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ETHOS OF THE MCLEOD CENTRE FOR LEARNING 
At The McLeod Centre for Learning we aim to meet the needs of children with specific learning difficulties in a secure, safe and nurturing environment.  Each child follows a structured programme that has been created specifically for them, based on their learning and emotional needs. Children learn through self-discovery using multi-sensory methods. The pace of learning is set by each child with frequent consolidation opportunities.

The McLeod Centre for Learning works closely with parents and teachers to foster an academic and emotionally happy child both during their time at the Centre and in the future.  The atmosphere is relaxed yet highly imaginative.  It is our duty to meet the educational and pastoral needs of the pupils, taking into account their varying difficulties.  Within each child, we seek to discern ability and talent and provide opportunities for its unhindered development.  Our aim is to achieve outstanding results whilst taking into account each child’s disabilities whilst never letting the drive for success lead to over-intensity or a set of value judgements only based on a pupil’s academic level.  Pupils should learn to feel happy with themselves, happy with each other and happy with the staff and we are delighted that many feel a strong attachment to the Centre after they leave. 

SECTION 1: Information for Staff

1.1 Introduction
This handbook is designed to give a detailed set of procedures which will enable all staff to deal with situations in a consistent manner.  While situations will occur during a day that are entirely out of the ordinary and may require to be dealt with reactively, the majority of situations should be dealt with in a standard fashion.  Staff are not expected to memorise the contents of this handbook, although they should understand the content of some of the policies, such as the Child Protection and Safeguarding Policy.  The handbook should be used as a reference to identify how the centre expect staff to interact with pupils, parents and each other.  If a member of staff feels that a policy or set of instructions is in need of review, or has a suggestion for an addition to the handbook, they should discuss the matter with the Head.  In general, academic policies should be discussed with the Headm.  All policies are dated to identify when a policy was last reviewed and when it is next due for review.

1.2 Centre Day

Pupils may arrive at centre from 8.50am and are expected to go home by 12.00pm unless they are staying late for a pre-arranged reason.  Pupils are not allowed on site without supervision.  At least one member of the teaching staff is always present on duty in order to supervise pupils whenever they are in centre outside normal centre hours.  All members of the teaching staff are expected to take their share of break and lunchtime supervisory duties. A no smoking policy operates.
The main duty times are :

· Early morning duty (8.45am – 8.50am)

· First break duty (9.50am – 10.00am)
· Snack-time duty (10.50am-10.55am)
· After-lesson duty (12.00pm-pick up)

Arrangements are made to ensure pupils are supervised during play and concert rehearsals, or other events that bring small groups into centre out of hours.  Members of the Games Department supervise pupils on both home and away matches.

1.2.1 Daily Timetable

8:50am

Doors Open
8:50am

Independent learning
9:00am

Lesson 1
9.50am

First break
9.55am

Lesson 2
10.50pm

Second break
10.55am

Lesson 3
12:00pm

End of Lessons
1.2.2 Registration

Registration of pupils' attendance and absence is performed by the Administration staff on arrival.  Registers are kept in the Centre Office. Pupils arriving on time and late must report to the Centre Office before attending classes.

1.2.3 Religious Ethos

The McLeod Centre for Learning’s religious profile is not expressed in dogmatic terms and it is very much within the spirit of the centre that pupils of all denominations and religions are warmly welcomed.  Under no circumstances would religious affiliation be a deciding factor in achieving entry into the centre. No Religious Studies classes are taught but major religious festivals are recognised throughout the year.  
1.2.4 Snacks
Pupils bring packed snacks.  These are eaten under supervision in classrooms with Administration Staff. Teachers are welcome to attend and they provide an excellent opportunity for staff to get to know their pupils outside the learning environment. 

1.3 Centre Structure

1.3.1 Staff List

Head 
Mrs Amanda McLeod BA, PGCE, Dip (SpLD), AMBDA, Safeguarding Children, Level 1
Teachers
Miss Valentina Cortaino

Dr Simon Horbury BSc (Agr), PhD, MSB Biol, PGTC, Safeguarding Children, Level 1
Miss Christine Kelly, Event Management Degree, OCR Level 5 Certificate, Safeguarding Children, Level 1
Mrs Gill Salamons Hornsby Diploma SpLd, Safeguarding Children, Level 1
Miss Alex Stacey Post Graduate Certificate SEND, Safeguarding Children, Level 3
Mrs Louise Ward BSc, AMRICS, OCR Level 5 Certificate, Safeguarding Children, Level 1
Miss Mel Wotherspoon BA, SENDCO, Safeguarding Children, Level 1
Office
Mr Jonathan Berry FSA, Safeguarding Children, Level 1
The Centre Accountant
Tax Assist, 300 Vauxhall Bridge Road, London SW1V 1AA
1.3.2 Class Structure

Pupils are taught on an individual basis or in small groups (no larger than 3) depending on their emotional and academic needs. 
Pupils are taught to touch-type in groups of no larger than 6 students (depending on emotional and academic needs). A class ratio of 1 teacher to 6 pupils is maintained.
1.4 Centre Map
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1.5 Job Descriptions

1.5.1 The Head

The Head is responsible for:

· The safety and well being of the pupils.
· Their academic education.
· Providing appropriate opportunities for the enhancement of their talents.
· The ethos of the centre.
· Inspiring and providing full opportunity for the development of the spiritual, creative, athletic life of the centre.
· The buildings and their upkeep.
· The selection of staff and their well being; providing them with suitable guidance and direction.

· The discipline of the pupils.
· The satisfaction of educational requirements and legal requirements.
· The providing of suitable equipment and resources and their maintenance.

· Projecting a vision of the centre's aims and for forward planning.
· Projecting the centre's standards and ethos to others and for attracting pupils to the centre in the face of competition.
· Budgeting and keeping to budgets.
· The ultimate financial security of the centre.
· Acts as Fire Safety Officer
The Head seeks to:

· Have a thorough knowledge of the emotional needs and academic abilities of the pupils by teaching some lessons herself, conducting and overseeing assessments and writing reports.

· Be readily available to staff and pupils by virtue of an open door policy in the office (when a meeting is not in progress).

· Be readily available to parents either by providing meetings at short notice or by telephone.

· Interview personally all prospective parents.
1.5.2 The Administrative Staff
The Administrative Staff works closely with the Head as Deputy Head, Registrar, Book-keepter and Personal Assistant; and has special responsibility for:

· Seeing that the timetable operates smoothly.

· Good discipline of pupils; movement within the building, particularly at the beginning and end of days and during break times.

· The management and overseeing of break times.

· Organising cover for absent staff.

· He is the First Aid Officer.

· He has a major role in the management of centre events.

· Management of the centre calendar, in liaison with the Head.

· Management of the use of space and storage within the building, in liaison with the Head.

· Management of medical and special circumstances data on pupils.

· Circulating daily lessons write-ups to other teachers involved with that pupil. 

· Communicating with parents on any relevant issues, ranging from lost items, small daily concerns to more serious issues, in liaison with the Head.

· Liaising with Teachers and other members of staff about pastoral issues affecting pupils.
· Liaising with parents, staff and pupils.
· Providing a channel of communication with staff over their pastoral concerns.

· Assisting with the management of centre events and playing a major ‘hosting’ role at them.

· Assisting with the editing of end of term reports.
· Establishing good relations with feeder centres.

· Following up enquiries by parents of potential pupils.

· Arranging appointments for parents of prospective pupils and welcoming visitors to the Centre.

· Arranging appointments for visitors to meet the Head and welcoming them to the Centre.

· Dealing with general enquiries and problems which arise.

· Assisting with public relations.
· Maintaining the financial records.

· Answering the telephone.  Providing information for parents.  Passing on messages.

· Typing letters.  Filing.

· Ordering of textbooks and stationery.  Supplying stationery to pupils and staff.

· Assisting with management and organisation of the office.

· Petty cash
· Overseeing the process of DBS and suitability checks for staff appointments.
· The security of the centre buildings

· The arrival and departure of pupils on the doorstep.  
· Parking problems

· Ensuring good relations with neighbours

· Going to the Bank and the Post Office

· Circulating messages around the centre

· Returning lost property to pupils

· Assisting with Fire Evacuation procedures

1.5.3 The Teachers

The Teachers are responsible for:

· The safety and well being of the pupils.

· Their academic education.

· Providing appropriate opportunities for the enhancement of their talents.

· Maintaining the ethos of the centre.

· Inspiring and providing full opportunity for the development of the spiritual, creative, athletic life of the centre.

· Maintaining the same standard of the classrooms upon exit as found on entry.

· The discipline of the pupils.

· Their CPD requirements.

Teachers should get to know the pupils in their class and, where possible, their parents.  They should make the children feel welcome, known and wanted, and try to gain some knowledge of the children's backgrounds.  This can be obtained often by discussion with other Teachers, the Head or the Administrative Staff.

They are responsible for displays of work and management of facilities in the rooms they have worked in.  They should ensure that pupils keep desks tidy.

In End of Term Reports, Teachers should show that they really know the pupils they teach and they should try and refer to some of the activities undertaken by the pupils.  Some The McLeod Centre for Learning families establish splendid rapport with staff.  It is always important, however, that children whose parents we seldom see, do not feel that they receive less attention.
1.5.3.1 Duties

Pupils are supervised throughout the day at The McLeod Centre for Learning, including the time before centre begins and during the two morning break times.  

These duties are carried out by the Administration Staff, the Head and assisted by members of staff 

1.5.4 The Centre Accountant
Martin Thomas, of Tax Assist, Vauxhall Bridge Road, London.
· Advising on budget.

· Liaising with, firstly, the Administrative Staff and, secondly, the Head on expenditure and salaries and for dealing with bill payments.

· Providing budget forecasts and final annual accounts; making arrangements for the annual audit.

· Advising staff on salaries and meeting with parents who have a problem with paying fees.

1.5.5 Management Structure

The Senior Management Team (SMT) consists of the following: The Head and The Administrative Staff who meet daily unless the Head is away when daily telephone contact is made. 

1.6 Resources
The McLeod Centre for Learning has many resources suited to the dyslexic, dyspraxic, dyscalculic (and other SEN) learners plus those with weaker working memories and slow speed of processing.
Cupboards are clearly labelled with what resources they contain. Teachers are encouraged to spend time looking through the cupboards and refreshing their memories at regular intervals.

7+, 8+, 11+, 13+, GCSE, AS and A Level resources are also available for English, maths, Science, Latin, Greek and RS. 

Should a specific resource be needed, teachers should approach the Head who will purchase said resource if felt it would be of benefit to the pupil concerned.
1.6.1 Books
Books should be collected from the centre's office, unless there is a special reason for doing otherwise.  

Staff are responsible for seeing that books are treated with respect during lessons. 

Staff should not charge pupils or parents directly for any loss of books, or breakage of equipment, but should inform the office. Staff are responsible for informing the office of loss or breakage as soon as known to allow the office to replace quickly.  

1.6.2 Desks and Pegs
Pupils keep all books in their bags which are taken home daily. Text books are kept in the resource cupboards. Snack boxes are stored in snack cupboard.  

Pupils need constant encouragement to keep their bags and folders tidy and orderly, and regular inspections by Teachers are strongly recommended.  

1.6.3 The Office 

The office is such a busy place that it is helpful if staff avoid unnecessary use of it.
Pupils' files are located in the Office and are easily accessible without disturbing the Administrative Staff.  These are available to members of the Senior Management Team and to other staff on request.

1.7 Finance
It is the Centre’s policy to operate a ‘no compulsory extras’ fee.  This means that all books, stationery and centre trips are included in the fees.  

The fees are set by the Head in consultation with the Administrative Staff.  The aim is to keep increases as reasonable as possible, bearing in mind the high expectations of parents (particularly in terms of teacher-pupil ratio) and the mortgage on the Centre, the cost of maintaining the building and employment of Specialist Teachers.

1.7.1 Fees 

The Head, the Administrative Staff and the Bursar set budgets and financial predictions for all areas of expenditure.  The Head’s policy is to ensure that all departments are well stocked with resources.

1.7.2 Salaries 

We aim for staff salaries to be in line with Specialist Teachers working in a school environment. Salaries are paid in arrears into their bank accounts.  

1.7.3 Bursaries 

The centre considers all applications for financial assistance with fees, on their own merits. Funds are not available for bursaries as yet. 
1.7.4 Other Financial Matters 

No member of staff should take direct payment from a parent, except in the case of privately arranged tuition (through the Administrative Office).  In such cases the member of staff must meet their tax liability.  
For details of salary, taxation and other financial matters, staff should speak to the Administrative Office and Head; and then the Accountant.
1.8 Professional Expectations

1.8.1 Communication

Communication is central to the art of teaching and to management success and the smooth running of the centre.  Staff are required to communicate with pupils not only in a strictly educational context for which they are trained and in which they are experienced, but also as a matter of establishing good relations within the community of the centre.  

Staff should establish conversational rapport beyond the classroom. It can be helpful to know something about a child's background.  They should not jump to false conclusions about children's home life, there is an enormous variety of home experiences within the centre and children who seem privileged may actually endure difficult lives at home.  

1.8.2 Advice to Staff Regarding Communication with Parents
Do not let your opinion of a child's parents colour your treatment of a child. Good communication with parents is a major aspect of the job and it is easy to have preconceived views of parents.  Although some parents are frequently present at the centre, some make infrequent visits, in which case their one window on the centre may be the very moment when you are speaking to them. Be cheerful and welcoming, couching your comments on their child in a positive light.  They are committing their child to our care so that we can help their son.  We should not start by complaining about a child's weaknesses, but rather show what we are doing to develop their strengths.  

Be wary of making promises which cannot be kept (such as 'he will get over his difficulties) as such comments can easily be quoted back to us later.  On the other hand, show parents that there are challenges and possibilities ahead.  Sometimes parents are under misapprehensions about aspects of the centre and a simple piece of corrective information can allay concerns.  Sometimes parents think we can work miracles and a little bit of realism (hopefully tinged with humour) can correct excessive expectations.  

Staff are welcome to accept invitations from parents but they should always be wary this does not lead to them being seen as giving favoured treatment.  It is essential that while a member of staff is relatively informal and friendly, they are never unprofessional.  

Nothing quotable that is detrimental to staff, to particular pupils or to other parents should be said to a parent as it can easily be repeated (sometimes unwittingly) by one parent to another.  No parent (client) is likely to accept a member of staff discussing their child (or them) with another parent.  Occasionally a tightrope has to be walked.  Where there are social relations between a member of staff and parents of ex-pupils the same safeguards apply.

1.8.3 Homework

Each pupil has a homework timetable that his or her parent has been shown. Teachers should ensure this homework is done at the start of their lesson.  Teachers should inform the Administrative Staff and the Head if homework is not done on a regular basis. Teachers should use the Communication Book to help parents understand how homework should be done if not immediately obvious.
1.8.4 Communication with Parents
Each pupil has a Communication book to ensure a proper channel of communication between parents and staff.  Staff should not write notes of a confidential or negative nature in these books without liaising with the Administrative Staff and Head first.
1.8.5 Communication with other Staff and the Wider Community
Good communication with other members of staff, the local community and other centres/schools with which we have dealings etc., is also important.  To those beyond the centre, you are The McLeod Centre for Learning and their opinion of the centre will largely be based on their opinion of you.  Good relations and a positive projection of The McLeod Centre for Learning are major ingredients in the drive to increase admissions.

1.8.6 Communicating with Management 

Please remember that all members of the Management Team have to deal with a large number of small situations during the course of the day.  Because of the immediacy of our availability to parents and pupils (one of the aspects which makes people choose the centre) it is requested that staff choose the right moment to see the Head or Administrative Staff.  If it concerns a matter with immediate consequences or that requires urgent intervention, the Head and Administrative Staff would like to be told at the first available moment.  If, however, a member of staff wishes for a discussion on some aspect of their job or suggestion for some improvement etc. they should choose an off-peak time (usually after centre) and this can usually be arranged at short notice.  The Head will nearly always be available on the same day to see staff, where necessary.
1.8.7 Initiatives

Initiatives, small or large, are welcomed and the creative input of its staff is a sign of a healthy centre.  Staff should choose the right moment to discuss a new initiative, as it is not always possible to give full consideration to such ideas in the midst of pressing administrative tasks.  

The Head is usually available after centre for discussion of wider-ranging issues. 

Staff should be careful not to make promises to pupils before it is certain they can be kept, or to suggest initiatives that raise their hopes when they have not been thought through properly and discussed with the Headmaster.  However, this is not intended to deter staff from suggesting initiatives.

1.8.8 Diary and Forward Planning

The Administrative Staff circulate The McLeod Centre for Learning Calendar at the end of each academic year before the Summer Holidays.  Reminders are sent to parents and staff before the beginning of term. 

Forward planning is vital in a community the size of The McLeod Centre for Learning in order to minimise inconvenience to others, by giving maximum notice of outside events, trips, unusual timetable requirements, etc.

1.8.9 Events

Pupils and parents should not receive advertisements for or details about events until they have been formally discussed with the Administrative Staff and Head.  Staff should be careful not to promise events or hint at an event, which might not subsequently take place as broken promises or major alterations of plan weaken people's trust in the centre. (See Trips).

1.8.10 In-service training

Informal CPD in the form of staff discussions and formal INSETs are held on a regular basis. Staff are expected to undertake their own CPD for professional registration themselves. All staff are expected to hold current practising certificates.

1.8.11 Storage

Staff should look upon storage at The McLeod Centre for Learning as they would storage of items on board ship. It is important, with limited space available, that items are kept in designated places. Cupboards are clearly labelled for ease of access.
1.8.12 Staff Meetings

Informal staff meetings are held at the end of each day.  Lesson write-ups are circulated to all staff by the Administrative Staff.
1.8.13 Confidentiality

Other than each child’s record files, the contents of pupils' files are confidential.  They are kept in the centre office and members of staff should ask the Head or Administrative Staff if they wish to consult them.  Important information will be given to staff as necessary. There is a file of confidential medical information, a copy of which is kept in the office.  Many items which are discussed in staff meetings are of a confidential nature and staff should use their own judgement to ensure that they do not reveal anything to anyone which would hinder the smooth running of the centre.  See section on Data Protection.

1.8.14 Photocopying

Staff should acquaint themselves with copyright law relating to the copying of extracts from books, music etc.  Details are on display above the photocopier.  Pupils should not use the photocopier. Staff should not use the photocopies for personal use.
1.8.14.1 Copyright
Staff should be aware of copyright laws (on display above the photocopier).  The photocopying of excerpts of books for studying purposes does not usually infringe copyright law, but the wholesale photocopying of items can infringe the law (particularly in the case of music).  In cases of doubt, please ask the Administrative Office.
1.8.15 Dress Code - Pupils
Whilst there is no uniform at The McLeod Centre for Learning, pupils are expected to be well presented at all times.  

1.8.15.1 Dress Code - Staff 

Members of staff are also required to be smart at all times and should not be less formally dressed than the pupils.  Jeans and casual footwear are inappropriate.  

1.8.16 Audio-visual material
When shown for educational purposes the content of DVD media should be of high quality and be suitable for the age of the audience. Even seemingly innocuous clips from films rated above the ages of the pupils should not be shown. Teachers should be aware that some pupils are very sensitive to scenes which might be shown in educational videos of the correct rating. For example, surgical procedures, shown in science videos for 11-14 year olds, may cause fainting and pupils should be warned to look away if they experience queasiness.

When shown for leisure/recreational purposes during break and lunch, the rating is again of paramount importance. Adventure films are particularly suitable and some animated films are acceptable.  However, The Simpsons is not felt to be acceptable. Teachers should carefully check the rating of any videos brought to centre by pupils. 

Ratings should be closely adhered to and definitions below are provided by the British Board of Film Classification, the independent regulator of the film and video industry in the UK.

	Rating
	Definition
	Applicability to The McLeod Centre for Learning

	U
	It is impossible to predict what might upset any particular child. But a ‘U’ film should be suitable for audiences aged four years and over. 
	Suitable for all pupils at The McLeod Centre for Learning

	Uc
	Videos classified 'Uc' are particularly suitable for pre-centre children.


	

	PG
	Parental Guidance - General viewing, but some scenes may be unsuitable for young children. Unaccompanied children of any age may watch.

A ‘PG’ film should not disturb a child aged around eight or older. However, parents are advised to consider whether the content may upset younger or more sensitive children.
	Please check with Administration Staff before showing to pupils under 11 years
May be shown to pupils aged 12 years and above.

	12A
	12A – Suitable for 12 years and over. No-one younger than 12 may see a ‘12A’ film in a cinema unless accompanied by an adult. 
	May be shown to pupils but a member of staff must be present with children aged under 12 years.



	12 
	No-one younger than 12 may rent or buy a ‘12’ rated video or DVD. Responsibility for allowing under-12s to view lies with the accompanying or supervising adult.


	To be shown to pupils over 12 years only

	15

18
	Suitable only for 15 / 18 years and over.
	Not to be shown at The McLeod Centre for Learning


1.8.17 Illness

Members of staff are expected to telephone the Head or Administrative Staff before 8.00a.m. if they find themselves too ill to carry out their duties at centre.  They are also expected, if possible, to provide a basic outline of work for their classes for the day in order to ensure continuity of learning, and to assist colleagues providing cover.

It is expected that, where possible, staff medical and dental appointments are arranged outside centre hours.

1.9 Whistleblowing
1.9.1 Introduction

The staff of The McLeod Centre for Learning seek to run all aspects of centre business and activity with full regard for high standards of conduct and integrity. In the event that members of centre staff, parents or the centre community at large become aware of activities which give cause for concern, The McLeod Centre for Learning has established the following whistleblowing policy, or code of practice, which acts as a framework to allow concerns to be raised confidentially and provides for a thorough and appropriate investigation of the matter to bring it to a satisfactory conclusion.

Throughout this policy, the term whistleblower denotes the person raising the concern or making the complaint. It is not meant in a perjorative sense and is entirely consistent with the terminology used by Lord Nolan as recommended in the Second Report of the Committee on Standards in Public Life: Local Spending Bodies published in May 1996.

The McLeod Centre for Learning is committed to tackling fraud and other forms of malpractice and treats these issues seriously. The McLeod Centre for Learning recognises that some concerns may be extremely sensitive and has therefore developed a system which allows for the confidential raising of concerns within the centre environment but also has recourse to an external party outside the management structure of the centre.

The McLeod Centre for Learning is committed to creating a climate of trust and openness so that a person who has a genuine concern or suspicion can raise the matter with full confidence that the matter will be appropriately considered and resolved. 
1.9.2 When might the whistleblowing policy apply?

The type of activity or behaviour which The McLeod Centre for Learning considers should be dealt with under this policy includes:

· manipulation of accounting records and finances

· inappropriate use of centre assets or funds

· decision-making for personal gain

· any criminal activity

· abuse of position

· child safeguarding

· fraud and deceit

· serious breaches of centre procedures which may advantage a particular person 
1.9.3 What action should the whistleblower take?

The McLeod Centre for Learning encourages the whistleblower to raise the matter internally in the first instance to allow those centre staff and governors in positions of responsibility and authority the opportunity to right the wrong and give an explanation for the behaviour or activity. The McLeod Centre for Learning has designated a number of individuals to specifically deal with such matters and the whistleblower is invited to decide which of those individuals would be the most appropriate person to deal with the matter.

They are:
Head
The Administrative Staff
The Accountant
The whistleblower may prefer to raise the matter in person, by telephone or in written form marked ‘Private and Confidential’ and addressed to one of the above named individuals. All matters will be treated in strict confidence and anonymity will be respected wherever possible.  In addition information and advice can be obtained from the charity Public Concern at Work. This charity offers free legal advice in certain circumstances to people concerned about serious malpractice at work. Their literature states that matters are handled in strict confidence and without obligation. Contact details for the charity are as follows:

Public Concern at Work

Suite 306

16 Baldwins Gardens

London

EC1N 7RJ

Telephone: 020 7404 6609

1.9.4 How will the matter be progressed?

The individual(s) in receipt of the information or allegation will carry out a preliminary investigation. This will seek to establish the facts of the matter and assess whether the concern has foundation and can be resolved internally. The initial assessment may identify the need to involve third parties to provide further information, advice or assistance, for example involvement of other members of centre staff, legal or personnel advisors, the police, the Department for Children, Families and Centres, or the Local Authority.

Records will be kept of work undertaken and actions taken throughout the investigation. The investigating officer(s), possibly in conjunction with the governing body, will consider how best to report the findings and what corrective action needs to be taken. This may include some form of disciplinary action or third party referral such as the police.

The whistleblower will be informed of the results of the investigation and the action taken to address the matter. Depending on the nature of the concern or allegation and whether or not it has been substantiated, the matter will be reported to the governing body.

If the whistleblower is dissatisfied with the conduct of the investigation or resolution of the matter or has genuine concerns that the matter has not been handled appropriately, the concerns should be raised with the investigating officer(s) and the Governing Body.

1.9.5 Respecting confidentiality

Wherever possible The McLeod Centre for Learning seeks to respect the confidentiality and anonymity of the whistleblower and will as far as possible protect him/her from reprisals. The McLeod Centre for Learning will not tolerate any attempt to victimise the whistleblower or attempts to prevent concerns being raised and will consider any necessary disciplinary or corrective action appropriate to the circumstances.

1.9.6 Raising unfounded malicious concerns

Individuals are encouraged to come forward in good faith with genuine concerns with the knowledge they will be taken seriously. If individuals raise malicious unfounded concerns or attempt to make mischief, this will also be taken seriously and may constitute a disciplinary offence or require some other form of penalty appropriate to the circumstances.

1.9.7 Conclusion

Existing good practice within The McLeod Centre for Learning in terms of its systems of internal control both financial and non-financial and the external regulatory environment in which the centre operates ensure that cases of suspected fraud or impropriety rarely occur.

This whistleblowing policy is provided as a reference document to establish a framework within which issues can be raised confidentially internally and if necessary outside the management structure of the centre. This document is a public commitment that concerns are taken seriously and will be actioned.

1.10  Appraisal and Staff Development
1.10.1 Performance Appraisal

1.10.1.1 Objective of appraisal

The primary objective of performance appraisal is to evaluate and to improve the performance of the job holder in his/her present job.

1.10.1.2 Definition

At its best, Appraisal involves two people reviewing matters in a non-confrontational setting.  It should be a collaborative relationship that gets away from ideas of criticism and thinks instead in terms of constructive action.

1.10.1.3 What are the benefits of appraisal?

Carried out properly, regular appraisal contains wide-ranging benefits for the individual, the Head and the Centre as a whole.    The major benefits stemming from appraisal include:

· A better understanding between the Head and staff of what is expected from the other and where they stand.

· An opportunity to take an overall view of work content, loads and volumes, to look back on what has been achieved during the reporting period and agree objectives for the next.

· The strengthening of Staff motivation by receiving feedback on achievements, successes, their value to the Centre and having a greater personal involvement in their futures.

· Recognition of learning and development and the agreement of relevant plans to address on-going training and development needs.

· An opportunity to identify areas where skills are under-utilised or need enhancement, in order to meet the changing needs of the Centre.

· A clear understanding of the need to adapt to changing circumstances and help in doing so.

· A better assessment of an individual’s potential for future career progression.

· A more consistent approach to assessing individual performance and any benefits accrued.

· The continued improvement in the Centre’s performance through improved individual performance.

Appraisal is essentially a matter of being systematic about some common sense elements of sound management.  An appraisal should form part of the on-going management process between teachers and their Headmaster.  It provides a more formal opportunity to take stock of current and future activities in the normal day-to-day dialogue.

Having a formal appraisal scheme does not imply that teachers and the Headmaster only discuss performance/work related matters once a year.  Indeed, appraisal should be a continuous process throughout the year. The formal appraisal meetings maps out the individual’s objectives for the year ahead and is part of a wider on-going review of their contribution to the work of the Centre.

1.10.1.4 Principles of the Scheme

For the Centre’s appraisal scheme to be effective, the scheme must be:

· OBJECTIVE
All standards of performance should be objective. Negative subjective comments, particularly about personality, non-Centre related, should have no place.

· TWO-WAY
The appraisee must be allowed to contribute freely and actively to the process in order to be committed to it.

· CONSTRUCTIVE
Criticism should always be constructive not destructive.  Improvement plans should be built on strengths and past achievements.

· HELPFUL

The aim both of the appraiser and the appraisee should be to improve levels (or maintain existing high levels) of performance and often people need help in doing that.

· CONSISTENT
The system must be seen to be applied in the same way to staff in the Centre and at different levels.

· CONTINUOUS

Appraisal is a continuous cycle, not a one-off exercise.  Constant reference should be made throughout the year to follow up on any undertakings given.

· OPEN

Honesty is a key to meaningful appraisal.  Staff must be clear about how their performance is viewed by the Head.  A bland appraisal discussion aimed at avoiding trouble will add nothing to the appraisee’s performance.

1.10.1.5 Procedure

1. The appraisal process is based on a biennial cycle with the Head acting as appraiser for each member of staff.
2. Appraisals will be given at least one week’s notice of the date of their appraisal meeting.   The The McLeod Centre for Learning Staff Appraisal form (See Section 1.10.1.6) will at the same time be issued to the teacher by the Appraiser. 
3. Appraisal discussion is held: achievements, successes and strengths are recognised;   areas needing improvement are identified; objectives for the forthcoming year are agreed;   training and development needs are considered and acted upon.  This meeting should take place in a place where the meeting is not going to be interrupted.  It should last no more than one hour.
4. Following an agreed period of time (two to three weeks) during which any necessary evidence is collated (e.g. lesson observations), the appraisal record is completed and passed to the Headmaster for comment and signature.    The form is then shown to the appraisee who can add any further comments.

5. A copy of the appraisal record should be retained by both the appraiser and the appraisee, so that the objectives can be referred to at regular informal progress meetings throughout the year, and if necessary, amended.

6. A copy should be returned to the office where it will be retained on the teacher’s personal file. 

1.10.1.6 Preparation for Appraisal Form

Pages 1 and 2 of the following form should be completed by the appraisee prior to the first appraisal meeting.  Pages 3 and 4 are then completed following the initial appraisal meeting and information collection.
THE MCLEOD CENTRE FOR LEARNING STAFF APPRAISAL

Strictly Confidential

1. Intention and Definition. The Appraisal seeks to be an objective reflection of a member of staff’s self-fulfilment and contribution towards the centre. It is intended to be an entirely positive process. Members of staff are invited to state their aims, problems they have encountered and suggestions for career development and ways in which they can develop their role. 

2. Issues for Discussion. Please write down your own responses. 

a) 
How do you define your role?

b) 
What aspects of your job have you found most fulfilling? 

c) 
What aspects do you think have gone well? 

d)
What aspects do you think have gone less well and why?

e) 
What would enable you to improve these aspects? 

Note. Aspects you may wish to comment upon might include: 

Timetable; Curriculum; Teaching Skills; Resources; Communication with pupils; Communication with parents; Communication with staff; Activities; Events,· Duties; Timing/Deadlines 
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f) 
Mention any ways in which you feel the management team could assist you in 

achieving your aims.
g) 
How would you like to develop your role at The McLeod Centre for Learning? 

Have you any new initiatives to suggest?
h) 
What are your targets for the coming year?
i) 
What are your career objectives?
j) 
Any other-comments or observations you would like to make: 

Signed (Member of Staff): 

Signed (Headmaster): 

This document will be treated in the strictest confidence. One copy will be retained by the member of staff and another by the Headmaster. It will not be referred to or quotations made from it in any testimonial. 
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APPRAISAL DISCUSSION 

1. 
Points raised by appraiser 

These may derive from the completed appraisal form, class observation or otherwise. 

2. 
Response by the teacher being appraised 
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3. 
Action 

Mention here intended strategies and actions. 

Signed: 
Appraiser:


Appraisee:



Date:
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1.10.2 Staff Development Policy

1.10.2.1 Induction

The Head will give the new member of staff an introduction to the way the centre works both administratively and academically.  The Head liaises with the new member of staff over curriculum and other subject matters and gives general moral support to new members of staff.  Induction is dealt with in detail as part of the Child Safeguarding Policy (See section 3.7.6 Safe Appointments, Staff Induction and Training).
1.10.2.2 Ongoing Guidance

The Head liaises with all staff over the academic progress of their pupils, results achieved, methods used etc.  
1.10.2.3 Appraisal

See the Appraisal Document (Section 1.9.1)
1.10.2.4 Liaison with the Head

As The McLeod Centre for Learning is a small centre, the Head has an ongoing liaison with all members of staff and is readily available for discussion.

Section 2: Academic Policies

2.1 The Policy for Teaching and Learning

2.1.1 Teaching and Learning 

2.1.1.1 Introduction and Aims

Teaching and learning are the core functions of The McLeod Centre for Learning.  The attitude to teaching and learning influences the ethos of the centre and the relationships between the staff and pupils.  Successful teaching and learning relies on a clear understanding of the pupils’ needs and its organisation, and the expectations that staff, pupils and parents have of each other.

Teaching is based on a curriculum which is individully-tailoured to the needs of each student with learning difficulties. It aims to be structured, sequential, cumulative and cognitive, giving all pupils the opportunity to discover their particular strengths and that learning can be achievable, enjoyable and fulfilling.

This policy lays the foundations for the whole curriculum, both formal and informal.  It outlines the aims, principles and strategies for teaching and learning at The McLeod Centre for Learning and these underpin the work and purpose of everything that goes on within the centre.

At The McLeod Centre for Learning it is our primary aim that our teaching should promote successfully effective learning and meet the needs of each individual.
Our aims are that all pupils will:

· Enjoy their learning

· Develop an enquiring mind and a thirst for knowledge

· Achieve their potential in terms of academic achievement

· Develop a responsible and independent attitude towards their work

· Be confident in their abilities and their approach to the unknown

· Be tolerant, considerate and understanding of the needs of others

2.1.1.2 Principles of teaching and Learning

We believe that children learn successfully:

When teachers
· Have high expectations of each child

· Recognise that pupils learn in different ways and at different rates

· Provide a wide variety of stimulating and challenging learning experiences appropriate to their pupils needs and learning styles

· Evaluate pupils’ work positively with constructive advice

· Ensure that work throughout the centre reflects the pupils’ culture, gender, background and environment

When pupils
· Understand the purpose of the task and what is expected as a learning outcome

· Are encouraged to think for themselves and take an active part in the learning process

· Know that mistakes are an acceptable part of learning and they are confident about seeking help

· Have time to reflect on and evaluate their own and peer’s work with sensitivity

· Have time to practice their skills including those involving co-operative work

When all who work in the centre
· Ensure that pupils’ self esteem and ability to be independent are developed

· Ensure that there is mutual respect between the pupils and the adults within the centre
· Ensure that there are boundaries established for acceptable behaviour

· Understand that teaching and learning is a process of co-operative team work between home and centre
· Ensure that resources are appropriate and accessible

2.1.1.3 Strategies for Teaching and Learning

The emphasis of teaching and learning at The McLeod Centre for Learning is on encouraging pupils to become independent thinkers who can increasingly take control of their own learning with confidence.

Thus:

· A variety of learning styles are used, including multi-sensory, independent and collaborative working

· Open-ended questioning and research is encouraged

· Investigative and problem solving work is common

· Children are encouraged to discuss their work and communicate their findings in a variety of ways suitable to their learning disabilities
· Opportunities are provided for children to become involved in decision making

Homework is considered to be a valuable element of the teaching and learning process and is given throughout the centre (see Section 2.1.3 Homework Policy).

2.1.1.4 Planning

This is a process in which all teachers are involved, where:

· The foundation for all curriculum planning are the diagnostic assessments that each child undergoes. These are given at their start and regularly throughout the academic year
· Regular staff meetings, either face-to-face, or by email are used to discuss various aspects of the curriculum and ensure consistency of approach and standards

The Head
· Takes the lead in policy development and the production of schemes of work designed to ensure progression and continuity of learning throughout the centre
· Supports colleagues in their development of lesson plans and implementation of the curriculum, and in assessment and record keeping activities

· Takes the responsibility for the purchase and organisation of central resources
· Is expected to keep up-to-date by reading and attending relevant courses

2.1.2 The Curriculum 
The curriculum at The McLeod Centre for Learning is designed to fulfil each pupil’s potential as well as to prepare each pupil for his or her future academic path.  It will enable pupils to use their talents to the best of their abilities.  

Weekly time allocation at The McLeod Centre for Learning, assuming a 5-day week attendance and level of learning that has reached creative writing/comprehension capabilities. If this level is too high, comprehension/creative writing/grammar times will be re-allocated to phonics. If attendence is less, then subjects will be allocated as per need and sesssions attended.
	Subject
	Sessions per week

	Phonics
	3.25

	High Frequency Words
	1

	Comprehension
	1

	Creative Writing
	1

	Grammar
	0.5

	Reading (Vocabulary building)
	0.5

	Maths – dyscalculia support
	4

	Maths – National Curriculum support
	1

	Typing
	3

	Total (sessions)
	15.25


2.1.2.1 Subject Curriculum Documentation
The curriculum documents and delivery of curriculum items are overseen by the Head.

Syllabus synopses are designed to inform parents and others of the aspects of the Curriculum which will be covered by any pupil if following that subject.  A synopsis of the curriculum is available for all parents so that they have a clear idea of the staff’s teaching intentions. 

The documents are updated annually by the Head as per the National Curriculum. 

2.1.3 Homework Policy
All pupils have a homework timetable. Homework is set each day and is based on the lessons taught on that day.  All durations are suggested lengths of time:
Typing – 5 minutes per day (even if lesson not taught)
Maths – 5 minutes per day (counting, number bonds, times tables as per level of pupil)
Maths – 10 minutes per day (based on lessons taught on that day)

English – 5 minutes per day (phonic work as per level of pupil)

English – 5 minutes per day (based on lessons taught that day)
English – 5 minutes per day (reading)

Total – 35 minutes per day
2.1.3.1 Communication Notebooks

All pupils have a Communication Notebook.  If the way to complete homework is not obvious, the method (or answers) should be carefully written in the book. Any important messages for parents should also be written in this book.  Pupils are expected to have their Communication Book signed by parents. Confidential information should not be recorded in this book. No negative communications should be recorded without prior agreeement from the Head or Adminstrative Staff.
The Policy for Teaching, Learning and the Curriculum was last reviewed in September 2014 and will next be reviewed in September 2015.

The person responsible for the policy is the Head (Amanda McLeod)

2.2 Assessment and Reporting Policy

2.2.1 Academic Assessment

'Assessments' are conducted once a term.  A record of achievements is kept by the Head and used to plan the pupil’s next academic goals and write their next report.

2.2.2 Cognitive Abilities Testing

Most pupils have Educational Psychologist reports on entry to The McLeod Centre for Learning which aid the planning of individual educational plans. Those who do not receive an education based on a typical dyslexic learning profile. If information is needed on a pupil who does not have an Educational Psychologist report, the Wide Range Intelligence Test will be administered.
2.2.3 Achievement Testing
Tests are held on a termly-basis.  Results are stored for future reference and planning; and written into the end of term reports (See section 2.2.5 Reports).  Tests used are:
Maths – 

Diagnostic based on Emerson, J and Babtie, P The Dyscalculia Assessment
BEAM maths assessment

English – 

Letters and Sounds 100/200 Common Words

Wide Range Achievement Test (WRAT)
Wechsler Individual Achievement Test (WIAT)
Alpha to Omega (diagnostic)

Detailed Assessment of Speed of Handwriting (DASH)
2.2.3.1 Testing Procedures

Tests are given in place of a pupil’s ordinary lesson and are kept informal to place a pupil at ease. Tests follow the intructions given in test manuals as per each individual test. Teachers using these tests are qualified to use them and also regularly administer them . Tests are conducted and marked by the subject teacher in question.
2.2.4 Parents’ Liaison
Teachers hold other informal talks at the end of each day as well as use the Communication Book. The Head is available for telephone, email and face-to-face meetings whenever needed. Formal feedback takes place in the form of reports and Termly meetings with parent and pupil’s mainstream school.
2.2.5 Reports

Reports are sent home at the end of each term.  They consist of with sections for each subject and a general report written by the Head using lesson write-ups, feedback and test results supplied by the Teachers.  
Reports should be couched in positive but realistic terms. Negative reporting should not come as a surprise to a parent. 
Accurate syntax and spelling should be maintained.

2.2.6 Prizes and Prize Giving

Prizes are awarded at the end of each term.  Each pupil will gain a prize if they have achieved a certain number of points. Two points can be awarded per lesson; one for behaviour and one for achievement. 
The Policy for Assessment and Reporting was last reviewed in September 2014 and will next be reviewed in September 2015.

The person responsible for the policy is the Head, Mrs Amanda McLeod.
2.3 Monitoring and Evaluation

2.3.1 Monitoring and Evaluation

In order for teaching to improve, it must be regularly and systematically monitored and evaluated.
Equally, for teaching to improve, it must be developed, both through training opportunities and also through individual support. The latter is offered, primarily, through implementation of this policy. 
The monitoring and evaluation of the quality of teaching is based on a shared understanding of the centre’s policies for Teaching, Learning and Subjects. All teachers are accountable for their teaching, and reviews of their practice are necessary, in order to gain a picture of how they teach.

At The McLeod Centre for Learning, the Head carries out monitoring and evaluation through several strategies:

· The raising of issues by Teachers
· Through lesson observations at least twice per year
· Through the carrying out of book scrutiny

· Through monitoring of testing performance
· Informal discussions with Teachers
· The raising of issues by parents

· Discussion with pupils 
A record of observations should be made.  This should be discussed with the member of staff observed within 48 hours of the lesson.  The Head should offer advice if required.  A written record of the observation and subsequent discussion should be kept by the Head.
The Head should ensure that the Teaching and Learning Policy is implemented, particularly regarding meeting the needs of the individual.

2.3.2 Marking
The Head should check marking at least twice a term.  

2.3.3 Homework
The Head should check homework at least twice a term to assess the effectiveness of homework that is set by colleagues.  This means it should be set as per the homework timetable and in line with the centre homework policy.
2.3.4 Assessment 

Assessment procedures should enable teachers to ascertain how pupils are progressing in a subject and allow this progress to be communicated to the Head, other Teachers and parents.
2.3.5 Development 
The development of the subject scheme of work is a major responsibility of the Head who should alter and update their scheme in relation to curriculum changes and changes in educational philosophy.

2.3.6 Examination results as indicators
The centre does not use any national standardised measure of attainment.  However, with the use of diagnostic and tests available to Specialist Teachers, we will still be in the position to monitor performance of our pupils using a standardised measure of achievement.
2.3.7 INSET

The Head should:

a. Provide teachers with training opportunities that they could attend.
b. Provide ‘in-house’ training, both formal and informal.
c. Ensure that information from courses attended is disseminated to relevant members of the department.  This could be via staff meetings or email.

The Policy on Monitoring and Evaluation was last reviewed in September 2014 and is due for review in September 2015.

The person responsible for the policy is the Head, Mrs Amanda McLeod.

2.4 Marking and Presentation Policy

2.4.1 Introduction

Our definition of marking is ‘a response to a child’s work’.  It should be:
· Consistent so that children understand it

· Progressive, so that it is effective as children mature

· Constructive

· Realistic about the time that teachers and children have for evaluating and responding to pieces of work

Marking may take the form of a verbal encouraging comment, a discussion with the child or a written response.  Marking should never be negative.  

We recognise the need for children to learn, from an early age, the importance of setting out their work neatly and consistently.  If teachers’ expectations are the same, this is far more likely to happen.

2.4.2 The Purpose of Marking
Marking has four main purposes

· To provide pupils with an indication of their individual achievement and progress

· To help the teacher identify areas of strength and weakness in learning and adjust subsequent teaching in the light of this

· To enable pupils to evaluate their own work and identify ways in which they can improve.  (If comments are carefully structured and reinforced with individual discussion children will come to learn that they have positive value and will also learn to act on advice)
· To show others what a child has achieved.

2.4.3 Aims

· To achieve consistency in the basic forms of correction of children’s work so that the children will be able to act upon comments and abbreviations quickly and efficiently.  

· To achieve work that is presented in an ordered and aesthetically pleasing manner whilst taking into consideration a pupil’s learning disabilities.

2.4.4 Guidelines for Effective Feedback
· Oral feedback is most powerful
· Pupil’s self-checking is the most efficient from an emotional and learning point of view
· Pointing out successes and improvement needs against the learning intention has maximum impact

· Feedback and marking should focus on the learning intentions given

· Limit spelling corrections to those words which the child should know

· There may be occasions when pupils can mark their own tests.  This is acceptable, but teachers should ensure they check the marking themselves before recording a result

Corrections

Staff should use judgement, correcting when and where appropriate. If a large number of spelling errors is evident, particularly when a child is at the emergent spelling stage, a few useful corrections should be indicated that focus on a pupil’s previous learning. Comments should be made if the error is a frequent one for a particular child. This is especially important in the case of children with specific learning difficulties. Pages of children's work covered with red markings are not desirable. Words should not be altered, but re-written. Corrections should be reinforced verbally wherever possible.

Only one section of a piece of work where a child has learning difficulties is ever marked pointing out all the corrections needed.  This could be a line, a sentence or a paragraph.

2.4.5 Handwriting Policy

Pupils are taught letters and joined handwriting when they are ready. Letter formation and legibility will only be marked during handwriting lessons. Handwriting style will follow Handwriting, Reception – Year 6, by Amanda McLeod, published by Scholastic. However, if the mainstream school a pupil attends has a different style (e.g. fully-cursive), then that school’s style will be adopted for that particular pupil.

Work provided on the computer is, at times, acceptable once a pupil is judged to be ready. A pupil should be able to touch-type at 30 words per minute with 90% accuracy (on every row, except the numbers) for a minimum of 5 minutes before using a laptop to record work. A pupil should also know their keyboard shortcuts.
Obviously, at The McLeod Centre for Learning, pupils’ needs are evaluated on an individual basis and the criteria for use of laptop may need to be adjusted in certain cases.

The Policy on Marking and Presentation was last reviewed in September 2014 and is due for review in September 2015.

The person responsible for the policy is the Head, Mrs Amanda McLeod.
2.5 ICT and Internet

Teachers are encouraged to make use of the ICT facilities for their lessons.

The centre computers have content filtering but it is still vitally important that supervising staff carefully monitor the use of computers.

Staff who subscribe to social networking sites such as Facebook should not, for obvious reasons, have any current pupils as part of their network. 

2.5.1 Technology in the Curriculum

Technology has transformed certain aspects of teaching and learning at The McLeod Centre for Learning.  It is a crucial component of every subject (including handwriting). All classrooms are equipped with electricity and wi-fi sockets and one has an interactive whiteboard that can be raised/lowered to suit a pupil’s needs. Computers are available to teachers for research or for printing of resources. Pupils may usee the ICT suite in the centre for research or relaxation under supervision.

2.5.1.2 The role of technology in our pupils’ lives

Technology plays an enormously important part in the lives of all young people.  Sophisticated games consoles together with Bluetooth-enabled mobile phones provide unlimited access to the internet, to SMS messages, to blogging services (like Twitter), to Skype (video calls via web cameras built into computers, phones and PSPs), to wikis, chat rooms, social networking sites (such as Bebo, Facebook and MySpace) and video sharing sites (such as YouTube).

This communications revolution gives our young people unrivalled opportunities.  It also brings risks.  It is an important part of our role at The McLeod Centre for Learning to teach our pupils how to stay safe in this environment and how to avoid making themselves vulnerable to a range of risks, including identity theft, bullying, harassment, grooming, stalking and abuse.  They also need to learn how to avoid the risk of exposing themselves to subsequent embarrassment.
2.5.1.3 The role of staff in internet safety

With the rapid changes in the use of ICT, we recognise that blocking and barring sites is no longer adequate on its own.  We need to teach all of our pupils to understand why they need to behave responsibly if they are to protect themselves.  This aspect is a role for our Child Protection Officer and the teaching staff.  Our technical support is provided by Blu42 IT Services.  They have a key role in maintaining a safe technical infrastructure at the centre and in keeping abreast with the rapid succession of technical developments.  They are responsible for the security of our hardware system.  Staff impose sanctions against pupils who misuse technology to bully, harass or abuse another pupil in line with our anti-bullying policy (Section 3.6).

2.5.1.4 Involvement with Parents and Guardians

We seek to work closely with parents and guardians in promoting a culture of e-safety.  We will always contact parents if there are worries about their son’s behaviour in this area, and we hope that they will feel able to share their worries with the centre.  
2.5.1.5 Use of Electronic Equipment

Electronic gadgets should not be brought to centre unnecessarily.
Should parents feel that it is necessary for their child to have a mobile phone for safety reasons (e.g. the pupil travels home via public transport unaccompanied), they should send a written request asking for permission.  Once permission has been granted the pupil may bring in his phone to centre.  On arrival at centre each morning, the phone should be deposited with the Centre Office.  It may then be collected at the end of the centre day.
Staff will confiscate any other electronic equipment that is used in centre.  Confiscated equipment is stored in the Centre Office and will be given back to the pupil at the end of the day, when it should then be returned home.
2.5.2 Policy on Taking, Storing and Using Images of Children

At The McLeod Centre for Learning, we are an open and inclusive community that is very proud of all of the achievements of all of our pupils in their academic and emotional endeavours.  We celebrate our diversity and give all of our many visitors a warm welcome.  Through display work on our television monitor and through the photographs presented in the press, we are able to demonstrate the activities which are pupils participate in.

2.5.2.1 Parental Permission for Taking Images of Pupils

Parents who accept a place for their child at The McLeod Centre for Learning are invited to agree to the centre using anonymous photographs of their child and information relating to his achievements for promotional purposes, which may be published in the press, on the centre website or displayed within the premises.  Images will not be shown with a pupils’ name. 
2.5.2.2 Use of Images: Displays etc

We will only use images of our pupils for the following purpose:

· Internal displays on conventional notice boards within the centre premises

· Communications with the centre community (parents, pupils, staff and former pupils).

· On pages on the centre website

· Marketing of the centre
2.5.2.3 Computer programmes
Touch-typing and laptop use is taught as a discrete subject.  
Software programmes support the teaching of:

a) Touch-typing

b) High Frequency Words

c) Phonics and dyslexia support

d) Maths and dyscalculia support
2.6 Learning Support (including gifted and talented pupils)
2.6.1  Learning Support
The McLeod Centre for Learning is a centre that supports children with dyslexia, dyspraxia and dyscalculia. It is our prime duty to meet those children’s educational needs. 
2.6.1.1 Roles and Responsibilities

The Head: has responsibility for co-ordinating the day-to-day learning support provision.  This provision is -
· to work closely with teachers 

· to provide support to children
· to monitor the implementation of programmes of work designed for pupils
· to develop Individual Education Plans (IEPs)

· to ensure there is good liaison with parents and, when required, to meet with pupil’s mainstream class teachers
· to co-ordinate the involvement of support agencies

· to facilitate regular reviews of children’s IEPs and monitor their effectiveness

The Teachers:
· Provide day to day teaching
· Provide written feedback after each lesson

· Liaise with other staff as to what is needed next

The pupil:

· is involved at all stages of the Special Needs process.  He/she may be invited to help plan targets and is involved in reviews.
2.6.1.2 Identification of Special Educational Needs

Pupils starting at The McLeod Centre for Learning are known to be failing in the current school/education and are already classified as Special Educational Needs.  Pupils may, or may not, have assessment and diagnostic assessments from General Practitioners, Educational Psychologist, Behavioural Opthalmologist/Optomotrist, Occupational Therapist, Speech and Language Therapist, Child Psychiarist or other relevant professionals. It is the Head’s role to gather all information available and distribute to Teachers.  Should no reports be available, it is the Head’s role to guide parents through the assessment process.
2.6.1.3 Centre Action 

On entrance, and after initial attainment tests, an Individual Education Plan (IEP) is drawn up that will have up to four specific targets for the pupil to work towards.  The IEP will be kept in a folder in the office for staff to have access to. Staff that teach the pupil concerned will be expected to produce tasks that take into account the pupil’s needs and targets.  The IEP will be reviewed at the beginning of each half term.  
2.6.2 Gifted and Talented

At The McLeod Centre for Learning Centre we recognise that pupils may be Gifted and Talented in some areas as well as have a SEN needs.  
2.6.2.1 Defining Gifted and Talented

A gifted or talented pupil is a child who has one or more abilities already developed (or with the potential to develop) to a level significantly higher that that of their peers.  A gifted child is one in which the aptitude is of an academic nature, a talented one has skills in other areas such as the arts or sports.
2.6.2.2 Identifying Gifted and Talented Pupils

Staff are encouraged to identify a Gifted and Talented child if they feel that there is evidence of a pupil being gifted in another subject outside of their SEN needs.  Teachers should look carefully at the characteristics below and also take note of the differences between “bright” pupils and gifted ones (Appendix A).  This identifies the characteristics that a gifted pupil will show (in comparison to one who is ‘merely’ very bright).  Appendix B lists subject specific criteria in English, Maths, Science and ICT identified by National Association for Able Children in Education (NACE).
The following quantitative information may be used to help identify gifted pupils:

· prior attainment records – National Curriculum Levels maybe available from his/her school. 

· teacher marking of work
· teacher assessments
· centre examinations

· teacher nomination 
· discussion with parents

· subject specific checklists 

· on-going assessment using open/differentiated tasks (identification through provision)

· collation of evidence (i.e. individual pupil’s work)

Centre examination performance alone should not be the sole determinant of whether a pupil is gifted.

Teachers should consider the following list when nominating:
· General intellectual ability 

· is an avid reader 

· has avid interest in science or literature 

· provides very alert, rapid answers to questions 

· has a wide range of interests 

· is secure emotionally 

· is venturesome, wanting to do new things 

· tends to dominate peers or situations 

· is an entrepreneur - readily makes money on various projects or activities 

· needs little outside control - applies self discipline 

· is resourceful - solving problems by ingenious methods 

· is creative in new ideas, seeing associations, pursuing innovations 

· displays a great curiosity about objects, situations or events 

· has the capacity to look into things and be puzzled 

· is involved with many exploratory type activities 

· reveals originality in oral and written expression 

· is perceptually open to his or her environment 

· displays a willingness to accept complexity 

· has the capacity to use knowledge and information other than to memorise 

· shows superior judgement in evaluating ideas 

· is a good guesser 

· makes good grades in most subjects 

· learns rapidly, easily and efficiently 

· uses a lot of commonsense 

· retains and uses information which has been heard or read 

· uses a large number of words easily and accurately 

· asks many questions of a provocative nature 

· has a power of abstraction, conceptualisation and synthesis 

· has an interest in cause-effect relations 

· has a liking for structure, order and consistency 

· has a power of concentration, an intense attention that excludes all else 

· is persistent 

· has a high energy level 

· is independent 

· is friendly and outgoing 

2.6.2.3 Underachievement of gifted pupils

Gifted is more than exam success.

It may be easy for high achieving learners to be identified but being gifted and talented is more than the ability to succeed in tests and exams. Potential might also be hidden, or masked by factors such as self-esteem, boredom, language skills and learning difficulties.

Underachievement can be recognised through the behaviour and characteristics of the learner. Indicators of underachievement fall into three categories:

· Performing (performance is lower than intellectual potential).

· Divergent behaviour (high potential pupils may be aggressive, withdrawn or disruptive).

· Disadvantage (ability masked by disability or disadvantaged background).

Multiple exceptionality describes learners who have a combination of a learning difficulty and who are gifted.

For students where English is an additional language (EAL) it can be difficult to identify areas where they students are gifted and talented due to difficulties acquiring English language skills. Consequently their true ability will be concealed and hard to identify. There are two dimensions to this problem for centres.

· Access issues - relating to early identification and helping the pupil to participate in the curriculum

· Support for advanced learners - where high achievement is dependent on understanding the technical and culturally specific demands of the curriculum.

2.6.2.4 Supporting Gifted Pupils

Should a child be Gifted and Talented, a teacher should use those skills/interests/knowledge whilst addressing their SEN needs.
Appendix A – IEP Form

THE MCLEOD CENTRE FOR LEARNING
INDIVIDUAL EDUCATION PLAN

:

Appendix B Characteristics of Bright vs Gifted Pupils

The following characteristics are taken from the London Gifted and Talented website:

	Bright Child
	Gifted Learner

	Knows the answers
	Asks the questions

	Is interested
	Is highly curious

	Has good ideas
	Has a wild, silly idea

	Works hard
	Plays around yet tests well

	Answers the questions
	Discusses in details, elaborates

	Is in top group
	Is beyond the group

	Listens with interest
	Shows strong feelings/opinions

	Learns with ease
	Already knows

	Enjoys peers
	Prefers adults

	Grasps the meaning
	Draws inferences

	Completes assignments
	Initiates projects

	Is receptive
	Is intense

	Copies accurately
	Creates a new design

	Enjoys centre
	Enjoys learning

	Absorbs information
	Manipulates information

	Technician
	Is an Inventor

	Good at memorizing
	Good at guessing


Appendix C Subject Specific Checklists

To help identify gifted pupils in specific subjects a checklist has been produced below:
English for Gifted and Talented Pupils

Identification of gifted and talented pupils

● Able to generalise from their reading experience, latching on very quickly to the conventions of different writing.

● Highly active readers able to infer, deduce and empathise, and also remain sensitive to subtitles in the text.

● Capacity to immerse themselves in their reading and writing.

● Highly creative, being able to manipulate language and orchestrate their writing.

● Highly articulate, using apt terminology adeptly as well as having a rich, varied

vocabulary and sentence structure.

● Brave in writing, willing to take risks and experiment with new styles.

● Prone to think in original and divergent ways.

Caution

● Gifted and talented pupils sometimes try to conceal their intelligence because high ability is mocked or resented by other pupils. They may be reticent in class and difficult to involve.

● Divergent thinking is sometimes perceived as incorrect thinking.

● Gifted and talented pupils may get frustrated at the slow pace of learning and this sometimes leads to disruptive behaviour. Also, a mature intelligence may not always be reflected in emotional maturity: beware stereotypes.

● High ability is sometimes patchy e.g. a superb reader may produce scrappy writing.

● Gifted and talented pupils are sometimes lax about showing working out – they move to answers quickly but need to be interested in analysis e.g. they may provide correct references which they are reluctant to justify, or excellent writing which has been mimicked without analysis.

● Gifted and talented pupils need to see the value and purpose of work before they dismiss it as obvious and boring.

Maths for Gifted and Talented Pupils

Identification of gifted and talented pupils

As with most subjects, pupils’ responses to mathematics work can suggest that they would benefit from more challenging work. Typical behaviours to watch for are:

Positive:

● They finish first; get it all right

● They ask interesting/awkward questions

Negative:

● They become bored; lose interest

● They do only the minimum to get by

More specifically, the following characteristics are typical of pupils with a particular aptitude for mathematics. As such, they may be used to identify pupils with high potential in this area.

In young children:

● Ability to argue, question and reason using logical connectives such as: if; then; so; because

● Enjoying pattern-making, revealing balance or symmetry

● Use of sophisticated criteria for sorting and classification

● Being quick at perceiving relationships between quantities and qualities
● An understanding of abstract concepts

● A ‘hunger’ for more advanced work and an obvious pleasure from being given further challenges
In older children:

● Ability to make generalisations from the study of examples

● Logical reasoning and ability to see flaws in arguments

● Rapid grasp of new material

● Ability to justify results and relationships

● Ability to grasp the formal structure of a problem

● Flexibility (willingness to try different methods in search of solution)

● Curtailed reasoning (taking valid, though possibly unexpected, shortcuts to a solution)

● Fluency with symbolic representation of relationships and quantities

● Ability to reverse mathematical processes. 

Even the most able may not readily display these abilities and teachers need to ensure

they provide pupils with:

● Sufficient opportunities to show high levels of aptitude

● Systematic encouragement and praise for such displays

● Rewarding responses (not just more of the same).

The Policy for Learning Support (including Gifted and Talented) was last reviewed in September 2014 and will next be reviewed in September 2015.

The person responsible for the policy is the Head, Mrs Amanda McLeod

2.7 Personal, Social and Health Education and Citizenship

Whilst there is no specific focus on P.S.H.E and Citizenship, matters are dealt with as they arise in a relaxed and informal manner.  Teachers will inform, raise awareness of issues and draw on the experience of pupils with a view to enhancing their awareness of themselves and their responsibility towards others at a personal and broader level.  Topics are chosen for disscussion, either by pupils or staff and follow-up, if necessary, is in class through selected staff. The level of class follow-up is arranged to be suitable to the age of the pupil concerned. Staff make a brief record in lesson write-ups of what has been achieved in the follow-up sessions in which they are required to encourage pupils to give their own thoughts and reactions and share experiences.

2.7.1 PSHE Curriculum
The Individual

· Healthy Eating

· Exercise and Personal Hygiene

· Drugs and their danger

· Sex Education (if brought up by the pupil)

The Individual and Immediate Society

· Responsible behaviour within the centre environment

· Bullying and friendship

The Individual and Society at large

· Rights and responsibilities within society

· How the Law works

· Financial responsibility

· Discrimination and prejudice

· Social etiquette and good manners

· Our relationship with the environment

· Moral codes and religious practice

2.7.1.1 Guidelines for issues to be raised in talks and discussions:

Healthy Eating
· How different types of food affect us physically

· How different types of food can affect our moods and behaviour

· A suggested pattern for eating

· The do’s and don’ts of healthy eating
· The need for water
· Exercise and Personal Hygiene
Why the body needs exercise

· The effect that different types of exercise have on the body

· A suggested pattern of exercise

· How our personal hygiene is affected by washing, suitable clothing etc.

Drugs – use and abuse
· The biological effects of various drugs (legal and illegal)
· The psychological and behavioural effects of various drugs

· The legal position

· Group credibility and the challenge of saying ‘no’.

· Anecdotal examples of pupils on legal drugs such as Ritalin.
Sex Education

· This area is dealt with only if a pupil brings the topic up him or herself.

Responsible behaviour with the centre environment
· The benefits of positive behaviour (rather than emphasising the negative).

· What kind of physical environment do we want?

· How can we help achieve it?

· Damage to property (other people’s and our own)

· Litter
· Making the best use of time and opportunities
· Working positively with other pupils and Staff
· Thoughtfulness towards ancillary staff
Rights and responsibilities within Society
· The concept of personal freedom being dependent upon parameters
· How do we define what is acceptable and what is not?
· How society defines the parameters
· How Councils work, especially regarding a pupil’s SEN needs
· Recourse to the Law, especially regarding a pupil’s SEN needs
· How to express a point of view or fight an issue

Bullying and Friendship

· The need we all have for positive relationships or the need we may have in the future

· Not to have preconceived ideas about others

· The mindset of the bully

· Group credibility and the challenge of taking your own line

· The responsibilities we all have in human relationships

· What to do if we are bullied

· Anecdotal experience and examples
· What is prejudice?

· What should you do if you suffer unfair discrimination?

· What should you do if you witness unfair discrimination?
Social Etiquette and good manners
· How to undertake an introduction
· How to address people
· How to word an invitation
· How to answer an invitation
· How to write a letter of thanks
· What constitutes good manners?
· How do they affect society?

Moral codes and religious practice
· Are there some moral codes are common to all the main religions?
· How does adherence to these codes affect the well-being of humans?
· Difference of religious practice
· The values of religious practice
· Respect for the religious practice of others
2.8 Reading Policy
The centre library contains a wide selection of reference books, a fiction selection, poetry and plays for all ages and levels of reading achievement. The centre library can be accessed withough permission before and after lessons and during break times.  Pupils need to ask to take a book off the centre premises.
Each pupil has a Reading Record that records books read and current books on loan.
2.9 Sport
Sporting activities can be arranged after lessons at a parent’s request. These activities are at extra cost.
Battersea Park Sports Ground, The Queen Mother Sports Centre and Dolphin Square are all close where pupils can undertake swimming, tennis, squash, p.e., athletics, cricket, football and hockey.

Fencing and horse-riding can also be arranged on request. 
2.10 Music

Musical activities can be arranged after lessons at a parent’s request. Lessons in singing and piano have previously been arranged. These activities are at extra cost.
2.11 Art
Art activities can be arranged after lessons at a parent’s request.  Lesson in calligraphy and art have previously been arranged.  These activities are at extra cost.

2.12 English Policy
English tuition follows a literacy programme suitable for dyslexic children. The syllabus structure is based on DILP but will be adapted if a learner needs to cover some theory sooner than intended because it is needed for his/her success in his/her school.  However, this will only be done if academically appropriate for that child. 

Various schemes are used including: 

Paper based
DILP (Dyslexia Action’s, Dyslexia Institute Literacy Programme)

Alpha to Omega

Lifeboat

Toe by Toe

Word Wasp

Ace (Dictionary)

Jolly Phonics

Access to Literacy

Additional Literacy Kit

Ruth Miskins

Spotlight

Startrack

Partners in Education syllabification resources

Ruth Miskins
ICT based
Units of Sound

TTRS (Touch-type, Read and Spell)

Word Shark

Lexia Learning

English Type Junior/Senior

Nessie Learning

Resources will be chosen from any of the above to suit each student’s learning style and academic needs. All lessons have an element of fun using resources such as: SWAP, Stile, Trugs, Brainbox, Smart Kids games and phonic games from Crossbow and Smart Kids.
The DILP structure is as follows:
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All teaching is structured and multi-sensory and has been created specifically for them, based on their learning and emotional needs. Children learn through self-discovery and the pace of learning is set by each child with frequent consolidation opportunities.
SEN children will also learn how to plan, write and edit stories using a variety of techniques and resources such as Billy Bowler sequencing cards. SEN children who find creative writing challenging will learn how to adapt already-written essays to suit new titles. They will also learn how to write essays under timed conditions.
When academically-ready, SEN children will learn comprehension techniques and progress through a series of comprehensions that are suitable for their chronological age and reading age.  Fuzzbuzz and the SRA schemes are often used.

General schemes of work are used to teach grammar including Collins, Gallore Park.

Children, when appropriate, are prepared for exams and use of extra time/laptop. mock exams using ISEB past papers amongst others are given.

2.13 Maths Policy
Maths tuition follows a numeracy programme suitable for dyscalculic and other SEN children. The syllabus structure is based on British Dyslexia Association’s and Babtie/Butterworth/Emerson’s maths programmes. . 

Various schemes are used including: 

Paper based
Unicorn maths
The Dyscalculia Toolkit, P Babtie and J Emerson

ICT based
Maths Shark

Dynamo Maths
Resources will be chosen from any of the above to suit each student’s learning style and academic needs. All lessons have an element of fun using resources such as: lego, Shut The Box, Unicorn and Babtie games.

The maths structure is as follows:

	NUMBER SENSE AND COUNTING
	CALCULATION
	PLACE VALUE
	MULTIPLICATION AND DIVISION and OTHER

	Dot Patterns

	Addition  one more + 1

Addition two more + 2
	Partitioning
	Key multiplication tables with meaning:

x2       x5        x10

	Estimating

up to 10

more than 10
	Subtract -1, -2

one less -1

two less -2
	10 plus a single digit/Tens plus

10 + number

tens plus number (e.g. 20 + n)
	Other tables with meaning:

x2        x4        x6        x8       x3        x7        x9

	Counting forwards in 1s, in 10s, in 5s, in 2s

Counting backwards in 1s, in 10s, in 5s, in 2s
	Doubles up to 10 and 20

Near doubles up to 10 and 20
	Bridging units + units (e.g. 8 + 5)

Bridging tens + units (e.g. 34 + 7)
	Division

grouping concept/ sharing concept

	Reading two-digit numbers (TU)

Reading larger numbers
	Bonds of 10

Addition and subtraction
	Unit subtraction

same units subtraction  (e.g. 36 – 6)
	WORD PROBLEMS

Addition and subtraction

	Writing

two-digit numbers (TU) and larger numbers
	Number bonds 1-9

Addition and subtraction
	Addition + 10 and subtraction -10

ten more/ten less
	WORD PROBLEMS

Multiplication (plus long) and division

	Place value – counting line
	Using bonds of 10 in calculations

addition (eg 47 + ? = 50) & subtraction (eg 70 – 6 = ?)

Using bonds of 1-9 in calculations

Addition (eg 47 + ? = 54) & subtraction (eg 73 – 4 = ?)


	Subtraction strategies:

Doubles, bridging back and counting on (shopkeeper’s method)
	SHAPES

2D and 3D

	
	Bonds of 100 addition (e.g. 30 + ? = 100)

Bonds of 100 subtraction (e.g. 100 – 80 = ?)
	
	MEASUREMENT

Length       capacity        mass          time


All teaching is structured and multi-sensory and has been created specifically for them, based on their learning and emotional needs. Children learn through self-discovery and the pace of learning is set by each child with frequent consolidation opportunities.
2.14 Typing and Laptop Policy
All children learn to touch-type at The McLeod Centre for Learning. The ability to touch-type aids SEN children who have slow writing speeds.  Academic research proves those who can touch-type can produce work at a faster pace than those who are ‘hunting and pecking’.

Teaching is structured and multi-sensory. The pace of learning is set by each child dependent on their learning difficulties and with frequent consolidation opportunities.  Teachers recognise that those children with dyspraxia, working memory, speed of processing or hypermobility difficulties will need to take more time to learn the keyboard and need frequent breaks during sessions.

Various programmes are used incuding Typing Instructor Deluxe, Touch-type Read and Spell (TTRS), English Type Junior and Senior.

Once the keyboard has been learned TTRS is used to consolidate spelling learned in children’s phonics lessons.

To use a keyboard in class, most children are expected to require a minimum typing speed of 30wpm on each letter row, with 90% accuracy and be able to maintain this for a minimum period of 5 minutes.

Children are expected to learn their keyboard shortcuts:

COMMANDS FOR PC COMPUTERS
	My Computer
	Windows icon + e

	Save
	Use long way if you want to Save as a 2nd doc.

Ctrl + S

	Print
	Use long way if you want to print extra copies, special pages

 Ctrl + P

	New Page
	Alt + n + b or Insert + page break

	Spell check
	F7 (Ignore Once takes you to next word)

	Thesaurus
	Highlight word, right click, choose synonyms or 

Highlight word, Shift + F7

	Undo last action
	Toolbar anti-clockwise arrow 

Ctrl + Z

	Beginning of document / End of document

Beginning of line / End of line

Jump word by word
	Ctrl + Home / Ctrl + End

Home / End

Ctrl + arrow (whichever way you want)

	Highlight
	Word - Double click on word

Line – Move curser to left & when it changes to an arrow left click

Paragraph - Triple click anywhere in paragraph

Document – Ctrl + A

	Cut / Copy / Paste
	Highlight word, right click, Cut / Copy / Paste

Ctrl + X / Ctrl + C /Ctrl + V

	Bold / Italics / Underline
	Ctrl + B / Ctrl + i / Ctrl + U



	Find and replace
	Ctrl + H Do not choose Replace All ever

	Center margins

Right adjust margins
Left adjust margins
Fully justify margins (newspaper article)
	Ctrl + E

Ctrl + R

Ctrl + L

Ctrl + J

	Tables – get familiar with
	Insert + Table

Right click mouse to: 

make new row, delete row, merge cells/split cells (highlight whole row first)


You also need to be familiar with:

Changing the battery

Backing computer up on a memory stick (do once a month)

Commands reached by right clicking mouse (get into the habit of this way if not using keyboard)

Creating new folders/moving/copying files to different folders by dragging and clicking


COMMANDS FOR MAC COMPUTERS
	System Preferences
	Silver cog icon in Dock

	Save
	cmd + S

	Print
	cmd + P  (use long way if you want to print extra copies, special pages)

	New Page

New Document
	Fn + cmd + carriage return

Cmd + N

	Spell check
	Alt + cmd +L (Ignore Once takes you to next word)

	Thesaurus
	Highlight word, right click, synonyms

	Undo last action
	cmd + Z

	Beginning of document / End of document

Beginning of line / End of line

Jump word by word

Jump paragraph by paragraph

Jump page by page
	Fn + cmd + left/right arrow (whichever way you want)

Fn + left/right arrow (whichever way you want)

alt + left/right arrow (whichever way you want)

cmd + up/down arrow (whichever way you want)

Fn + cmd + up/down arrow (whichever way you want)

	Highlight
	Word - Double click on word

Line – move curser to beginning of line. When it turns into an arrow, click

Paragraph - Triple click anywhere in paragraph

Document – From beginning: cmd + A

	Font and size
	Cmd + d

	Cut / Copy / Paste
	Cmd + X / cmd + C /cmd + V (or Highlight word, right click)

	Bold / Italics / Underline
	cmd + B / cmd + i / cmd + U

	Find and replace
	cmd+ F Never choose Replace All (or Fn + cmd + letter)

	Center margins

Right adjust margins
Left adjust margins
Fully justify margins (newspaper article)
	cmd + E

cmd+ R

cmd+ L

cmd+ J

	Tables – get familiar with
	Create table – use Tables on Toolbar

right click mouse to: 

make new row, delete row (Delete Cells option on menu)

merge cells/split cells (highlight whole row first)

	Margin shift
	Cmd + T


You also need to be familiar with:

Changing the battery

Backing computer up on a memory stick (do once a month)

Commands reached by right clicking mouse (get into the habit of this way if not using keyboard)

Creating new folders/moving/copying files to different folders by dragging and clicking

Once ready to use a laptop in class, Teachers will teach children how to set up templates on their computer:

HOW TO SET UP A TEMPLATE
1. Open a blank document

2. INSERT Header 
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3. Choose 3 block Header
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4. Add name, date, page number of total pages:
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Date (choose your desired format). Note tick Update Automatically
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5. Set up document like this
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Teachers will finally teach children how to organise their academic life whilst using a laptop in class:
HOW TO ORGANISE DAILY FILE TO SUPPORT LAPTOP USER

EQUIPMENT - SCHOOL

· A4 Lever arch file (not fat).

· Date stamp (to save time). 

· Coloured dividers (enough for each subject).

· A4 Clear Self-sealing wallet (Snopake) x 3.

· Mini A5 clear self-sealing wallet (Snopake) x number of subjects being studied.

· Helix Clear ringbinder pencil case (like one from back in action) with:

· pencil, pen, rubber, highlighter, glue, scissors, ruler, post-it pad, named memory stick with retractable top (not separate one that gets lost or allows dust into stick (stick should also be attached to file with a lanyard so child can’t forget it), and any other equipment.

· A4 polyfile ringbinder clear plastic folder x 1 (clear plastic folder for holding several sheets of paper).

SET UP - SCHOOL

Show child how to handle lever arch file without breaking it.

Inside front cover:

· Timetables

· Daily timetable stuck into front (as well as home, desk, HW diary).

· Coloured timetable for when laptop will be needed. One colour for when to put laptop away and another for when to get laptop out.

· Homework timetable stuck below daily timetable (as well as home, desk, HW diary).

· List of emergency telephone numbers, plus organised pupils in class to ring for help.

In rings (from front to back):

· Pencil case.

· 1 A4 clear self-sealing wallet (Snowpake) with: homework diary, record cards for comments from teachers, daily handouts that have not been hole-punched by teacher (otherwise file in subject divider straight away). Note, do not hole punch in lesson as it will take too long. 

· 1 A4 clear self-sealing wallet (Snowpake) with mini self-sealing wallets that are the same colours as the subject dividers (i.e. one for each subject). Each wallet should be named (use a label). These are for work that needs to be given in, so a teacher doesn’t have loose pieces of paper flying around (work will have to be folded). If the teacher wants to see class work (i.e. what would have been written in an exercise book previously), print it out and put in the wallet at same time. At home, each night, put homework that needs to be given in the next day into these mini wallets.

· 1 A4 clear self-sealing wallet (Snowpake) for maths containing any exercise books that are needed.

· Coloured dividers named for each subject (ordered in file from most frequent subject to least). All current work needs to be filed in these sections. 

· 1 clear polyfile ringbinder wallet (open at the top) containing:

· Paper – blank lined, plain, and squared

· Paper – with name, class, line for date, line for heading (for short work/on the spot tests not needing a laptop). 

· Paper – with name, class, line for date, line for main heading, mini-headings of Diagram 1, Diagram 2, Diagram 3, Diagram 4 (for short work/on the spot tests not needing a laptop). 
· Paper – with name, class, line for date, line for main heading, table with two columns with left-hand column numbered 1-30 (for short work/on the spot tests not needing a laptop). 

EQUIPMENT – HOME

A4 Lever Arch Files for each subject - files to match the colour of each divider in the school file. 

Dividers in each file – named with each subject sub-topics (ask teachers for syllabus and plan of work). 

SET UP – HOME

Transfer information from school file to home file at the end of each sub-topic. This also acts as revision/reinforcement. 

However, if a piece of work is always referred to (for instance, the periodic table), retain it in the daily file.

During revision weeks, children will have to take every subject file into school for revision (this isn’t too arduous to do every so often).

PREPARATION

Take folder in for 3 weeks before starting to use laptop to get used to the routines.

Be vigilant at beginning of every school year (new teachers, customs etc.)

Section 3: Pastoral Policies

3.1 Pastoral Care

We pride ourselves on our Pastoral Care.  Many aspects of this are dealt with under Form Teachers and Communication sections.  Where staff feel that a pupil has a need which is not being met or one of which other staff should be aware, they should bring this to the staff's attention either by email, in a meeting after pupils have gone or, in more urgent cases, at a Morning Break.  

Pastoral Care evolves from an awareness of the children with an existence beyond centre.  

If staff feel that pupils are disturbed, unhappy or in need of some attention it should be brought to the attention of the Head or Administrative Staff as soon as possible.

3.2 Security

The Head and Administrative Staff are responsible for keys to the building. 
The front door should not be left open or on the latch at any time.
Staff should politely question anyone they find in the buildings whose presence might be suspicious.

3.3 Lost Property

Lost Property should be handed to the Administrative Staff.  

3.3.1 Mobile Telephones

Pupils are not allowed to bring mobile telephones to centre unless they are required for security whilst journeying to and from centre, in which case parental permission is required and they should be handed into the centre office during the centre day and collected again at the end of the day.  They must be marked with the owner’s name (See Section 2 Use of Electronic Equipment).

3.4 Behaviour and Sanctions Policy

3.4.1 Discipline

An atmosphere of good discipline is essential for the successful running of the centre and for the pupils to reach their full academic potential.  Good attention and control should result from the interest and respect of the pupils and not from the continual resorting to sanctions which will be seen by pupils as a weakness in the member of staff.
3.4.2 Centre Code of Conduct
The Code of Conduct is given to each new pupil on arrival and outlines the manner in which the pupils are expected to behave.
Code of Conduct

The Community
Courtesy and consideration for others are essential for a happy community.  Every positive act is a positive contribution for a happy community.

Members of the centre should make it easy for everyone to learn and for the staff to teach.

Other people’s points of view should be respected.

Pupils must not put themselves or others in danger.

Pupils should not run within the building.

Eating of a snack must be finished before a new activity is started.  Pupils must sit to eat.

Litter must not be dropped on the floor.

No buying or selling of any items should take place at centre.
Expensive items and electronic gadgets should not be brought to centre unnecessarily.

Dangerous implements (including knives) are not allowed.

No-one should leave the building without permission.

The centre buildings are for the benefit and enjoyment of members of the centre and should be treated with care.

Any damages should be reported to a member of staff.

Pupils should arrive in good time for lessons.

Academic

Details of homework should be entered carefully in Communication Notebook if necessary.

Work must be handed in on time.

Dress
Pupils are expected to be well presented at all times.

3.4.3 Responsibility for Discipline
The Head deals with serious breaches of discipline.

The Teachers and Administrative Staff deal with individual breaches of discipline and ensure that disciplinary systems are working.

3.4.4 Sanctions available
· Warning

· No issue of good behaviour ticks that lead to prize. If necessary for whole day. Ticks will never be removed.
· Sent to Head
The Head will decide whether to involve parents.

· Suspension
Pupils are given a form when they are suspended from the centre by the Head for repeated anti-social behaviour. This form clarifies the reasons for their suspension.  Except in very serious cases, there will have been prior warning to the pupil and parent.  This is a very serious deterrent and is rarely used.  Parents are immediately informed and requested to remove their child for a prescribed period.  Repetition of the behaviour could result in Expulsion.

· Lines will never be set.  

· Notes in Communication Notebooks  
Please do not write critical notes complaining of a pupil's behaviour or performance in the Communication Notebook without checking with the Head or Administrative Staff. Although this can assuage one's irritation, it may well be interpreted by a parent as a staff member’s self-criticism and indicate that they can't cope.

· Other punishments  
There is no corporal punishment and other unusual, humiliating punishments which would contravene the Children Act must be avoided.
Note that corporal punishment should not be confused with use of ‘physical intervention’ to avert ‘an immediate danger of personal injury to, or an immediate danger to the property of, a person (including the child himself), as described under subsectio 548(5) of the Education Act 1996.

3.4.5 Incentives for Good Behaviour
Ticks are awarded by members of staff to pupils who achieve high marks in their work, to those who work hard and for any positive contribution for the centre including any particularly helpful acts that assist the centre community.  They are designed to reward pupils but also to encourage those who are working hard at a subject that they find difficult. The ticks are entered on a list in the office that is maintained by the Administrative Staff.  At the end of each half term they are added up and pupils will be rewarded with a prize if they have gained their target.

3.4.6 Confiscation

Mobile Telephones, electronic gadgets and other unsuitable items should be given to the Administrative Staff when found being used on the premises.

3.4.7 Expulsion – (Permanent Exclusion)

The procedure to be followed:

· In the event of a pupil being reported to the Head for a serious offence, the Head shall interview the pupil.  

· Having heard the facts of the case and if he considers that the seriousness of the case merits it, the Head may then decide to call in the pupil’s parents with a view to suspension or to permanent exclusion.

· The Head shall fully consider the case before deciding whether to exclude the pupil permanently; he shall also consider any representations from the parents and the pupil.

· If the Head decides to exclude a pupil permanently, he shall inform the parents of this decision.

· The parents have the right to appeal against this decision.  If they wish to appeal, they should write to the Accountant within 7 days of receipt of the Head’s letter confirming permanent exclusion.

· The Accountant will set up a panel to hear the appeal.

· The Panel shall hear the Head’s case for the permanent exclusion and any representations from other interested parties, especially the parents and the pupil.  Having considered the matter carefully, the Accountant will give her decision on the appeal.

· Fees in lieu of notice will not be charged but all outstanding fees will be payable in full.

· A pupil who has been withdrawn, excluded, suspended, removed or expelled from the Centre, has no right to enter centre premises without the written permission of the Head.

3.5 Anti-Bullying Policy
3.5.1 Statement of Intent

The McLeod Centre for Learning prides itself on the happiness and well-being of pupils and their social integration in class. We are committed to providing a safe and caring environment that is free from disruption, violence and any form of harassment so that every one of our pupils can develop his/her full potential.  We expect our pupils to treat members of staff with courtesy and co-operation so that they can learn in a relaxed; but orderly, atmosphere.  All pupils should care for and support each other.  

The McLeod Centre for Learning prides itself on its respect and mutual tolerance.  Parents/guardians have an important role in supporting The McLeod Centre for Learning in maintaining high standards of behaviour.  It is essential that centre and homes have consistent expectations of behaviour and that they co-operate closely together. Acceptance of this policy forms part of our standard terms and conditions.

Any kind of bullying is unacceptable.  Bullying, harassment and victimisation and discrimination will not be tolerated.  Bullying is recognised as being a cause of psychological damage. We treat all our pupils and their parents fairly and with consideration and we expect them to reciprocate towards each other, the staff and the centre. 

3.5.2 Definition of Bullying
Bullying may be defined as the intentional hurting, harming or humiliating of another person by physical (including sexual), verbal (including chat room and SMS messages), and emotional means (by excluding, tormenting or spreading malicious rumours).  It can involve manipulating a third party to tease or torment someone.  It can involve complicity that falls short of direct participation.  Bullying is often hidden and subtle. It can also be overt and intimidatory. 

Bullying may involve actions or comments that are racist, related to religion, cultural, sexual, sexist, homophobic, which focus on disabilities or other physical attributes (such as hair colour or body shape), or relate to a pupil’s special educational needs.  Bullying can happen anywhere and at any time, including by means of technology, when it is often described as cyber-bullying (social websites, mobile ‘phones, text messaging, digital photography and e-mail – see Section 3.6.5).  We always treat it very seriously.  It conflicts sharply with the centre’s policy on equal opportunities, as well as with its social and moral principles.

3.5.3 Signs of Bullying
Changes in behaviour that may indicate that a pupil is being bullied include:

· Unwillingness to return to centre
· Displays of excessive anxiety, becoming withdrawn or unusually quiet

· Failure to produce work, or producing unusually bad work, or work that appears to have been copied, interfered with or spoilt by others

· Books, bags and other belongings suddenly go missing, or are damaged

· Change to established habits (e.g. giving up music lessons, change to accent or vocabulary)

· Diminished levels of self confidence

· Frequent complaints of symptoms such as stomach pains, headaches

· Unexplained cuts and bruises

· Frequent absence, erratic attendance, late arrival to class

· Choosing the company of adults

· Displaying repressed body language and poor eye contact

· Difficulty in sleeping, experiences nightmares

· Talking of suicide or running away

Although there may be other causes for some of the above symptoms, a repetition of, or a combination of these possible signs of bullying should be investigated by parents and teachers.

3.5.4 Preventative Measures
We take the following preventative measures:

· We use conversation to explain the centre policy on bullying.  Our PSHE values are structured to give pupils an awareness of their social and moral responsibilities as they progress through the centre.

· All our pupils are encouraged to tell a member of staff at once if they know that bullying is taking place. The member of staff should then report the matter to the Head and Administrative Staff.
· All reported incidents are recorded and investigated at once.  We always monitor reported incidents. The record of such incidents is maintained by the Administrative Staff, who is responsible for monitoring and identifying any patterns or trends in bullying.
· Staff are always on duty at times when pupils are not in class and patrol the centre site.  They are trained to be alert to inappropriate language or behaviour.

· All pupils have access to the Centre Office telephone, enabling them to call for support.

· We reserve the right to investigate incidents that take place outside centre hours, on centre visits and trips and that occur in the vicinity of the centre, involving our pupils.
· We welcome feedback from parents and guardians on the effectiveness of our preventative measures.

3.5.5 Cyberbullying – Definition
Mr Bill Belsey, the creator of the web site: http://www.cyberbullying.org/ defined this unpleasant phenomenon in the following terms:

 “Cyberbullying involves the use of information and communication technologies to support deliberate, repeated, and hostile behaviour by an individual or group that is intended to harm others." 
Cyberbullying can involve Social Networking Sites, like Bebo and Myspace, emails and mobile phones, used for SMS messages and as cameras.

3.5.6 Cyberbullying – Preventative Measures
In addition to the preventative measures described above, The McLeod Centre for Learning:

· Expects all pupils to adhere to its charter for the safe use of the Internet.  
· May impose sanctions for the misuse, or attempted misuse of the Internet.

· Adheres to the BECTA guidelines regarding E-teaching and the Internet.

· Mobile phones are not permitted in classrooms, public areas of the centre, or where they may cause annoyance to others.  

· The use of cameras on mobile phones is not allowed in the centre.

3.5.7 Procedures for Dealing with Reported Bullying 
If an incident of bullying is reported, the following procedures are adopted:

· The member of staff to whom it was reported or who first discovers the situation, will control the situation, reassure and support the pupils involved.

· He/she will inform the Head and Administrative Staff as soon as possible.

· The member of staff will calmly explain the range of disciplinary measures that are potentially involved.

· The victim will be interviewed on his/her own.

· The bully, as well as all others who were involved, will be interviewed individually. 

· The incident should be recorded.

· All teachers should be informed.  In very serious incidents, the Head should be informed.

· The victim will be interviewed at a later stage by the Head, separately from the alleged perpetrator. It will be made clear to him/er why revenge is inappropriate. He/she will be offered support to develop a strategy to help himself cope.
· The alleged bully will be interviewed at a later stage by the Head, separately from the victim, and it will be made clear why his/her behaviour was inappropriate and caused distress.  He/she will be offered guidance on modifying his/her behaviour, together with any appropriate disciplinary sanctions.

· The parents/guardians of all parties should be informed and invited into centre to discuss the matter. Their support should be sought.

· A way forward, including disciplinary sanctions and counselling, if appropriate, should be agreed.  This should recognise that suitable support is needed both for children who are being bullied and for pupils who bully others, as well as dealing with appropriate disciplinary measures. 

· A meeting involving all the parties, with close staff supervision, could be helpful in developing a strategy for all concerned to close the episode.

· A monitoring and review strategy will be put in place.

· In very serious cases, it may be necessary to make a report to the Police or to the Social Services.  However, it is the policy of The McLeod Centre for Learning to attempt to resolve such issues internally under the centre’s own disciplinary procedures, unless the matter is of such gravity that a criminal prosecution is likely.

3.5.8 Sanctions for Bullying
While some form of punishment will be given to a pupil who commits bullying, the centre strongly believes that it is most important for the pupil to realise the gravity of what he/she has done and to understand why his/her behaviour is wrong.

Warning/Suspension of reward ticks
A warning will be given pupil who has bullied another pupil. The Head informs the parents who will be invited to discuss the matter further.

Suspension

If bullying has been persistent, or deemed very serious, then a pupil may be suspended from centre. Parents are immediately informed of the reasons for the suspension.

Expulsion

Should a pupil who has previously been suspended for bullying carry on with the behaviour, it may be necessary to exclude the pupil permanently from the centre.

3.6 Child Protection and Safeguarding Policy

This policy is available to current and prospective parents either via the centre website or on request from the Centre Office.
3.6.1 The Children Act

A copy of this Act is available in the office and staff should familiarise themselves with the relevant areas of its contents. Working together to safeguard children inter agency guidance policy published by the Govt 2018 is also available.
3.6.2 Aims of the Policy

The McLeod Centre for Learning Centre fully recognises its duty of care towards all its pupils. Its statutory duties are set out in The Children Act (1989), the 1996 Education Act, the 2002 Education Act and ‘Working Together to Safeguard Children’ (2006), Safeguarding Children and Safer Recruitment in Education (DCSF 2007) and the Early Years Foundation Stage Statutory Framework (May 2008). This policy is based on those documents and interprets their requirements in the context of The McLeod Centre for Learning. While setting out current aims and procedures, the Policy is annually reviewed and may be revised in the light of changing circumstances.
The Centre follows local safeguarding procedures and works within the guidelines provided by Westminster Council.

At The McLeod Centre for Learning we aim to:

· have an atmosphere where children feel secure and are listened to and valued.

· have a range of adults whom children can approach for help, from administrative staff, through to the Headmaster able to recognise the signs and symptoms of suspected abuse.

· have clear procedures and lines of communications.

· have close relationships with parents and other agencies.

· have close monitoring of children at risk.

· use some lesson time to raise children's awareness and build their confidence.

All staff should be alert to the possibility of signs of abuse by a parent, sibling, other relative, carers, acquaintances or strangers and report their suspicions however tenuous to the Head.  The protection of the child must take precedence over the rights of the parents and the welfare of the child must be the paramount concern.

Should any member of staff become aware of deficiencies or weaknesses with the centre’s child protection procedures, they should be immediately raised with the Child Protection Officer, who will then remedy such deficiencies without delay.

3.6.3 Definition of abuse

Abuse may be:

Neglect:  
The persistent or severe neglect of a child, which results in serious impairment of that child's health or development.

Physical abuse:  
Where there is definite knowledge or a reasonable suspicion that injury was inflicted or knowingly not prevented.  For example, poisoning, attempted drowning or smothering.

Sexual abuse:  
The involvement of dependent, developmentally immature children and adolescents in sexual activity they do not truly comprehend, to which they are unable to give informed consent, or that violate the social taboos of the family roles.

Emotional abuse:  
The severe adverse effect on the behaviour and emotional development of a child caused by persistent or severe emotional ill treatment.

Grave concern:  
When social and medical assessment indicate that there are significant risk of abuse.  This might be in a case where another child in the household has been harmed or the household contains a known abuser.

3.6.4 Signs and symptoms of abuse
Bruises 
Symmetrical black eyes are rarely accidental unless they occur with a fracture of the head or nose. It is uncommon for accidental bruising of the following:

· back of legs, buttocks (except, occasionally, along the bony protuberances of the spine)

· mouth, cheeks, behind the ear (symmetrical bruising of the ears would be most unusual)

· stomach, chest

· under arm

· genital, rectal area. (but be aware accidents can happen when learning to ride a bicycle and on climbing frames etc.)

Most accidents produce one bruise on a single surface.  Most accidental bruises on children are on their front.

Be aware of:

outline bruising, etc., belt marks, hand prints

· linear bruising, particularly on the buttocks

· bruising on soft tissue with no obvious explanation.

· different age bruising (especially in the same area, e.g. buttocks).

Bites  

Human bites are oval or crescent shaped.  If the distance is more than 3 cm across they have been caused by an adult or an older child with permanent teeth.

Burns  
It is very difficult to distinguish between accidental and non-accidental burns.  It is suspicious if burns are of a uniform depth over a large area and if these are splash marks above the main burn area, which would be caused by hot liquid being thrown.

Fractures  
The most common non-accidental fractures are to the long bones, arms, legs and ribs.

Emotional abuse.

These are difficult but behavioural symptoms that generate from this can be:

· excessively clingy or attention-seeking behaviour

· low self esteem

· apathy


· being withdrawn

· constantly seek to please

· over familiar and ready to relate to anyone.

Sexual abuse 
This often presents itself in a veiled way.  Physical evidence is less likely than in other forms of abuse.  The following signs ought to be taken seriously:

· injuries in the genital area

· infections or abnormal discharges in the genital area 

· sexual awareness or knowledge of sexual matters not appropriate to a child's age and development

· sexually provocative behaviour

· an allegation by a child that he has been sexually exploited.

Parental responses which might be cause for concern if they:

· delay seeking medical treatment

· are unaware or deny any injury

· have inappropriate or varying explanations of any injury

· have over-hasty or violent reactions to a child's naughty or annoying behaviour.
3.6.5 Procedure at The McLeod Centre for Learning
3.6.5.1 Child Protection Officer
The Head is the The McLeod Centre for Learning Child Protection Officer (CPO).  She has been fully trained for the demands of this role and regularly attends courses to ensure that she remains conversant with best practice and that our policies and procedures are current and follow best practice.  She receives refresher training every two years from Wesminister/Kensington & Chelsea Council that covers child protection and inter-agency working.
3.6.5.2 Action when abuse suspected or disclosed
Whenever any member of staff has reason to suspect that a pupil may have suffered abuse or has a disclosure of such abuse made by the pupil to him or her, then it is the duty of that person to report the matter immediately and in complete confidence to the Head.

Where is is clear that a pupil is being bullied by another pupil or by a group of pupils, action will be taken by the centre according to the procedures set out in the Anti-Bullying policy.  If it is alleged or known to be the case that a pupil is being abused by another pupil or pupils, or by any adult, inside or outside the centre, the Head will request a written statement of the circumstances that give rise to the suspicion and judge, where it is helpful with other agencies, how to proceed.  All allegations of child abuse which fall within the categories described will be reported immediately (within 24 hours) to the designated officer of the local authority (Westminster Council). It must be emphasised that it is not the centre’s responsibility to investigate the reliability of allegations of this kind.
Parents, pupils and others may approach the local authority (Westminster Council).

Records should be made as soon as possible of what the child actually says and what the signs of injury are. Relevant records must be maintained in the strictest confidence.  Information relating to actual, alleged or suspected child abuse is exempt from provisions regarding the disclosure of pupil records.

The Head or a designated person would expect to be invited to the initial case conference and any preliminary planning meetings of the Social Services.

3.6.5.3 Allegation made against a member of staff

If an allegation of abuse is made against a member of staff or other employee of the centre, or a person working as a volunteer at the centre, a written statement of the nature and circumstances of the alleged abuse should be agreed and signed by the pupil concerned under the supervision of the Head in the role of Child Protection Officer.  If the Head is satisfied that there is a case to answer, then the matter becomes one of staff discipline.  The employee is likely to be suspended from service (on full pay) while the issue is considered and will be entitled to legal representation.  Should an allegation be made against the Designated Teacher with responsibility for Child Protection (the Head), the member of staff receving the allegation should immediately inform the Accountant.  If the Accountant is absent, the information must be passed on to the Accountant’s partners.  She will receive any written statements and take responsibility for the subsequent process.  Again, in cases of this nature, the matter will be reported within 24 hours to the designated officer of the local authority.
3.6.5.4 Guidelines on what do to do if you suspect a child has been abused or is at risk

It is important to listen to and reassure that child.  Get as much information as you can without appearing to interrogate them.  Then make careful notes of what was said, devoid of opinion, suspicion or speculation, and speak immediately with the Child Protection Officer.

Say nothing to the parent/ carer at this stage, unless the information comes from them.
Listening to young people – these skills are based on basic counselling techniques:

You should minimise what you say, allowing the pupil to tell his/her story without being silenced.

Acceptance – listen to what you are being told without displaying your own feelings. You do not need to decide if the story is true or not.  Do not make notes in the presence of the child.

Confidentiality – Never promise confidentiality. Be prepared for this request and prepare your response in advance, e.g. “I am only too ready to listen but at this point I can’t promise confidentiality...”
Reassurance – Acknowledge their courage in telling you but do not say, “It will be OK now.” And do not apportion blame to anyone.

Questioning – Ask as few questions as possible.  Ensure that your questions are open-ended and not leading, e.g. “Did your step-father do this?” (Leading) “Do you want to tell me who did this?” (Open-ended). Avoid asking for details that you, as a teacher, do not need to know.  Clarify what has been said.  If necessary reflect back what has been said to give the young person an opportunity to correct you. Never ask the pupil to write down details in an abuse situation – it could be used as evidence in a police investigation. Leave that to the police.

Explaining – You should explain what you will do with this information (i.e. refer it to the designated teacher who may then take it further).

Recording – Make notes as as possible after the interview.  Include date, time and place, and who was present.  Record verbatim whatever phrases you can recall the child using.  Describe the observable behavior (e.g. crying). Do not tape the interview.

Support – Think about what support is necessary for the pupil.

You should refer the matter to the Child Protection Officer immediately.  Staff will not be held personally liable if their concern proves undounded.  In this situation the member of staff was reporting a concern, not making an accusation.  Following a referral the Child Protection Officer will inform the member of staff what the outcome is.
3.6.5.5 Staff/ Pupil Relations

Staff will be well aware that cases of child abuse have become more numerous and more widely reported and that in their wake has been a plague of malicious allegations and threats.  In a litigious and sensation-seeking age, colleagues are advised to exercise care and discretion in the way that they handle staff/ pupil relations.  It is essential that pupils at The McLeod Centre for Learning should continue to feel comfortable and secure in their relationships with members of staff.  Actions which pupils may interpret as improper are unacceptable, no matter how good the intention.  To this end the following guidelines are recommended:

Individual interviews with pupils

An open door policy whilst teaching is recommended. One to one interviews in closed rooms should only take place during times when the immediate vicinity is well poulated and as part of a general programme of activities,  To carry out such interviews outside the normal centre day or rehearsal/ practice schedule could cause anxiety to pupils and could place a member of staff in a compromising situation.  If it is anticipated that that an interview may prove confrontational, the presence of a second adult is prudent.

Transport of pupils
Colleagues should not give lifts in their cars to individual pupils.

Home visiting
Colleagues should not visit pupils at home unless a parent is present.  Colleagues should not invite pupils to their home alone.

Outings
Colleagues should not take individual pupils on any outings.

3.6.6 Safe Appointments, Staff Induction and Training

3.6.6.1 Introduction

We believe that a comprehensive induction programme helps all of our new members of staff to settle into The McLeod Centre for Learning as quickly as possible, and to start to make an effective contribution.  Every new member of staff is given an induction programme that is tailored to his or her roles and responsibilities.  All new teaching staff are allocated a mentor in their first year, whose role is to provide informal support and assistance.  The Head received training on Safeguarding and Child Protection on 2nd March 2010 and 30 January 2013 from Hilary Shaw, Royal Borough Kensington and Chelsea as part of her work at Sussex House School and is booked onto her next training on 5 January 2015.
3.6.6.2 Safe Recruitment

The Acts lay down the checking prodeures for the appointment of all staff who have significant contact with pupils, teaching and non-teaching, permanent or temporary, full or part-time.  In addition to those areas of centre life which are integral to the centre day the Acts explicitly include those related to out-of –centre activities and trips during the holidays.

To this end the Centre has put in place safe recruitment procedures for all staff directly employed by The McLeod Centre for Learning and updates these in light of changing legislative requirements, such as the introduction of the Safeguarding Agency.  Before employment is confirmed, all staff are checked for their suitability to work with children through the Criminal Records Bureau at Enhanced Level.  All referees are asked to confirm that they know of no reason why a candidate should not work with children under the terms of the Children Act. The Centre is required to report to the Independent Safeguarding Authority (ISA) within one month of leaving the centre any person (whether employed, contracted, a volunteer or a student) whose services are no longer used because he or she is considered unsuitable to work with children.  Such reports will include as much evidence about the circumstances of the case as is possible.  The address for referrals is P.O. Box 181, Darlington, DL1 9FA; telephone 0300 123 1111. 

3.6.6.3 Induction Procedures on Child Protection 

Every new member of the teaching and non-teaching staff is required to attend a training session on child protection.  These sessions are organised by the Head, our Child Protection Officer, and every effort will be made to hold them within your first week of arrival as a new member of staff at the centre.  Similar training is offered to parents who help with activities that bring them into contact with children.  The only adults who work or visit the centre who are exempted from this requirement are:

· Night-time cleaners, whose hours of work mean that they do not have contact with pupils,

· Occasional visitors, including occasional lecturers and contractors, who sign in and out, and are escorted throughout their visit,

· Contractors working on a designated site that is physically separated from the rest of the centre, 

· Contractors working during the centre holidays.

3.6.6.4 What is the reason for training?

Child protection is always our top priority
Every member of staff needs to be confident that he or she understands his or her role in:

· Keeping children safe

· Promoting the welfare of pupils

· Promoting equal opportunities and inclusion

· Preventing bullying and harassment

Everyone is required to take part in the training, no matter what their previous background or level of expertise.  Refresher training for all staff is held at three yearly intervals. 

3.6.6.5 What topics does the training cover?

Our induction training will tell you about:

1. Our pupil welfare systems

Starting with the roles of the following structures:

· The roles of the Senior Leadership Team (Head and Administrative Staff).

· The roles of teachers.

· Our partnerships with parents and guardians

2. The Legal Framework for our Child Protection and Anti-Bullying Policies
We describe this briefly and cover our policies on:
· Anti-bullying 

· Behaviour 

· Learning Support

· Equal Opportunities

· Educational Visits

Teaching staff have a particular responsibility for supervising pupils and ensuring that they behave with consideration and good manners at all times; but all staff need to be made aware of the centre’s policies in these areas.  All staff are reminded of their important role in building positive relationships, identifying risks and keeping everyone safe.  We cover internet and technological bullying, and the risks of the internet and social networking sites.
3.  Understanding Challenging Behaviour

We shall draw upon national guidance relating to the safeguarding and protection of children, the signs of abuse, and the duties of staff, as well as the role of specialist agencies. We shall explain our expectations of how they should respond in a difficult situation, why they cannot promise confidentiality to a pupil. 
4.  The Centre’s Policies on Child Protection

 All new staff will be expected to become familiar with our policies on:

· Child Protection 

· Interaction with Pupils: A Model Code of Conduct for Staff 

· Pupils and Confidentiality Issues 

· Practices and Procedures when a Member of Staff faces Allegations of Abuse 

· Whistle-blowing (which is part of our Model Code of conduct)

Copies of these documents can be found in the office.

5.  Visitors and Site Security

This covers the need for visitors to be signed in and out, and to be escorted about the centre.

6.  Effective Record Keeping

Why effective record keeping matters.

7.  Refresher Training

The session concludes with reminding staff that refresher training is given at three yearly intervals and by inviting all staff and volunteers to certify in writing that they have completed the training session.

Please sign and return to the Deputy Headmaster 

CHILD PROTECTION INDUCTION PROCEDURES in The McLeod Centre for Learning
I ___________________________________________ have attended an induction session on Child Protection Procedures.  
As a result, I:

(A)  Am familiar with the contents of the following documents

(i)    
Child Protection  and Safeguarding Policy (Staff Handbook) 

(ii)   
Professional Expectations (Staff Handbook)
(iii)   
Procedures Against Member of Staff (Staff Handbook)
(vi)   
Use of ICT, Mobile Phones and Other Electronic Devices (Staff Handbook)
(vii)  
Photography and using Images of Children (Staff Handbook)
(B)  Am aware of procedures for Child Protection at The McLeod Centre for Learning. 

(C)  Know that Amanda McLeod, the Head is the Child Protection Officer and that I can discuss any concerns that I may have with her. 

(D) Know that further guidance, together with copies of the policies are in the Staff Handbook. 

(F)  Understand the responsibilities of staff in this area, and the issues that may arise.

Signed_____________________________  


 Date_____________________

3.7 Disability Policy

Admission to the centre for all pupils is by an interview with parents and child, plus evidence of Specific Learning Difficulties.  

The centre must also feel reasonably sure that it will be able to educate and develop the prospective pupil to the best of his/her potential whilst taking into consideration their learning difficulties, so that there is every opportunity that the pupil will have a complete, happy and successful centre career.

The Centre asks parents to provide details of disabilities and relies on the information provided.  In assessing any pupil or prospective pupil the centre may take advice and request any assessments it regards as appropriate.  Subject to this, the Centre will be sensitive to any requests for confidentiality.

When a parent applies for a place in the centre for their son/daughter they are required to inform us if he/she is in any way disabled.

Disablement may include:

· physical or mobility impairments

· sensory impairments

· medical conditions (e.g. diabetes, epilepsy)

· learning disabilities

· mental health difficulties

We aim not to discriminate against disabled pupils but, at the same time, it is necessary for us to consider:

· our duty to our other existing pupils
· budgetary constraints

· the practicalities involved in making adjustments

· the health and safety of the disabled pupil
Disability involving mobility

The centre is eager that people should have easy, dignified access to the centre buildings but given the fact that the washroom facilities are not wheelchair accessible, we may not be able to accommodate pupils who are wheelchair bound.

Other forms of disability

The centre will endeavour to meet the needs of pupils with other forms of disability and would seek to provide Braille/large print facilities or a sign language interpreter. 

Where helpful, aspects of the physical environment would be altered to accommodate disabled pupils, distance learning provided and welfare and counselling support provided if necessary.

3.8 Anti-Racism Policy

In a centre of many nationalities it is important that no one feels threatened for reasons of racism or what they might interpret as racism.
· Staff should not make racist remarks under any circumstances.

· Staff should not make implied racist remarks, for example by discussing a news item in a way that may be interpreted as an insult.

· Staff should be careful to diffuse a situation where coincidental circumstances may be interpreted by a child as a racist act, for example if all members chosen for a particular group happen to have one ethnicity and another group a different ethnicity.
· Staff should be sensitive and aware.  A mixture of races should result in an enriched community in which there is a positive sharing of traditions.

· Whilst overt racismis easy to recognise, it is often subtle racism that can be as, if not more, harmful.  A child who is the victim of this type of racism may appear to be laughing and joking with others but this may be merely a method he has developed for dealing with the problem.  Staff should be particularly aware of this and deal with it sensitively.

· Staff should encourage all pupils to embrace different cultures, both in their midst and generally.

The first step towards making people feel wanted and towards helping them to have a sense of belonging is to be informed and interested in them and their racial tradition.

3.9 Health and Safety

3.9.1 General Guidelines 

It is the policy of the Trustees, so far as is reasonably practicable, to: 

1. establish and maintain a safe and healthy environment throughout the centre 

2. establish and maintain safe working procedures among staff and pupils 

3. make arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances
4. ensure the provision of sufficient information, instruction and supervision to enable all employees and pupils to avoid hazards and contribute positively to their own health and safety and to ensure that they have access to health and safety training as appropriate or as and when provided 

5. maintain all areas under the control of the Head in a condition that is safe and without risk to health and to provide and maintain means of access to and egress from that place of work that are safe and without risk 

6. formulate effective procedures for use in case of fire and for evacuating the centre premises; 

7. lay down procedures to be followed in case of accident
8. teach safety as part of pupils' duties where appropriate 

9. provide and maintain adequate welfare facilities.
3.9.2 Responsibility of the Head
The Trustees and Headmaaster are responsible for implementing this policy within the centre. In particular they will: 
1. Monitor the effectiveness of the safety policy and the safe working practices described within it and shall revise and amend it, as necessary, on a regular basis 

2. Prepare an emergency evacuation procedure and arrange for periodic practice evacuation drills (normally at least once a term) to take place and for the results of these to be recorded 

3. Make arrangements to draw the attention of all staff employed at the centre to the centre and departmental safety policies and procedures and of any relevant safety guidelines and information issued by other agencies 

4. Make arrangements for the implementation of the reporting procedure and draw this to the attention of all staff at the centre as necessary
5. Make arrangements for informing staff and pupils, of relevant safety procedures. Other users of the centre will be appropriately informed 

6. Ensure that regular safety inspections are undertaken
7. Arrange for the withdrawal, repair or replacement of any item of furniture, fitting or equipment identified as being unsafe by the Health and Safety inspection team 

8. Arrange for withdrawal, repair or replacement any defect in the state of repair of the buildings or their surrounds which is identified as being unsafe and make such interim arrangements as are reasonable to limit the risk entailed 

9. Monitor, within the limits of their expertise, the activities of contractors, hirers and other organisations present on site, as far as is reasonably practicable 

10. Identify any member of staff having direct responsibility for particular safety matters and any member of staff who is specifically delegated to assist the Trustees and the Headmaster in the management of health and safety at the centre. Such delegated responsibility must be defined as appropriate. 

3.9.3 Duties of the Health and Safety Committee in the Management of Health and Safety 

The Health and Safety Committee consists of the Administrative Staff and the Head.  They meet regularly to liaise over Health and Safety issues.

The Health and Safety Committee shall: 

1. Implement, monitor and develop the safety policy within the centre
2. Monitor general advice on safety matters given by other agencies and advise on its application to the centre
3. Co-ordinate arrangements for the design and implementation of safe working practices within the centre
4. Investigate any specific health and safety problem identified within the centre and take or recommend (as appropriate) remedial action 

5. Order that a method of working ceases on health and safety grounds on a temporary basis subject to further consideration by them
6. Assist in carrying out regular safety inspections of the centre and its activities and make recommendations on methods of resolving any problems identified
7. Ensure that staff with control of resources (both financial and other) give due regard to safety 

8. Co-ordinate arrangements for the dissemination of information and for the instruction of employees, pupils and visitors on safety matters and to make recommendations on the extent to which staff are trained. 

3.9.4 Responsibilities of Staff Towards Pupils and Others in their Care 
All staff are responsible for the health and safety arrangements in relation to staff, students, pupils and volunteer helpers under their supervision. In particular, they will monitor their own work activities and take all reasonable steps to: 
1. Exercise effective supervision over all those for whom they are responsible, including pupils 

2. Be aware of and implement safe working practices and to set a good example personally. Identify actual and potential hazards and introduce procedures to minimise the possibility of mishap 

3. Ensure that any equipment or tools used are appropriate to that use and meet accepted safety standards 

4. Provide written job instructions, warning notices and signs as appropriate 

5. Provide appropriate protective clothing and safety equipment as necessary and ensure that these are used as required 

6. Minimise the occasions when an individual is required to work in isolation, particularly in a hazardous situation or on a hazardous process 

7. Evaluate promptly and, where appropriate, take action on criticism of health and safety arrangements
8. Provide the opportunity for discussion of health and safety arrangements 

9. Investigate any accident (or incident where personal injury could have arisen) and take appropriate corrective action 

10. Provide for adequate instruction, information and training in safe working methods and recommend suitable ‘off the job’ training. 

N.B. When any member of staff considers that corrective action is necessary but that action lies outside the scope of their authority, they should refer the problem to the Head. 

3.9.5 Responsibilities of all Employees 

All employees have a responsibility under the Act to: 

1. Take reasonable care for the health and safety of themselves and of any person who might be affected by their acts or omissions at work 

2. Co-operate with the meeting of statutory requirements.
3. Not interfere with or misuse anything provided in the interests of health, safety and welfare 

4. Make themselves aware of all safety rules, procedures and safe working practices applicable to their posts; where in doubt they must seek immediate clarification from the Administrative Staff
5. Ensure that tools and equipment are in good condition and report any defects to the Administrative Staff 
6. Use protective clothing and safety equipment provided and ensure that these are kept in good condition 

7. Ensure that offices, general accommodation and vehicles are kept tidy 

8. Ensure that any accidents, whether or not an injury occurs, and potential hazards are reported to the Head or Administrative Staff. 

Whenever an employee is aware of any possible deficiencies in health and safety arrangements he/she must draw these to the attention of the Head. 

Please note the following:- 

1. It must be realised that newly appointed employees could be particularly vulnerable to any risk and it must be ensured that all relevant health and safety matters are drawn to their attention at an early stage. 

2. Whilst it is a management responsibility to instruct all employees in safe working procedures in relation to their posts and work places, employees may from time to time find themselves in unfamiliar environments. In such cases, the employee concerned should be particularly alert for hazards, and whenever possible, ensure they are accompanied by a person familiar with the environment or that they are advised of specific hazards. 

3. All volunteer helpers will be expected, as far as reasonably possible, to meet the same standards required of employees. 

3.9.6 Responsibilities of Pupils 

All pupils are expected, within their expertise and ability, to: 

1. Exercise personal responsibility for the safety of themselves and their fellow pupils 

2. Observe standards of dress consistent with safety and/or hygiene
3. Observe all the safety rules of the centre and in particular the instructions of the teaching staff in the event of an emergency
4. Use and not wilfully misuse, neglect or interfere with things provided safety purposes. 

N.B. The Head will make pupils (and where appropriate the parents) aware of these responsibilities through direct instruction, notices and the centre handbook. 

3.9.7 Visitors 

Regular visitors and other users of the premises (e.g. contractors and delivery men) are expected, as far as reasonably possible, to observe the safety rules of the centre. 

3.9.8 Accidents

Prevention is always better than cure.  No pupil should run in either of the centre buildings. Standing on or jumping off furniture is forbidden.  If any pupil notices any broken object or any defect in equipment or in centre fabric he should report it immediately to a member of staff. The member of staff will report it to the Administrative Staff.

Under the terms of the Social Security Act, 1975 we keep an Accident File and all accidents to staff or pupils are entered. In the case of accidents to pupils, the following procedure should be followed:

· Keep the other pupils away and send a message immediately to the Office.

· Never attempt to move anybody who may be seriously injured.

· If you saw the accident, or were the first person to deal with it, you MUST complete an accident form available from the Office and return it to the Administrative Staff.  The Administrative Staff compiles statistics regarding location and frequency of accidents around the centre.
· In very urgent cases an ambulance will be called and the parents notified by the office. The treatment will depend upon the degree of urgency of the particular case i.e., either immediate treatment or, in non -urgent cases, a visit to the doctor or hospital.

· Unless there are very special circumstances, teachers should not contact parents or escort a child to home or hospital.  If such action is unavoidable it will be undertaken by the Head or Administrative Staff.

· An investigation should be carried out as soon as possible after any accident occurs, so that problem areas or procedures are identified and remedial action can be taken if necessary.  (See also First Aid).

3.9.8.1 Risk Assessment Forms

Risk Assessment documentation is available form the Administrative Staff and must be completed for all trips, whether day or residential.

3.9.8.2 Insurance

The centre has a highly comprehensive insurance policy.  However, staff who are organising expeditions or trips and are uncertain about insurance, should consult with the Administrative Staff in advance.  Where a trip involving a stay away from the centre is concerned, staff should notify parents that there is comprehensive insurance cover.
Appendix A

ACCIDENT REPORT FORM

This is an example of the Accident Report book that must be completed by the member of staff supervising at the time of any accident in which the pupil or adult has suffered harm. It is vital that the report is completed as soon after the accident as possible.

The book is kept in the Office. The Administrative Staff should enter the location and date of the accident onto the accident spreadsheet.

	Name of pupil:
	
	Form:
	

	Date:
	
	Time of accident:
	

	Location: Centre/Gym/Games/Other
	
	Names of any witnesses:
	

	Name of member of staff supervising:
	
	
	

	Please provide a detailed description of incident & of any first aid administered.


Include diagrams if necessary and use a continuation sheet if necessary.


	Signature:
	
	Date:
	

	For Office use:
	Have parents been contacted?                                             


        Y/N
	Has Headmaster and/or Deputy Head been informed?       
	Y/N


3.10 Medical Information

Staff should acquaint themselves with the Medical File in the office which should be treated as confidential.  

Any special needs which might require special intervention by staff will be outlined by the Administrative Staff who is responsible for keeping staff informed of such cases.

The following form is given to parents of new pupils to collect  information regarding pupil medical history:

The McLeod Centre for Learning Pupil Medical Questionnaire

SURNAME: 



FIRST NAMES: 

DATE OF BIRTH: 


YEAR OF ENTRY TO THE MCLEOD CENTRE FOR LEARNING CENTRE: 

RECORD OF IMMUNISATIONS: 


TYPE 








DATE 

Diptheria,tetanus,whooping cough, polio 


Haemophilius influenza type B (Hib) 


Pneumoccoccal infection 


Meningitis C 


Measles, Mumps, rubella 


Hearing Test 


BCG 


PLEASE GIVE DETAILS OF THE FOLLOWING 

Any allergies or sensitivities to food, medication, pets or to insect stings: 

Any chronic or recurring medical conditions needing regular or occasional medication or treatment: 

History of any serious illnesses or injuries requiring admission to hospital:

Any other conditions that might affect your child in his or her centre life: 

Are there any psychological factors that affect your child of which we should be aware? 

Does your child have regular dental checks? 

Does he/she wear a dental appliance? 

Does your child have regular eye tests? 

Does your child require glasses? 

Do you have private medical insurance? 

The name, address and telephone number of your child's GP: 

PLEASE COMPLETE THE FOLLOWING SECTION 

CONSENT TO EMERGENCY TREATMENT 

I/ We authorise the Head Master, or an authorised deputy acting on his behalf to consent on the advice of an appropriately qualified medical specialist to my/our child receiving emergency medical treatment, including general anaesthetic and surgical procedure if the centre is unable to contact me/us at the time. 

Signature of both parents: 
__________________
____________________ 

or Guardian 

Date: ____________________

CONSENT TO GENERAL TREATMENT AND TO FIRST AID

I/We give consent for my/our child receiving all the general health care and first aid services provided at the Centre under the supervision of the Centre Medical Adviser. 

He may/ may not be given first aid treatment by any qualified member of staff. 

He may/may not be given non-prescribed medicines to treat minor illness or injury. 

I/We would like/do not want to be informed about every medication given. 

Signature of both parents: 
_________________
_____________________ 

or Guardian 

Date:_____________________

3.11 First Aid

If anyone should become ill or suffer injury as a result of an accident the procedures below should be followed: 

· Inform the Centre Office immediately.

· The Administrative Staff has been trained in first aid.  The last training day was carried out on 2nd June 2012 and was carried out by St John Ambulance.
· First Aid should be rendered, but only as far as knowledge and skill admit. The patient should be given all possible reassurance and, if absolutely necessary, removed from danger.


· First aid boxes are located in the Centre Office.

· Transport to Hospital. If an ambulance is required, the emergency 999 service should be used.  It may be appropriate to transport a pupil to an accident department without using an ambulance, but it should be noted that this should always be on a voluntary basis.  No casualty should be allowed to travel to hospital unaccompanied.

· An accident report must be made as soon as possible after the incident. Accident forms are available from the Centre Office.  An accident form must be completed for all accidents, however minor, and returned to the Centre Office.

· If a pupil requires medical accomodation he may use the office. A large area with cusions to lie on can be found in the LED classroom. Buckets can be found
3.11.1 Head injuries

Throughout a normal centre day, pupils can experience the occasional knock or bang – most of them of a minor nature. The most difficult to assess however, are those that may involve a head injury.

The centre’s policy is to report all head injuries to parents as soon as possible and inform them of the steps taken by the centre and advise on the necessity for further investigation.

Any member of staff who witnesses a head injury must stay with the child and send for assistance from a First Aider and as soon as possible, inform the Centre Office and enter details of the accident into the accident book.

The First Aider should:

· Check the child to ascertain the extent of the injury in the immediate term. (E.g. can the child remember the accident, his name? the date? name of centre? Count the number of fingers being held up? etc)

· Administer a cold compress from the nearest First Aid kit.

· Inform the Office of the extent of the injury so that parents can be contacted. 

In the event of a serious head injury:

· If the child is unconscious, an ambulance must be called and parents ’phoned. The Head or Administrative Staff must be alerted.

· If the child is obviously very confused or sleepy and feels sick, concussion could be the cause.  An ambulance must be called and parents contacted by ‘phone.
· If child appears to be fine, he is monitored and the parents are contacted.
· NB. In all head injuries, however minor, the parents must be contacted by ‘phone – even if it is to say that the child is fine and back in class, information still needs to be passed on.
· The condition of the child must be monitored for the rest of the day.

Remember. The incident must be recorded in the accident book, by the person who witnessed the accident.

3.11.2 Medicines

3.11.2.1 The Administration of Medicine in Centre:

Parents are advised that pupils who are unwell should not be sent to centre.  However, doctors sometimes advise that pupils should attend centre while still needing to take medicine either because they are suffering from some chronic illness or allergy (such as diabetes or asthma) or because they are recovering from a short-term illness and are undergoing a course of treatment needing antibiotics.

We would not accept any responsibility for the administration of medicine to pupils where:

· the timing of its administration is crucial;

· some technical or medical knowledge or expertise is required (without prior training to the satisfaction of all parties);

· intimate contact is necessary.

If medicines are to be administered to pupils at centre the following procedure should adopted:

· The smallest practicable dose should be brought to centre by the parent, with clear written instructions for the administration giving the name and form of the pupil. Medicines should not be carried by pupils.

· The medicine, correctly labelled, will be kept by the Administrative Staff.

· A written record will be kept by the Administrative Staff of the date and time of the administration.

3.11.1.2 Epi-pens

All staff must be prepared to administer Epi-pens, which are kept by the relevant pupil, in the office.  When children who carry Epi-pens, staff are given suitable refresher guidance on the administration of Epi-pens.

3.12 Fire Safety and Fire Procedure 

3.12.1 Fire Safety

Our priority is to minimise the risk of life and to reduce injury by maintaining the physical fire safety integrity of the centre in ensuring that staff, pupils and visitors do not add to the fire risk and through safe evacuation of our buildings if a fire breaks out.  The fire safety policy, procedures and risk assessments at The McLeod Centre for Learning are designed to help our community to respond calmly effectively in the event that fire breaks out in one of our buildings.

3.12.1.1 Role of the Centre Fire Safety Officer

The Head is the designated Centre Fire Safety Manager, who is responsible for ensuring that:

· The fire safety policy is kept under regular review.

· The fire safety policy is promulgated to the entire centre community.

· Everyone in the centre (including visitors and contractors) are given clear instructions on where they should go in the event of fire.

· Records are kept of the fire induction training given to new staff and pupils.

· Procedures for emergency evacuation are regularly tested and lessons absorbed.

· Fire risk assessments are regularly reviewed and updated.

· Fire prevention measures are meticulously followed.

· Fire procedures and risk assessments are reviewed on each occasion that a building is altered, extended or rebuilt.

3.12.1.2 Emergency Evacuation Notice

All new staff and pupils, all contractors and visitors are shown the following notice:

1. If you discover a fire, tell an adult immediately.  Leave the building by the nearest exit.

2. If you are responsible for a class, make them leave quietly with you.  No-one should talk or run.  Make your way to the assembly point on the corner of Lupus Street and Winchester Street.

3. Do not take anything with you, and do not allow pupils to take anything.  Shut doors and windows behind you.

4. The office will summon the Emergency Services.

5. If you have a disabled pupil, direct them to the nearest safe refuge.

6. Take the register of your class as soon as you reach the assembly point.

7. Report anyone who is waiting to be evacuated from a designated refuge, or who is missing, immediately to the Administration Staff or the Head, who will inform the Fire Brigade.  On no account should anyone return to any building until given permission by the Fire and Emergency Services.
8. Remain at the assembly point with your pupils until the all clear is given.
3.12.2 Fire Procedure

3.12.2.1 Briefing New Staff and Pupils

All our new staff (teaching and non-teaching alike) and all new pupils are given a briefing on the centre’s emergency evacuation procedures on their first day at The McLeod Centre for Learning.  We show them where the emergency exits and escape routes are located, and tell them where the assembly point is.  Fire action notices are diplayed on the walls of all rooms and in all corridors, and we make certain that everyone knows what they look like.

The safe evacuation of everyone – staff and pupils alike, is our priority.  Protecting property comes second.  No one should attempt to fight a fire at the expense of their own, or anyone else’s safety.  We offer staff training in the basic use of fire extinguishers to all staff during their first term.  We also offer regular refresher training.

3.12.2.2 Summoning the Fire Brigade

The Centre Office is manned between 8.30am and 6.30pm during weekdays in term-time and during holiday courses.  The master panel for the alarm system is in the cupboard above the kitchen unit.  The Centre Office is always given advance warning of fire practices.  If the alarm goes off for any reason, the staff have standing instructions to summon the Fire and Emergency Services at once.

3.12.2.3 Visitors and Contractors

All visitors and contractors are signed in at the Centre Office.  They are made aware of the emergency evacuation notice and are shown the way to the assembly point.

When large numbers of visitors are at the centre for Inset training of open days, a brief announcement is made advising them of the location of the emergency exits that they should use in the event of the alarms sounding.

3.12.2.4 Disabled Staff, Pupils or Visitors

We have a special one-to-one induction on fire safety for disabled pupils and their carers and for disabled members of staff.

3.12.2.5 Responsibilities of Teaching Staff

Please ensure that you and all pupils in your care are fully, conversant with the Fire Drill.

· On discovering a fire:

Evacuate any persons in immediate danger. Do not attempt to extinguish the fire.

On hearing the alarm:

· All teachers in charge of pupils must evacuate the building in a calm and orderly manner via the prescribed routes. An alternative route should be used if smoke or fire prevent the use of the primary escape route.

· Once outside, direct and supervise all pupils to the assembly point at the junction of Winchester and Lupus streets..
· Check with registers provided by the office staff to ensure all pupils are present. 

· Report any absence to the Head.

· In the event of a fire at break or lunchtime, Administrative Staff who are in charge must instruct pupils to proceed to their assembly point.  Other staff on the premises should hurry to assist their colleagues with this task.

· Except for a few cases, where common sense permits, no attempt should be made to control the fire.  The first essential is to clear the building completely so that the efforts of the fire brigade are not hampered by having to search for missing people.

· The Head, or in her absence the Administrative Staff, in consultation with the fire service, will decide when it is safe for pupils to re-enter the centre or when the fire drill shall be terminated.  Pupilss will be dismissed in turn and return to centre in an orderly manner.

· The fire alarm may also be sounded in the event of a Bomb Scare.

· Fire drills will take place regularly unannounced. A familiarisation fire drill for the benefit of newcomers will take place during the first two weeks of each new academic year.

· Whenever the fire bell rings it must be treated as an emergency.

· The efficiency with which this procedure is carried out may determine whether or not a life is lost.

On no account should anyone return to a burning building.

3.12.2.6 Staff Instructions for Fires and for Fire Drills

· Teachers escort pupils from the room ensuring that windows and doors are left closed. They lead pupils in single file to the most suitable fire exit. They should appoint a responsible pupil to bring up the rear.

· Choice of exits:

If at all possible, exit for all should be made via the Front Door

If this is not possible, exit should be made via the side doors.

· Calmness should be encouraged at all times

· On leaving the building, groups assemble at the junction of Lupus and Winchester Street. A full roll call will be taken.  The Head, or in her absence the Administrative Staff, or in his absence a teacher will administer the roll call. All three should have centre lists to hand in such an eventuality. The Head will make a final check of the building.

3.12.2.7 Fire Prevention Measures

We have the following fire prevention measures in place at The McLeod Centre for Learning:

· There are three escape routes from the building (from each classroom that faces Lupus Street) and exit is possible from the office.
· Fire notices and evacuation signs are displayed in every room and corridor.

· Fire extinguishers (of the appropriate type) and smoke/heat detectors are located in every building in accordance with the recommendations of our professional advisors.

· The master panel for the alarm system is located above the kitchen unit.

· The alarms sound in all parts of the building.

· Keeping fire routes and exits clear at all times.  The Administrative Staff checks that escape routes are not obstructed and that the emergency lights work, and for reporting defects.

· Testing all fire alarms weekly (and recording all tests and defects).  This is the responsibility of the Administrative Staff, who also arranges for an ISO9001 certified/ BAFE approved contractor to carry out:

· Monthly checks of emergency lights,

· Six monthly professional checks on fire detection and warning equipment,

· An annual service of alarms, smoke detectors, emergency lights and fire extinguishers.

· Records of all tests are kept in the Centre Office.

· Plans showing the location of gas and electricity shut off points are displayed in fire proof glass fronted display boards next to the entrance of the building.

3.12.2.8 Electrical Safety

· The centre has current electrical test certificates for all its buildings.  It uses NICEIC qualified Electrical Engineers to inspect and maintain its electrical installations, all of which are RCB protected and meet the requirements of BS 7671 IEE wiring regulations.

· Regular portable appliance testing takes place.

· Records of all tests are kept in the Centre Office.

· The Administrative Staff checks that all electrical equipment is switched off at the end of the centre day except for the server computer.

3.12.2.9 Lightning Protection

· All lightning protection and earthing conforms to BS 6651-1999.  It is tested annually by a specialist contractor.  Records of all tests are kept in the Centre Office.

3.12.2.10 Gas Safety

· All gas appliances (boilers, kitchen equipment etc.) are regularly maintained and serviced by Gas Safe Registered Engineers.  Records of all tests are kept in the Centre Office.

3.12.2.11 Safe Storage

· We ensure that flammable materials used in teaching or maintenance are locked in purpose-made, flame-proof containers at the end of the day.

3.12.2.12 Rubbish and Combustible Material

· Flammable rubbish, such as a sandwich wrapper, is removed from the centre daily.

3.12.2.13 Letting or Hiring the Centre
Our standard contractual terms that we use for letting and hiring the centre covers fire safety and specifies that the hirer should certify that they have read and understood the centre’s fire safety policy and procedures.  The Administrative Staff and Head are always on duty when the centre is let or hired for an outside function or event.

3.13 Trips

3.13.1 Day Trips

Trips need to be planned well in advance. All visits of whatever duration must be properly costed and authorised by the Head.  Risk Assessment forms available from the Administrative Staff must be obtained in advance.  Trips must be accompanied by the requisite number of staff (one member of staff per ten pupils).  Parents must not be invited to accompany trips without the permission of the Head.  All staff on trips must be equipped with mobile telephones and the Administrative Staff informed of their numbers.

3.13.2 Day Trips Form

Completed copies of this form should be submitted to the Administrative Staff before departing on a day-trip.
THE MCLEOD CENTRE FOR LEARNING CENTRE - ARRANGEMENTS FOR A DAY TRIP
Completed copies of this form should be submitted to the Administrative Staff before departing on any centre day-trip.

	Party Leader
	
	Mobile Phone No.
	

	Accompanying 

Teacher(s)
	
	Mobile Phone No(s).
	

	Destination
	

	Date of departure
	

	Time of departure from centre
	

	Time of arrival back at centre
	

	Classes/pupils taken on trip.

(Attach list of names if more space required)
	

	Mode of transport
	

	Travel company details
	Normal coach
	Other
	Tel No.
	

	
	Other
	
	
	

	First Aid box taken?       Y/N
	e.g. Awareness of pedestrians/traffic when getting on/off coaches. Seat belts. Action in event of separation from group. Toilet supervision. Water hazards etc.

	Information you have given or intend to give to pupils regarding risks likely to be encountered
	

	Additional relevant information including special needs or medical needs of individual pupils
	e.g. travel sickness, allergies, asthma, hayfever etc. (epi-pens, ventilators and other special medication) 

	Signature
	
	Date
	


3.13.2.1 Prompt Form – an aid in the event of an emergency

Centre contact numbers: 

	Centre tel: 020 7630 6970
	Centre email: amanda@amandamcleod.org
	Jonathan Berry (Staff Administration) mobile: 07749 416 604

	Amanda McLeod mobile (Head) mobile: 078 66 55 2767
	
	


	Date/time/description of incident

	Pupils/staff involved/injured

	Names/addresses/tel numbers of independent witnesses

	Action taken to get medical attention (including First Aid) to injured. N.B. member of staff should accompany any injured to hospital

	Time when other members of party notified

	Action taken to ensure safety of rest of party

	Action to be taken in near future/ by whom

	Time when centre contact notified

	If applicable, time when police/British Embassy/Consulate notified


N.B. Ensure that no-one in the group speaks to the media. Refer media to Head. Do not disclose names of injured people.
THE GROUP LEADER SHOULD BE THOROUGHLY FAMILIAR WITH THE CONTENTS OF THIS DOCUMENT
Teachers in charge of pupils during a visit have a duty of care to make sure that the pupils are safe and healthy. They also have a common law duty to act as a reasonably prudent parent would. Teachers should not hesitate to act in an emergency and to take life saving action in an extreme situation.

If an accident happens, the priorities are to:

· assess the situation 

· safeguard the uninjured members of the group 

· attend to the casualty 

· inform the emergency services and everyone who needs to know of the incident
The group leader would usually take charge in an emergency and would need to ensure that emergency procedures are in place and that back up cover is arranged. The group leader should liaise with the representative of the tour operator if one is being used.

The centre contact’s main responsibility is to link the group with the centre and the parents and to provide assistance as necessary. The named person should have all the necessary information about the visit. 

All those involved in the centre trip, including supervisors, pupils and their parents, should be informed of who will take charge in an emergency, the named back up cover and what they are expected to do in an emergency.

3.13.2.2 Procedure to Follow in the Event of An Emergency on A Visit
If an emergency occurs on a centre visit the main factors to consider include: 

· establish the nature and extent of the emergency as quickly as possible 

· ensure that all the group are safe and looked after 

· establish the names of any casualties and get immediate medical attention for them 

· ensure that all group members who need to know are aware of the incident and that all group members are following the emergency procedures
· ensure that a teacher accompanies casualties to hospital and that the rest of the group are adequately supervised at all times and kept together
· notify the police if necessary
· notify the British Embassy/Consulate if an emergency occurs abroad
· inform the centre contact. The centre contact number should be accessible at all times during the visit
Details of the incident to pass on to the centre should include: 

· nature, date and time of incident 

· location of incident 

· names of casualties and details of their injuries 

· names of others involved so that parents can be reassured 

· action taken so far; action yet to be taken (and by whom)
· notify insurers, especially if medical assistance is required (this may be done by the centre contact)
· notify the provider/tour operator (this may be done by the centre contact)
· ascertain telephone numbers for future calls. Mobile phones, though useful, are subject to technical difficulties, and should not replace usual communication procedures
· write down accurately and as soon as possible all relevant facts and witness details and preserve any vital evidence
· keep a written account of all events, times and contacts after the incident

· complete an accident report form as soon as possible
· no-one in the group should speak to the media. Names of those involved in the incident should not be given to the media as this could cause distress to their families. Media enquiries should be referred to the Head
· no-one in the group should discuss legal liability with other parties
3.13.2.3 Procedure To Follow At Centre When Notified Of An Emergency
Prior to the visit, the name and centre and home telephone numbers of a centre contact should be identified. It is advisable to arrange a second centre contact as a reserve. The group leader should bear in mind that the contact lines may become busy in the event of an incident and that alternative numbers to ring would be useful.

The main factors for the centre contact to consider include:

· ensuring that the group leader is in control of the emergency and establishing if any assistance is required from the centre base
· contacting parents. Details of parents’ contact numbers need to be available at all times while the group is on the visit. The centre contact should act as a link between the group and parents. Parents should be kept as well informed as possible at all stages of the emergency
· liaison with media contact. If a serious incident occurs, the centre contact should liase with the designated media contact as soon as possible
· the reporting of the incident using appropriate forms, if necessary. Some incidents are reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) 

· Media contact

The Head will deal with media enquiries. He should liase with the centre contact, the group leader and, where appropriate, the emergency services. In the event of an emergency all media enquiries should be referred to the Head. The name of any casualty should not be given to the media.

· After a serious incident

It is not always possible to assess whether group members not injured or directly involved in the incident have been traumatised or whether other pupils or staff in the centre have been affected. In some cases reactions do not surface immediately. Centres in this situation have sometimes found it helpful to contact local community support services and to seek professional advice on how to help individuals and the centre as a whole cope with the effects of a tragedy.

3.13.3 Standard procedures when moving to activities in the local area

There are occasions when pupils need to leave the centre building to take part in various activities.  The centre has, therefore, adopted standard procedures for the following regular activities:

3.13.3.1 Walking to transport when leaving (e.g. to get to their car)

· Younger pupils will not be released until the person responsible for their welfare is at the door.
· Older pupils may be released to travel independently but only after a form has been signed by their parents/guardian to state they have permission to leave the premises alone and, should an incident occur offsite, the centre is not responsible for said child.

· Should a teacher need to walk a child to a car, that pupil will walk on the inside of the pavement and hold a teacher’s hand (if young).
Section 4: Information for Parents and Community
4.1 Parental Involvement

At The McLeod Centre for Learning we pride ourselves on the strong rapport between staff and parents.  In addition to Parents’ meetings, we encourage parents to have an active involvement in centre activities. Parents should feel free to contact the centre if they have any concerns about their child.  
4.2 Special Needs

The McLeod Centre for Learning is a centre for children with special needs. We do not discriminate in any way regarding entry.  We welcome pupils who may need learning support, providing that our learning support department can offer them the support they require.  We welcome pupils with physical disabilities provided that our site can cope with them.  However, we advise parents with children who may need learning support or physical disabilities to discuss their child’s requirements with The McLeod Centre for Learning before he sits the entrance exam so that we can make adequate provision for him.   Parents should provide a copy of an Educational Psychologist’s report or a medical report to support their request for their child’s educational needs to be taken into account. 

We will discuss thoroughly with parents and their medical advisors the adjustments that can reasonably be made for the child if he becomes a pupil at the centre.

4.2.1 Equal Treatment

Our aim is to encourage applications from candidates with as diverse range of backgrounds as possible.  This enriches our community and is vital for preparing our pupils for today’s world.  

The McLeod Centre for Learning is committed to equal treatment for all, regardless of the candidate’s race, ethnicity, religion, sexual orientation or social background.  Our provision for bursaries is described below in Section 4.1.4.

4.2.2 Bursaries

The centre considers all applications for financial assistance with fees, on their own merits.  It is a policy of the centre not to exclude pupils in cases of financial need, however, funds are not yet available for bursaries and cases are assessed by the Head.  Any financial assistance will always be dependent upon an annual means test.

4.3 Admissions Procedure

The School Administration administers the initial stages of Admissions.  In the first instance, prospective parents make an appointment to see the centre.  They have an interview with the Head at which she outlines the centre’s philosophy and what it offers.  They are then shown around the Centre by the Head who provides additional information about the day-to-day running of the centre.  
Pupils are awarded places, places on the Waiting List or are not offered places dependent on whether the centre can meet that child’s needs, at that current timee.  

4.4 Complaints Procedure

The centre has a Complaints Procedure which satisfies the requirements of the Education (Independent Centres Standards) regulations Act 2003.

The Complaints Procedure document is as follows:

Current and prospective parents can see the complaints procedure both on the centre website at www.amandamcleod.org , or on request from the centre office.

The centre prides itself on the quality of its pastoral care and on the speed with which parental concerns are dealt with.  

However, in accordance with legal requirements, there is an official procedure which is as follows:

Informal Resolution

It is quickly hoped that most concerns and complaints will be resolved quickly and informally.

For small matters, in the first instance, parents should consult the Teachers.

For more serious matters or if the Teacher deems the matter more serious, the Staff Administration should be consulted.  He will keep a written record of the complaint and keep the Head informed.  He will consult with any relevant staff.  If a satisfactory resolution is not reached within 14 days then parents are advised to proceed with a Formal Complaint.

Formal Resolution

The parents put the complaint in writing to the Head who will see the parents as soon as possible and seek to find a resolution.  This should take place within 7 days of receiving the complaint.
If necessary she will undertake further investigation of the matter.

The Head will keep written records of all meetings and interviews in relation to the complaint. Parents will be kept fully informed (By letter, telephone, or in person) of the ways in which the issue is being handled.
Once the Head is satisfied that, so far as is practicable, all of the relevant facts have been established, a decision will be made and parents will be informed of this decision in writing.  The Head will give reasons for her decision.

Correspondence, statements and records relating to individual complaints are kept confidential (except where the Secretary of State or a body conducting an inspection under section 162A of the 2002 Act, as amended, requests access to them).
4.5 Data Protection Policy for Pupils and Parents

4.5.1 The Centre’s Duties

The centre is required to process relevant personal data regarding pupils and their parents and guardians and shall take all reasonable steps to do so in accordance with the Data Protection Act 1998.  Processing may include obtaining, recording, holding, disclosing, destroying or otherwise using data.  In the Policy, any reference to pupils includes current, past or prospective pupils. Parental consent is sought for reproduction of photographs showing pupils, in either the press or the website.

4.5.2 Data Protection Controller

The Head will act as Data Protection Controller and will endeavour to ensure that all personal data is processed in compliance with this Policy and the principles of the Data Protection Act 1998.

4.5.3 The Principles

The Centre so far as is reasonably practicable comply with the Data Protection principles contained in the Data Protection Act to ensure all data is:

Fairly and lawfully processed;

· Processed for a lawful purpose

· Adequate, relevant and not excessive

· Accurate and up-to-date

· Not kept for longer than necessary

· Processed in accordance with the data subject’s rights

· Secure;

· Not transferred to other countries without adequate protection

4.5.4 Personal Data

Personal data covers both facts and opinions about an individual.  The centre may process a wide range of personal data of pupils, their parents or guardians.  This personal data may include (but is not limited to) names and addresses, bank details, academic, disciplinary, admissions and attendance records, references, examination scripts and marks.

Consent may be required for the processing of personal data unless the processing is necessary for the Centre to undertake its obligations to pupils and their parents or guardians.  Any information which falls under the definition of personal data, and is not otherwise exempt, will remain confidential and only be disclosed to third parties with the consent of the appropriate individual or under the terms of this Policy.


4.5.5 Disclosure of Information

The centre may receive requests from third parties to disclose personal data it holds about pupils, their parents or guardians.  The centre confirms that it will not generally disclose information unless the individual has given their consent or one of the specific exemptions under the Data Protection Act applies.  However, the Centre does intend to disclose such data as is necessary to third parties for the following purposes:

· To give a confidential reference relating to a pupil to any educational institution which it is proposed that the purpose may attend

· To give information relating to outstanding fees or payment history to any educational institution which it is proposed that the pupil may attend
· To publish the results of public examinations or other achievements of pupils of the Centre
· To disclose details of a pupil’s medical condition where it is in the pupil’s interests to do so, for example for medical advice, insurance purposes or to organisers of centre trips
Where the Centre receives a disclosure request from a third party, it will take reasonable steps to verify the identity of that third party before making any disclosure.

4.5.6 Accuracy

The Centre will endeavour to ensure that all personal data held in relation to an individual is accurate.  Individuals must notify the office of any changes to information held about them.  

An individual has the right to request that inaccurate information about them is erased or corrected.

4.5.7 Security

The centre will take reasonable steps to ensure that members of staff will only have access to personal data relating to pupils, their parents or guardians where it is necessary for them to do so.  All staff will be made aware of this policy and their duties under the Data Protection Act 1998.

4.5.8 Rights of Access

Individuals have a right of access to information held by the Centre.  Any individual wishing to access their personal data should put their request in writing to the Registrar.  The Centre will endeavour to respond to any such written requests as soon as is reasonably practicable.

The rights under the Data Protection Act are the individual’s to whom the data relates.  The Centre will however, in most cases, rely on parental consent to process data relating to pupils.

The Centre will only grant the pupil direct access to their personal data if, in the Centre’s reasonable belief, the pupil understands the nature of the request.

4.5.9 References

The Centre will also treat as confidential any reference given by the Centre for the purpose of the education, training or employment, or prospective education, training or employment of any pupil, former pupil or member of staff. The Centre acknowledges that as an individual may have the right to access a reference relating to them received by the Centre.  However, such a reference will only be disclosed if such disclosure will not identify the source of the reference or where, notwithstanding this, the referee has given their consent or if disclosure is reasonable in all the circumstances.

4.5.10 General Points

Certain data is exempt from the right of access under the Data Protection Act.  This may include information which identifies other individuals, information which the Centre reasonably believes is likely to cause damage or distress, or information which is subject to legal professional privilege.  The Centre is also not required to disclose any pupil examination scripts.

4.5.11 Exemptions

Certain data is exempted from the provisions of the Data Protection Act which includes the following:

· The prevention or detection of crime

· The assessment of any tax or duty

· Where the processing is necessary to exercise a right or obligation conferred or imposed by law upon the Centre
4.6 Equal Opportunities Policy

Promoting equal opportunities is fundamental to the aims and ethos of The McLeod Centre for Learning. We welcome applications from candidates with as diverse a range of backgrounds as possible.  This enriches our community and is vital in preparing our pupils for today’s world. We concentrate on educating the individual, to provide a comfortable and welcoming atmosphere where each individual feels valued and can flourish.

The McLeod Centre for Learning is committed to equal treatment for all, regardless of an individual’s race, ethnicity, religion, sexual orientation, disability, learning difficulty, body image or social background.  We are a selective centre in terms of whether we can support a child’s learning. However, we believe that the educational experience can only be enriched if children are exposed to as wide a range of cultural experiences as possible whilst they are developing.

We also welcome applications from pupils with special needs and disabilities, and refer parents to our policies covering Learning Support, and Disability Policy.

Bursaries cannot be offered at the present time but The McLeod Centre for Learning will always take into account any financial difficulty.

4.6.1 Code Of Conduct

The Head Master, the Senior Management Team, the Chaplain and all teaching staff play an active role in monitoring the implementation of The McLeod Centre for Learning’s policy on equal opportunities. Use is made of Assemblies, PSHE, RE, English and other lessons to:

· Promote tolerance of each other and  respect for each other’s position within the The McLeod Centre for Learning community.

· Promote positive images and role models to avoid prejudice and raise awareness of related issues.

· Foster an open-minded approach and encourage pupils to recognise the contributions made by different cultures.  Bias should be recognised.

· Understand why and how we will deal with offensive language and behaviour.

· Understand why we will deal with any incidents promptly and in a sensitive manner.

Harassment in all its forms unlawful and unacceptable; our Behaviour and Anti-Bullying Policies contain clear procedures for dealing with unlawful discrimination.  All our staff receive anti-discrimination training.  Teaching and medical staff attend regular INSET sessions on the subject.  

 A successful equal opportunities policy requires strong and positive support from parent and guardians, and full acceptance of the centre’s ethos of tolerance and respect.

4.6.2 English as an Additional Language

A decent level of English fluency is expected but it is taken into account if English is not his/her first language. It is further recognised that a learning difficulty may be masked by a lack of mastery in English.  Where necessary, pupils at The McLeod Centre for Learning with English as an additional language will be given suitable extra tuition.
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