing on interim steps to achieve the key stage outcome.  Class teachers are responsible for gathering evidence and creating learning opportunities to achieve theses end of key stage outcomes.  Teaching staff are also responsible for sharing EHCP targets with support staff and how they intend to build on and measure progress over a period of time.  

Teachers also complete EHCP annual review paperwork, working to a strict deadline, this includes having paperwork ready for stakeholders at least 2 weeks prior to the review taking place.
E-Safety
E-Safety is a significant issue in all schools (and is especially highlighted in the Keeping Children Safe in Education 2024).  Staff need to ensure that both pupils and all staff are protected from risks when using the internet. This includes incidents of cyber bullying and/or similar and also be particularly vigilant around any pupil sharing information that they or someone else is involved in sharing explicit images or texts or is being coerced to do so. Any information to be reported immediately to the DSL (Head teacher) who will follow the appropriate safeguarding steps.  Everyone needs to be aware of how to keep themselves safe whilst using the internet or mobile devices/internet linked games.  Regular updates on this issue should be included in staff training and all pupils should receive information and training on keeping safe.  Each year pupils are informed of issues through our assemblies and PHSE lessons and a programme of Relationship and sex education including information concerning cyber bullying and the risks associated with using the internet and risks associated with sexual exploitation delivered in a sensitive and appropriate manner for our pupils with moderate or severe learning difficulties and complex needs.
Staff should also be aware of the dangers of social media sites and how these may be used by parents or pupils.  Staff should not ‘friend’ pupils or parents for any reason on Facebook or other media sites and should report any attempts by pupils to ‘add them as friends’ or contact them this way. Staff are responsible for ensuring that any personal social media sites are secure and private in order to safeguard staff.
Fire Safety
THERE IS A FIRE NOTICE DISPLAYED IN EVERY ROOM AND EMERGENCY FIRE ALARMS SITUATED NEXT TO ALL FIRE EXITS (see Fire and Emergency Evacuation Plan).
Staff should note the following points

The Fire Safety Officers for the school are Elizabeth Johnson, (Head Teacher) and Claire Lapworth (Deputy Head).

· each classroom should have prominently displayed/ a coloured laminated card stating where the nearest fire exit is.
· If you see a fire, you must raise the alarm immediately by shouting FIRE! 
· Immediately sound the nearest alarm, by breaking glass to let the rest of the school know there is a fire.
· Do not tackle the fire unless it is extremely small, and you are confident you have the correct equipment at hand to do so. 
· The verbal alert by shouting needs to take place immediately irrespective of whether you are tackling the fire. 
In the event of a fire in a classroom the teacher should:
· get all the children out through the nearest fire exit (follow green signs) and onto the assembly point which is the big yard where they will line up in class groups
· Any child or member of staff who has a Personal Emergency Evacuation Plan (PEEP), should be evacuated in accordance with the terms of the PEEP.
· fire doors are an important part of fire safety, close them. They allow extra escape time by starving a fire of extra oxygen and by stopping the passage of deadly smoke. They should not be wedged open when the rooms are empty.
· stair wells are the exit routes should be kept free of combustible materials. 
· members of staff will want to check their classrooms for potential fire safety hazards. Are there any obstacles or carelessly stored flammable materials in the room that could hinder safe evacuation in the event of a fire? 
· please take the time to check which would be your escape route in the event of a fire; bearing in mind your normal route may be blocked or inaccessible.
· a Fire Evacuation Procedure document will also be reviewed yearly and circulated around all staff and site users. Please make sure you take time to read this document ASAP. 
The Site Manager (or member of SLT) will check the fire alarm board to determine the location of the fire. They will promptly check whether there is a fire or whether there has been a false alarm. They will contact the fire brigade (if this has not already been done). If there is a fire the alarm siren will continue. If it is found that the alarm is false, the alarm siren will be switched off and the Head teacher advised without delay. Fire Marshalls have the responsibility to ensure that all adults and children have exited the building by checking classrooms and toilets.  The administration staff will bring the registers from the office, with the Staff and Visitors Books onto the yard.  In the event of the Site Manager not being present, members of the SLT will check the alarm board and determine whether there is a true fire. It is a requirement that all staff sign in and out of the building for the purpose of fire safety.

The Head teacher will ask each class teacher to check all their class is lined up. They must ask the students to answer their name (or do a visual check) and must seek visual confirmation.  If a pupil is missing during the roll call, this must be reported to SLT immediately.  Nobody should go back into the school building unless permission has been given by the Head teacher.  

Once the building has been secured and it is safe to go back into the school, the Head teacher will give permission for each class to return to their room.  Pupils should walk in and out of school sensibly, and line up quietly. When all the registers and the visitors log have been checked, they will be returned to the office when it is safe to do so.  

In line with LA recommendations, all staff receive Fire Safety training which is updated every year and Fire Warden refresher training which is carried out every 3 years.

A fire drill in school will take place each term and the time taken to evacuate the building will be recorded.  All staff must be aware of the school Emergency, Fire and Evacuation Policy and relevant procedures.

First Aid
Our named First Aiders are Hayley Gray and Lisa Clark. Several staff across the school are also trained in Emergency First Aid at Work.  First Aid equipment is located in the office.  A defibrillator is located on the wall and in post 16 area.  First Aid equipment must be taken on all curriculum activities or visits out of school and a Risk Assessment form should be completed noting who is the designated First Aider. 
If a member of staff is injured, please follow the same procedures as for pupils.  See ACCIDENTS section.

Free School Meals

Any queries regarding free meals should be made to:  BenefitsFSM@Gateshead.Gov.UK or telephone number Phone: 0191 433 3729, who will be able to advise and assist with appropriate paperwork.
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	Elizabeth Johnson 
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	√
	√
	
	
	
	√

	Anita Bell
	Head Teacher 
	√
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	√

	Daniel Evans 
	Associate 
	
	√
	
	
	
	
	

	Disqualified
	
	Staff for Pay & PM
	None
	None
	For exclusions HT or those involved


	Original Committee & HT
	Staff & HT
	



Health & Safety

Mrs Angela Young, the School Business Manager (SBM) and Elizabeth Johnson, Headteacher are designated leads. Staff should always be vigilant for any obstacle or issue which could lead to the injury of children or adults.  Any concerns should be reported to SLT, Business Manager and Site Manager. The Head Teacher meets regularly with the Site Manager and Business Manager to discuss any health and safety issues.  Representatives from the LA Health and Safety Team are consulted if appropriate.  Health and Safety is discussed at SLT and staff debriefs and necessary actions minuted.  The Health and Safety Policy is available online, on our website and in a paper format to all staff and visitors.  Staff must complete all statutory CPD and new staff will receive an induction programme when they start.  Safe manual handling procedures must be followed along with any manual handling risk assessments.
Infatuations and Crushes

Occasionally, a child or young person may develop an infatuation with an adult who works with them. These adults should deal with these situations sensitively and appropriately to maintain the dignity and safety of all concerned. They should remain aware, however, that such infatuations carry a high risk of words or actions being misinterpreted and should therefore make every effort to ensure that their own behaviour is above reproach.

An adult, who becomes aware that a child or young person is developing an infatuation, should discuss this at the earliest opportunity with a senior manager as well as parent/carer so appropriate action can be taken to avoid any hurt, distress or embarrassment.

Staff Should:

· report and record any incidents or indications (verbal, written or physical) that suggest a child or young person may have developed an infatuation with an adult in the workplace

· always acknowledge and maintain professional boundaries

Illness
PUPILS: - If a pupil is unwell at school, please inform SLT.  If necessary, the pupil’s parent/carer will be contacted to arrange for the pupil to be collected from school.  Staff with first aid training should only be consulted in cases where first aid can be administered.  Pupils with ongoing medical conditions have a Care Plan, a copy of which can be found in their tutors file.  
STAFF: - 
To report an absence, ring the school office at 8am and speak a member of SLT with the reason and expected length of your absence, this is to allow as much time as possible for any cover to be planned as necessary.  If you are not able to speak to SLT personally please leave a message and we will endeavour to call you back the same day. If you remain absence on day 4 you should contact school to update your condition.
It is not sufficient to give details of your illness as ‘sickness’. Please do not send emails/text messages of absence via other members of staff.

No messages should be sent via a third party and should be communicated only by the person to whom the sickness relates, unless it is not practical (i.e. laryngitis).  Self-Certificates should be completed for sickness up to 5 working days/7 calendar days, these are available in Resources/Academic Year and should be completed and returned to the School Office upon your first morning back to work. ‘Fit notes’ should be obtained for sickness longer than 7 calendar days from your GP, and they should be forwarded immediately to School Office/Mrs Angela Young/Business Manager or Ms Lisa Clark/Senior Administrator.
All staff will have a return to work interview (RTWI) on their return.  Longer term absences will be dealt with in accordance with the Council’s agreed policy which the school has adopted.  On their return staff should formally report to the appropriate member of staff when they arrive back into school. Please also see the school’s absence management policy.

PUPIL/STAFF - If the illness involves diarrhoea or vomiting, then they should not return to school until 48 hours after the last episode of diarrhoea or vomiting to prevent others from becoming infected (Please see policy).
Incident 

On occasion, a pupil may demonstrate unacceptable levels of aggression towards staff or other pupils or put themselves at risk of harm.  In these situations, staff may use Positive Handling techniques as per Team Teach protocol to de-escalate and minimise risk or harm to the pupil and others.  De-escalation techniques should always be employed in the first instance and physical intervention should always be a last resort.  If a child has been in a restraint an incident form needs to be completed.  This gives details of the incident such as the antecedent, behaviour and consequence.  
An incident form must be completed within 24 hours including the pupil’s details, nature of the incident, staff involved and the chronology of events.  After each incident, the pupil MUST be checked to ensure that there are no injuries or marks that could have been received as a result of the positive handling techniques.  The pupil should be checked in case of any accidental injury and a phone call or communication by a member of SLT that they have been involved in an incident and how it was resolved.  Any injuries to staff or pupil must be recorded on the appropriate body map on the incident form.  If possible, the incident must also be explained to the student so that they can reflect on their behaviour and provide their view.  Strategies should then be agreed upon to minimise the risk of a similar occurrence in the future.  
All incident forms must be completed and signed to be monitored by one of the following - Governors, Headteacher,  SLT .  .  The incident should also be recorded on CPOMs.
Violence against staff is logged and monitored separately on accident forms as per LA procedure. Proactive strategies are used to reduce incidents with specific pupils.  If a member of staff is injured during an incident, or a pupil/adult is subject to racist abuse, this must be recorded using the appropriate reporting system. Hate forms 
available and will be reported on appropriately. 

Induction (NEW)
All new staff, pupils or regular visitors where appropriate will receive a full induction covering: health and safety, first aid, safeguarding, confidentiality, dress code, e-safety, positive handling strategies and fire safety in school. A checklist is available to ensure that all of the above have been covered.
Intimate Care

Intimate care is defined as any care which may involve the following:

· washing

· touching

· carrying out an invasive procedure

· changing a pupil who has soiled themselves

· providing oral care

· feeding

· assisting with toilet

Intimate care tasks are associated with bodily functions, body products and personal hygiene that demand direct or indirect contact with, or exposure of, genitals.

Examples of intimate care include support with dressing and undressing (underwear), changing incontinence pads, nappies or medical bags such as colostomy bags, menstrual hygiene, helping someone use the toilet, or washing intimate parts of the body.
Staff may be required to support pupils with intimate care due to the pupil’s individual needs.  PPE must be worn and changing beds, surfaces should be wiped down. Clinical waste bins should be used when necessary.  Training will be reviewed on a yearly basis or as an when required dependent on the needs of the pupils.  PPE and cleaning stock can be requested from the site manager. 

Leave of Absence
Absence for any reason and medical appointments must be applied for using the Leave of Absence policy (where possible routine appointments should take place in your own time e.g. routine dentist appointments) and the associated form’s which is available in Resources/Academic Year. The leave requests should be passed to the Head Teacher for approval in accordance with the school’s policy.  
Staff leaving the premises for any part of the day must sign out at the office and back in on their return. 
Any member of staff anticipating they will be late for the start of their normal day should contact the Head Teacher or Deputy Head in the first instance or the school office.
The LA provides guidelines concerning appropriate reasons and estimated length of absence, and whether it is granted with or without pay.  

Jury Service: from time to time, staff are called to jury service which they must serve; school will support those members of staff on full pay for the duration of the service.
Letters to Parents

Please remember: if you need to send a letter to parents/carers (e.g.: for school visits etc)-
· SLT always needs to see the final draft of the letter. 

· It will take time to be approved and typed so please ensure all letters are produced well in advance of key dates.
· Parents/carers need adequate notice of school visits (at least one week)
· If a packed lunch is required for school trips, the kitchen staff require 1 weeks’ notice of numbers and choice of food (please speak direct to the kitchen staff for advice).
Lost Property
Items of lost property should be stored in the laundry area if not collected by their owner.
At the end of the year and on Parental Consultation evenings, lost property will be displayed in the hall and parents/carers are encouraged to check for any missing items. Items not claimed will be disposed of.
Medicines in school

Staff do not administer medicine unless they have completed appropriate training. Pupils who take regular medication will have their medication securely stored in a lockable cabinet which is at various points throughout school (eg. In Key Stage areas). There is a record of those children requiring medication and it is given as prescribed, by the appropriate named member of staff. Hayley Gray are the designated Medical Officers for our school. All medication received in school needs to be processed by them. Pupils who are prescribed with inhalers must have their medication in school and with them to take as necessary. Medication should accompany the pupil on any educational visits and should be signed out appropriately. Medical conditions are recorded on the pupil’s personal contact record and in their care plan.  Particular attention needs to be given to those pupils who have a MIDAZOLAM prescription in the case of prolonged seizure activity.  All staff administering this medication need to be fully trained by the Community Nursing Team.  Those pupils who have Midazolam medication are on a list in each class.
Mobile Phones/Electronic Devices

Pupils are requested not to bring mobile telephones or any other electronic devices to school, this is for safeguarding purposes.  If a pupil does bring in a mobile etc then it should be handed in until the end of the day to the office, so that it can be placed in the school safe.  Under no circumstances should mobile phones be out and used in classrooms or at during break/lunch times.  Parent/carers wishing to contact their child should do so via the school office.  School cannot take responsibility for any loss or damage to an electronic devices or mobiles.  

Staff are expected to keep mobile phone use to a minimum in school (during break times). Staff should never use their mobile phone during lesson time.  Mobile phones should be kept locked away securely during the school day.  If there is an emergency, staff can ask permission to keep their mobile phones on, but otherwise phones should be stored away during lesson time.  This is to safeguard staff and pupils and minimise the potential for accusations being made or images taken.  See E-SAFETY section.
Money
Pupils should be discouraged from bringing large sums of money into school, with the except of lunch or cafe money.   If pupils choose to carry money and it is lost, then school cannot be held responsible.
Monitoring and Evaluation

Monitoring and evaluation taking many forms, this includes lesson observations, planning scrutiny, triangulation of data, pupil voice, internal moderation, teaching and learning walks, use of dojo and earwig and monitoring through case studies (from September 2024).
Notices and information

Notices concerning the teachers’ unions, local government unions, professional development courses, health and safety and general information are posted on the notice boards in the staffroom.  
Office

The school office is open Monday to Friday from 8.00am to 4.00pm (3.30 on Friday).
The school office telephone number is 0191 4203811 and has a voicemail messaging service for out of office hour messages.  Staff will respond to any messages as soon as feasibly possible.

The school office deals with recording staff attendance, dinner register and money, other financial transactions, ordering of goods and resources and other identified administration duties.

Parents/Carers

Many of our pupils are transported to and from school by taxi which reduces regular face to face contact with parents. However, staff are committed to working closely with all parents/carers to provide the best possible level of care and education for each child.  Tutors/class teachers and support staff are encouraged to contact home (phone call/letter/school diary) to keep parents informed of positive events as well as to share any issues and discuss academic progress.  Hayley Gray (Family Support) also makes regular contact with parents and attends meetings as well as SLT.   Staff should log contact with parents/carers on CPOMs.

Parental Consultation

Progress updates take place in the Autumn term.  Yearly reports and parent/carer consultations are completed and take place in the Summer Term.  Parents are requested to also attend annual reviews, so that they can discuss and be involved in their child’s EHCP.  
If a parent contacts school with an issue, please feedback to the SLT as it may require intervention.  If in doubt pass it on.

Photocopier
Photocopying of teaching materials should be kept to a minimum.  Only photocopy what is needed, try to reduce cost and minimise waste.
Planning
Planning is a vital element in our work and a structured approach to planning, assessment and recording achievement is essential, this is to ensure best outcomes for all our pupils (not just academic). Planning is monitored, to ensure that it meets the need of our pupils and provides challenge and sequential learning opportunities, evaluations are particularly important both as a record of achievement and as a basis for a child’s next steps. It is expected that all teachers and HLTA’s who are delivering lessons will have planned creatively taking account of the pupils’ current levels and will have differentiated their lesson according to the pupil need.  While there is not an expected format how this will take place – SLT may want to see evidence of how the lesson is planned and how medium-term plans may progress for different subject areas (TLR Holders).  It is expected that TLR holders will monitor the planning as well as SLT.    
Praise Assembly

Praise Assembly on Friday afternoons is an opportunity to celebrate the success of all our pupils.  Staff select pupils who have demonstrated progress academically, behaviourally or socially.  A pupil of the week certificate may also be given to the student who has impressed staff across the school. Praise assemblies at the end of each term also recognise 100% attendees, and various achievements throughout the term, such as demonstrated improved attitude, behaviour and academic achievement.
PUPIL/PARENT/CARER DETAILS

All details are kept in line with GDPR. Current contact and emergency details for each child are available from the office and they will be kept up to date via the SIMS system.  It is everyone’s responsibility to inform the admin staff of any alterations, particularly changes of telephone numbers, as soon as they become aware of the change. These can then be updated on school systems.  

Pupil Progress

Pupil progress is measured in numerous ways - this includes the ‘I can’ statements, formal accreditation, progress towards EHCP, photographic & recorded evidence, feedback from pupils/parents and other professionals.  Dryden uses Earwig to record progress and report to parents as well.  Increasingly, individual case studies reviewed termly are being used so a clear path of progress can be identified.
Radio
As a means of communication between classrooms and staff across school, each room has a radio which should be set to Channel 12, or as directed.  Radios must always be used professionally, and it is everyone’s responsibility to make sure that they have access to a radio wherever they are in school. Radios should be used sparingly to avoid interruption to learning sessions. Pupils should not be using staff radios.
Receiving and giving of gifts

Staff receiving gifts from students, parents, business partners may do so to the value of under £20.  Anything above this must be declared to the Business Manager.

Records
Confidential information is held on the office/admin computers and is accessed by SLT, the School Business Manager and the Administration Staff.  The school is registered under the Data Protection Act; student information should be constantly updated, and accuracy checked.  Staff must be aware of GDPR and the schools Data Protection Policy and security around maintaining confidential details such as dates of birth, addresses.  No paperwork with staff, student or other information relating to individuals should be left in any accessible school areas other than the admin and designated SLT offices.
All records are stored and maintained in line with GDPR and recommended retention periods.

Registers
The current regulations for pupil attendance include the accurate recording of attendance registers.  The register should be returned to the admin staff by 9.15am to enable telephone calls to be made for non-attendance.
Repairs
Any item in need of repair should be reported immediately to SLT /Site Manager or School Business Manager.  Building repairs take time to be processed: therefore, repair orders should be sent in as soon possible.  If a minor repair is required, please liaise with the Site Manager.
Risk Assessments

We have Risk Assessments for many different reasons in school – the overriding reason is to mitigate risk as far as possible for everyone and to keep staff and pupils safe. We have a range of risk assessments for:

· Individual pupils to support their behaviours and / or to ensure their safety or the safety of others because of past experiences or traumas they may have endured.  Individual behaviours may also be recorded on Positive Behaviour Support Plans and reflected on Pupil Portraits and Class Risk Assessments.  Occasionally a pupil with more extreme behaviours will have their own risk assessment if deemed necessary by SLT 
· Manual handling risk assessment

· Fire risk assessments - some staff and pupils may have a Personal Emergency Evacuation Plan (PEEP) these are formalised with staff for example those with a hearing impairment or mobility difficulties, for pupils with mobility difficulties their PEEP is put in place by physio therapist for school to follow and shared as any other risk assessment. We also have a generic PEEP for any visitors to school who have a disability and may need support.

· Stress risk assessments – some staff may have a stress risk assessment, this is written with the member of staff, HR and trade union rep where appropriate. These risk assessments are personal to the individual member of staff and will not be shared with others.

· Medical risk assessments – where necessary we may have a risk assessment for staff or pupils with specific medical needs.

· Educational visits are always supported via the Evolve system and no visits go ahead without this process being fully implemented.

· Whole school risk assessment – there is a general risk assessment but during exceptional circumstances such as Covid, there may be additional risk assessments.
Risk assessments are written by a range of individuals including parents/carers and staff, in conjunction with the Head Teacher and Deputy Head Teacher. Risk assessments are shared on a termly basis with all staff, any changes made midterm are shared immediately with all staff.

 It is essential that all staff follow risk assessments and if they are unsure of the content and need clarity it is the individual’s responsibility to speak to the Head Teacher or Deputy Head Teacher.
Safe Conduct – Confidentiality/Safe Touch
Dryden school confidentiality policy is based on Gateshead Council’s Policy and is discussed with the relevant subcommittee of the Governing Body (Finance, General Purpose and Staffing).  It is shared with staff and parents/carers are given the opportunity to see and comment on the policy.  Please refer to the confidentially policy.

· Physical contact and personal privacy 

Many jobs within the children’s workforce require physical contact with children as part of their role. There are also occasions when it is entirely appropriate for other adults to have some physical contact with the child or young person with whom they are working. However, it is crucial that in all circumstances, adults should only touch children in ways which are appropriate to their professional or agreed role and responsibilities.

Not all children and young people feel comfortable about physical contact, and adults should not make the assumption that it is acceptable practice to use touch as a means of communication. Permission should be sought from a child or young person before physical contact is made. Where the child is very young, there should be a discussion with the parent or carer about what physical contact is acceptable and/or necessary.

When physical contact is made with a child this should be in response to their needs at the time, of limited duration and appropriate to their age, stage of development, gender, ethnicity and background. It is not possible to be specific about the appropriateness of each physical contact, since an action that is appropriate with one child in one set of circumstances may be inappropriate in another, or with a different child. Adults, nevertheless, should always use their professional judgment, observe and take note of the child's reaction or feelings and – so far as is possible - use a level of contact and/or form of communication which is acceptable to the child for the minimum time necessary.

Physical contact which occurs regularly (such as a reassuring hand on a shoulder) with an individual child or young person may occasionally be appropriate and part of a therapeutic intervention or there be an agreed need for such ongoing intervention (eg in PMLD classes). This would then be part of an agreed plan or within the parameters of established, agreed and legal professional protocols on physical contact e.g. sport activities or medical procedures or sensory interventions.  Any such arrangements should be understood and agreed by all concerned, justified in terms of the child's needs, consistently applied and open to scrutiny.

Physical contact should never be secretive.

This means that staff should:

· be aware that even well-intentioned physical contact may be misconstrued by the child, an observer or by anyone to whom this action is described

· never touch a child in a way which may be considered indecent

· always be prepared to report and explain actions and accept that all physical contact be open to scrutiny

· not indulge in ‘horseplay’

· always encourage children, where possible, to undertake self-care tasks independently

· work within Health and Safety regulations

· be aware of cultural or religious views about touching and always be sensitive to issues of gender

· understand that physical contact in some circumstances can be easily misinterpreted

Staff Conduct/Safeguarding Staff

Personal Conduct

Staff must at all times uphold to the highest professional and personal standards as a representative of Dryden School.

Staff must uphold to the professional standards according to their role (Teacher Professional Standards and Teaching Assistant Professional Standards.

All staff must behave in a way whereby they are a role model to students.
Staff must consider their behaviour outside school and always uphold the highest standards in public and online; staff should consider whether any behaviours may be interpreted as being unsuitable for them to be working with children.
Staff must disclose if they have been arrested or are the subject of an investigation by police or social services.

Staff must behave professionally at all times including in any social media staff chat groups 

Staff must follow all policies relating to Dryden School agreed by SLT and Governors eg. Safeguarding, Confidentiality, Behaviour Policy, including the staff handbook and code of conduct.

Safeguarding Children:

It is essential all staff have read and are clear about the latest edition of Keeping Children Safe in Education (Updated 2024)

It is essential all staff have attended at least the annual safeguarding training (or the version online on the Clennell website/National College)

It is essential all staff know who the Designated Safeguarding lead is and who the 2 deputies are (Elizabeth Johnson – DSL, Claire Lapworth and Hayley Gray Deputies)

It is essential all staff report any concerns about a child to the DSL immediately.
Safeguarding definition and duty:

· providing help and support to meet the needs of children as soon as problems emerge

· protecting children from maltreatment whether within or outside home, including online

· preventing the impairment of children’s mental and physical development

· ensuring children grow up in circumstances consistent with the provision of safe and effective care

Harm can be defined as abuse and neglect and also exploitation (which may occur outside the home).  Staff should be aware of signs of potential abuse; physical, emotional, sexual, neglect and exploitation eg. Online, gangs, sexploitation, county lines, knife crime, etc

Staff should be aware of vulnerabilities (especially of our students) and be curious in finding out about changes in appearance, behaviour and presentation of our students who often find it difficult to communicate.

Staff should refer to the latest KCSIE 2024 and the safeguarding policy for much greater detail – any concerns, however small should be passed to DSL 
Safeguarding Staff 
Staff should follow the policy on the use of physical restraint and their Team Teach training and only use physical restraint as a last resort and only where it is absolutely necessary to keep the child, member of staff or other children safe, or prevent extensive property damage.  Even then only minimum force necessary and for the minimum amount of time.  

Where practical, staff should avoid being isolated when working one to one with students.  Shared areas should be used where practical.  When classrooms are used, please leave doors open.

Staff must not contact pupils directly by phone or text message. 

Staff should not use their personal phones to take photographs of students.  They should use a school class mobile, camera/tablet or iPad.  Photographs taken should not be stored on personal computers. 

Staff must not carry mobile phones on their person at any time during school hours (unless agreed with SLT for pre-agreed situations). All mobiles must be locked away and ensure access is only done so at break/lunchtime in the staff room or where there are no pupils present.

Staff should not communicate with pupils/parents or carers personally via social networking sites such as Facebook, Instagram or Twitter with the exception the dojo app or uploaded to the school Facebook site and then only by Hayley Gray.
When using personal social networking sites, staff must not post pictures of pupils or disclose their location of work in this instance Dryden School.
At all times, staff must ensure they maintain a professional distance and not open themselves to situations which could be regarded as being too familiar with students (see below section sexual contact with young people).
SCHOOL RULES 
Class rules should be developed as a whole class at the start of the academic year and should support the school core values which are encapsulated by the Dryden prayer and incorporate values of being kind; honest; respectful; caring and always try their best.
Rules and values are re-visited regularly through class tutor times and reward assemblies.
Security
Access to school is through a buzzer system and then a fob entry through the second door for added security – all visitors will be asked to sign in and ear either a visitor badge or supply badge while on site.  a side gate, where a buzzer system is in operation.  Staff are issued a numerical code to access the front door which is periodically changed.  All visitors must be asked to sign the Visitors Book.  Visitors must be supervised on site at all times.  

Pupils are not allowed into school before the start of sessions unless they are supervised by a member of staff.

Challenging Strangers

1.
If staff see someone who does not have a badge showing and they know it is not a member of staff who has forgotten a badge, they should challenge that person if it is safe to do so. The person should be escorted to reception to follow the correct visiting procedures and reception staff will establish the reason for their visit.

2.
If staff do not feel comfortable challenging an unknown person around school they should make a member of senior staff immediately aware. 

Sexual Contact with young people

All adults should clearly understand the need to maintain appropriate boundaries in their contacts with children and young people. Intimate or sexual relationships between children/young people and the adults who work with them will be regarded as a grave breach of trust. Allowing or encouraging a relationship to develop in a way which might lead to a sexual relationship is also unacceptable and can result in a criminal investigation.

Any sexual activity between an adult and the child or young person with whom they work may be regarded as a criminal offence and will always be a matter for disciplinary action.

Children and young people are protected by specific legal provisions regardless of whether the child or young person consents or not. The sexual activity referred to does not just involve physical contact including penetrative and non-penetrative acts. It may also include non-contact activities, such as causing children to engage in or watch sexual activity or the production of pornographic material. 'Working Together to Safeguard Children'18, defines sexual abuse as “forcing or enticing a child or young person to take part in sexual activities, whether or not the child is aware of what is

This means that staff should not:

· have sexual relationships with children and young people

· have any form of communication with a child or young person which could be interpreted as sexually suggestive or provocative i.e. verbal comments, letters, notes, electronic mail (personal/school), phone calls, texts, social media contact and physical contact

· make sexual remarks to, or about, a child/young person

· discuss their own sexual relationships with or in the presence of children or young people

This means that adults should:

· ensure that their relationships with children and young people clearly take place within the boundaries of a respectful professional relationship take care that their language or conduct does not give rise to comment

Site Manager
The Site Manager is Mr Kevin Walker; there is also another site manager Ellie Martin who are responsible for overseeing the maintenance and good order of the buildings and premises.  Kevin also liaises with our cleaning contractors.  He is also responsible for liaising with contractors, health and safety and fire safety procedures and is supported in this by the Head teacher, School Business Manager and SLT.  See also REPAIRS section.

Smoking/Vaping
The governors of the school have adopted the non-smoking policy of Gateshead LA therefore the building and all the school grounds are a no smoking or vaping area. Visitors and staff are reminded of this on a regular basis, and it forms part of the induction procedure.
Social Networking

Communication between children and adults, by whatever method, should take place within clear and explicit professional boundaries. This includes the wider use of technology such as mobile phones text messaging, e-mails, digital cameras, videos, webcams, websites and blogs. Adults should not share any personal information with a child or young person. They should not request, or respond to, any personal information from the child/young person, other than that which might be appropriate as part of their professional role. Adults should ensure that all communications are transparent and open to scrutiny.  Staff who have safeguarding concerns should pass this on to the DSL/Deputy DSL immediately.

Adults should also be circumspect in their communications with children so as to avoid any possible misinterpretation of their motives or any behaviour which could be construed as grooming. They should not give their personal contact details to children and young people including e-mail, home or mobile telephone numbers.  E-mail or text communications between an adult and a child young person outside agreed protocols may lead to disciplinary and/or criminal investigations. This also includes communications through internet-based web sites.

Internal e-mail systems should only be used in accordance with school policy.

This means that staff should:

· not give their personal contact details to children or young people, including their mobile telephone number and details of any blogs or personal websites.

· only make contact with children for professional reasons e.g. safeguarding concern of a missing child.

· recognise that text messaging is rarely an appropriate response to a child in a crisis situation or at risk of harm. It should only be used as a last resort when other forms of communication are not possible.  Always report any safeguarding concerns to the DSL/Deputy DSL.

· not use internet or web-based communication channels to send personal messages to a child/young person

· ensure that if a social networking site is used, details are not shared with children and young people and privacy settings are set at maximum

Staff Badge (Safeguarding)

All staff should wear their staff ID badge ensuring it is always clearly visible unless they are working in an environment where students may grab, pull it or it compromises physical activities with students.
Staff who lose their ID badge should make the Business Manager aware as soon as possible, obtain a temporary badge and exchange it when a replacement badge is received.

Staff should not walk around school without a badge. 

Staff Personal Information
Staff details are kept in the admin office and on-line on the Council’s HR system and SIMS. If you change any details, name, address, telephone number or bank details you need to complete a form from the admin office and provide the relevant ID to support this.  

Once new details are completed, they will then be forwarded to HR at the Civic Centre to update the electronic database and school staff will update SIMS.  

All staff will receive and must sign a contract of employment from HR to confirm their acceptance of their job/post. 

Staff Room
There is a staff room where staff can take their lunch and break times.  
It is important to keep this room tidy and to take responsibility to wash and clear your own dishes, cups etc away before the end of each break.  The staff room culture needs to be a safe place and must be kept as positive as possible for staff well-being to be supported.
Staff meetings
There is currently a training night on Monday and occasional teacher meetings throughout the year.  There is an expectation that staff attend twilight evenings as part of their directed time.  Teacher (and staff) workload is taken extremely seriously by SLT and additional meetings are kept to a minimum. In prior agreement with SLT, it is possible for teachers to take PPA at home.
Stock
Please consult with the admin team, if you require any stock.  It maybe necessary to send out a whole staff email to request from staff if they have any surplus stock, this is to avoid overspend and minimise stock wastage 

Pupils are not allowed in the stockrooms without a teacher present.
Supervision
Whilst at school, or on a visit organised by school, teachers and support staff have a professional responsibility to ensure the safety of the pupils.  Unsupervised pupils remain the responsibility of their teacher/support staff.  Therefore, teachers/support staff are obliged to assess any risk to pupils in their care.   If an emergency occurs, first assess the situation and make relevant calls to the appropriate emergency services.  Then phone school and give details of the emergency.  If an accident occurs when children are left unattended, the teacher/support staff can be held responsible in any claim of negligence.

Swimming
Supervision and Safety: The staff at the pool are responsible for the general supervision of the pupils to the pool and during changing.  The swimming teacher is responsible for the delivery of the instruction and safety of the children in the pool and other school staff present must ensure appropriate behaviour by the children.  The use of the Hydro Pool needs to be accompanied by suitably trained adults and an approved class risk assessment needs to be completed before use.
Teaching Standards

Part One: Teaching 

A teacher must: 

1. Set high expectations which inspire, motivate and challenge pupils

· establish a safe and stimulating environment for pupils, rooted in mutual respect 

· set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions 

· demonstrate consistently the positive attitudes, values and behaviour which are expected of pupils. 

2. Promote good progress and outcomes by pupils 

· be accountable for pupils’ attainment, progress and outcomes 

· be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on these 

· guide pupils to reflect on the progress they have made and their emerging needs 

· demonstrate knowledge and understanding of how pupils learn and how this impacts on teaching 

· encourage pupils to take a responsible and conscientious attitude to their own work and study.

3. Demonstrate good subject and curriculum knowledge 
· have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain pupils’ interest in the subject, and address misunderstandings 

· demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship 

· demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist subject 

· if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics if teaching early mathematics; demonstrate a clear understanding of appropriate teaching strategies. 

4. Plan and teach well-structured lessons 

· impart knowledge and develop understanding through effective use of lesson time 

· promote a love of learning and children’s intellectual curiosity 

· set homework and plan other out-of-class activities to consolidate and extend the knowledge and understanding pupils have acquired 

· reflect systematically on the effectiveness of lessons and approaches to teaching 

· contribute to the design and provision of an engaging curriculum within the relevant subject area(s). 

5. Adapt teaching to respond to the strengths and needs of all pupils 
· know when and how to differentiate appropriately, using approaches which enable pupils to be taught effectively 

· have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, and how best to overcome these 

· demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support pupils’ education at different stages of development 

· have a clear understanding of the needs of all pupils, including those with special educational needs; those of high ability; those with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support them. 
6. Make accurate and productive use of assessment 
· know and understand how to assess the relevant subject and curriculum areas, including statutory assessment requirements 

· make use of formative and summative assessment to secure pupils’ progress 

· use relevant data to monitor progress, set targets, and plan subsequent lessons 

· give pupils regular feedback, both orally and through accurate marking, and encourage pupils to respond to the feedback. 

7. Manage behaviour effectively to ensure a good and safe learning environment

· have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and around the school, in accordance with the school’s behaviour policy 

· have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly 

·  manage classes effectively, using approaches which are appropriate to pupils’ needs in order to involve and motivate them 

· maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.

8. Fulfil wider professional responsibilities 

· make a positive contribution to the wider life and ethos of the school 

· develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support 

· deploy support staff effectively 

· take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues 

· communicate effectively with parents with regard to pupils’ achievements and well-being. 

Part Two: Personal and professional conduct 
A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career. 

· Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by: 

· treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position 

· having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions 

· showing tolerance of and respect for the rights of others 

· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs 

· ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law. 

· Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach and maintain high standards in their own attendance and punctuality. 

· Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities. 

Team Teach Strategies
On occasion, due to the special education needs of our pupils, it may be necessary to use positive handling strategies to ensure the safety of the children and staff.  At Dryden School, a significant majority of staff are trained in Team Teach which is a programme of verbal and physical intervention designed to de-escalate challenging behaviour.  95% of Team Teach is verbal de-escalation.  However, on the remaining occasions it may be necessary to physically intervene using one or more of the restraint techniques.  It is important to note that staff should only take hold physically as a last resort and if they are able to do so safely without putting themselves at risk.  Staff who are injured, pregnant or not yet trained should not intervene physically but radio for support as soon as possible.  They can take the role of observer until other staff arrive. 
Toilets
All pupils should be monitored when going to the toilet – while we encourage independence for those pupils who do not require assistance with personal hygiene, staff may need to be on hand for assistance required and to make sure they know where that pupil is.  Pupils should be encouraged to go to the toilet during break and lunchtime.
Training

Staff will have continuous professional development throughout their time at Dryden.  Some staff will access courses that are relevant to their professional development or needs of the pupils they are working with. Some training will be informal and be peer to peer training, or through visitors in school.  There is an expectation that staff will cascade training back to colleagues in school, once they have attended a training course. See training schedule produced every half term. 
Uniform 
Uniform any be purchased directly from our school uniform provider – see school website for details.

Pupils should wear school uniform at Dryden School.
This comprises of black trousers/skirts, a white polo shirt and school jumper.  However, some pupils may have additional sensory needs which need to be taken into account.
Black shoes should also be worn, with no logo although it is recognised some pupils again, may have particular needs when considering footwear and other items of uniform.
Knee length black/grey shorts (adverse weather – extreme heat)
School PE kit

6th form can wear their own clothes in their preparation for adulthood.
No jewellery is permitted, except for one set of plain stud earrings and a plain watch. School takes no responsibility for any damage or loss of jewellery.
Use of the Internet

The governors and senior management of Dryden School recognise that staff may need to use the internet for personal use at some point. While this is not forbidden, it should be limited to breaks or at the start or end of day and should be restricted to reasonable periods of time and kept to a minimum. Regular audits of internet use are carried out by the school and the local authority, and any infringements may result in disciplinary proceedings.  
Website
The website is updated regularly, we encourage staff to uploaded what they have been doing with their classes.  

Pupil photographs should not be displayed on the school website or any other form of social media, unless we have permission in writing.

If in doubt – ask!

Wellbeing

Staff have access to a full health and wellness package – see SLT/Business Manager for details.  This is confidential.

Staff can also access occupational health support and early GP appointments as well as financial and other wellbeing packages – staff are warmly encouraged to use the wellbeing packages as well as other Local Authority partner discounts and cycle to work packages for example.
If you have any further questions as to school systems or strategies, please seek advice from a member of the Senior Leadership Team who will be able to support you and guide you as to where relevant information, policies or procedures can be sourced.
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