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Cultural Statement 

 

Nugent House School is a unique school community that serves young people between the 

ages of 7 and 19 who have complex and multiple barriers to learning including ASC, ADHD, 

mental health conditions and varied SEMH diagnoses. 

Our mission is to support and develop young people to lead independent and successful lives 

and become responsible and active citizens in line with our IACCORD Values. 

Our vision is to provide a safe, secure, stimulating and caring environment where expectations 

and achievements are consistent and high. We are committed to enabling our students to 

overcome their barriers; we work tirelessly with every individual and their families and carers 

to ensure a personalised education experience; all students have their own bespoke 

programme designed to engage, inspire and encourage whilst also providing therapeutic, 

pastoral and holistic support. These programmes mean all our students gain not only skills for 

life but also recognised academic and vocational qualifications that support their next steps; 

Our iACCORD values are at the heart of what we do and how we build relationships and 

learning habits  

Nugent House School is a safe, positive and student centred environment where we learn and 

grow together as a team. As such we seek, hear and respect each other’s’ views. If we disagree 

it is without bitterness. We recognise our own and each other’s’ strengths and embrace 

opportunities to improve. We support each other in a spirit of shared professional goodwill 

and professional honesty; we recognise that our shared passion for our mission and the 

richness of our different perspectives enables every member of our school community is an 

active participant in our shared purpose – to provide the very best education to the young 

people we serve. 

 

 

 

 

 

 

 

 

 

 



 

 
Nugent House School Policy                Page 3 of 157             

 

Contents 
Cultural Statement ....................................................................................................................... 2 

Accessibility Plan ........................................................................................................................... 4 

Admissions Arrangements ........................................................................................................... 7 

Allegations of Abuse against Staff .............................................................................................. 9 

Anti- Bullying Policy .................................................................................................................... 12 

Assessment and achievement ................................................................................................... 24 

Behaviour: Positive Behaviour Support (PBS) Model .............................................................. 27 

Capability and Performance Management .............................................................................. 34 

CEIAG ............................................................................................................................................. 36 

Charges and Remissions ............................................................................................................. 38 

Child Protection and Safeguarding ........................................................................................... 41 

Daily Registration and Attendance Checking .......................................................................... 48 

Home/School Agreement ..................................................................................................................... 50 

Equality ......................................................................................................................................... 52 

Exams ............................................................................................................................................ 55 

First Aid ......................................................................................................................................... 62 

Health and Safety ........................................................................................................................ 67 

Premises Management ............................................................................................................... 74 

Relationship and Sex Education (RSE)....................................................................................... 76 

School Complaints ....................................................................................................................... 78 

Single Central Record .................................................................................................................. 80 

SEND .............................................................................................................................................. 81 

Sexual violence and Sexual Harassment between Pupils Guidance (peer-on-peer abuse)

 ....................................................................................................................................................... 86 

Supporting Pupils with Medical Needs ................................................................................... 104 

Appendices ................................................................................................................................. 107 

Appendix 1 – Accessibility Plan ........................................................................................................ 107 

Appendix 2 – Register codes on SIMS ............................................................................................. 109 

Appendix 3 – Exam Contingency Plan ............................................................................................ 110 

Appendix 4 – Premises and equipment inspections ................................................................. 116 

Appendix 5 – Relationship and Sex Education additional information and guidance .. 119 

Appendix 6 – Medication Form ......................................................................................................... 133 



 

 
Nugent House School Policy                Page 4 of 157             

 

Health and Safety Handbook ................................................................................................... 134 

Fire ............................................................................................................................................................. 134 

Lockdown procedures ......................................................................................................................... 134 

COSHH ....................................................................................................................................................... 137 

Gas safety ................................................................................................................................................ 137 

Legionella ................................................................................................................................................. 137 

Asbestos ................................................................................................................................................... 137 

Equipment ............................................................................................................................................... 138 

Electrical equipment ............................................................................................................................ 138 

PE equipment ......................................................................................................................................... 138 

Display screen equipment ................................................................................................................. 138 

Lone working .......................................................................................................................................... 139 

Working at height ................................................................................................................................. 139 

Manual handling ................................................................................................................................... 139 

Off-site visits ........................................................................................................................................... 140 

Violence at work .................................................................................................................................... 140 

Smoking .................................................................................................................................................... 140 

Infection prevention and control .................................................................................................... 140 

Animals in school procedures ........................................................................................................... 141 

Appendices .......................................................................................................................................... 146 

Complaints Handbook .............................................................................................................. 153 

Document Equality Impact Assessment – Part A .................................................................. 155 

Document Equality Impact Assessment – Part B .................................................................. 156 

Document Change Log .............................................................................................................. 157 

 

 

 

Accessibility Plan 

 

Introduction  



 

 
Nugent House School Policy                Page 5 of 157             

 

In 2010 the Equality Act replaced previous anti-discrimination laws with a single Act to make 

the law simpler and to remove inconsistencies. This makes the law easier for people to 

understand and comply with. The Act also strengthened protection in some situations.  

The Act covers nine protected characteristics, which cannot be used as a reason to treat people 

unfairly. Every person has one or more of the protected characteristics, so the Act protects 

everyone against unfair treatment. They protected characteristics are:  

 age  

 disability  

 gender reassignment  

 marriage and civil partnership  

 pregnancy and maternity  

 race  

 religion or belief  

 sex  

 sexual orientation  

  

The Equality Act sets out the different ways in which it is unlawful to treat someone, such as 

direct and indirect discrimination, harassment, victimisation and failing to make a reasonable 

adjustment for a disabled person.  

The Act prohibits unfair treatment in the workplace, when providing goods, facilities and 

services, when exercising public functions, in the disposal and management of premises, in 

education and by associations (such as private clubs).  

It is unlawful for a school or other education provider to treat a pupil with disabilities 

unfavourably. Such treatment could amount to:  

 direct discrimination  

 indirect discrimination  

 discrimination arising from a disability  

 harassment  

  

 

 

 

Direct Discrimination  

An education provider must not treat a pupil with disabilities less favourably simply because of 

their disability. For instance, they can’t refuse admission to applicants because they have a 

disability.  
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Indirect Discrimination  

An education provider must not do something for all students which would have a negative 

effect on any student, unless they have a genuine reason. For example, only providing course 

application forms in one format, which may not be accessible for disabled people.  

  

Discrimination arising from a disability  

An education provider must not discriminate against a student because of something that is a 

consequence of their disability.  

For example, they can’t stop a pupil with a disability going outside at break time because it 

takes them too long to get there.  

  

Harassment  

Education providers must not harass students because of their disability.  

  

Victimisation  

It is unlawful to victimise a child for anything done in relation to the Act by their parent or 

sibling/s.  

  

Making adjustments  

Education providers must also make ‘reasonable adjustments’ to ensure that disabled students 

aren’t discriminated against. Making reasonable adjustments could include:  

 changes to practices or procedures  

 changes to physical features  

 changes to how learners are assessed  

 providing extra support and aids (such as specialist teachers or equipment)  

  

 

Auxiliary aids  

The Act extends the reasonable adjustment duty to require schools to provide auxiliary aids 

and services to pupils with disabilities. Following consultation on implementation and 

approach, the duty came into force on 1 September 2012.  
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The Act makes it unlawful for the body responsible for the school to discriminate against, 

harass or victimise a pupil or potential pupil:  

 in relation to admissions,  

 in the way it provides education for pupils,  

 in the way it provides pupils access to any benefit, facility or service, or  

 by excluding a pupil or subjecting them to any other detriment.  

  

The details of Nugent House School’s accessibility plan can be located in the appendices of this 

policy.  

 

 

 

 

Admissions Arrangements 

 

All young people who are admitted to Nugent House School have an Education, Health and 

Care Plan. All young people are considered for admission in line with statutory guidance.  

Parents, placing authorities, commissioners and other professionals may make a referral 

directly to the school.   

Nugent House School has developed a clear admissions Policy and Procedures that allows for 

new arrivals that start at different times of the year and is well placed to identify their needs 

and ensure that they receive appropriate support to access the curriculum and pastoral 

system.  

 Nugent House School aims to provide a welcome for new arrivals that:  

 Forges good communication with Parents, Carers and Guardians.  

 Addresses immediate needs efficiently.  

 Identifies the educational needs of the young person.  

 Promotes genuine inclusion.  

 Enables success in learning.  

In line with DFE and Ofsted guidance and recommendations, Nugent House School has 

established the following:  

 A well-placed admission to our school once a young person has been referred through 

to us 

 A welcoming environment with background information on linguistic, educational and 

cultural and social needs of the new arrivals.  
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 Communication with Parents, Carers and Guardians as an integral part of the Welcome 

and Induction (interviews, school/children’s home visits, letters, phone calls).  

 Inform new arrivals and their families, carers and guardians about the education system 

and the curriculum we offer at school through the key stages.  

 Inform new arrivals and their family/carers about entitlement such as free school 

uniform, meals and education equipment provided by the school.  

 Effective use of staff during the admission process, the Head Teacher, Learning Mentor 

Manager, SENCO and other relevant SLT who may be involved in the process at school 

at different stages before the new arrival fully enters the school community.  

 All relevant policies will be made available to all parties during the admission process 

via the website. Hard copies are available on request.  

Admissions Procedure

 

 

Admission to Nugent House School  

Local authority referral 
is received and 
reviewed by the 

Headteacher and 
SENCo/SLT within 24 

hours

If the referral cannot 
proceed the local 

authority will be notified

If the initial assessment 
appears that Nugent House 

School could meet the needs 
of the individual a non-

prejudicial visit is arranged

The visit (either at school or 
virtually) includes meeting the 
Headteacher and admissions 
group, learning more about 

Nugent House School and having 
a tour of the school and facilities

If Nugent House School 
cannot offer effective 
education the Local 

Authority will be notified

If Nugent House School is 
considered and appropriate 
and effective choice then a 
start date is agreed and co-

ordinated by the Local 
Authority
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At Nugent House School we recognise that a young person’s first day is very important, both in 

the way they view the school and also in how well they settle into the school community. It is 

crucial that the young person understands the ethos and iACCORD values of Nugent House 

School.  

It is expected that all young people should arrive at Nugent House School with an 

accompanying adult, this gives staff the opportunity to clarify issues and update details of the 

young person’s placement.  

We aim to integrate new pupils into lessons on their first day and gather baseline information 

about their levels of attainment during the first six weeks. In certain circumstances a pupil may 

need to have a gradual integration into the school, particularly if they have been out of school 

for long periods of time. If such an induction period is required that will be agreed before the 

pupil comes on roll.  

The young person’s academic and social needs will be assessed over a twelve-week period with 

a review after ten weeks, with a Personal Support Plan and Risk Assessment in place for the 

pupil.  

All information on a new admission is collated by the SENCo for induction and fed back to 

relevant staff. This ensures admission procedures in the classroom will support rapid access to 

the curriculum and whole school practice.  

 

Allegations of Abuse against Staff 

All allegations of abuse against staff are treated fairly, confidentially and with the safety and 

welfare of pupils, children and young people given paramount concern. The flowcharts below 

detail the process that should be followed both within school and when reporting to Local 

Authority Designated Officer (LADO) 
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*Dependant on the subject of the allegation  

Subject Person/Department Notified at initial stage 

Operational staff, volunteers and external 

professionals including Managers 

Head of Service/Registered Manager 

Head of Service/Registered Manager ELT 

ELT (Not including CEO) and School Governors CEO 

CEO Trustees 

Trustees Charity Commission by CEO 

**Dependant on the subject of the allegation 

Subject Internal Department Notified in addition to 

LADO 

Operational staff, volunteers and external 

professionals including Managers 

People Function 

A member of staff, agency worker, volunteer, trustee, governor or external professional has:

Behaved in a way that has harmed, or may have harmed a child ; or

Possibly committed a criminal offence against or related to a child; or

Behaved towards a child or children in a way that indicates they may pose a risk of harm to children; or

Behaved or may have behaved in a way that indicates they may not be suitable to work with children.

Head Teacher/ELT/Trustees/Charity Commission informed*, who then has a duty to inform 
the Local Area Designated Officer (LADO) and Nugent's People Function/ELT/Charity 

Commission** (dependent on the subject of the allegation)

Member of staff concerned informed by Head Teacher and provided 
with information on next steps

Head Teacher completes suspension checklist and (if appropriate) acts as 
Commissioning Manager in liaison with People Function and/or relevant 

external agencies

LADO procedures triggered 

(see St Helen's LADO flowchart below)
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Head of Service/Registered Manager People Function and/or ELT if SLT 

ELT (Not including CEO) and School Governors People function and CEO 

CEO People Function and Trustees 

Trustees Charity Commission by CEO and People Function  

 

LADO Process and procedure for St Helen’s Local Safeguarding Children’s 

Partnership 
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Anti- Bullying Policy 

 

1. Position and values  

The aim of the policy is to prevent bullying of any sort and to ensure that everyone can 

operate in a supportive, caring and safe environment without fear of being bullied. All 

members of the school community, including, teaching and non-teaching staff, pupils and 

parents/carers should have an understanding of what bullying is, and be familiar with the 

school policy on bullying: therefore the aim of the policy is to help members of the school 

community to deal with bullying when it occurs and, even more importantly, to prevent it.   

  

Bullying is an anti-social behaviour, which affects everyone; it is unacceptable and it will not 

be tolerated. Everyone who is a part of Nugent House School’s community has a 

responsibility to report any incident of bullying that comes to their attention and these 

reports will always be taken seriously.   

  

To protect the rights of all pupils to have a safe and secure learning environment Nugent 

House School will continuously work towards preventing acts of bullying, harassment, and 

other forms of aggression and violence as these behaviours are unacceptable and interfere 

with both our school’s ability to educate children, and a child’s ability to learn. If such a case 

arises, the staff at Nugent House School will follow the anti-bullying guidelines laid out in this 

policy. This will enable staff to:  

  

• Identify children displaying unacceptable behaviour and know how to support them in 

order that they develop the necessary skills to contribute to the school community 

positively;  

• Keep all other children safe, happy and confident.  

 

2. Legal framework  

This policy has due regard to all relevant legislation including, but not limited to, the 

following  

 Education and Inspections Act 2006  

 Equality Act 2010  

 Protection from Harassment Act 1997  

 Malicious Communications Act 1988  

 Public Order Act 1986  
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 Communications Act 2003  

 Human Rights Act 1998  

 Crime and Disorder Act1998  

 Education Act 2011  

  

This policy has been written in accordance with guidance, including, but not limited to:  

 DfE ‘Preventing and Tackling Bullying’ 2017  

 DfE ‘Sexual violence and sexual harassment between children in schools and 

colleges’ 2018  

 DfE ‘Mental Health and wellbeing provision in schools’ 2018  

  

 

3. Clarification of terms  

Definition of bullying  

For the purpose of this policy, ‘bullying’ is defined as persistent behaviour by an individual or 

group with the intention of verbally, physically, or emotionally harming another person or 

group.  

All children have disagreements; however, these are not classed as bullying and are dealt 

with through the Behaviour Policy.  

Bullying is generally characterised by:  

Repetition: Incidents are not one-offs; they are frequent and happen over a period of time.  

Intent: The perpetrator(s) means to cause verbal, physical or emotional harm; it is not 

accidental.  

Targeting: Bullying is generally targeted at a specific individual or group.   

Power imbalance: Whether real or perceived, bullying is generally based on unequal power 

relations.   

Vulnerable pupils are more likely to be the targets of bullying due to the attitudes and 

behaviours some young people may have towards those who are different from themselves.   

 

 

Definition of cyber-bullying  
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Cyber-bullying is the use of technology such as mobile phones, email, chat rooms or social 

media sites such as Facebook, Instagram, Snapchat and Twitter to harass, threaten, 

embarrass, intimidate or target a child. Unlike physical bullying, cyber-bullying can often be 

difficult to track as the cyberbully (the person responsible for the acts of cyber-bullying) can 

remain anonymous when threatening others online, encouraging them to behave more 

aggressively than they might be face-to-face.  

Types of bullying  

• Physical: Deliberately physically hurting particular children on a regular basis;  

• Verbal: Deliberately hurting feelings through name-calling etc;  

• Ostracising: Making someone feels left out and different by deliberately setting out to 

exclude them  

• Racist bullying: Bullying another person based on their ethnic background, religion or skin 

colour. Racist bullying is a criminal offence under the Crime and Disorder Act 1998 and 

Public Order Act 1986.   

• Homophobic Bullying: Bullying another person because of their actual or perceived 

sexual orientation. People may be a target of this type of bullying because of their 

appearance, behaviour, physical traits or because they have friends or family who are 

lesbian, gay, bisexual, transgender, or questioning or possibly just because they are seen 

as being different. Homophobic bullying is the most frequent form of bullying after name 

calling1.   

• Transphobic bullying: Bullying based on another person’s gender variance or for not 

conforming to dominant gender roles.   

• Sexist bullying: Bullying based on sexist attitudes expressed in a way to demean, 

intimidate or harm another person because of their sex or gender. Sexist bullying may 

sometimes be characterised by inappropriate sexual behaviours.  

• Sexual bullying: Bullying behaviour that has a physical, psychological, verbal or non-verbal 

sexual dimension/dynamic that subordinates, humiliates or intimidates another person. 

This is commonly underpinned by sexist attitudes or gender stereotypes.  

• Prejudicial bullying: Bullying based on prejudices directed towards specific 

characteristics, e.g. SEND or mental health issues.   

• Relational bullying: Bullying that primarily constitutes of excluding, isolating and 

ostracising someone – usually through verbal and emotional bullying.  

                                                           
1 According to Stonewall’s School report, 96% of gay pupils hear homophobic remarks such as ‘puff’ or ‘lezza’ used in school. 99% hear phrases such as ‘that’s so gay’ or ‘you’re so gay’ in 

school. 54% of lesbian, gay and bisexual young people don’t feel there is an adult at school who they can talk to about being gay.  

  

http://www.stonewall.org.uk/sites/default/files/The_School_Report__2012_.pdf
http://www.stonewall.org.uk/sites/default/files/The_School_Report__2012_.pdf
http://www.stonewall.org.uk/sites/default/files/The_School_Report__2012_.pdf
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• Online (Cyber) Nugent House School has a separate policy related to online safety 

addressing the use of mobile technology, social media, appropriate online activity, security, 

access and monitoring procedures in place. The ICT code of conduct is displayed 

prominently in all ICT classrooms and is explained and discussed with pupils in class 

assemblies, through our values programme and IT classes.  

  

Types of cyber-bullying  

• Flaming: Online fights usually through emails, instant messaging or chat rooms where 

angry and rude comments are exchanged.  

• Denigration: Putting mean online messages through email, instant messaging, chat 

rooms, or websites set up to make fun of someone.  

• Exclusion: Intentionally leaving someone out of a group such as instant messaging, friend 

sites, or other online group activities.  

• Outing: Sharing secrets about someone online including private information, pictures, and 

videos.  

• Trickery: Tricking someone into revealing personal information then sharing it with others.  

• Impersonation: Pretending to be someone else when sending or posting mean or false 

messages online.  

• Harassment: Repeatedly sending malicious messages to someone online.  

• Cyber-stalking: Continuously harassing and denigration including threats of physical 

harm.  

Actions NOT considered to be bullying   

• Not liking someone;  

• Accidentally bumping into someone;  

• Making other children play things a certain way;  

• A single act of telling a joke about someone;  

• Arguments;  

• Expression of unpleasant thoughts or feelings regarding others;  

• Isolated acts of harassment, aggressive behaviour, intimidation, or meanness.  
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Reasons for bullying  

Some reasons why children might bully someone include:  

• They think it's fun, or that it makes them popular or ‘cool’;  

• They feel more powerful or important, or they want to get their own way all the time;  

• They feel insecure or lack confidence or are trying to fit in with a group;  

• They are fearful of other children's differences;  

• They are jealous of another child;  

• They are unhappy;  

• They are copying what they have seen others do before, or what has been done to them.  

  

The effects of bullying  

All forms of bullying cause psychological, emotional and physical stress. Each child's 

response to being bullied is unique, however some signs that may point to a bullying 

problem are:  

  

• depression and anxiety;  

• increased feelings of sadness, helplessness, decreased self-esteem and loneliness;  

• loss of interest in activities they used to enjoy;  

• unexplainable injuries;  

• lost or destroyed clothing, books, electronics, or jewellery;  

• frequent headaches or stomach aches, feeling sick or faking illness;  

• changes in eating habits, like suddenly skipping meals or binge eating. Children may arrive 

home from school hungry because they did not eat lunch;  

• difficulty sleeping or frequent nightmares;  

• declining grades, loss of interest in schoolwork, or not wanting to go to school;  

• sudden loss of friends or avoidance of social situations;  

• self-destructive behaviours such as running away from home/missing from care, harming 

themselves, or talking about suicide.  
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4. Roles and responsibilities  

The Education Act 2002 and Education (Independent School Standards) Regulations 2014 

and Education and Skills Act 2008, make reference to a school’s legal responsibility to 

prevent and tackle bullying. By law, all schools must have a behaviour policy in place and 

displayed on their website and must also follow anti-discrimination law. This means staff 

must act to prevent discrimination, harassment and victimisation within the school. 

Additionally Nugent House School have developed this anti-bullying policy, a copy of which is 

available from school reception and on the school website for parents/carers, staff and 

pupils to access when and as they wish.  

Schools have the legal power to make sure pupils behave and do not bully outside of school 

premises, for example on public transport or in nearby public communal areas. If seen as 

appropriate the Headteacher or staff can choose to report bullying to the police or local 

council. During school hours, including while pupils are taking part in off-site activities, visits 

or trips Nugent House School has direct responsibility to ensure children feel safe and 

secure.   

 

The role of Proprietor and Governing Body  

Nugent supports the Head teacher with the evaluation, review and implementation of this 

policy and ensures the school adopts a tolerant and open–minded policy towards difference 

and promote an inclusive culture. Nugent also supports the Head teacher in all attempts to 

eliminate bullying from the school. Nugent will not condone any bullying at all, and any 

incidents of bullying that do occur will be taken very seriously, and dealt with appropriately.  

The school monitors incidents of bullying that do occur, and reviews the effectiveness of this 

policy regularly. The school board require the Head teacher to keep accurate records of all 

incidents of bullying and to report to the school board on request about the effectiveness of 

the school’s anti-bullying strategies.   

A parent/carer who is dissatisfied with the way the school has dealt with a bullying incident 

can use escalation procedures outlined in the complaints policy and make a complaint to the 

Governance Team. The complaint will be dealt with in accordance with the complaints policy, 

which can be accessed from the school’s website.  

 

The role of the Headteacher  

It is the responsibility of the Headteacher to implement the school’s anti-bullying strategy, to 

ensure that all stakeholders are aware of the school policy, and that they know how to 

identify and deal with incidents of bullying. The Headteacher will ensure that the school 

keeps accurate records of all incidents, including which type of bullying has occurred, to 

allow for detailed analysis of all the data collected. The Headteacher will ensure there is 
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analysis of the data in the bullying records at termly intervals (minimum) to identify any 

trends, so that appropriate measures to tackle them can be implemented.   

It is the Headteacher who must ensure that all children know that bullying is wrong, and that 

it is unacceptable behaviour in school. The Headteacher will set the school climate of mutual 

support and praise for success, so making bullying less likely. When children feel they are 

important and belong to a friendly and welcoming school, bullying is far less likely to be part 

of their behaviour.  

Through our iACCORD Values of Integrity, Courage, Compassion, Respect and Dignity a 

culture of acceptance, tolerance and celebration of difference is developed and embedded 

throughout our school community.  

The Headteacher will ensure that all members of staff receive sufficient training to be 

equipped to identify and deal with all incidents of bullying.   

 

The role of the staff  

Members of staff must be alert to social dynamics and be alert to possible bullying 

situations, particularly exclusion from friendship groups, and that they report any concerns 

to the Assistant or Deputy Head.   

Members of staff will do all that they can to eradicate bullying; they will ensure that they 

follow the school’s anti-bullying policy.  

All members of staff will receive training that equips them to identify bullying and to follow 

school policy and procedures with regard to positive behaviour support.  

Staff will use a range of methods to help prevent bullying and to establish a climate of trust 

and respect for all. The Behaviour Policy details our approach to a values-based culture and 

ethos to create a positive atmosphere.  

Members of staff will keep a vigilant watch on suspected ‘bullies’; any incidents will be 

handled carefully. It is important that the child responsible for initiating the bullying is dealt 

with appropriately. The person dealing with the incident will need to collect all the relevant 

information and then provide the relevant senior leader with a copy in order that they can 

decide on an action. The senior leader responsible will be determined by the sanctions flow 

chart. All cases are individual and various strategies will be employed by Nugent House 

School to address the issue.  

Teachers and support staff will do all they can to support a child who is being bullied.  

 

Bullying in the workplace  

Incidents, where it has been deemed that a member of staff has been bullying a child, will be 

taken very seriously. The Head teacher, with the support of Nugent, will deal with this and 
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formal action will be taken where necessary. Such action will also be taken if it is deemed 

that a member of staff is bullying other members of staff.  

In the event of the Headteacher being involved in such incidents, reports will be given 

immediately to the Chief Operations Officer/Chair of Governors who will also take formal 

action where necessary.  

 

The role of parents/carers  

Parents/carers should be watchful of their child’s behaviour, attitude and characteristics and 

informing the relevant staff of any changes.   

Parents/carers, who are concerned that their child might be being bullied or who suspect 

that their child may be the perpetrator of bullying, should contact the Deputy Head. If they 

are not satisfied with the action taken they should contact the Headteacher.   

If they remain dissatisfied, they should follow the escalation procedure detailed in the 

complaints policy. Parents/carers have a responsibility to support the school’s anti-bullying 

policy by actively encouraging their child to be a positive member of the school. 

  

  

The role of pupils  

Pupils are encouraged to tell somebody they trust if they are being bullied, and if the bullying 

continues they must keep on letting people know; the children are taught a number of 

strategies to help them with this.  

Pupils are encouraged to not make ‘counter threats’ if they are the victims of bullying.  

Pupils are encouraged to walk away from dangerous situations and avoid involving other 

pupils in incidents.   

Pupils are encouraged to keep any evidence of cyber bullying and informing a member of 

staff should they fall victim to cyber bullying.  

Pupils are also encouraged to participate fully in activities that raise their awareness about 

bullying in order that they clearly understand what to do if they, or another child, are being 

bullied.  

 

Statutory implications  

The school understands that, under the Equality Act 2010, it has responsibility to:  

 Eliminate unlawful discrimination, harassment, victimisation and any other conduct 

prohibited by the act;  
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 Advance equality of opportunity between people who share a protected characteristic 

and people who do not share it;  

 Foster good relations between people who share a protected characteristic and people 

who do not share it.   

The school understands that, under the Human Rights Act (HRA) 1998, it could have charges 

brought against it if it allows the rights of children and young people at the school to be 

breached by failing to take bullying seriously.   

Although bullying itself is not a criminal offence, some types of harassment, threatening 

behaviour and/or communications may be considered criminal offences:  

 Under the Malicious Communications Act 1988, it is an offence for a person to 

electronically communicate with another person with the intent to cause distress or 

anxiety, or in a way which conveys a message which is indecent or grossly offensive, a 

threat, or contains information which is false and known or believed to be false by the 

sender.  

 The Protection from Harassment Act 1997 makes it an offence to knowingly pursue any 

course of conduct amounting to harassment.  

 Section 127 of the Communications Act 2003 makes it an offence to send, by means of a 

public electronic communications network, a message, or other matter, that is grossly 

offensive or of an indecent, obscene or menacing character. It is unlawful to disseminate 

defamatory information through any media, including internet sites.  

 Other forms of bullying which are illegal and should be reported to the police include: 

violence or assault, theft, repeated harassment or intimidation and hate crimes.  

 

  

5.  Strategies to reduce bullying  

Nugent House School has adopted a range of strategies to prevent and reduce bullying, to 

raise awareness of bullying and support victims and those displaying bullying behaviour, 

including:   

  

• the consistent promotion of the school’s code of behaviour which requires all pupils to 

respect the rights of others;  

• the reinforcement of the clear message that violence has no place at Nugent House School 

consultation with the ‘Pupil Voice’ on appropriate action;  

• take part in initiatives such as Anti-Bullying Week;  

• training for all members of staff on anti-bullying policy and strategy;  

• the supervision by school staff of all school areas at lunch times and breaks;  

• providing information to all parents on the symptoms of bullying and the steps to take if 

the suspect their child is being bullied;  

• a clear policy of mobile phones not permitted to be in use during school hours;  
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• the celebration of all pupil’s backgrounds and cultures through class assemblies;   

• during class assemblies and our values programme learning sessions discuss and explore 

bullying issues with the children;   

• raising awareness of cyber bullying and teaching children to safely use technology 

(including mobile phones, email, internet);  

• staff will encourage pupil cooperation and the development of interpersonal skills using 

group and pair work;   

• all websites accessed in school are screened. This software screens the language used in 

all documents, emails and websites. Rude or offensive emails, websites, documents are 

sent to the DSL by Smoothwall e-safety and appropriate action will be taken and recorded;  

• effective recording systems;  

• work with multi-agency teams including police and children’s services as appropriate;  

• contact the parents/carers of both the child being bullied and the bully;  

• challenge sexual content within verbal abuse especially challenging the word ‘gay’ and 

other homophobic language;  

• the school will be alert to, and address any mental health and wellbeing issues amongst 

pupils, as these can be a cause of bullying behaviour;  

• all reported or investigated instances of bullying will be investigated by a member of staff.   

• all types of bullying will be discussed as part of the curriculum;   

• The school will ensure that potential perpetrators are given support as required, so their 

educational, emotional and social development isn’t negatively influenced by outside 

factors, e.g. mental health issues;  

• diversity, difference and respect for others is promoted and celebrated through various 

lessons.  

• classroom groupings will be organised and altered in a way that prevents instances of 

bullying; opportunities to extend friendship groups and interactive skills are provided 

through participation in special events, for example, drama productions, sporting activities 

and cultural groups.    

  

Signs of bullying   

Staff will be alert to the following signs that may indicate a pupil is a victim of bullying:  

• Being frightened to travel to or from school;  

• Asking to be driven to school;  

• Unwillingness to attend school;  

• Truancy;  

• Becoming anxious or lacking confidence;  

• Saying that they feel ill in the morning;  

• Decreased involvement in school work;  

• Returning home with torn clothes or damaged possessions;  

• Missing possessions;  
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• Asking for extra money or stealing;  

• Cuts or bruises;  

• Lack of appetite;  

• Unwillingness to use the internet or mobile devices;  

• Becoming agitated when receiving calls or text messages;  

• Lack of eye contact;  

• Becoming short tempered;  

• Change in behaviour and attitude at home.  

Although the signs outlined above may not be due to bullying, they may be due to deeper 

social, emotional or mental health issues, so are still worth investigating.   

Pupils who display a significant number of these signs are approached by a member of staff, to 

determine the underlying issues, whether they are due to bullying or other issues.   

In addition, staff will be aware of the potential factors that may indicate a person is likely to 

have bullying behaviours, including, but not limited to, the following:  

• They have experienced mental health problems, which have led to the pupil becoming 

aggravated;  

• They have been the victim of or witnessed domestic abuse;  

• Their academic performance has started to fall, which has meant they are stressed;   

 

If staff become aware of any factors that could lead to bullying behaviours, they will notify the 

Assistant Head (Safeguarding, Behaviour and Welfare), who will investigate the matter and 

monitor the situation.   

  

6. Reporting, sanctions and monitoring  

How to report bullying  

1. Any member of staff can be approached to report incidents of bullying, and should be raised 

via MyConcern 

2. The Assistant Head (Safeguarding, Behaviour and Welfare) has overall day-to-day 

responsibility for dealing with reported incidents and will forward details to the relevant 

member of staff to investigate.  

  

Procedures  

The following steps must be taken when dealing with incidents of bullying:  

  

1. If bullying is suspected or reported, the incident will be dealt with immediately by the 

member of staff who has been approached, or who suspects/observed the bullying;  

2. The Assistant Head (Safeguarding, Behaviour and Welfare) must be informed immediately;  
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3. A clear account of the incident will be recorded in writing either by the victim or the member 

of staff recording the victim’s verbal statement;  

4. The Assistant Head will interview all concerned and will record the incident on the school’s 

systems, including My Concern and SIMS  

5. Parents will be kept informed by the Learning Mentor Team;  

6. Subject teachers will be kept informed and asked to monitor the situation;  

7. In the first instance the school will seek a restorative and educative approach to bullying. 

Where appropriate the Headteacher may need to inform the police;  

8. There will be a termly audit and analysis of incident logs and interventions to continually 

improve practice.  

  

This school has set procedures to follow in implementing actions where a bullying incident has 

occurred. In the event of all other avenues being exhausted, or in particularly serious cases 

that lead to exclusion, the school will examine the evidence that a wide range of strategies had 

been tried and failed to affect a positive change in the bullying behaviour.       

  

Monitoring, evaluation and review  

  

1. Nugent, the Head teacher and relevant staff will review this policy annually and assess its 

implementation and effectiveness. The policy will be promoted and implemented 

throughout the school;  

2. An annual anti-bullying questionnaire will be given to pupils every year. The resulting data 

will be considered in the annual policy review and reported to school governing board;  

3. A record of all such incidents will be kept both centrally and on pupil files;  

4. The numbers of incidents will be reported to the school governing board monthly or 

provided to them at any time on request;  

5. Bullying data will be analysed to reflect and re-design further strategies to improve 

procedures.  

  

  

Useful websites  

    

www.bullying.co.uk   

www.anti-bullyingalliance.org.uk    

www.childline.org.uk   

www.kidscape.org.uk   

www.each.education   

www.youngminds.org.uk 

www.youngstonewall.org.uk   

www.nspcc.org.uk    

www.stoptextbully.co.uk  

www.beyondbullying.com   

http://www.bullying.co.uk/
http://www.bullying.co.uk/
http://www.anti-bullyingalliance.org.uk/
http://www.anti-bullyingalliance.org.uk/
http://www.anti-bullyingalliance.org.uk/
http://www.anti-bullyingalliance.org.uk/
http://www.childline.org.uk/
http://www.childline.org.uk/
http://www.kidscape.org.uk/
http://www.kidscape.org.uk/
http://www.each.education/
http://www.each.education/
http://www.youngminds.org.uk/
http://www.youngminds.org.uk/
http://www.youngstonewall.org.uk/
http://www.youngstonewall.org.uk/
http://www.nspcc.org.uk/
http://www.nspcc.org.uk/
http://www.stoptextbully.co.uk/
http://www.stoptextbully.co.uk/
http://www.beyondbullying.com/
http://www.beyondbullying.com/
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www.childnet-int.org    

www.thinkyouknow.co.uk  

www.cyberbullying.org.uk  

www.eachaction.org.uk   

www.stonewall.org.uk   

  

  

 

 

 

Assessment and achievement 

 

At Nugent House we recognise that effective assessment is essential to support the quality of 

learning, teaching, achievement and progress of our pupils. All pupils at Nugent House School 

have an Education Health Care Plan (EHCP). We appreciate that all of our learners are unique 

and are at very different starting points within their academic journey. They all need different 

learning targets to develop their skills at different points. That is why no one single assessment 

tool fits our pupils. The assessment frameworks must be flexible to meet the need in recording 

a pupil’s individual strengths and the next steps needed to progress. It is very difficult for us to 

compare outcomes for the whole school cohort, as learning and target setting is personalised 

to each pupil. Personalised target setting is based on the individual pupils EHCP, long term 

outcomes and builds on next steps expectations at KS4/5.  

The assessments at Nugent House vary depending on which Learning Journey the pupil is on. A 

number of ‘frameworks’ can be used to assess pupils, for example Boxall Assessments to 

understand social and emotional needs). We believe that the assessment of pupils 

achievements and progress should be a story- how much an individual pupil has achieved in 

any given time period, such as a term, a year, Key Stage or overall time at Nugent House 

School. At Nugent House, we use a 64-point SEN approved scale and observations for 

monitoring pupil’s achievements. This allows for all professionals who work with pupils to 

capture the learning achievements through observation and assign these to the individual 

pupil’s targets. These targets are social and academic targets and are linked directly to the 

EHCP outcomes set each year. In some cases, particularly when pupils join our school, the 

outcomes on the EHCP are not specific enough (SMART) to meet the priority need of a pupil. 

Where this is the case teachers will reform the targets set and work to these. These targets can 

then be updated at the next annual review.  

All of our classes at Nugent House School make several daily records. The range of evidence 

that can be used to record a pupils’ individual targets can come in many forms, including but 

not limited to:  

 Videos- showing evidence of learning and achievement  

http://www.childnet-int.org/
http://www.childnet-int.org/
http://www.childnet-int.org/
http://www.childnet-int.org/
http://www.thinkyouknow.co.uk/
http://www.thinkyouknow.co.uk/
http://www.cyberbullying.org.uk/
http://www.cyberbullying.org.uk/
http://www.eachaction.org.uk/
http://www.eachaction.org.uk/
http://www.stonewall.org.uk/
http://www.stonewall.org.uk/
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 A short annotation from the adult working with the pupil on how the pupil achieved the 

target  

 Photos- showing a skill, knowledge or understanding being used (which was achieved in 

the session) or work completed by the learner  

 Observations from visiting professionals  

 SLT – who can add evidence that may be captured during learning walks  

 Any achievements made by the pupil/s are celebrated daily and often at the time.  

This way we can try and help the learner to understand what they are doing. Teaching staff use 

a range of instant feedback techniques to celebrate progress seen. Where pupils learning is on 

paper, marking and feedback is used to raise achievement, set targets and help pupils to 

improve. Marking and feedback should inform pupils about what specifically they have done 

well and the next steps to take.  

Data is continuously logged by class staff and other professionals against individual learning 

targets. Progress data deadlines are formally recorded by the school on a termly basis. This 

information is collected and informs:  

 Pupil Progress meetings with class teachers and SLT. These meetings ensure that 

personalised targets are set with a suitable level of challenge for the pupils and the 

achievements that they have made to date are appropriately recorded. If progress is not 

being made, then intervention work takes place to try to enable the student to achieve. 

 Pupil progress reports 

 EHCP reviews 

 School Self Evaluation Form (SEF) 

 Head teacher reports to Governors  

 School Improvement/ Development Plan  

 Staff performance management  

 

Pupils at Nugent House School also have the opportunity to gain nationally recognised 

qualifications to enable their Learning Journey to continue. The range of qualifications we offer 

at Key Stage 4 and 5 are as follows: 

 AQA unit awards 

 ASDAN 

 BTECs 

 Functional Skills 

 GCSEs 

All targets are continually reviewed by the SLT alongside the class teacher, and regularly 

communicated to parents and students via reports. This data is analysed and reported at the 

end of an academic year along with the whole school data to key stakeholders and Governors. 

We encourage parents and pupils to make comments and to celebrate success so that an open 

dialogue can be had about their child’s personal achievements. A comprehensive written 
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report is provided each year for the EHCP annual review meeting, and this is where new / 

existing targets are agreed and evaluated. A full and comprehensive written report along with 

progress is provided for each child at the end of the summer term. A written update is 

provided to parents after each formal data collection period. All reports are written in a clear, 

straightforward manner and are personal to the child. Within an academic year parents/carers 

are informed about the following:  

 How their child is performing in relation to their past achievements. 

 Attendance 

 New/existing performance on academic and social targets 

 Their child’s strengths and any particular achievements.  

 Areas of development and improvement. 

 Whether the child is happy, settled and behaving well.  

Parents are invited to discuss their child’s progress informally at any time throughout the 

school year and are welcome to see their child’s work and discuss matters arising with the class 

teacher at a mutually convenient time either by phone or in person.  

Responsibilities  

Teachers, Teaching Assistants and Learning Mentors 

 All staff in each area of Nugent House School (Primary, Ashton, Nugent and Sixth Form) 

have a working knowledge of the pupil’s individual targets  

 All staff are expected to contribute to evidence gathering, capture progress when 

appropriate and record this on SharePoint.  

 All Teachers and Form Tutors will have an overview and understanding of how their 

pupils are progressing and be able to talk confidently at the Pupil Progress meetings of 

their achievements  

 All Teachers and Form Tutors must justify judgements made and supply evidence to 

show reasoning behind decisions for quality improvement and tracking purposes.  

 All Teachers and Form Tutors (with input from other professionals), are able to review 

achievements made at a pupil’s EHCP annual review, suggest appropriate new targets if 

required in line with their next steps and future aspirations.  

Senior Leadership Team (SLT) 

 SLT support Class Leads through Pupil Progress meetings 

 SLT analyse and produce reports for external professionals (Local Authority, Governors, 

DfE) 

 SLT manage and coordinate Quality Improvement (QI) processes. 

 SLT support and monitor the process of setting of targets to ensure there is a high level 

of challenge. 
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Behaviour: Positive Behaviour Support (PBS) 

Model 

 

Introduction  

Pupils who attend Nugent House School may experience significant barriers to learning due to 

complex learning difficulties and disabilities. In addition to social and emotional needs they 

may also have diagnosed or undiagnosed autistic spectrum condition, as well as medical and 

mental health needs.  We recognise that, as such, they are more likely to exhibit behaviours 

which challenge those around them and experience much greater difficulty in expressing their 

feelings, needs and choices. In order to get their needs met our pupils may behave in ways that 

can be concerning or unsafe.  

We also acknowledge that the progress and development of all children and young people 

principally relies on the positive relationships they develop with significant adults in their lives, 

and that these relationships are key to supporting them in making appropriate choices.   

We recognise that children and young people with additional needs have often experienced 

the breakdown of prior educational placements, commonly face greater restrictions in their 

daily lives, and have less access to opportunities than their typically developing peers which 

can lead to low self-esteem and other mental health needs.  

We believe that all behaviour happens for a reason and are focused on understanding why a 

behaviour is happening and then finding ways to support our pupils to learn alternative, 

functionally equivalent and more socially acceptable ways of getting their needs met in order 

to enable access to opportunities and minimise, and ultimately eliminate the use of aversive 

and restrictive practices.  

  

Purpose and scope of policy  

Nugent House School is committed to the ongoing implementation of Positive Behavioural 

Support (PBS) to maximise each student’s learning and reduce barriers which include 

behaviours of concern. The emphasis of PBS is on creating environments that minimise 

behaviours that challenge and support the learning of new skills.   

This policy outlines how we support staff to implement PBS at Nugent House School.  

Definitions  

Nugent House School uses the term ‘behaviours of concern’ to refer to behaviour that can be 

seen as ‘challenging’.  This can be defined as ‘behaviour of such intensity, frequency or 

duration as to threaten the quality of life and/or the physical safety of the individual or others 

and is likely to lead to responses that are restrictive, aversive or result in exclusion.’ (Royal 
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College of Psychiatrists, British Psychological Society and Royal College of Speech and Language 

Therapists, 2007).  

Multidisciplinary Team (MDT) in the context of Nugent House School consists of Speech and 

Language Therapy, Occupational Therapy, Positive Behaviour Support, Pastoral, Nurture, 

Counselling, Psychology as well as Education Teams.  

  

Roles and Responsibilities  

  

The Assistant Head (Behaviour, Welfare and Safeguarding) at Nugent House School is 

responsible for the development, overview of implementation and reviewing of the PBS Policy 

in consultation with management team.  

HLTAs and Learning Mentors (PBS Practitioners) will work with the Assistant Head 

(Behaviour, Welfare and Safeguarding) SENCo and Learning Mentor Manager to embed the 

PBS approach in the area of school they work in. They will provide support and advice at a Tier 

1, 2 and 3 level as required.  

Leadership Team are responsible for the embedding of the PBS approach and the supervising 

of staff that they manage to ensure that they are also working to the same approach. They will 

also be responsible for addressing breaches of the policy with support from management as 

appropriate.  

Teachers are responsible for the modelling and embedding of Tier 1 supports in their daily 

practice and supporting TA’s to do the same. They are also responsible for liaising with the 

MDT as required and responding to recommendations as needed. They will also be familiar 

with the strategies on pupils’ traffic lights and support the class team to embed them in 

everyday practice.  

Teaching Assistants will follow the PBS approach and systems under the direction of the class 

teacher and with support from the PBS Team. They will also be familiar with the strategies on 

pupils’ traffic lights and embed them in everyday practice.  

Therapy and Additional Support Team are responsible for the modelling and embedding of 

tier 1 strategies in classrooms and providing support and advice where required. They will also 

be responsible for Tier 2 and 3 supports in their own disciplines.  

  

Principles  

At Nugent House we use a school-wide model of Positive Behavioural Support (PBS) which 

incorporates a three-tiered approach to support.  

We aim to have a team approach with shared ownership and responsibility for the behaviour 

of all students, offering to help and support fellow colleagues when required.  
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Nugent House has a wide multidisciplinary Team. The multidisciplinary team are involved at all 

tiers in PBS, both in planning implementation and review.  

Individualised pupil support will be specified on the traffic light system 

  

Tier 1 Supports  

Tier 1 Supports are school wide systems that promote and teach positive behaviours for all 

students and settings and are embedded into everyday practice by all staff. Tier 1 supports 

also include autism specific approaches (where required), communication and sensory 

strategies and enabling environments.  

Tier 1 PBS Supports include:  

 School Wide Positive Expectations – support the implementation of clear boundaries 

and understanding of appropriate behaviours in the school setting.  

 Reinforcing positive behaviour – including school wide reward system (iACCORD points) 

 PRICE approach including the use of physical intervention if needed to keep people safe 

- Only to be used as a last resort and using the least restrictive option that is 

proportionate to the level of risk.  

 Implementation of strategies on individual traffic lights 

 Corrective responses to behaviours of concern including the use of PBS conferencing  

 Proactive teaching of new skills  

  

Tier 2 Supports  

Some pupils may require a higher level of support in response to specific behaviours or 

patterns of behaviour where Tier 1 supports alone have not been effective or are not 

appropriate. Tier 2 Supports are targeted supports that are implemented under the direction 

of the PBS Team in liaison with the Class Teacher and wider MDT.  

Tier 2 PBS Supports include:  

 Individualised rewards linked to specific target skills (e.g. Tier 2 Check in Sheets)  

 Higher frequency of rewards to reinforce a specific behaviour  

 Specific adaptations to the environment  

 Data analysis from IM (Information Management) data  

 Targeted group or individual activities led by PBS Team (non-function based)  

 Targeted skill teaching - Tier 2 Individual Behaviour Support Plan (IBSP)  

  

Tier 3 Supports  

A small number of pupils may require more specialist support. Such as those who may display 

high risk or complex behaviours and/or mental health needs and where Tier 1 and 2 supports 
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are not appropriate or have not been effective. Tier 3 supports are delivered by the PBS 

Team, SENCo and/or Therapists.  

Tier 3 Supports include:  

Functional Behavioural Assessment  

 Tier 3 Individual Behaviour Support Plan (IBSP) based on functional assessment  

 Individual intervention led by Therapy and Additional Support Team  

 Individual reinforcement programmes (function based)  

 Individualised data collection, analysis and recording and monitoring systems.  

 Formal assessments  

 Individual counselling/therapy sessions  

   

Dissemination and implementation  

PBS Training  

We will provide all new staff will complete a corporate induction which will include PRICE and 

PBS training (24 hrs) which will be followed with an annual refresher (12 hrs) which supports 

the principles of PBS and the use of proactive, active and reactive strategies as well as the use 

of Physical Intervention.   

Nugent House School Induction also include a training session for new staff on PBS systems 

within school.  

Bespoke training for class teams delivered as and when required.  

  

PBS Support  

Each class will be allocated a PBS Practitioner that will provide ongoing support and advice to 

implement the PBS policy in a range of ways such as:   

Providing day to day advice and information to all staff on PBS  

Modelling good PBS and PRICE practice.  

To work with staff teams to design, monitor and review strategies on pupil traffic lights.  

To support class staff with functional behavioural assessment, including functional analysis, 

observation, data analysis and other indirect assessments under the supervision of Assistant 

Head (Behaviour, Welfare and Safeguarding)  

To design, implement, evaluate and adapt individual recording systems according to the needs 

of an individual young person under the supervision of SENCo and support class teams to 

implement.  
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To provide incident feedback to class groups (including the use of physical interventions). This 

could be verbally, written or through feedback meetings.  

  

Addressing Behaviours of Concern  

The principles of PBS do not prevent staff from addressing behaviours of concern and 

implementing clear structure and boundaries. Staff do need to respond in order to manage the 

behaviours, but how this is done will depend upon the circumstances, the risks associated with 

the behaviour and the needs of the student – Pupil specific responses will be detailed on the 

individual traffic lights.  

  

PBS seeks to avoid the use of punishments (sometimes called sanctions or consequences) - in 

favour of restorative and constructive approaches. This should take place when the pupil is 

calm and will take the form of a PBS conference and the teaching of new skills.  

  

The Use of Physical Intervention and Reducing Restrictive Practice  

As a general rule nobody has the right to touch, move, hold or contain another person, 

however the staff at Nugent House School act within exceptional circumstances and operate 

within a higher duty of care due to the needs of each individual, therefore we set out to clearly 

define the justifications by which the staff are to use restrictive physical intervention in order to 

maintain appropriate practice.  Physical Intervention will only ever be used in situations where 

there is a clear, immediate risk of harm to the pupil or others and when all other less restrictive 

interventions have been attempted or ruled out, leaving physical intervention as the last 

resort.  

The staff will work within the following parameters:  

 They should be clear about why the action they took was necessary.  

 They should be able to show that any actions taken were in the young person’s best 

interest and that actions were reasonable and proportionate. 

RPI can be used for a number of positive outcomes:  

 To prevent injury to self or other children  

 To prevent injury to staff members or any other adult. 

 To prevent serious damage to property or to prevent a criminal offence from occurring  

It is an expectation that all staff will employ the following assessment of risk when making the 

decision to physically intervene:  

 Identify hazards and people likely to come into contact with them  

 Control the environment, issue clear guidance, provide training with a gradual and 

graded approach and change working practices to reduce exposure  
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 Comply with the child or young persons’ traffic lights and risk assessment  

 

Where physical intervention is required staff should use a gradient approach and always use 

the least restrictive option for the least amount of time.   

Any planned Physical Interventions will be detailed on the individual’s traffic lights, this will be 

agreed by a member of the PBS team, the SENCo and Assistant Head (Behaviour, Welfare and 

Safeguarding). Where there is a planned restrictive physical intervention there will always be a 

long-term plan in place to reduce the use of restrictive practice.   

Recording and reporting the use of RPI  

Nugent has a protocol for the reporting of incidents of any physical intervention that all staff 

are involved in. The Nugent House School incident reporting system allows senior managers to 

monitor and evaluate incidents regularly with a consistent approach. All of the staff are 

supported in incident recording and reporting. Through consistently monitoring the use of RPI 

we can inform practice throughout the organisation and use information to assist in planning 

for change and achieving the desired outcome of reduced levels of physical intervention.  The 

process of monitoring involves capturing key data electronically which can be in assessed to 

form patterns and trends to inform any next steps.  

Post RPI support   

Any challenging behaviour that may occur can often be a result of a breakdown in 

communication. All staff involved in supporting the children and young people on a day to day 

basis should always aim to understand what function the behaviour serves and support and 

encourage the individual to learn more socially acceptable ways of expressing their need for 

help and support. Staff, children and young people are offered the opportunity to discuss and 

review instances of RPI through a de-brief system. The organisation encourages all involved to 

participate in this process as we value the support this exchange can offer both the staff and 

the young people. This may include dialogue in respect to re-establishing relationships, 

building relationships and assessing the effectiveness of RPI. Staff are encouraged to adopt the 

following HELP process when offering de-brief:  

Hear: Listen to all sides of the story first.   

Explain: Discuss the reasons behind why staff took the action they did in order to improve 

relationships.                   

Link: Show feelings can often drive behaviours.  

Plan: Work together to find better ways of dealing with arising problems.  

Ultimately de-brief offers the opportunity for reparation and reflection helping to inform future 

decision making and planning. Any discussions will be recorded as appropriate and, if required, 

will be followed up by a senior member of staff. 
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The PBS team will provide ongoing support to teach new skills and develop alternative and less 

restrictive strategies.  

Process for monitoring compliance and effectiveness  

Nugent House School will always be a school faced with significant challenges around 

supporting positive behaviour due to the complex nature of the needs of many of our pupils 

and the impact of previous placement breakdowns and other additional factors.  

Impact of the PBS policy on pupil outcomes will usually be measured on an individual pupil 

basis. Sometimes this journey will be longer for some than others. Progress will be measured 

in a range of ways such as reduction in incidents (frequency, severity and duration), increased 

engagement, demonstrating of new skills, reduced anxiety and improved tolerance and coping 

skills.  

Effective review of the effectiveness of the policy and the embedding of the PBS approach will 

be linked to the Nugent House School Service Improvement Plan and will be carried out via 

various PBS audit tools, staff questionnaires, regular learning walks, Tier 1 self- audits and staff 

supervision process.  

Compliance of the policy will be monitored via incident reports, PBS meetings, staff supervision 

process and safeguarding procedures.  

  

Review and revision  

The PBS policy will be reviewed every 2 years by the Assistant Head (Behaviour, Welfare and 

Safeguarding) in consultation with Headteacher, The Senior Leadership Team and The 

Governing Body.  
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Capability and Performance Management 

 

Principles 

 Performance Management is a supportive and collaborative process. 

 Performance Management enables continuing professional development by 

recognising both strengths and development areas of individuals and teams. 

 Performance Management is underpinned by the notion of “What is learning usually 

like?” and as such requires no evidence gathering in addition to the QI cycle of the 

school 

 

School leaders will: 

 Support staff to set and review developmental targets by ensuring clarity of expectation 

and providing time with their team leaders to do so. 

 Produce an annual school calendar that outlines all QI activity for the academic year as 

well as timely reminders to ensure there are “no surprises”. 

 Ensure that if a need for support or development is identified, this support is planned, 

timely and appropriate.  

 

Staff will: 

 Use the school “plan, do, review” cycle and associated documents to support their 

practice. 

 Engage positively with target setting and review alongside the QI cycle. 

 Seek and accept support as required and embrace development opportunities as they 

arise. 
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Outline of key activities 

Activity Brief Outline Frequency 

Target Setting 3 individual targets set by every member of staff in line 

with the POAP 

Annually with 

mid year review 

Meeting of 

professional 

standards 

Relevant professional standards underpin day to day 

activities 

Ongoing 

Where 

colleagues are 

progressing 

from M6 to 

UPS1, reference 

to the “post 

threshold 

standards” will 

occur 

Learning Walks Undertaken by SLT with appropriate internal QI to 

ensure consistency. No notes made during learning 

walk. Subsequent written feedback provided generically 

to all staff celebrating best practice and outlining 

development areas.  

Half termly as 

laid out in the 

QI calendar 

Book Looks Undertaken by SLT with appropriate internal QI to 

ensure consistency. Subsequent written feedback 

provided generically to all staff celebrating best practice 

and outlining development areas. 

Half termly as 

laid out in the 

QI calendar 

Student 

progress 

meetings 

Undertaken by SLT with appropriate internal QI to 

ensure consistency. 

Triangulation of planning, student outcomes, schemes 

of learning, and professional reflection will take place as 

a table top discussion exercise 

Half termly as 

laid out in the 

QI calendar 

Data Collection Staff will record student data to enable tracking and 

reporting to parents/carers. This data will not be used as 

part of performance management 

Half termly as 

laid out in the 

QI calendar 

Developmental 

dialogues 

All staff will be given a 20 minute dedicated slot of time 

with their team leader to cover a fixed agenda of: 

 “All about me” (wellbeing) 

 Three Stars (Reflection of 3 successes) 

Fortnightly 
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 A wish (Reflection on one development area) 

Notes of these dialogues will be shared and used to 

inform any next actions needed. 

 

Capability procedures at Nugent House School are in line with the organisation wide Nugent 

capability policy  

 

 

CEIAG 

  

A principal aim of education is to prepare young people for life beyond school and college. It is 

important therefore that our pupils leave school aware of themselves as individuals, aware of 

the opportunities available to them and able to make some decisions about their own life. They 

should be prepared for the transition from full time education to the world beyond. It is to 

these aspects of personal and social development that careers education and guidance aims to 

contribute.  

  

Aims  

These are divided into four areas;  

1. Knowledge based 

 Our pupils should:  

 have access to and be able to use a variety of careers information  

 develop an awareness of opportunities at post 16  

 know who can/will help them make decisions  

 develop an awareness and understanding of different occupational roles  

 become aware of their entitlement to interpreting services and how to use them  

  

2. Concept based  

Pupils should: 

 be able to anticipate the differences between school, college and work  

 understand the concept of equal opportunities in relation to gender, ethnicity, 

socio economic group, ability/disability and occupational choice  
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 understand the difference between work and leisure and how these influence 

lifestyles  

 understand the need to be proactive in making choices  

  

3. Skills based  

Pupils should: 

 develop the skills and confidence to make realistic and informed decisions 

about their futures for themselves in consultation with others  

 review personal achievements and experiences  

 be able to complete an application form and prepare a Curriculum Vitae  

 be given the opportunity to develop their full potential at school  

 decide on post 16 choices along with others  

 take part in Work Experience 

 to be able to employ alternative communication strategies to ensure effective 

communication takes place. 

  

4. Personal Qualities  

Pupils should: 

 become aware of their individual abilities, skills qualities, needs and values and 

explore how these might relate to different occupations  

 develop a positive self-image and feel positive about their own employment 

prospects  

 increase their level of self-confidence about employment in the working world.  

  

Provision of Careers Education and Guidance  

Through their careers education and guidance Nugent House School students will  

1. Receive a planned and co-ordinated programme of Careers Education  

2. Have individual careers guidance, including a careers based interview with a member of 

SLT at the end of year 8, year 11, and year 14.  

3. Be involved in the recording and reviewing of achievement and action planning for the 

future 

4. Have direct experience of the World of Work  

5. Have access to accurate, up to date and comprehensive careers information at a variety 

of levels and through a variety of media  

The careers education offered by the school is supplemented by the work of Careers Connect.  
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During their journey through the Key Stages pupils will have the opportunity to broaden their 

knowledge of the World of Work through weekly PHSE lessons. In KS4 and 5 pupils participate 

in a work experience programme or off-site vocational education placements. In Key Stage 5 

students may follow courses in local FE colleges. 

The aims of the careers programme and vocational education are:  

 To facilitate the pupils personal and social development  

 To enable pupils to develop their knowledge and understanding of the World of Work  

 To enable pupils to test any preferences before committing themselves  

 To help pupils acquire skills and knowledge related to a particular area of work which 

they will be able to apply if they wish to enter employment in that area  

 To provide the pupils with the opportunity to operate independently in a hearing world 

and to take responsibility for organising themselves  

 To encourage the pupils to begin to adopt alternative strategies for communicating in a 

predominantly adult environment. 

 

 

Charges and Remissions 

 

Nugent House School believe: 

All our pupils should have an equal opportunity to benefit from school activities and visits 

(curricular and extracurricular) independent of their financial situation. This charging and 

remissions policy describes how we will do our best to ensure a good range of visits and 

activities are offered and minimise financial barriers which may prevent pupils taking full 

advantage of the opportunities. 

The 1996 Education Act requires all schools to have a policy on charging and remissions for 

school activities, which will be kept under regular review.  The review date for this policy is 

recorded at the end of the document. 

The policy identifies activities for which: 

 Charges will not be made 

 Charges will be made 

 Charges may be waived 

 

Voluntary Contributions 

Separately from the matter of charging, schools may seek voluntary contributions in order to 

offer a wide variety of experiences to pupils. All requests for voluntary contributions will 
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emphasise their voluntary nature and the fact that pupils of parents/carers who do not make 

such contributions will be treated no differently from those who have. 

The Law says: 

If the activity cannot be funded without voluntary contributions the parents/carers will be notified of 

this from the outset.  No child will be excluded from an activity because parents/carers are unable to 

pay.  If insufficient contributions are raised, the trip or activity may have to be cancelled. 

 

No charges will be made for 

Education provided during school hours (including the supply of any materials, books, 

instruments or other equipment). 

Education provided outside school hours if it is part of the National Curriculum, or part of a 

syllabus for a prescribed public examination that the pupil is being prepared for at the school, 

or part of the school’s basic curriculum for religious education.  

Tuition for pupils learning to play musical instruments (or singing) if the tuition is required as 

part of the National Curriculum, or part of a syllabus for a prescribed public examination that 

the pupil is being prepared for at the school. 

Entry for a prescribed public examination, if the pupil has been prepared for it at the school. 

Examination re-sit, if the pupil is being prepared for the re-sit at the school.  

Education provided on any trip that takes place during school hours or outside of school 

hours- if it is part of the National Curriculum, or part of a syllabus for a prescribed public 

examination that the pupil is being prepared for at the school, or part of the school’s basic 

curriculum for religious education.  

Supply teachers to cover for those teachers who are absent from school accompanying pupils 

on a residential trip.  

Transport provided in connection with an educational trip. 

 

Activities for which charges may be made 

1. Activities outside school hours 

Non-residential activities (other than those listed in 3 above) which take place outside 

school hours but only if the majority of the time spent on that activity takes place 

outside school hours (time spent on travel counts in this calculation if the travel itself 

occurs during school hours). 

 

2. Residential activities 
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Board and lodging costs of residential trips deemed to take place during school time, 

however pupils under care of the local authority or whose parents/carers are in receipt 

of certain benefits may be exempt dependant on circumstances.    

 

Is a residential trip in or out of school time? 

If the number of school sessions on a residential trip is equal to or greater than 50% of the 

number of half days spent on the trip it is deemed to have taken place during school hours 

(even if some activities take place late in the evening). Whatever the starting and finishing 

times of the school day, regulations require that the school day is divided into 2 sessions.  A 

“half day” means any period of 12 hours ending with noon or midnight on any day.  

It is the policy of our schools that charges may charge as indicated below. Parental/carer 

agreement will be obtained before any charges are made. 

School activities which are perceived to incur additional cost have been listed below.   

Please note any additional charges will not exceed the actual cost (per pupil) of provision. 

Activity  Considerations  

Music tuition  No additional charges applied 

Residential trips  Dependent on circumstances – additional cost will be kept 

to a minimum and parents/carers informed in writing.  Trips 

will be optional.  

Cooking ingredients  No additional charges applied  

Breakfast/after school clubs  Not offered at Nugent House School  

 

Remissions 

In order to remove financial barriers from disadvantaged pupils, Nugent House School has 

agreed that some activities and visits where charges can legally be made will be offered at no 

charge or a reduced charge where possible to parents/carers in particular circumstances.   

 

Additional Considerations 

The governing body recognises its responsibility to ensure that the offer of activities and 

educational visits does not place an unnecessary burden on family finances. To this end we will 

try to adhere to the following guidelines: 

Provide written evidence to inform parents/carers of additional charges. 

Written information will be provided at the earliest opportunity.    
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We acknowledge that offering opportunities on a ‘first pay, first served’ basis discriminates 

against pupils from families on lower incomes and we will avoid that method of selection.  

 

Child Protection and Safeguarding 

 

Nugent House School procedures for the safeguarding and child protection of our children and 

young people will be in line with St Helens LSCB Procedures, ‘Working Together to Safeguard 

Children’ (2018) and ‘Keeping Children Safe in Education’.  

We will ensure that: 

 The Governing Body understands and fulfils its safeguarding and child protection 

responsibilities.  

 The Governor responsible for Safeguarding will be involved in the annual review of 

safeguarding and child protection policies and their application within Nugent House 

School.  

 Nugent House School has a Designated Safeguarding Lead who takes overall lead for 

Safeguarding and Child Protection in the school. They will have undertaken specific 

training, which is renewed every two years.  

 We have members of staff who will act in the Designated Person’s absence who have also 

received training, and who will have been briefed in the role.  

 All members of staff have mandatory, annual training on Safeguarding and Child 

Protection in order to develop their understanding of the signs of abuse or neglect.  

 All members of staff, volunteers, and Governors know how to respond to a young person 

who discloses abuse or neglect, and the procedure to be followed in appropriately 

sharing a concern of possible abuse or a disclosure of abuse or neglect.  

 All members of staff know how to document and report their concerns using MyConcern 

 All staff may raise concerns directly with Children and Young people’s Social Care services. 

Staff are aware that safeguarding concerns about adults at Nugent House should be 

made to the Designated Safeguarding Lead or the Head Teacher. 
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 All parents/carers are made aware of Nugent House School’s responsibilities in regard to 

Safeguarding and Child Protection through publication of the Safeguarding and Child 

Protection Policy 

 Our Vetting Policy will ensure the suitability of adults working with children and young 

people on Nugent House School at any time.  

 Community users organising activities for children are aware of and understand the need 

for compliance with the Nugent House School’s safeguarding guidelines and procedures.  

 Our selection and recruitment policy includes all checks on staff suitability including 

Enhanced Disclosure and Barring Service (DBS) checks as recommended by the DFE, 

OFSTED and in accordance with current legislation. 

 

Curriculum 

 

Nugent House School is an independent school which delivers a differentiated curriculum for 

children and young people aged between 5 and 19 years who have communication, emotional, 

social, behavioural and learning difficulties.  

Our core values iACCORD - Integrity, Ambition, Compassion, Courage, Optimism, Respect and 

Dignity are the foundations of everything we do at Nugent House School. This specialist 

curriculum is tailored to our pupils’ individual needs using a communication framework as its 

base. Throughout all subjects there is an underlying focus on improving communication in the 

areas of: reception, expression, social communication and the key skills required for functional 

development.  

This policy acknowledges the individual needs of all pupils KS2,3,4 and 6th Form students at 

Nugent House School and aims through differentiation to allow all pupils’ access to the 

curriculum within the facilities and resources available. All Pupils require additional support / 

resources / schemes, over and above standardised specialist class curriculum and have a PSP 

(Personal Support Plan) which will outline specific targets, strategies and outcomes.  

  

Curriculum Intent 

Nugent House School has a clear vision and set of values that permeates all aspects of the 

school community life and gives Nugent House Independent School the uniqueness for which 

we are renowned. 
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Our iACCORD values are the foundations of everything we do at Nugent House School. With 

these values at the heart of pupil’s learning journeys, we offer an individualised and 

inspirational curriculum which reflect all pupil's interests and talents. Our school curriculum is 

underpinned by the desire to prepare all our pupils for education, work and life. Through our 

curriculum we develop the essential knowledge, skills and understanding, supported by the 

national curriculum, which form the building blocks for success. We fully utilise our resources 

to ensure equal access and the highest level of provision for all of our pupils. Our staff are 

experienced in helping our pupils with a range of SEMH and other complex difficulties, and 

learning disabilities. Nugent House School has a range of specialist facilities that help ensure 

our pupils’ futures can be fully developed. Pupils can access a full range of experiences from 

traditional classroom environments with a fully fitted Science room, a Design Technology area 

and Food Technology room. We have a Music Room, with a recording studio, a Drama Studio, 

Textiles and Art Studio. Externally we have an all-weather AstroTurf playing field area, 

extensive playing fields and a dedicated horticulture area, which includes several allotments. 

Our ICT facilities include teaching rooms that are entirely wireless networked to help support 

our pupils’ learning.  

Our curriculum goes beyond the experience of the classroom to provide a holistic approach to 

education and well- being. Enrichment opportunities develop the pupil’s cultural capital and 

support progress in all aspects of their development. 

 

Implementation  

We adapt the curriculum for individual learners according to their needs.  We recognise pupils’ 

strengths, needs and interests and build on these to promote achievement and success. We 

identify our pupils’ needs through the Baseline Tests, Boxall Profile, Mainstream School 

Observations and Assessments and plan and adapt provision and learning opportunities to 

meet these needs.  

Ways in which the curriculum is adapted for our pupils with ASD and SEMH include:  

 

· Project Based Learning at all levels 

with cross curricular links. 

· Tasks aimed at incorporating 

special interests  

· Modelling drama or speaking and 

listening activities  

· Explain and use ambiguous 

language to aid understanding  

• Role play and/or speaking and listening 

activities 

• Curriculum having ‘in-built’ rewards 

 • In house Vocational offer 

 • Differentiated use of language and 

tasks  

• Templates and examples of expected 

outcomes 

 • Relate skills/information to functional 

situations 
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· Templates and examples of 

expected outcomes  

· Individualised worksheets  

· Use of TEACCH strategies (Autistic 

friendly approach) 

· Relate skills/information to 

functional situations  

· Shared life experiences.  

· Tasks aimed at incorporating 

special interests  

· Use of animal therapy  

 • Adapted National Curriculum to suit 

academic level 

 • Incorporation of movement breaks for 

some pupils 

• Collaboration with different 

departments 

 • Comprehensive Outdoor Education 

experiences  

  

 

  

Scheme of Work (including pathways) 

The school has three distinct phases relating to:  

KS 1 & 2 – There is a primary site within the main building with two classes; Eagle and Owls, 

learning areas that support our youngest pupils. The curriculum focuses on a thematic 

approach to learning based around the Power of Reading and the Cornerstones curriculum; 

this approach allows the students to make connections between different subject areas. Pupils 

are also able to follow the Read, Write, Inc program which provides a structured approach to 

the delivery of phonics.  

KS 3 & 4 – We operate two separate buildings in Ashton and Nugent for our secondary pupils. 

Within the main school operating an adapted secondary curriculum and format with selected 

classes also accessing a nurture-based curriculum with a vocational pathway available at KS4 to 

include our DLO programme.  

KS 5 – We operate one class separate from the others in a dedicated suite for our 6th form 

students. Within the main building with its own dedicated kitchen, classrooms, commons room 

and ICT suite. Students access a tailored curriculum offering courses suitable for all abilities 

linked with external support through colleges and vocational opportunities. 

Each phase has its own timetabled sessions, trained and qualified staff and specific site 

features, such as separate dining times. The classes within each key stage are streamed 

allowing each timetable to offer appropriate levels and access to accredited courses to include 

AQA Awards, ASDAN’s, and a variety of GCSEs tailored to individual abilities. The streaming is 

determined by base line assessments (social and academic), previous education history and 

guidance from the clinical and pastoral teams. Along with an assessment of preferred learning 
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styles they inform the teaching styles and schemes of work for each class. Each subject 

presents opportunity for social and emotional communication and development for all pupils.  

All pupils are given full access to the curriculum at an appropriate level. During the admissions 

assessment period the most appropriate class setting is decided. If pupils need to change 

classes after this period it would happen through:  

 Statutory Annual reviews.  

 Referral to SLT  

 Communication with parents and pupils  

Cross-curricular links 

It is important for all our pupils that they can recognise the key skills used in all curriculum 

areas. This enables pupils to generalise skills they have learned in one subject applying them to 

the next. We operate a Project Based Learning programme that all students become involved 

in. Where subject topics overlap co-ordinators will utilise this learning opportunity clearly 

signposting this to pupils. All subject areas become involved in Project Based Learning and 

incorporated tasks built within the SOW. This same focus will be taught in their communication 

group but the focus is then maintained across the curriculum. This optimises the pupils’ 

learning opportunities and therefore the subject progress made.  

 

Wider curriculum offer 

The wider curriculum offer and Outdoor education programme further develops the pupils 

experience and enhances their cultural capital. We offer a comprehensive extra-curricular 

program incorporating a variety of subjects and activities aligned to our pupils’ needs, interests 

and talents. Alongside this, the school actively promotes offsite activities, trips and visits to 

maximise our pupils’ experiences and expand learning opportunities that link into awards such 

as ASDAN Outdoor reach and Duke of Edinburgh.  

 

SMSC and British Values 

The needs of the pupils within Nugent House School are varied and often complex. Our core 

values IACCORD are the foundation behind everything we do in school. Our pupils and staff 

use these core values to promote an ethos to be proud of. These values are also linked directly 

to our rewards programme. Everyday pupils have a session based on values that link within 

given themes driven by our own iACCORD values. Successful inclusion relies on absolute 

respect for the needs of the individual and attempts to give individuals the same access and 

opportunities as all other pupils wherever possible. We recognise that the personal 

development of pupils, spiritually, morally, socially and culturally plays a significant part in their 

ability to learn and achieve. We therefore aim to provide an education that provides children 

with opportunities to explore and develop their own values and beliefs, spiritual awareness, 

high standards of personal conduct, a positive caring attitude towards other people, an 
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understanding of their social and cultural traditions and an appreciation of other cultures. This 

is embedded throughout all aspects of school life.  

Each department attempts to set suitable learning challenges, respond to pupils’ needs and 

overcome potential barriers to learning. Pupils throughout the school will develop their 

spiritual, moral, social and cultural experiences by three themed days in the year as well as 

incorporating the experiences into lessons.  

Pupils will also be taught the fundamental British values of democracy, individual liberty and 

mutual respect and tolerance of others.  

 Spiritual 

Through helping pupils to reflect and respond emotionally and spiritually to beliefs and 

ideals.  

 

 Moral 

Through helping pupils consider and respond to areas of morality and comparing to 

their own ideals of morality.  

 

 Social 

Through helping pupils to develop their sense of identify and comparing their life with 

others.  

 

 Cultural 

Through helping pupils to understand how other cultures developed and to consider 

their own views and opinions about them.  

 

 British Values 

Through helping pupils gain a respect of how the Government and the law works.  

 

Throughout Key Stage 2, 3, 4 and 5 pupils’ understanding of spiritual, moral, social and cultural 

developments will increase over time as well as their knowledge of British values.  

Impact 

Academic  

Each department provides a curriculum framework within which arrangements for assessing 

and recording pupils’ achievements are integral to be the learning progress through Planned 

Learning Opportunities. Assessment will be for a variety of purposes: diagnostic, formative and 

evaluative. It will be used as an aid to making judgements about the achievements of a pupil 

and therefore contribute to future planning. These judgements will be based on evidence from 

more than one source, such as teacher observation, class work, tests, investigation, project 

work, and examinations (where appropriate).  
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Assessment will take place at three connected levels: short term, medium term, and long term. 

These assessments will be used to inform teaching in a cycle of planning, teaching and 

assessment. Short term assessments will be an informal part of every lesson to check pupils’ 

understanding and gain information which assists in adjusting day to day lessons plans. 

Medium term assessments will assess some of the ideas linked to the key objectives which 

have been covered during a half term. Long term assessments will take place annually prior to 

a pupils’ Annual Review. A variety of assessment tests may be used according to pupils’ ability 

levels. Assessment will also be made through End of Key Stage Tests or tasks and also using 

external examinations such as AQA Award Units, Entry Level Certificate, ASDAN awards, G.C.S.E 

and BTECs.  

Pupils’ individual success will also be celebrated through the school points rewards system, 

merits, certificates and away days.  

 

Personal Development 

Through implementing the differentiated and modified National Curriculum, based on a 

communication framework and the positive development of social skills, emotional growth and 

positive mental health & wellbeing, our curriculum is intended to:  

 Optimise the social, emotional and communication skills of all pupils.  

 Cater for the specific needs and learning difficulties of individual pupils as outlined in 

their EHCPs, providing teaching and learning opportunities at an appropriate level. 

 Engage pupils’ interests in learning.  

 Allow pupils to interact and learn from each other.  

 Allow all pupils to reach their full potential and achieve their own personal success.  

 Actively promote positive mental health and well-being.  

  

It is intended that through the programme of study the pupils at Nugent House School will:  

 Improve their social and communication skills.  

 Improve literacy and numeracy skills.  

 Develop greater levels of independence.  

 Develop resilience skills.  

 Have gained the life skills required to function more appropriately in the community.  

 Have gained accreditation to demonstrate the levels to which they have studied.  

 Have gained relevant experiences to assist their decisions about future careers.  

 Have a positive attitude towards their past present and future learning.  

 Be aware of the skills for interaction when working with others.  

 Have sufficient key skills and self – esteem to approach new situations confidently.  

  

Preparation for Adulthood  
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All subjects promote acquisition of skills that will help prepare students for life in modern day 

Britain. These range from personal skills such as independence needed for living through to 

skills needed within further education and the workplace. Pupils are supported through the 

information and guidance process at the school as well as by the independent careers service 

brought into the school. Gatsby benchmarking is used by the school to quality assure the 

careers program offered.  

 

 

 

Daily Registration and Attendance Checking 

 

Nugent House School aims to:  

1. Emphasise the importance to all pupils of how good attendance is an essential 

prerequisite for making full use of all educational opportunities and to maximising 

individual achievement  

 

2. Make explicit to all relevant parties (teachers, parents/carers and pupils) Nugent House 

School expectations for attendance  

 

3. Promote a consistent approach across Nugent House School towards all matters 

relating to attendance  

 

4. Clarify the roles and responsibilities of all parties with respect to attendance 

 

5. Communicate to all relevant parties the legal position with respect to attendance and 

the categories of absence which are deemed ‘authorised’  

 

6. Stress the need for home and school to work in close partnership to achieve high 

attendance.   

 

Regular attendance at school is vital. Put simply, absence means missed learning; without it the 

learning process becomes fragmented and unsatisfactory. It is a legal requirement that pupils 

of compulsory school age receive full-time education and this, with the exception of those 

educated at home or elsewhere, means regular attendance at school. Poor attendance leads to 

pupils missing important lessons and therefore not fulfilling their true potential.  It also places 

children at risk and may result in their being drawn into patterns of anti-social or criminal 

behaviour.   
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What is an acceptable attendance rate?  

Attendance is a national priority. All pupils should aim for a minimum of 95%.    

 

Authorised Absences  

The school cannot legally authorise any leave of absence unless there are exceptional 

circumstances. The Department for Education (DFE) has issued guidelines to all schools 

detailing valid reasons for authorised or justified absences:  

1. a child is ill or receiving medical attention;  

2. days of religious observance, notified in advance;  

3. absence due to family circumstances (e.g. bereavement, serious illness).   

 

There are other absences, such as approved sporting activities that can be authorised and 

there will be events affecting families, some unforeseen, which will necessitate absence from 

school; professional discretion will need to be used in these cases as to whether the absence 

can be authorised.   

We expect absences to be kept to a minimum.  If a pupil needs to be absent from school for a 

particular reason, then the parent/carer can request a leave of absence in advance. A note will 

suffice. The Head Teacher will then make a decision whether or not that leave of absence can 

be granted and how it will be coded.  

Routine medical and dental appointments should be arranged out of school hours wherever 

possible.  

 

Unauthorised Absences  

These are absences where:  

1. No letter or acceptable explanation is provided by parent(s)/carers;  

2. The reason for the absence does not fall into one of the categories of authorised 

absence above.  

DFE guidelines state that the following activities would be classified as unauthorised:    

 Minding the house  

 Caring for relatives  

 Awaiting repair people  

 Shopping  

 A birthday or family celebration  
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Holidays  

Holidays taken in term time disrupt learning and the lost time is detrimental to the educational 

progress of the pupil.  In common with the other schools in the country, we ask parents/carers 

who feel it is absolutely unavoidable that they take their annual holiday (or any other proposed 

special occasions) during term time to notify us in writing, at least four weeks in advance of the 

proposed date, explaining the circumstances.    

The DFE guidelines make it plain that, in the final analysis, it is the school that judges whether 

an absence is authorised or not. Amendments to the 2006 regulations remove references to 

family holidays and extended leave as well as the statutory threshold of 10 school days. These 

amendments make it clear that Head Teachers should determine the number of school days a 

child can be away from school if the leave is granted. A note from home therefore does NOT 

automatically make an absence valid, justified or authorised’.  

Nugent House School will not authorise holidays retrospectively.  

  

Home/School Agreement  

 

Securing a high level of attendance requires the school and home to work closely together. To 

this end, we ask parents/carers to:  

1. To ensure their child arrives on time for school sessions; morning registration begins at 

08.50 and afternoon registration is at 13.00  

2. If their student is ill, the parent/care must notify the school on the first day with an 

estimation of the likely length of absence  

3. We also ask parents/carers to confirm the date they have returned their child to school 

4. We encourage keeping in touch at an early stage about any concerns they have about 

their child's attitude towards school.  

 

In return the School will:  

 
 

 

Contact home 
on day 1 of 

absence if no 
message has 

been received

Contact home 
for any 

unexplained 
or 

unauthorised 
absence

Learning 
mentors 

follow up on 
any concerns 

related to 
well-being

Learning 
mentors and 
form tutors 

support 
reintegration

Regularly 
reinforce 

importance of 
good 

attendance
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Roles and Responsibilities  

High attendance levels are achieved as a result of staff working closely together and knowing 

where their responsibilities lie.     

  

External Agencies  

As a school we have a responsibility to inform SEN Case Officers in local authorities, Education 

Welfare Officers and where appropriate Social Workers if a pupil’s attendance falls below 90%. 

Attendance Meetings will be called in school in order for targets for improvement to be set. 

These meetings are also opportunities for the school to explore any underlying issues that may 

be affecting attendance.  

If a student has been absent for more than five days without a satisfactory explanation the 

student’s local authority, including the Social Worker of any Child Looked After will be 

informed.   

  

Staff Guide to Registers and Associated Procedures  

Registers are important legal documents and we rely on accurate input in order to follow up 

any concerns as well as for data analysis. Register codes are listed within the appendices 

section of this policy. 

  

Marking the Register  

Form Tutors will be responsible for taking the register on SIMS attendance module, the schools 

official register, in the morning and afternoon. Teachers must only mark pupils present or 

absent.  Any pupil arriving 15 minutes after the start of the registration period will be marked 

as ‘L’, late.   Although present on site this mark counts as absent. A session attendance list will 

be printed to enable nominated school staff to check the accuracy of the register and make the 

necessary enquiries if a pupil is not in school. The official school register, SIMS, must be 

updated daily. Any absences codes must be agreed with the Head Teacher before being 

entered.   

Schools have a responsibility for safeguarding the children in their care and it is vital 

that the information we have is as accurate as possible.   

  

Recording Lates  

1. Statutory Registration starts at 08.50 and 13.00 and closes after 20 minutes. Thereafter 

pupils absence will be recorded as unauthorised (U) unless a valid reason is provided 

such as a medical or dental appointment. If a pupil gets their mark at the start of a 
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session and then has to leave for a medical appointment they are marked present for 

that session but a record of them leaving site must be kept.  

 

2. Lates are counted as present when the data is collected. If a pupil arrives after the 

registers are closed, they will lose their mark for that session. In very special 

circumstances the Head Teacher may override this if the lateness was beyond the 

control of the pupil e.g.  Extreme weather conditions or the failure of the local authority 

to provide transport.  

 

Attendance Data Provided to Form Tutors   

Form Tutors have access to any pupils’ attendance data via SIMS. In addition, summary data is 

provided weekly on attendance which is reported home termly.   

  

 

 

Equality 

The School recognises the benefits of working, with individuals who value one another and the 

different contributions everyone can make. Pupils are taught to value and respect each other. 

Nugent House School recognises and accepts its responsibilities under the law (set out in the 

UK Equality Act 2010) and opposes discrimination on the basis of: 

 Disability 

 Gender 

 Gender reassignment 

 Pregnancy and maternity 

 Race 

 Religion or belief (including a lack of religion or belief) 

 Sexual orientation 

  

Nugent also opposes all bullying and discrimination on the basis that the person has a special 

educational need or learning difficulty or because English is an additional language or because 

of their medical status such as that an individual is HIV positive.  

Nugent aims to ensure that all policies and procedures conform with the principle of equal 

opportunities and comply with the public sector equality duty set out in Section 149 of the 

Equality Act 2010. Nugent will tackle inappropriate attitudes and practices through staff leading 

by example, through cross-curricular approach, through a supportive school culture and 

through the School’s policies and procedures. 
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This equality policy is consistent with all of Nugent’s policies. 

  

Scope of the Policy 

This policy applies to all members of the School community. We aim to: 

 Prepare all pupils for life in a pluralist society as we promote British Values in a positive 

and inclusive way. 

 Respond to the educational needs of individuals and their varied backgrounds and 

remove or help to overcome barriers for pupils where they already exist. 

 Promote attitudes and values which enable the School community to recognize the 

work of every individual. 

 Challenge racism, prejudice and bias in all its forms. 

 Remove practices and procedures which intentionally or not have the effect of being 

discriminating. 

 Take reasonable steps to avoid putting disabled people at a substantial disadvantage 

(the reasonable adjustments duty). 

 Foster mutual tolerance and positive attitudes so everyone can feel valued at Nugent 

House school, including all those who identify as LGBTQ+. 

 Value all cultures, religions and languages, and draw on the diversity they offer for 

curriculum enrichment. 

 Ensure that all Nugent House School pupils, staff, teaching and non- teaching, together 

with Governors and parents are involved in developing this cross- curricular dimension. 

  

Admissions 

Nugent accepts applications from and admits pupils irrespective of their race, disability, sexual 

orientation, religion or belief or special educational needs and will not discriminate on these 

grounds in the terms in which a place is offered. 

Nugent will treat all applications in a fair, open minded way. Every application will be 

considered on its merits. 

Nugent’s criteria for selection is on the grounds of the pupil’s ability and aptitude but will not 

be done in a way to disadvantage pupils with a disability or special educational needs. 

  

Education For Diversity 

Nugent House School seeks to prepare all pupils for life in a world where they will meet, live 

and work with people of different cultures, religions and ethnic origins. 

 All pupils will have equal access to all benefits, services, facilities, classes and subjects, 

including all sports, subject only to considerations of safety and welfare. 
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 Nugent will not discriminate against any pupil by excluding them from Nugent House 

School or subject them to any punishment on the grounds of race, disability, sexual 

orientation, religion or belief or special educational needs. 

  

We aim for all our pupils to reach the highest levels of personal achievement. To do this we 

will: 

 Take account of the achievements of all pupils when planning for future learning and 

setting challenging targets. 

 Use materials that reflect the diversity of the School. 

 Promote attitudes and values that will challenge racist and other discriminatory 

behaviour or prejudice. 

 Provide opportunities for pupils to appreciate their own culture and celebrate the 

diversity of other cultures. 

 All pupils are encouraged to work and play freely subject to considerations of safety and 

welfare. Pupils are encouraged to question assumptions and stereotypes. 

 Nugent will not tolerate bullying or cyberbullying for any reason. (see anti-bullying 

policy). 

  

  

Religious Belief 

Nugent’s religious ethos is set in accordance with the Christian tradition, but Nugent respects 

the right and freedom of individuals to worship in accordance with other faiths, or no faith, 

subject always to their respecting the rights and freedoms or the School community as a whole 

and considerations of safety and welfare. 

  

Disability and Special Educational Needs. 

Through its commitment to offering equality of opportunity to all pupils, the School’s 

development plan, schemes of work, learning environment and teaching strategies should 

contribute to providing an appropriately individual curriculum for all its pupils, including those 

with Special Educational Needs and Disabilities (SEND). We maintain and drive a positive 

culture towards inclusion of disabled people and those with special educational needs in all the 

activities of Nugent and we will not treat a member of Nugent less favorably on these grounds 

without justification. 

Nugent monitors the physical features of its premises to consider whether disabled users of 

the premises are placed at a substantial disadvantage compared to other users. Nugent has 

taken 
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Steps to improve access for disabled users. The School has an accessibility plan, which is 

reviewed annually. 

  

Pupils with Special Educational Needs. 

To see details of the SEND policy and its implementation - see SEND policy document. 

  

Responsibilities 

All members of the Nugent’s community are expected to comply with this policy and therefore 

to treat others with dignity at all times without regard to their gender, marital/civil partnership 

status, race, disability, sexual orientation, gender re-assignment, religion, belief or age. 

  

The Board of Governors has overall responsibility for the effective operation of this policy and 

for ensuring compliance with the relevant statutory framework prohibiting discrimination. The 

Governors have delegated to the Head teacher the day-to-day responsibility for operating the 

policy and ensuring its accessibility, availability, maintenance and review. 

The senior leadership team is responsible for ensuring that appropriate arrangements to 

monitor the performance of potentially disadvantaged pupils are in place. 

 

 

 

Exams  

 

Introduction and aims 

Our school is committed to ensuring that exams are managed and administered effectively.  

The aim of this policy is to ensure: 

 The planning and management of exams is conducted in the best interest of candidates 

 Our system of exams administration is efficient and clear, and staff and pupils understand what is 

required and expected of them 

 We comply with requirements and guidance set out by the Joint Council for Qualifications (JCQ) and 

awarding bodies 

 

Roles and responsibilities 

Everyone 
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Everyone involved in our exam processes, including staff and pupils, must read, understand and 

implement this policy.  

Head of Centre 

The head of centre: 

 Has overall responsibility for Nugent House School as an exams centre 

 Is responsible for ensuring that all suspected or actual incidents of malpractice are reported, in line 

with the JCQ guidance on suspected malpractice in examinations and assessments 

Our head of centre is Ms Sarah Gregory 

Exams officer 

The exams officer is responsible for the administration of exams. They: 

 Manage the administration of internal and external exams 

 Advise the senior leadership team (SLT), subject and class tutors, and other relevant support staff on 

annual exams timetables and procedures as set by awarding bodies 

 Oversee the production and distribution of an annual calendar for all exams in which candidates will 

be involved, and communicate regularly with staff about imminent deadlines and events. This 

calendar must be provided to all staff and candidates 

 Ensure that candidates and their parents are informed of, and understand, aspects of the exams 

timetable that will affect them 

 Check with teaching staff that the necessary coursework and/or controlled assessments are 

completed on time and in accordance with JCQ guidelines 

 Provide and confirm detailed data on estimated entries 

 Maintain systems and processes to support the timely entry of candidates for their exams 

 Receive, check and securely store all exam papers and completed scripts, and ensure that scripts are 

dispatched as per the guidelines 

 Administer access arrangements and make applications for special consideration following the 

regulations in the JCQ guidance on the special consideration process 

 Identify and manage exam timetable clashes 

 Account for income and expenditures relating to all exam costs/charges 

 Line manage the senior exams invigilator in organising the recruitment, training, and monitoring of a 

team of exams invigilators responsible for the conduct of exams 

 Ensure candidates’ coursework/controlled assessment marks are submitted correctly and on 

schedule, along with any other material required by the awarding bodies 

 Track, dispatch and store returned coursework/controlled assessments 

 Arrange for dissemination of exam results and certificates to candidates, and forward, in 

consultation with the SLT, any post-results service requests 

 Report all suspected or actual incidents of malpractice, in line with the JCQ guidance on suspected 

malpractice in examinations and assessments 

 Advise on appeals and re-marks 

Our exams officer is Mrs Natalie Willetts 

https://www.jcq.org.uk/exams-office/malpractice/suspected-malpractice-in-examinations-and-assessments-2018-19
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/a-guide-to-the-special-consideration-process-2018-2019
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Subject leads 

Subject leads are responsible for: 

 Advising the exams officer of any changes to syllabus or assessment details for their subjects 

 Advising the exams officer of entries for their subjects 

 Guidance and pastoral care for candidates who are unsure about exams entries or amendments to 

entries 

 Accurately completing entry and mark sheets, and adhering to deadlines as set by the exams officer 

 Accurately completing coursework/controlled assessment mark sheets and declaration sheets 

 Decisions on post-results procedures 

Teachers 

Teachers are responsible for: 

 Supplying information about entries, coursework and controlled assessments as required by the 

subject lead and/or the exams officer 

Special educational needs co-ordinator (SENCO) 

The SENCO is responsible for: 

 Identifying and testing candidates’ requirements for access arrangements and notifying the exams 

officer in good time so that they can put exam day arrangements in place 

 Processing any necessary applications in order to gain approval (if required) 

 Working with the exams officer to provide the access arrangements required by candidates in exam 

rooms 

Our SENCO is Ms Rachel Cummins  

 

Candidates 

Candidates are responsible for: 

 Confirming and signing entries 

 Understanding coursework/controlled assessment regulations, and signing a declaration that 

confirms the coursework to be their own 

 Ensuring they conduct themselves in all exams according to the JCQ regulations 

 

Qualifications offered 

The Senior leadership Team decides the qualifications we offer. 

We offer the following types of qualifications: 

 ASDAN 

 Functional Skills 

 GCSEs 
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 BTECs 

The subjects offered for these qualifications in any school year may be found in our prospectus.  

If there will be a change to a specification for the next year, the exams office must be informed by 

October half term.  

Informing the exams office of changes to a specification is the responsibility of the SLT.  

Decisions on whether a candidate should be entered for a particular subject will be taken by subject 

leads in consultation with teachers, SENCo and SLT.  

 

Exam series 

The Head of Centre and SLT decides which exam series are used in the centre.  

Nugent House School offers assessments on an on-demand basis. If offered, on-demand assessments 

can be scheduled only in windows agreed between the Exams Officer and the Head of Centre.  

 

Exam timetables 

Once confirmed, the exams officer will circulate the exam timetables for internal and/or external exams 

at a specified date before each series begins.  

 

Entries (including entry details and late entries) 

Candidates or parents/carers can request subject entry, change of level or withdrawal.  

We do not accept entries from private candidates.  

We do not act as an exams centre for other organisations.  

Entry deadlines are circulated to subject leads via briefings, SharePoint and email 

Subject leads will provide estimated entry information to the exams officer to meet JCQ and awarding 

body deadlines.  

Entries and amendments made after an awarding organisation’s deadline require authorisation, in 

writing, by the Exams Officer.  

 

Re-sits 

We allow re-sits for the following types of qualifications: 

 GCSEs 

 BTECs 

 Functional skills 

Re-sit decisions will be made by subject leads in consultation with the Exams Officer.  

 

Exam fees 
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Candidates or departments will not be charged for changes of tier, withdrawals made by the proper 

procedures or alterations arising from administrative processes, provided these are made within the 

time allowed by the awarding bodies. 

The exams officer will publish the deadline for actions well in advance of each exams series. 

 

Equalities 

All our staff must ensure that they meet the requirements of any equality legislation.  

We will comply with the legislation, including making reasonable adjustments to the service that we 

provide to candidates in accordance with the requirements defined by the legislation, awarding bodies, 

and JCQ. This is the responsibility of the Head of Centre, Exams Officer and SENCo 

 

Access Arrangements 

The SENCO will inform subject teachers of candidates with special educational needs and any special 

arrangements that individual candidates will need during the course and in any assessments/exams. 

A candidate’s access arrangements requirement is determined by the SENCo. 

Ensuring there is appropriate evidence for a candidate’s access arrangement is the responsibility of 

teachers, subject leads and the SENCo 

Room arrangements for candidates using access arrangements will be organised by the Exams Officer. 

Invigilation and support for candidates using access arrangements, as defined in the JCQ access 

arrangements regulations, will be organised by the Exams Officer.  

 

Contingency planning 

Contingency planning for exams administration is the responsibility of Head of Centre and Exams 

Officer.  

Contingency plans are available in the appendices and are in line with the guidance provided by Ofqual, 

JCQ and awarding organisations. 

Staff and invigilators involved in the centre’s exam process are responsible for reading, understanding 

and implementing the contingency plan. 

 

Estimated grades 

Subject leads are responsible for submitting estimated grades to the exams officer when requested. 

 

Managing invigilators 

External staff will not be used to invigilate examinations.  

 

Malpractice 

The head of centre, in consultation with the Exams Officer is responsible for ensuring that suspected 

malpractice is thoroughly investigated.  

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-booklet
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-booklet
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northern-ireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
https://www.jcq.org.uk/exams-office/general-regulations/notice-to-centres--exam-contingency-plan
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Exam days 

The exams officer will: 

 Book all exam rooms (after liaising with other relevant users) 

 Make question papers, exam stationary and materials available for the invigilator 

Site management staff is responsible for setting up the allocated rooms, and will be advised of 

requirements 2 days in advance. 

The invigilators and Exams Officer will start and finish all exams in accordance with JCQ guidelines. 

Subject staff may be present at the start of the exam to assist with identification of candidates. Any staff 

present must be in accordance with the rules defined by JCQ concerning who is allowed in the exam 

room and what they can do.  

In practical exams, subject teachers’ availability will be in accordance with JCQ guidelines. 

Exam papers must not be read by subject teachers or removed from the exam room before the end of a 

session. Papers will be distributed to subject leads in accordance with JCQ’s recommendations and no 

later than 48 hours after candidates have completed them.  

After an exam, the exams officer will arrange for the safe dispatch of completed exam scripts to 

awarding bodies, working in conjunction with reception and administration staff members.   

 

Candidates 

The exams officer will provide written information to candidates in advance of each exam series. A 

formal briefing session for candidates may be given by the subject leads/invigilators/Exams Officer. 

Our minimum operating standards on acceptable dress and behaviour apply at all times. Candidates’ 

personal belongings remain their own responsibility and we accept no liability for their loss or damage. 

In an exam room, candidates must hot have access to items other than those clearly allowed in the 

instructions on the question paper, the stationary list, or the specification for that subject.  

This is particularly true of mobile phones and other electronic devices with text or digital facilities.  

Any precluded items must not be taken into the exam room.  

Disruptive candidates are dealt with in accordance with JCQ guidelines. Candidates are expected to stay 

for the full exam time at the discretion of the Exams Officer. 

Candidates who leave an exam room must be accompanied by an appropriate member of staff at all 

times.  

The Exams Officer is responsible for handling late or absent candidates on exam day.  

 

Special consideration 

If a candidate is unable to attend an exam because of illness, bereavement, or other trauma, or if a 

candidate becomes ill or otherwise disadvantaged during an exam, they are responsible for alerting the 

Head of Centre or Exams Officer to that effect. 

The candidate must support any special consideration claim with appropriate evidence within 3 days of 

the exam. 

https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/instructions-for-conducting-examinations-2018-2019
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The exams officer will make a special consideration application to the relevant awarding body within 5 

days of the exam. 

 

Internal assessment 

It is the duty of subject leads to ensure that all internal assessment is ready for dispatch at the correct 

time. The Exams Officer will assist by keeping a record of each dispatch, including the recipient details 

and the date and time sent.  

Marks for internally assessed work are provided to the exams office by subject leads. The exams officer 

will inform staff of the deadline date for appeals against internal assessments.  

Any appeals will be dealt with in accordance with our internal appeals procedure document. 

 

Results and certificates 

Candidates will receive individual results slips on results days either in person or via recorded delivery.  

The results slip will be in the form of a centre-produced document.  

Arrangements for the centre to be open on results days are made by the Exams Officer The provision of 

the necessary staff on results days is the responsibility of the Exams Officer and Head of Centre.  

Dates of results days each year will be publicised for all candidates through school communication 

methods, including emails and letters.  

 

Enquiries about results (EARs) 

EARs may be requested by centre staff or the candidate following the release of results.  

A request for a re-mark or clerical check requires the written consent of the candidate. A request for a 

re-moderation of internally assessed work may be submitted without the consent of a group of 

candidates.  

The cost of EARs will be paid by the centre.  

All decisions about whether to make an application for an EAR will be made by subject leads and the 

Exams Officer. 

If a candidate’s request for an EAR is not supported, the candidate may appeal and we will respond by 

following the process in our internal appeals procedure document.  

All processing of EARs will be the responsibility of the Exams Officer, following the JCQ guidance.  

Access to scripts (ATS) 

After the release of results, candidates may ask subject staff to request the return of written exam 

papers within 10 days of the receipt of results.  

Centre staff may also request scripts for investigation or for teaching purposes. For the latter, the 

consent of candidates must be obtained.  

Applications for EARs cannot be submitted once an original script has been returned.  

The Exams Officer is responsible for processing requests for ATS. 

The cost of ATS will be paid by the centre.  
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First Aid 

 

Aims  

The aims of our first aid policy are to:  

 Ensure the health and safety of all staff, pupils and visitors  

 Ensure that staff and governors are aware of their responsibilities with regards to 

health and safety  

 Provide a framework for responding to an incident and recording and reporting the 

outcomes  

 

Legislation and guidance  

This policy is based on advice from the Department for Education on first aid in schools and 

health and safety in schools, and the following legislation:  

 The Health and Safety (First Aid) Regulations 1981, which state that employers must 

provide adequate and appropriate equipment and facilities to enable first aid to be 

administered to employees, and qualified first aid personnel  

 The Management of Health and Safety at Work Regulations 1992, which require 

employers to make an assessment of the risks to the health and safety of their 

employees  

 The Management of Health and Safety at Work Regulations 1999, which require 

employers to carry out risk assessments, make arrangements to implement necessary 

measures, and arrange for appropriate information and training  

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 

2013, which state that some accidents must be reported to the Health and Safety 

Executive (HSE),  and set out the timeframe for this and how long records of such 

accidents must be kept  

 Social Security (Claims and Payments) Regulations 1979, which set out rules on the 

retention of accident records  

 The Education (Independent School Standards) Regulations 2014, which require that 

suitable space is provided to cater for the medical and therapy needs of pupils.  

  

Roles and responsibilities  

Appointed person(s) and first aiders  

The school’s appointed first aiders are responsible for:  

 Taking charge when someone is injured or becomes ill  
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 Ensuring there is an adequate supply of medical materials in first aid kits, and 

replenishing the contents of these kits  

 Ensuring that an ambulance or other professional medical help is summoned when 

appropriate  

 

First aiders are trained and qualified to carry out the role (see section 7) and are responsible 

for:  

 Acting as first responders to any incidents; they will assess the situation where there is 

an injured or ill person, and provide immediate and appropriate treatment  

 Sending pupils home to recover, where necessary  

 Filling in an accident report on the same day, or as soon as is reasonably practicable, 

after an incident  

 Keeping their contact details up to date  

Our school’s first aiders’ names are displayed prominently around the school.  

  

The governing board  

The governing board has ultimate responsibility for health and safety matters in the school, 

but delegates operational matters and day-to-day tasks to the headteacher and staff members.  

  

The headteacher  

The headteacher is responsible for the implementation of this policy, including:  

 Ensuring that an appropriate number of trained first aid personnel are present in the 

school at all times   

 Ensuring that first aiders have an appropriate qualification, keep training up to date and 

remain competent to perform their role  

 Ensuring all staff are aware of first aid procedures  

 Ensuring appropriate risk assessments are completed and appropriate measures are 

put in place  

 Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, 

and that appropriate measures are put in place  

 Ensuring that adequate space is available for catering to the medical needs of pupils  

 Reporting specified incidents to the HSE when necessary (see section 6)   

Staff  

School staff are responsible for:  

 Ensuring they follow first aid procedures  

 Ensuring they know who the first aiders in school are  
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 Completing accident reports for all incidents they attend to where a first aider is not 

called   

 Informing the headteacher or their manager of any specific health conditions or first aid 

needs  

First aid procedures  

In-school procedures  

In the event of an accident resulting in injury:  

 

 

 

 

Off-site procedures  

Closest member of staff to assess injury 
and seek assistance of appointed first 

aider

First aider assesses injury deciding if 
further assistance is required from a 

colleague or emergency services

If the pupil does not require emergencey 
services attention but cannot remain in 

school, home will be contacted and 
collection/transportation arranged

If emergency services are called the 
Headteacher or delegated SLT member 
will notify parents/carers and, if CLA the 

social worker, immediately

The first aider will record the accident on 
SIMS and the Event system and, if 

necessary, notify the Incident 
Management team



 

 
Nugent House School Policy                Page 65 of 157             

 

When taking pupils off the school premises, staff will ensure they always have the following:  

 A school mobile phone  

 A portable first aid kit   

 Information about the specific medical needs of pupils  

 Parents’ contact details  

Risk assessments will be completed prior to any educational visit that necessitates taking 

pupils off school premises.  

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

First aid equipment  

A typical first aid kit in our school will include the following:  

 A leaflet with general first aid advice  

 Regular and large bandages  

 Eye pad bandages   

 Triangular bandages  

 Adhesive tape  

 Safety pins  

 Disposable gloves  

 Antiseptic wipes  

 Plasters of assorted sizes  

 Scissors  

 Cold compresses  

 Burns dressings  

No medication is kept in first aid kits.  

First aid kits are stored in:  

 Reception   

 All science labs   

 All design and technology classrooms  

 The school kitchens  

 School vehicles  

 

Reporting to the HSE  

The Governance and Assets and Facilities Departments will keep a record of any accident, 

which results in a reportable injury, disease, or dangerous occurrence as defined in the 

RIDDOR 2013 legislation (regulations 4, 5, 6 and 7).  
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The Head of Assets and Facilities will report these to the Health and Safety Executive as soon as 

is reasonably practicable and in any event within 10 days of the incident.  Reportable injuries, 

diseases or dangerous occurrences include: 

 Death  

 Specified injuries, which are:  

o Fractures, other than to fingers, thumbs and toes o Amputations  

o Any injury likely to lead to permanent loss of sight or reduction in sight o Any 

crush injury to the head or torso causing damage to the brain or internal organs  

o Serious burns (including scalding) 

o Any scalping requiring hospital treatment  

o Any loss of consciousness caused by head injury or asphyxia 

o Any other injury arising from working in an enclosed space which leads to 

hypothermia or heat-induced illness, or requires resuscitation or admittance to 

hospital for more than 24 hours  

 Injuries where an employee is away from work or unable to perform their normal work 

duties for more than 7 consecutive days (not including the day of the incident)  

 Where an accident leads to someone being taken to hospital  

 Near-miss events that do not result in an injury, but could have done. Examples of near-

miss events relevant to schools include, but are not limited to:   

o The collapse or failure of load-bearing parts of lifts and lifting equipment o The 

accidental release of a biological agent likely to cause severe human illness  

o The accidental release or escape of any substance that may cause a serious 

injury or damage to health  

o An electrical short circuit or overload causing a fire or explosion Information on 

how to make a RIDDOR report is available here:   

How to make a RIDDOR report, HSE  

http://www.hse.gov.uk/riddor/report    

 

Training  

All school staff are able to undertake first aid training if they would like to.   

All first aiders must have completed a training course, and must hold a valid certificate of 

competence to show this. The school will keep a register of all trained first aiders, what training 

they have received and when this is valid until. 

Staff receive a notification from Nugent’s staff VLE (My Learning Cloud) to renew their first aid 

training when the expiry date is within a three-month deadline window.   

 

 

http://www.hse.gov.uk/riddor/report
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Health and Safety 

 

Aims 

Our school aims to: 

 Provide and maintain a safe and healthy environment  

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

the school site 

 Have robust procedures in place in case of emergencies  

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

inspected 

  

Legislation 

This policy is based on advice from the Department for Education on health and safety in 

schools and the following legislation: 

 The Health and Safety at Work Act 1974, which sets out the general duties employers 

have towards employees and duties relating to lettings 

 The Management of Health and Safety at Work Regulations 1992, which require 

employers to make an assessment of the risks to the health and safety of their 

employees 

 The Management of Health and Safety at Work Regulations 1999, which require 

employers to carry out risk assessments, make arrangements to implement necessary 

measures, and arrange for appropriate information and training 

 The Control of Substances Hazardous to Health Regulations 2002, which require 

employers to control substances that are hazardous to health 

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 

2013, which state that some accidents must be reported to the Health and Safety 

Executive and set out the timeframe for this and how long records of such accidents 

must be kept 

 The Health and Safety (Display Screen Equipment) Regulations 1992, which require 

employers to carry out digital screen equipment assessments and states users’ 

entitlement to an eyesight test 

 The Gas Safety (Installation and Use) Regulations 1998, which require work on gas 

fittings to be carried out by someone on the Gas Safe Register 

 The Regulatory Reform (Fire Safety) Order 2005, which requires employers to take 

general fire precautions to ensure the safety of their staff 

 The Work at Height Regulations 2005, which requires employers to protect their staff 

from falls from height 
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The school follows national guidance published by Public Health England when responding to 

infection control issues. 

  

Roles and responsibilities 

The Trustees 

The Trustees has ultimate responsibility for health and safety matters in the school, but will 

delegate day-to-day responsibility to the headteacher. 

The governing board has a duty to take reasonable steps to ensure that staff and pupils are 

not exposed to risks to their health and safety. This applies to activities on or off the school 

premises.  

The governing board, as the employer, also has a duty to: 

 Assess the risks to staff and others affected by school activities in order to identify and 

introduce the health and safety measures necessary to manage those risks 

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

 Ensure that adequate health and safety training is provided 

 

Headteacher 

The headteacher is responsible for health and safety day-to-day. This involves: 

 Implementing the health and safety policy 

 Ensuring there is enough staff to safely supervise pupils 

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

 Providing adequate training for school staff 

 Reporting to the governing board on health and safety matters 

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

 Ensuring that in their absence, health and safety responsibilities are delegated to 

another member of staff 

 Ensuring all risk assessments are completed and reviewed 

 Monitoring cleaning contracts, and ensuring cleaners are appropriately trained and 

have access to personal protective equipment, where necessary  

In the headteacher’s absence, a delegated member of SLT assumes the above day-to-day 

health and safety responsibilities. 

 

Staff 

School staff have a duty to take care of pupils in the same way that a prudent parent would do 

so. 
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Staff will: 

 Take reasonable care of their own health and safety and that of others who may be 

affected by what they do at work 

 Co-operate with the school on health and safety matters 

 Work in accordance with training and instructions 

 Inform the appropriate person of any work situation representing a serious and 

immediate danger so that remedial action can be taken 

 Model safe and hygienic practice for pupils 

 Understand emergency evacuation procedures and feel confident in implementing 

them 

 

Pupils and parents 

Pupils and parents are responsible for following the school’s health and safety advice, on-site 

and off-site, and for reporting any health and safety incidents to a member of staff.  

Contractors 

Contractors will agree health and safety practices with the headteacher before starting work. 

Before work begins the contractor will provide evidence that they have completed an adequate 

risk assessment of all their planned work.  

Site security 

Nugent’s Assets and Facilities Department are responsible for the security of the school site in 

and out of school hours. They are responsible for visual inspections of the site, and for the 

intruder and fire alarm systems. 

 

Additional information 

Specific instructions and guidance relating to health and safety can be located in the health 

and safety handbook within this policy. It provides guidance and procedures on the following 

areas:  

Fire Working at Height 

Lockdown Manual Handling 

COSHH Violence at Work 

Gas Smoking 

Legionella Infection Control 

Asbestos Animals in school 

Equipment – Electrical, PE and Display Screen New and expectant mothers 

Lone Working Occupational stress 
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Training 

Our staff are provided with health and safety training as part of their induction process. 

This includes mandatory Health and Safety, Fire Awareness and Positive Approaches to 

Challenging Behaviour, including physical intervention, model, PRICE.  

Staff who work in high risk environments, such as in science labs or with woodwork 

equipment, are given additional health and safety training.  

 

 

EARLY CAREER TEACHERS 

 

Rationale 

The first year of teaching is not only very demanding but also of critical significance in the 

professional development of the new teacher. It is vital new teachers get a good start to their 

teaching careers through appropriate transitional support. Nugent House School’s induction 

process is aimed at ensuring a smooth transition from training into the teaching profession 

through appropriate guidance, support and challenge. Our Early Career Teacher Induction 

programme will enable Early Career Teachers to establish a secure foundation upon which a 

successful teaching career can be built. 

  

Purposes 

Nugent House School’s Induction process has been designed to meet statutory requirements 

and make a significant contribution to both the professional and personal development of 

Early Career Teachers, providing support which will enable them to develop competence in the 

Teachers’ Standards and make a valuable contribution to our school. Specifically, we aim to: 

 provide support to meet the generic needs of all Early Career Teachers and specific 

needs of individual Early Career Teachers 

 provide individualised support through high quality mentoring 

 provide Early Career Teachers with examples of good classroom practice 

 help Early Career Teachers form productive relationships with all members of the 

school community and stakeholders 

 encourage reflection on their own and observed practice 

 provide opportunities to recognise and celebrate success 

 act quickly to help Early Career Teachers address any areas of concern 

 provide a foundation for longer-term professional development 
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 ensure a smooth transition to prepare to help Early Career Teachers meet all the core 

standards 

  

The whole staff will be kept informed of the school Induction Policy and encouraged to 

participate, wherever possible, in its implementation and development. This policy reflects a 

structured whole School approach to teacher induction and recognises that the quality and 

commitment of the people who supervise the induction is a crucial factor in its continued 

success. 

 

Roles and Responsibilities 

The Governing Body 

The governing body will be fully aware of the law, which sets out the school's responsibility to 

provide the necessary monitoring, support and assessment for Early Career Teachers. Careful 

consideration is given, prior to any decision to appoint an Early Career Teacher, whether the 

school currently has the capacity to fulfil all its obligations. The governing body will be kept 

aware and up to date about induction arrangements and the progress of Early Career Teachers 

through the Head Teacher’s report and/or direct contact with the Early Career Teacher 

coordinator in school. 

The school’s Induction Coordinator is the Head Teacher. 

  

The Head Teacher 

The Head Teacher at Nugent House School plays a significant and leading role in the process of 

inducting new colleagues to the profession. While responsibility for the implementation of the 

Induction Programme has been delegated to a coordinator, the Head Teacher will also observe 

each Early Career Teacher through ‘drop-ins’ at least once each term. Statutory responsibilities 

are: 

 ensuring an appropriate induction programme and support are in place 

 recommending to the appropriate body whether an Early Career Teacher has met the 

requirements for satisfactory completion of the Induction period. 

In reality, many of the tasks associated with the above will be carried out by a coordinator but 

the Head Teacher will make the final recommendation. In addition to the statutory 

requirements the head teacher will: 

 observe and give written warnings to any Early Career Teacher at risk of failing to meet 

the Standards 

 keep the governing body aware and up to date about induction arrangements and Early 

Career Teacher progress 



 

 
Nugent House School Policy                Page 72 of 157             

 

  

Induction Coordinator  

The principal requirement for the Early Career Teacher coordinator is to be responsible for the 

overall management of initiating Early Career Teacher into the teaching profession and into 

Nugent House School’s systems and structures. They are to provide support and guidance in 

the rigorous, fair and consistent assessment of Early Career Teacher performance. 

 Mentor 

In addition to the coordinator, who has the responsibility for the formal assessment of Early 

Career Teachers, a mentor is appointed to provide support on an informal daily basis and 

through a formal weekly timetabled slot. The mentor will contribute to the judgements about 

the progress against the Teachers’ Standards. 

  

Entitlement 

Our induction programme ensures that new teachers are provided with the support and 

monitoring to help them fulfil their professional duties and meet the requirements for 

satisfactory completion of Induction. It builds on their knowledge, skills and achievements in 

relation to the Teachers’ Standards as achieved during training. 

  

The key aspects of the Induction programme for Early Career Teachers at Nugent House 

School are as follows. 

 Access to an Induction programme that will commence upon appointment and be 

reviewed after one year in post. 

 Structured visits to the school prior to taking up appointment with time to discuss 

developments needed and how they will be assisted in making these. 

 Help and guidance from an Induction tutor who is adequately prepared for the role and 

will coordinate the induction programme. 

 Regular meetings with a mentor and, other key people as needed. 

 A programme of observations of experienced colleagues teaching. 

 A reduction of 10% of the average teacher’s workload (in addition to PPA time). This 

time is used for participating in the schools Induction programme and/or meetings with 

mentor. 

 Regular observation of Early Career Teacher’s teaching by experienced colleagues (at 

least once every half term). 

 Prompt written as well as oral feedback on teaching observed with targets and advice as 

necessary. 

 Addressing of any areas of practice or behaviour that may prevent the Early Career 

Teacher meeting the Teachers’ Standards in a timely, honest and professional manner 



 

 
Nugent House School Policy                Page 73 of 157             

 

 Opportunities for further professional development based on agreed targets and 

identified needs. 

 Detailed success criteria for any areas identified as making an Early Career Teacher at 

risk of not meeting the Standards. 

This list is provided as a guide and personalised programmes of support will be agreed with 

individual Early Career Teachers. 

Assessment & Quality Assurance 

The assessment of Early Career Teachers will be rigorous and objective. 

 The criteria used for formal assessments will be shared and agreed in advance. 

 Both formative assessment (e.g. lesson observation and target setting) and summative 

assessment (termly Induction reports) will be used. 

 Assessment will draw on views from all teachers who have a part in the Early Career 

Teacher’s development in order to gain a reliable overall view. 

 Assessment will draw on evidence from planning, work produced by pupils, progress 

data and relationships with staff, students and parents as well as formal observations of 

teaching. 

 The coordinator will ensure that assessment procedures are consistently applied. 

 Copies of any records will be passed to the Early Career Teacher concerned. 

 Termly reports will give details of: 

o areas of strength 

o areas requiring development 

o evidence used to inform judgement 

o targets for coming term 

o support to be provided by the school 

At risk procedures 

If any Early Career Teacher encounters difficulties with meeting the Teachers’ Standards, the 

following procedures will be put into place: 
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Premises Management 

 

Aims 

Our school aims to ensure that it: 

 Manages its buildings and equipment in an efficient, legally compliant way  

 Inspects and tests buildings and equipment regularly, taking into account statutory 

requirements and best practice recommendations 

 Promotes the safety and wellbeing of our staff, pupils, parents and visitors through 

effective maintenance of buildings and equipment in accordance with the Health and 

Safety at Work etc. Act 1974 

 Complies with the requirements of The Education (Independent School Standards) 

Regulations 2014 

 

Guidance 

This document is based on the Department for Education’s guidance on good estate 

management for schools. 

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

Support 
provided to 
address any 

areas for 
improvement

SMART 
Targets 

devised and 
agreed with 
deadlines 

and review 
dates

Allow EARLY 
CAREER 

TEACHERS 
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Roles and responsibilities 

The governing board, head teacher and site manager will ensure this premises management 

policy is properly implemented, and that tests and inspections are carried out in accordance 

with this policy.  

The head teacher and facilities manager are responsible for ensuring relevant risk assessments 

are conducted and for reporting to the governing board, as required. 

The facilities manager is responsible for: 

 Inspecting and maintaining the school premises 

 Conducting repairs and maintenance 

 Being the first point of contact for any issues with the premises 

 Conducting and keeping a record of risk assessments and incident logs related to the 

school premises 

 Liaising with the headteacher about what actions need to be taken to keep the school 

premises safe 

This list is not intended to be exhaustive. 

  

Inspection and testing 

We maintain accurate records and details of all statutory tests which are undertaken at our 

premises. This includes relevant paperwork and certificates.  

All requirements and recommendations highlighted in inspection reports and certificates are 

reviewed and acted on as necessary.  

As part of the records of completed works, we include the dates when the works were 

undertaken and the details of the individual or company who completed them, along with their 

qualifications/certifications and/or experience.  

A table within the appendices sets out the issues we inspect, the inspection frequency, and the 

person responsible for checking each issue and, where appropriate, engaging a suitably 

qualified person to carry out inspection, testing or maintenance. It covers statutory checks as 

well as recommended good practice checks from relevant guidance. It is based on the checks 

and testing sections of the DfE estates guidance.  

Risk assessments and other checks 

In addition to the risk assessments, we are required to have in place, we ensure we have risk 

assessments in place, regularly updated, to cover: 

 Car parking and vehicle/pedestrian segregation  

 Traffic management 
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 Shared premises 

 Vacant buildings 

We also make sure further checks are made to confirm the following: 

 Correct and up-to-date information is displayed in all notices  

 Compliance with the Construction (Design and Management) Regulations 2015 during 

construction projects 

 Contractors have the necessary qualifications to carry out the specified work  

 Compliance with the Equality Act 2010 when making changes or alterations to a building 

or the external environment 

Monitoring arrangements 

The application of this policy is monitored by the facilities manager and Head teacher through, 

among other things, visual checks of the school site and equipment, and checks of risk 

assessments. Copies of risk assessments and paperwork relating to any checks are kept in the 

maintenance office and on SharePoint. 

 

 

Relationship and Sex Education (RSE)  

 

From September 2020, all schools must have in place a written policy for Relationships and Sex 

Education (RSE). This document sets out the framework for Relationships and Sex Education at 

Nugent House School, providing clarity on how our RSE curriculum is informed, organised and 

delivered. 

At Nugent House School, our over-arching aims for RSE are as follows:  

 To deliver high-quality and age-appropriate RSE lessons as part of our overall planned 

school curriculum and ethos  

 To fulfil our legal obligations related to RSE, whilst taking account of parental/carer 

views  

 To ensure pupils are provided with accurate information from reliable sources  

 To use a range of appropriate resources matched to the strengths and needs of 

individual pupils 

 To provide pupils with opportunities to engage positively in sensitive discussions and 

enable them to have the confidence to ask questions to help address any 

misconceptions 

 To encourage pupils to remember what they learn to support their ongoing preparation 

for the future 
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Legal Obligations  

The Relationships, Sex and Health Education Regulations (2019) made under the Children and 

Social Work Act (2017) brought some compulsory changes into effect in all schools from 

September 2020. Relationships Education is now compulsory for all pupils receiving primary 

education and Relationships and Sex Education (RSE) is now compulsory for all pupils receiving 

secondary education. The regulations also make Health Education compulsory in all schools. 

Health Education is already in place at Nugent House School, as it is a requirement of the 

Independent School Standards.  

The focus of Relationships Education is to teach the fundamental building blocks and 

characteristics of positive relationships, with particular reference to friendships, family 

relationships, and relationships with other children and with adults. 

It is important to note that primary schools have the option to decide whether or not pupils are 

taught ‘Sex Education’. In order to support pupils’ ongoing emotional and physical 

development effectively, we will offer this for our primary-aged pupils at Nugent House School, 

where the teaching and learning is appropriate for the age and maturity of each pupil. H 

For further clarity, please see the appendices section of this policy for an overview of the 

compulsory aspects of RSE at the different stages of education as set out by the DfE and our 

curriculum map for how RSE is delivered at Nugent House School.  

 

Parent and Carer Engagement  

At Nugent House School, we continue to be committed to liaising with parents and carers 

about all aspects of their child’s education. As such, we understand the importance of the role 

of parents and carers in the development of their child’s understanding about relationships, 

sex and health.  

From September 2020, the law requires schools to consult with parents and carers on their RSE 

policy. Consultation must be carried out when the policy is formed and subsequently whenever 

it is updated. At Nugent House School, we will notify parents/carers when the policy has been 

reviewed, updated and uploaded to the school website and we will provide a window of 

opportunity for all parents and carers to respond with their views. We will provide additional 

opportunities for parents/carers to be informed and ask questions about the delivery and 

content of the RSE curriculum by providing: 

 Notification of when RSE topics are to be taught and a summary of the content to be 

covered 

 Opportunities to view and discuss examples of RSE teaching and learning resources 

 Information about parents’ right to withdraw their child from non-statutory elements of 

RSE 
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School Complaints 

    

Nugent House School is committed to ensuring that the highest standards are maintained at 

the school both in the provision of education to pupils and in every other aspect of the running 

of the school. A complaints procedure is an important part of the management of a well-run 

school allowing parents and others the opportunity to voice any concerns they may have 

through appropriate channels.    

This policy explains the procedure we use to ensure a timely, systematic and fair approach to 

the resolution of such concerns. We recognise the need to be clear about the difference 

between a concern and a complaint. Taking informal concerns seriously at the earliest stages 

reduces the numbers that develop into formal procedures. Our formal complaints procedure is 

only necessary if efforts to resolve the concern informally are unsuccessful. In most cases, a 

teacher or an individual delivering the service will receive the first approach.    

Our formal procedures are invoked when initial attempts to resolve the issue are unsuccessful 

and the person raising the concern remains dissatisfied and wishes to take the matter further. 

A complaint may be managed through an allegation process, resulting in disciplinary action by 

the school against a member of staff, and this would be confidential between that member of 

staff and the school; otherwise parents will be kept fully informed of the handling of any 

complaint. Any complaint will be kept confidential unless it is necessary to involve other parties 

and will be dealt with as quickly as possible.   

   

Legal Context      

Under Independent Schools Regulations and Standards 2015 we are required to maintain a 

Complaints Policy and provide information annually to parents/carers about complaints 

received.    

   

Principles of the procedure:    

Where possible, complaints will be resolved through informal discussion.    

 All complaints will be dealt with impartially and, subject to the need to investigate fully, 

in confidence.    

 Complaints will be dealt with within clear time limits unless other factors cause delay.    

 Complaints made by pupils will normally be recorded through the ‘Can I have a Minute?’ 

form. The Complaints Officer will ascertain if it does constitute a complaint and contact 
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the complainant to reassure them that the issues raised will be looked into and they will 

receive a response.   

 Complaints made by staff, parents or other parties will be made in writing or verbally to 

the Complaints Officer who will acknowledge the complaint and either manage the 

complaint themselves or assign it to a designated manager.    

 Any issues identified as requiring action will be addressed.    

 The policy will be non-adversarial and promote flexibility and reconciliation between 

parties.    

  

Staff will be supported appropriately.    

 The School will keep records of all complaints, including actions and outcomes will 

report relevant details to the Proprietors on a regular basis – this will be for monitoring 

purposes only and will present an overview of the types of complaints and associated 

themes.    

 The policy will be reviewed every three years or more frequently in the light of changing 

legislation.    

  

Serial and Persistent Complaints    

We reserve the right not to consider complaints that:    

 are malicious (that is, they are instituted without sufficient grounds and serving only to 

cause annoyance)    

 use obscenities, racist or homophobic language    

 contain personally offensive remarks about members of our school community.    

 are repeatedly submitted with only minor differences after we have fully addressed the 

complaint.    

The school will only not consider a complaint after discussion and in agreement with the 

Nugent Governance Team.  

  

Stages in the Procedure    

It is in everyone’s interest that complaints are resolved at the earliest possible stage.  

There are three stages in the school’s complaints process as shown below, further details of 

the procedures at each stage are detailed in the complaints handbook.    
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Single Central Record 

 

Single Central Register (SCR)  

Keeping an accurate Single Central Register is an essential part of keeping children safe in 

education.  

People to include on SCR  

 Teachers 

 Support Staff 

 Admin Staff 

 Premises Staff 

 Governors/Proprietors/Trustees 

 Volunteers 

 Agency Staff (working in the school for a 'reasonable' length of time) 

 Additional instructors/coaches/etc.  

Checks to be completed DBS: As the majority of staff will be engaging in regulated activity, an 

enhanced DBS certificate, which includes barred list information, will be required for most 

appointments.  

The single central register must indicate whether the following checks have been carried out or 

certificates obtained, and the date on which each check was completed/certificate obtained:  

 Name of person 

o Address 

o Date of Birth 

o Evidence of ID (inc photograph) 

o A DBS check/certificate; including the level of the DBS check 

 Overseas Checks - Qualification(s) Required 

 Qualification(s) Evidenced and Date Checked 

Stage 1 -
Informal

Stage 2 - Formal 
investigation by 

Senior Leader

Stage 3 - Formal 
investigation by 

proprietor
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 Right to Work in UK Date Checked 

 S128 Prohibition Check.  

The single central register can be kept in paper or electronic form.  

It is the responsibility of the Head teachers PA to maintain the SCR working alongside the HR 

department in obtaining all relevant checks required for the SCR.  

Schools do not have to keep copies of DBS certificates in order to fulfil the duty of maintaining 

the single central register. When a school chooses to retain a copy, it should not be retained 

for longer than six months. A copy of the other documents used to verify the successful 

candidate’s identity, right to work and required qualifications should be kept for the personnel 

file.  

 

 

SEND 

 

Special Educational Needs and Disabilities (SEND) Policy  

This policy has been written with regard to the Special Educational Needs and Disability Code 

of Practice 2014 part of the Children and Families Act 2014 and the Special Educational Needs 

and Disabilities Act 2001 (which came into effect in September 2002).  

  

Definitions  

Students may be said to have Special Educational Needs and Disabilities if they have a learning 

difficulty or disability which calls for special educational provision to be made for them. A 

student has a learning difficulty if they  

1. has significantly greater difficulty in learning or in accessing education than the majority 

of students of the same age  

2. has a disability which either prevents or hinders them from making full use of 

educational facilities available generally provided for others of the same age in a 

mainstream school  

3. Students with a disability have special educational needs if they have any difficulty 

accessing education and if they need any special educational provision to be made for 

them.  

 

General Principles behind the SEND Policy  
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Every student in the school has an entitlement to personal, social and intellectual achievement. 

All students are entitled to the opportunity to achieve their potential in learning. Those 

children with Special Educational Needs and Disabilities should have access to high quality and 

appropriate education.  

  

The Objectives of our SEND Policy  

1. To ensure students with special needs and disabilities can achieve success and progress 

according to their potential and which closes the achievement gap with their non-SEND 

peers  

 

2. To ensure that these students are identified and assessed promptly so that provision 

matches need  

 

3. To ensure that students with special needs and disabilities are given full and equal 

access to a broad and balanced curriculum  

 

4. To make provision and provide interventions that are additional to/different from that 

made generally for other young people of the same age  

 

5. To allocate appropriate resources to ensure that learners make the best possible 

progress  

 

6. To ensure that there is open and effective communication with parents/carers and that 

they are fully included in meetings and reviews  

 

7. To ensure that all students express their views and are fully involved in decisions which 

affect their education  

 

8. To ensure that all staff are fully aware of the entitlements of SEND students and the 

School’s responsibility to them  

 

Evaluating the Success of the SEND policy  

Student progress will provide evidence for the success of the SEND policy and this will be 

analysed carefully through:  

1. Use of standardised tests  

2. Evidence generated from SEND reviews  

 

Key Principles of Curriculum Access  
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All teachers are teachers of special educational needs and are therefore responsible for: 

1. Ensuring they are fully aware of students’ diverse learning needs and recommended 

strategies for responding to them  

2. Overcoming potential barriers to learning  

3. Identifying students who do not make expected progress  

4. Liaise closely with any assigned teaching assistant to ensure effective deployment  

Student PSP  

Strategies employed to enable a student to progress will be recorded within a PSP. 

The PSP includes:  

1. A descriptive outline of the student’s needs  

2. Baseline  

3. Targets – WOW, Maths, EHCP and Boxall 

4. The teaching strategies suggested to be used  

5. Student voice 

 

Support Intervention 

This is characterised by the involvement of external services such as special needs advisory 

teachers, educational psychologists and other relevant professionals. A request for help from 

external services is likely to follow a decision taken by the SENCo and colleagues, in 

consultation with parents/carers. These agencies may observe the child, so that they can 

advise subject and pastoral staff on targets and accompanying strategies, provide more 

specialist assessments that can inform planning and the measurement of a student’s progress, 

give advice on the use of new or specialist strategies or materials, and in some cases provide 

support for particular activities.  

The triggers for Support Intervention could be that, despite receiving high quality teaching to 

meet the students’ needs, the student:  

1. Continues to make little or no progress in specific areas over a long period despite 

intervention put in place at the School  

 

2. Has emotional or behavioural difficulties which significantly and regularly interfere with 

their own learning or that of the class group, despite having an individualised behaviour 

management programme   

 

3. Has sensory or physical needs, and requires additional specialist equipment or regular 

advice or visits, providing direct intervention to the student or advice to staff, by a 

specialist service  
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4. Has ongoing communication or interaction difficulties that impede the development of 

social relationships and cause substantial barriers to learning.  

 

The services will need to see the student’s records in order to establish which strategies have 

already been employed and which targets have been set and achieved. The external specialist 

may act in an advisory capacity, provide additional specialist assessment or be involved in 

teaching the student directly.   

 Inclusion for all pupils 

As far as is practicable and advisable, all students, should be fully included in all School’s 

activities. Where a physical or learning disability hinders inclusion in any activity, advice from 

appropriate professionals will be sought. Special equipment or support may be provided to 

enable access to the activity for the student.  

  

In-class Support  

Students may receive in-class support to help them access the curriculum. This is usually 

provided by a designated Teaching Assistant (TA). Teaching Assistants may work in a variety of 

ways to provide support to students with special needs.  

  

Withdrawal Support  

Students may be withdrawn either from form time or from lessons so they can receive 

targeted small group evidence based interventions or one to one support. We aim to use form 

time to minimise lesson withdrawal as much as possible. The withdrawals might include:  

 Improving basic skills.  

 Speech and language small groups working on specific skills  

 1:1 reading intervention with a teaching assistant  

 Friendship groups  

 Peer mentoring  

 Mentoring with a learning mentor 

 Work on numeracy skills  

 Social Stories /comic strip conversations  

 Programmes of spelling and handwriting support  

 Programmes for students who experience social and communication difficulties; raising 

self-esteem; team-building activities.  

 

Other strategies/provision for supporting students with SEN include:  

 Quality First Teaching  
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 Known and quiet space for social times for identified students   

 Personalised teaching and learning strategies e.g. emphasis on the child’s preferred 

learning style  

 Provision of special equipment or resources  

 Additional time for adults to plan interventions and monitor their effectiveness  

 Additional staff training around students’ with specific difficulties  

 Courses that lead to accreditation other than GCSE for a small number of identified 

students.  

 Access to ICT and special adaptations as appropriate  

 Application to exam boards for access arrangements  

 Differentiated examination papers for students with visual, hearing or physical 

disabilities  

  

The Responsibilities of the SENCO  

Parent/Carer Involvement  

Nugent House School firmly believes in developing a strong partnership with parents/carers 

and that this will enable our children and young people to achieve their potential. The School 

recognises that parents/carers have a unique overview of their child’s needs and how best to 

support them, and that this gives them a key role in the partnership.  

Parents/carers of will be informed where there is a concern about their child and be invited to 

contribute to the assessment of their needs.  

Parents/carers/carers will be supported in understanding the roles of other professionals who 

may need to be invited to assess their child.  

We encourage parents/carers to:  

1. Communicate appropriately with staff in order to facilitate appropriate support.  

2. Communicate on a regular basis, noting any concerns they might have about their 

child’s learning or provision.  

3. Play an important part in the process of planning/reviewing their child’s Profile. 

4. Participate in the Annual Review of their child’s EHCP    

5. Fulfil any home-school agreements which are set in place.  

 

Student Participation  

Students will also be encouraged to participate in the decision making processes affecting 

them. Students will be progressively more involved in decision making, developing outcomes 

and target setting. This can be achieved by:  

 Completing ‘students' views’ sheets for review  

 Attending and contributing to their own reviews  
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Staff Training and Development  

Training needs are established through the Appraisal System.  

The School will provide training on a regular basis, targeting a wide range of SEND issues.  

The SENCO will provide training for newly qualified teachers as part of their ongoing training 

scheme.  

  

Sexual violence and Sexual Harassment between 

Pupils Guidance (peer-on-peer abuse)  

  

Introduction   

There are significant concerns about the high prevalence of sexual harassment and online 

sexual abuse amongst children, stating that “for some children, incidents are so commonplace 

that they see no point in reporting them”.   

  

Ofsted’s questionnaire to female pupils revealed the following statistics about harmful sexual 

behaviours happening between people their age:   

  

 Sexist name-calling (92%)   

 Being sent pictures or videos they did not want to see (88%)   

 Rumours about their sexual activity (81%)  

 Unwanted or inappropriate comments of a sexual nature (80%)   

 Being put under pressure to provide sexual images of themselves (80%)   

 Sexual assault of any kind (79%)   

 Having pictures or videos that they sent being shared more widely without their 

knowledge or consent (73%)   

 Feeling pressured to do sexual things that they did not want to (68%)   

 Unwanted touching (64%)   

 Being photographed or videoed without their knowledge or consent (59%)   

 Having pictures or videos of themselves that they did not know about being circulated 

(51%)  

 

The DfE’s ‘Sexual violence and sexual harassment between children in schools and colleges’ 

contains advice for school leaders and governors to help them provide the best support and 
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safeguarding for both victims and alleged perpetrators. This document contains the need-to-

know facts outlined in the DfE guidance.    

  

Definitions   

  

Alleged perpetrator: For the purposes of this guidance, ‘alleged perpetrator’, and where 

appropriate ‘perpetrator’, is used to describe a child accused of carrying out sexual violence 

and/or sexual harassment. It is important to note that any alleged perpetrator is entitled to, 

and deserves, a different level of support to that which might be provided to an adult alleged 

to have abused a child.    

  

Child: This guidance article refers to anyone under the age of 18 as a ‘child’.   

  

Victim: For the purposes of this guidance, the term ‘victim’ is used to describe children who 

have been subjected to sexual violence and/or sexual harassment; however, when using the 

term in a school, school staff should be conscious of the fact that some children may not 

consider themselves a victim and may not wish to be described this way.   

  

Sexual harassment and sexual violence – the facts   

  

Sexual violence and sexual harassment can occur online and offline (both physically and 

verbally), and are never acceptable. All victims should be taken seriously and offered 

appropriate support. Victims of sexual violence and harassment are likely to find the 

experience distressing and stressful, and it will, in all likelihood, adversely affect their 

education.   

  

Whilst any report of sexual violence or sexual harassment should be taken seriously, but it 

should be noted that girls are more likely to be the victims of sexual violence, and boys are 

more likely to be the perpetrators of sexual harassment.    

  

Nugent House School will:   

  

Make it clear that sexual violence and sexual harassment are never acceptable and will never 

be tolerated – it is not an inevitable part of growing up.   
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Not dismiss or tolerate sexual violence or harassment as “banter” or “part of growing up”.   

Challenge behaviour such as grabbing bottoms, breasts and genitalia. Tolerating such 

behaviours risks normalising them – they are potentially criminal acts.    

Understand that sexual violence and sexual harassment can be driven by wider societal 

factors, such as everyday sexist stereotypes and language.    

Recognise that staff can be victims of sexual violence and sexual harassment. There are 

arrangements in place to protect staff from such abuse, including clear reporting and support 

mechanisms.    

  

Children with SEND   

  

Children with SEND are especially vulnerable – they are three times more likely to be abused 

than their peers. Additional barriers to recognising abuse in children with SEND include:   

  

Assuming that indicators of abuse, such as mood and behaviour, relate to the child’s disability.   

Children with SEND being disproportionally impacted by bullying and harassment without 

showing any outward signs.   

 

LGBTQIA+ children   

  

LGBTQIA+ children can be targeted by their peers. In some cases, children who are perceived 

to be LGBTQIA+, whether they are or not, can be just as vulnerable to abuse as children who 

identify as LGBTQIA+. Our response to boy-on-boy and girl-on-girl sexual violence and sexual 

harassment should be equally as robust as it is for incidents between children of the opposite 

sex.    

  

 

Sexual harassment   

  

Sexual harassment, as defined in the DfE’s guidance, refers to unwanted conduct of a sexual 

nature that occurs online or offline. Sexual harassment violates a child’s dignity and makes 

them feel intimidated, degraded or humiliated, and can create a hostile, sexualised or offensive 

environment. If left unchallenged, sexual harassment can create an atmosphere that 
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normalises inappropriate behaviour and may lead to sexual violence.   Sexual harassment 

includes:   

  

 Sexual comments.   

 Sexual “jokes” and taunting.   

 Physical behaviour, such as deliberately brushing against another pupil.   

 Online sexual harassment, including non-consensual sharing of images and videos and 

sharing sexual images and videos (often known as sexting), inappropriate comments on 

social media, exploitation, coercion and threats – online sexual harassment may be 

isolated or part of a wider pattern.    

 

Sexual violence   

  

Children can, and sometimes do, commit sexual violence. The DfE uses the definitions of 

sexual violence provided in the Sexual Offences Act 2003. Consent is given when a person 

agrees by choice, and has the freedom and capacity to make that choice. Consent may be 

given to one kind of sexual activity but not another. Consent can be withdrawn at any time and 

each time an activity occurs.    

  

Harmful sexual behaviours    

  

Children’s sexual behaviours “exist on a wide continuum”, from normal and developmentally 

expected to inappropriate, abusive and violent. The term harmful sexual behaviours is used to 

describe behaviour that is problematic, abusive and violent, and that may cause 

developmental damage. The NSPCC guides that harmful sexual behaviour may include:   

 

 Using sexually explicit words and phrases.   

 Inappropriate touching.   

 Sexual violence or threats.    

 Full penetrative sex with other children or adults.    

  

It is important to note that harmful sexual behaviours can occur both online and offline, and 

sometimes simultaneously between the two.    
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Children displaying harmful sexual behaviour have often experienced their own abuse and 

trauma, and it is imperative that they are offered appropriate support.    

  

The NSPCC warns that sexualised behaviour which is significantly more advanced than that 

which is expected for the child’s age, or shows a lack of inhibition, could be cause for concern. 

Other warning signs the NSPCC says to look out for include:   

  

 Sexual interest in adults or children of very different ages to their own.   

 Forceful or aggressive sexual behaviour.   

 Compulsive habits.   

 Sexual behaviour affecting progress and achievement.    

 Using sexually explicit words and phrases.   

 Inappropriate touching.   

 Sexual violence or threats.    

 Full penetrative sex.   

  

When considering whether behaviour is harmful, take into account the ages and stages of 

development of the children. Sexual behaviour can be harmful if one of the children is much 

older (especially where there is two years or more difference, or where one child is 

prepubescent and the other is not). Keep in mind that it is possible for a younger child to abuse 

an older child, particularly where they have power over them, such as where the older child 

has disabilities or is small in stature.    

  

Addressing harmful sexual behaviours early can prevent future problematic, abusive and/or 

violent behaviour.    

  

Legal requirements for schools and school leaders   

  

Schools are required by law to:   

  

 Safeguard and promote the welfare of their pupils.   

 Have a behaviour policy and other measures in place to prevent bullying.   

 In maintained secondary schools, teach RSE, following the statutory guidance.   

 Comply with the Human Rights Act 1998 – if a pupil is subjected to sexual violence or 

sexual harassment, it may breach their rights under the Act.   
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 Not unlawfully discriminate against pupils because of their protected characteristics.    

 Support pupils with regard to their sex, sexuality and, if appropriate, gender 

reassignment.   

 Take positive action, where demonstrably proportionate, to deal with disadvantages 

affecting a group, e.g., taking action to support girls if there is evidence that they are 

being disproportionately subjected to sexual violence or harassment.     

 Eliminate unlawful discrimination, harassment and victimisation.   

 Advance equality of opportunity between different groups, and foster good relations 

between different groups – meaning that schools must consider equality implications 

whenever policy decisions are made.   

  

Keeping records of sexual violence and sexual harassment reports is essential, as this 

information should be considered whenever we make equality decisions.    

  

Taking a preventative approach   

  

Our approach to sexual violence and sexual harassment should be part of the broader 

approach to safeguarding, and should be transparent, clear and easy to understand for staff, 

children and parents.    

Nugent House School has a clear set of values and standards underpinned by our behaviour 

policy and pastoral system, and by a programme of evidence-based content taught through 

the curriculum – through high-quality SRE and PSHE lessons. Such content is age and stage of 

development specific, and tackles issues such as the following:   

 

 Healthy relationships   

 Respectful behaviour   

 Gender roles, stereotyping and equality   

 Body confidence and self-esteem   

 Prejudiced behaviour   

 That sexual violence and sexual harassment is always wrong   

 

Addressing cultures of sexual harassment    

It is good practice to ensure that children are allowed an open forum to talk about concerns 

and sexual behaviour. They should be taught how to raise concerns and make a report, 

including concerns about their friends or peers, and how a report will be handled.    
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Contextual safeguarding    

All staff, and particularly the DSL, should be aware of the context within which safeguarding 

incidents and behaviours occur – this is known as contextual safeguarding, where an 

assessment of a child should consider whether wider environmental factors are a threat to 

their safety or welfare. For this reason, it is imperative that we provide as much information as 

possible as part of the referral process.    

  

Training requirements   

Nugent House School will ensure that staff are aware of the various types of abuse and 

neglect. It is also important that staff know how to report concerns, handle disclosures and 

offer support, and know where to go when they need support.    

  

Decision making   

Reports of safeguarding concerns are likely to be complex and require difficult decisions to be 

made – quickly and under pressure. Good policies, training and planning allow considered 

decisions to be made.    

  

Decisions are made on a case-by-case basis, with the DSL (or a deputy) taking the leading role 

and using their professional judgement, supported by other agencies as required; however, 

the following situations are statutorily clear and do not allow for contrary decisions:   

  

 A child under the age of 13 can never consent to sexual activity.   

 The age of consent is 16.   

 Sexual intercourse without consent is rape.   

 Creating and sharing sexual photos and videos of children under 18 is illegal – including 

children making and sending images and videos of themselves.    

  

External agencies are available to provide support.    

Support available if a child has been harmed, is in immediate danger or at risk of harm   

  

The basic principle is: if a child has been harmed, is in immediate danger or is at risk of harm, a 

referral should be made to children’s social care. Within one working day, a social worker 

should respond to the referrer to explain the action that will be taken.    
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Support available if early help, section 17 and/or section 47 statutory assessments are 

appropriate   

If early help, section 17 and/or section 47 statutory assessments (assessments under the 

Children Act 1989) are appropriate, staff may be required to support external agencies. The 

DSL and deputies should support staff as required.    

  

LAs have clear arrangements in place for managing referrals – it is important that all staff 

understand the process in place.    

  

Support available if a crime may have been committed   

Rape, assault by penetration and sexual assaults are crimes. Where a report includes such an 

act, the police should be notified, often as a natural progression of making a referral to 

children’s social care. The DSL should be aware of the local process for referrals to both 

children’s social care and the police.   

  

Whilst the age of criminal responsibility is 10, if the alleged perpetrator is under 10, the 

principle of referring to the police remains. In these cases, the police will take a welfare 

approach rather than a criminal justice approach.   It is important that we have close 

relationships with our local police force, and the DSL will liaise closely with the local police 

presence.    

  

Support available if reports include online behaviour   

Online concerns can be especially complicated. We recognise that there is potential for an 

online incident to extend further than the local community and for a victim, or the alleged 

perpetrator, to become marginalised and excluded both online and offline. There is also strong 

potential for repeat victimisation if the content continues to exist.    

  

If the incident involves sexual images or videos, the Internet Watch Foundation can provide 

support to have the material removed.    

The UK Council for Child Internet Safety (UKCCIS) has created guidance for schools when 

sexting incidents occur.   Schools can also access the UK Safer Internet Centre’s online safety 

helpline on 0344 381 4772, available Monday to Friday between the hours of 10am and 4pm, 

or by emailing helpline@saferinternet.org.uk.    

  

Additional support available    
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Schools can access guidance from the Anti-Bullying Alliance about preventing and responding 

to sexual bullying.    

  

The NSPCC’s helpline, available 24/7, provides advice and support for school staff, and can be 

reached on 0808 800 5000 or by emailing help@nspcc.org.uk.    

  

Understanding the local support network  

Nugent House School knows the local processes and keep-up-to-date with any changes. A 

detailed understanding of the processes informs safeguarding and child protection policies, 

and prepares staff for when reports are made.    

  

Immediately responding to reports   

Managing disclosures   

Victims should always be taken seriously, reassured, supported and kept safe. Victims should 

never be made to feel like they are causing a problem or made to feel ashamed.    

  

If a friend of a victim makes a report or a member of staff overhears a conversation, staff 

should take action in accordance with their child protection policy – they should never assume 

that someone else will deal with it. The basic principles remain the same as when a victim 

reports an incident; however, staff should consider why the victim has not chosen to make a 

report themselves, and the discussion should be handled sensitively and with the help of 

children’s social care where necessary. If staff are in any doubt, they should speak to the DSL.    

  

Where an alleged incident took place away from the school or online but involved pupils from 

the school, our duty to safeguard our pupils remains the same. Appropriate information 

sharing and effective multi-agency working will be especially important in these situations.    

  

All staff should be trained to handle disclosures. Effective safeguarding practice includes:   

  

 Never promising confidentiality at the initial stage.   

 Only sharing the report with those necessary for its progression.   

 Explaining to the victim what the next steps will be and who the report will be passed to.   

 Recognising that the person the child chose to disclose the information to is in a 

position of trust.   
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 Being clear about boundaries and how the report will be progressed.    

 Not asking leading questions and only prompting the child with open questions.   

 Waiting until the end of the disclosure to immediately write a thorough summary. If 

notes must be taken during the disclosure, it is important to still remain engaged and 

not appear distracted.   

 Only recording the facts as the child presents them – not the opinions of the note taker.   

 

Where the report includes an online element, being aware of searching, screening and 

confiscation advice and UKCCIS sexting advice.    

 

Wherever possible, managing disclosures with two staff members present (preferably with the 

DSL or a deputy as one of the staff members).   

 

Informing the DSL or deputy as soon as possible after the disclosure, if they could not be 

involved in the disclosure.    

  

Additional guidance for managing disclosures associated with sexting.  

If staff are made aware of an incident involving sexting (also known as ‘youth produced sexual 

imagery’), it must be reported to the DSL immediately.   

  

Staff must NOT:   

  

 View, download or share the imagery, or ask a pupil to share or download it. If the 

imagery has been viewed by accident, staff must report this to the DSL  

 Delete the imagery or ask the pupil to delete it  

 Ask the pupil(s) who are involved in the incident to disclose information regarding the 

imagery (this is the DSL’s responsibility)   

 Share information about the incident with other members of staff, the pupil(s) it 

involves or their, or other, parents and/or carers  

 Say or do anything to blame or shame any young people involved  

  

Staff should explain that they need to report the incident, and reassure the pupil(s) that they 

will receive support and help from the DSL.  
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Confidentiality   

We should only engage staff and agencies required to support the victim and/or be involved in 

any investigation. If a victim asks the school not to tell anyone about the disclosure, the school 

cannot make this promise. Even without the victim’s consent, the information may still be 

lawfully shared if it is in the public interest and protects children from harm. The DSL should 

consider the following:   

  

Parents should be informed unless it will place the victim at greater risk.   

If a child is at risk of harm, is in immediate danger or has been harmed, a referral should be 

made to children’s social care.   

Rape, assault by penetration and sexual assaults are crimes – reports containing any such 

crimes should be passed to the police.    

  

The DSL will need to weigh the victim’s wishes against their duty to protect the victim and 

others. If a referral is made against the victim’s wishes, it should be done so extremely carefully 

and the reasons for referral should be explained to the victim. Appropriate specialist support 

should always be offered.    

  

Anonymity   

There are legal requirements for anonymity where a case is progressing through the criminal 

justice system. We do all that we can to protect the anonymity of children involved in any 

report of sexual violence or sexual harassment. We must carefully consider, based on the 

nature of the report, which staff should be informed and what support should be in place for 

the children involved.    

  

When deciding on the steps to take, it is important to consider the role of social media in 

potentially exposing victims’ identities and facilitating the spreading of rumours.   

  

Risk assessment   

The DSL or a deputy should make an immediate risk and needs assessment any time there is a 

report of sexual violence. For reports of sexual harassment, a risk assessment should be 

considered on a case-by-case basis. Risk assessments are not intended to replace the detailed 

assessments of experts, and for incidents of sexual violence it is likely that a professional risk 

assessment by a social worker or sexual violence specialist will be required.   Risk assessments 

should consider:   
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 The victim.   

 The alleged perpetrator.   

 Other children at the school, especially any actions that are appropriate to protect 

them.    

  

They should be recorded (either on paper or electronically) and kept under review.    

  

Taking action following a disclosure   

 The DSL or a deputy should decide the initial response, taking into consideration:   

  

 The victim’s wishes.   

 The nature of the incident.   

 The ages and developmental stages of the children involved.   

 Any power imbalance between the children.   

 Whether the incident is a one-off or part of a pattern.   

 Any ongoing risks.   

 Any related issues and the wider context, such as whether there are wider 

environmental factors in a child’s life that threaten their safety and/or welfare.    

 The best interests of the child.   

 That sexual violence and sexual harassment are always unacceptable and will not be 

tolerated.    

  

Immediate consideration is given as to how to support the victim, alleged perpetrator and any 

other children involved.    

  

For reports of rape and assault by penetration, whilst we establishes the facts, the alleged 

perpetrator should be removed from any classes shared with the victim. We will consider how 

to keep the victim and alleged perpetrator apart on school premises, and on transport where 

applicable. These actions should not be seen as a judgement of guilt on the alleged 

perpetrator.    

For reports of sexual violence and sexual harassment, the proximity of the victim and alleged 

perpetrator and the suitability of shared classes, premises and transport are considered 

immediately.    
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In all cases, the initial report should be carefully evaluated and the wishes of the victim, nature 

of the allegations and requirement to protect all children should be taken into consideration.    

  

Managing the report   

The decision of when to inform the alleged perpetrator of a report is made on a case by-case 

basis. If a report is being referred to children’s social care or the police, we will speak to the 

relevant agency to discuss informing the alleged perpetrator.   

There are four likely outcomes when managing reports of sexual violence or sexual 

harassment:   

1. Managing internally   

2. Early help   

3. Referral to children’s social care   

4. Reporting to the police   

  

Whatever outcome is chosen, it should be underpinned by the principle that sexual violence 

and sexual harassment is never acceptable and will not be tolerated. All concerns, discussion, 

decisions and reasons behind decisions should be recorded either on paper or electronically.    

  

Managing internally   

In some cases, e.g. one-off incidents, we may decide to handle the incident internally, perhaps 

through behaviour and bullying policies and by providing pastoral support.    

A case study example can be found on pages 27-28 of the DfE guidance.   

  

Early help   

We may decide that statutory interventions are not required, but the children may benefit from 

early help – providing support as soon as a problem emerges. This approach can be 

particularly useful in addressing non-violent harmful sexual behaviour, and may prevent 

escalation of sexual violence.    

  

Referral to children’s social care   

If a child has been harmed, is at risk of harm or is in immediate danger, we will make a referral 

to children’s social care. Parents should be informed unless there is a compelling reason not to 

do so (if referral will place the victim at risk). This decision should be made in consultation with 

children’s social care.     
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We will not wait for the outcome (or even the start) of an investigation before protecting the 

victim and other children. The DSL will work closely with children’s social care to ensure that 

our actions do not jeopardise any investigation. Any related risk assessment will be used to 

inform all decisions.    

  

If children’s social care decides that a statutory investigation is not appropriate, we will 

consider referring the incident again if we believe the child to be in immediate danger or at risk 

of harm. If we agrees with the decision made by children’s social care, we will consider the use 

of other support mechanisms such as early help, pastoral support and specialist support.    

  

Reporting to the police    

Reports of rape, assault by penetration or sexual assault will be passed on to the police. 

Generally, this will be in parallel with referral to children’s social care. The DSL and deputies will 

follow the local process for referral.   Parents will be informed unless there is a compelling 

reason not to do so. Where parents are not informed, it is essential for us to support the child 

with any decision we take, in unison with children’s social care and any appropriate specialist 

agencies.    

  

We will consult our policy and agree what information should be disclosed to staff and others, 

in particular the alleged perpetrator and their parents. We will also discuss the best way to 

protect the victim and their anonymity.    

  

The DSL will be aware of local arrangements and specialist units that investigate child abuse.    

  

In some cases, it may become clear quickly that the police will not take further action, for 

whatever reason. In these circumstances, it is important that we continue to engage with 

specialist support for the victim as required.    

  

  

Ongoing support and safeguarding   

The victim   

Any decisions regarding safeguarding and supporting the victim should be made with the 

following considerations in mind:   
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 The terminology we as a school use to describe the victim    

 The age and developmental stage of the victim   

 The needs and wishes of the victim   

 Whether the victim wishes to continue in their normal routine   

 The victim should not be made to feel ashamed about making a report   

 What a proportionate response looks like.  

  

Victims may not disclose the whole picture immediately and they may be more comfortable 

talking about the incident on a piecemeal basis; therefore, it is essential that a dialogue is kept 

open and the victim can choose to appoint a designated trusted adult.   

  

Victims may struggle in a normal classroom environment. Whilst it is important not to isolate 

the victim, the victim may wish to be withdrawn from lessons and activities at times. This 

should only happen when the victim wants it to, not because it makes it easier to manage the 

situation. We may wish to provide a physical space for victims to withdraw to.   

  

Victims may require support for a long period of time and we should be prepared to offer long-

term support in liaison with relevant agencies.    

  

Everything possible should be done to prevent the victim from bullying and harassment as a 

result of any report they have made.   

If the victim is unable to remain in the school, alternative provision or a move to another 

school should be considered – this should only be considered at the request of the victim and 

following discussion with their parents.    

  

If the victim does move to another school, the DSL should inform the school of any ongoing 

support needs and transfer the child protection file.    

  

It is important to remember that the level of support required for a one-off incident of 

sexualised name calling is likely to be entirely different to the level required following a report 

of rape.   A case study example can be found on page 35 of the DfE guidance.   
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The alleged perpetrator   

 When considering the support required for an alleged perpetrator, we will take into account:   

  

 The terminology we use to describe the alleged perpetrator or perpetrator.    

 The balance of safeguarding the victim and providing the alleged perpetrator with 

education and support.    

 The reasons why the alleged perpetrator may have abused the victim – and the support 

necessary. • Their age and developmental stage.   

 What a proportionate response looks like.   

 Whether the behaviour is a symptom of their own abuse or exposure to abusive 

practices and/or materials.    

  

When making a decision, advice should be taken from children’s social care, specialist sexual 

violence services and the police as appropriate.    

  

If the alleged perpetrator moves to another school (for any reason), the DSL should inform the 

destination school of any ongoing support needs and transfer the child protection file.   

  

Working with parents and carers   

In most sexual violence cases, we will work with the parents of both the victim and alleged 

perpetrator. For cases of sexual harassment, this will depend on the decisions made on a case-

by-case basis.    

  

We will meet the victim’s parents with the victim present to discuss the arrangements being 

put in place to safeguard the victim, and to understand their wishes in terms of support 

arrangements and the progression of the report.    

  

We will also meet with the parents of the alleged perpetrator to discuss arrangements that will 

impact the alleged perpetrator, such as moving them out of classes with the victim. Reasons 

behind decisions should be explained and the support being made available should be 

discussed. The DSL or a deputy should attend such meetings, with agencies invited as 

necessary.    
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Clear policies regarding how we will handle reports of sexual violence, and how victims and 

alleged perpetrators will be supported, should be made available to parents – in some cases, 

this can help to manage very difficult conversations.    

  

  

Safeguarding other children   

Children who have witnessed sexual violence, especially rape and assault by penetration, 

should be provided with support.    

  

It is likely that children will “take sides” following a report, and we will do everything in our 

power to protect the victim, alleged perpetrator and witnesses from bullying and harassment.    

  

We will keep in mind that contact may be made between the victim and alleged perpetrator, 

and that harassment from friends of both parties could take place, via social media.   

  

As part of our risk assessment following a report, transport arrangements should be 

considered, as it is a potentially vulnerable place for both a victim and alleged perpetrator. We 

will consider any additional support that can be put in place.   

  

Effective preventative education can help to facilitate a supportive and respectful environment 

when reports are made.   

  

Policies, processes and preventative education should be kept under constant review and 

updated as necessary.    

  

Available support    

The DfE has recommended the following information and support:   

Specialist organisations   

Barnardo's    

Lucy Faithfull Foundation    

NSPCC    

Rape Crisis    
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University of Bedfordshire: Contextual Safeguarding    

UK Safer Internet Centre    

  

Support for victims   

Anti-Bullying Alliance    

MoJ Victim Support    

Rape Crisis    

The Survivors Trust    

Victim Support    

 

Toolkits   

Brook    

NSPCC    

Safeguarding Unit, Farrer and Co. and Carlene Firmin, MBE, University of Bedfordshire    

Confidentiality and information sharing   

Gillick competency Fraser guidelines    

Government information sharing advice    

Information Commissioner's Office: Education    

NSPCC: Things to know and consider    

  

Sexting   

UKCCIS: sexting advice    

London Grid for Learning - collection of advice    

 

Support for parents   

Parentzone    

Parentsafe - London Grid for Learning    

CEOP Thinkuknow advice for parents:  − Challenging harmful sexual attitudes and their impact  

− Supporting positive sexual behaviour   
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Supporting Pupils with Medical Needs 

 

Policy Statement 

This document was written in line with DFE Supporting pupils at school with medical conditions 

- statutory guidance.   

Those Nugent House School employees who assist with any form of medical procedure are 

acting within the scope of their employment and are indemnified by Nugent House School 

against any legal action and an allegation of negligence, provided they act responsibly and to 

the best of their ability. 

It is essential that staff that care for pupils by administering medicines, either in an emergency 

or on a regular basis, have received appropriate training and re-training when necessary. All 

training will be recorded on My Learning Cloud. 

Nugent sees itself as an organisation which endeavours to enable all children to attend school 

whenever possible. 

Medical information must, of course, be treated as confidential. Records should be kept 

securely and information only given to staff who need to know. 

Wherever possible pupils should be enabled to administer their own medication. 

 

ADMINISTRATION OF MEDICINE 

Section 1 - GENERAL 

Medicine will only be administered with clear written instructions from the prescribing 

doctor e.g. Pharmacy sticker with instructions for dosage, name of child, prescription date.   

All medicines must be in the correct box/packaging with pharmacy sticker. 
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The school reserves the right to refuse responsibility for the administration of medicine in 

some instances.   

Emergency Medication for Epilepsy is recorded on a seizure plan signed by the child’s doctor. 

Children who are acutely ill and who require a short course of medication e.g. antibiotics, will 

normally remain at home until the course is finished. If it is felt by a medical practitioner that 

the child is fit enough to return to school, they can sometimes adjust the dose so that none is 

required during school hours.   

For each child, medicines should be administered by named individual members of school staff 

(with specific responsibility for the task) in order to prevent any errors occurring.  All controlled 

medication given must be witnessed by 2 staff members and recorded that it has been given. 

 

All children who require medication to be given during school hours should have clear 

instructions where and to whom they report. This procedure will only be necessary where 

medicines have to be taken for an extended period of time or retained by the school for 

emergency purposes.  

The parents or legal guardians must take responsibility to update the school of any changes in 

administration for routine or emergency medication and maintain an in date supply of the 

medication. Any unused or time expired medication must be handed back to the parents or 

legal guardians of the child for disposal. 

Emergency treatment medication including Epipens and inhalers must follow the child at all 

times. All other medicines (except inhalers) should be kept securely. 

Where it is not possible for a pupil to carry their own emergency treatment medication, then 

the medication should be kept by the teacher. 

The school will hold emergency spare inhalers, if they are provided by the parents/guardians, 

or other treatment in the event that the child’s medication is lost. 

A record of medication given in school must be kept in the child’s EHCP, risk assessment and 

Personal Support Plans 

Staff must be issued by the school with disposable rubber gloves to be used where 

appropriate. 

Homely remedies will usually only be administered to residential students or during residential 

visits.   

 

Section 2 - LONG TERM MEDICATION 
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The medicines in this category are largely preventative in nature and it is essential that they are 

given in accordance with instructions, otherwise the management of the medical condition is 

hindered. 

In addition, the parents/guardians must be informed that they must use Medical Form to 

report any changes in medication to the school. Schools may need to offer support in the 

completion of this form where parents have literacy problems or where English is not their first 

language. 

It is sometimes necessary to explain the use of medication to a number of pupils in the class in 

addition to the affected child so that peer group support can be given. 

Long term medication is particularly applicable to the management of asthma. 

i) It is important that the reliever inhalers are immediately accessible for use when a 

child experiences breathing difficulties or when specifically required prior to a 

sporting activity and outings as instructed by the Medical Practitioner  

 

ii) If a midday dose of a preventative inhaler is prescribed, this must be given in 

accordance with section 1 – see above 

 

 

 

Section 3 - EMERGENCY TREATMENT 

No emergency medication should be kept in the school except those specified for use in an 

emergency  

In the event of the absence of trained staff, it is essential that emergency back-up procedures 

be agreed in advance between the parents, school and medical adviser. Information will be 

recorded on SIMS and/or Caresys. 

Storage must be in accordance with Section 1 (above). These medications must be clearly 

labelled with the child’s name, the action to be taken, route, dosage and frequency and the 

expiry date. 

If it is necessary to give emergency treatment, a clear written account of the incident must be 

given to the parents or the guardian of the child, and a copy retained in the school. 

 

SCHOOL VISITS  

The leader of the visit should ensure that the medical needs of all the children participating in 

the visit have been identified. 
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A named person must supervise the storage and administration of medication. 

If the student needs medication to be administered during the visit a photocopy of the 

administration sheet should be made and left in the file. The medication in its correct 

packaging should then be taken on the visit with the original medical sheet. On return to 

school the original sheet should be replaced into the file and the copy destroyed. (The copy is 

made as a precaution). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendices 

 

Appendix 1 – Accessibility Plan 

 

This plan aims to ensure that:  

 All pupils can participate in the curriculum  

 The physical environment of the school enables all pupils and other stakeholders to take better 

advantage of education, benefits, facilities and services provided  

 Accessible information is available to all pupils and other stakeholders.  

 It is a requirement that the school’s accessibility plan is resourced, implemented and reviewed and 

revised as necessary. Action points identified below. 
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Curriculum 

Target Strategies  Timescale  Responsible  Success Criteria  

Ensure all class 

based staff have 

access to 

training on 

disability issues  

Audit staff to identify 

training needs and 

inform the CPD 

process  

Annually  SLT Increased 

confidence of 

staff in strategies 

of differentiation  

Ensure all staff 

are aware of 

each pupils 

needs  

Set up an information 

sharing system for all 

staff including 

learning profiles and 

traffic lights.  

Ongoing  SLT All staff aware of 

individual pupils 

access needs and 

specific medical 

needs  

Ensure all staff 

are able to use 

the SEN software 

and resources 

List available 

resources so that 

staff are aware  

Annually  SLT Resources are 

used effectively 

in lessons across 

the school  

 

Access to physical environment 

Target Strategies  Timescale  Responsible  Success Criteria  

Ensure that the 

school is aware 

of access needs 

of children, staff 

& parents/ 

carers via 

transition 

documentation  

Individual access 

plans for all where 

necessary.   

  

Annually  SLT  Access plans in 

place and 

awareness of 

pupils needs 

among staff. Staff 

able to access the 

site and all 

activities.  

Ensure that all 

pupils can be 

evacuated safely  

Ensure staff are 

aware of their 

responsibilities and 

adequate training 

provided.  

Annually  SLT  All pupils are 

evacuated safely 

in fire drills.  

Ensure access 

and escape 

routes are 

suitable for all.  

During planning of 

temporary and 

permanent buildings 

ensure that the needs 

of disabled people 

are met.  

Ongoing   SLT  Ramp access 

where necessary, 

good signage.   

 

Access to Information  

Target Strategies  Timescale  Responsible  Success Criteria  

Review 

information to 

parents and 

carers to ensure 

Review transition 

documentation on 

entry to school.  

Correspondence in 

Admission  

Ongoing 

SLT All parents 

receive 

information in a 
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that it is 

accessible  

plain English and 

produced in large 

print as required.    

format that is 

accessible  

Inclusive 

discussion of 

access to 

information in 

all annual 

reviews  

Consult with parents/ 

carers and children 

about access to 

information and 

preferred formats in 

all reviews. Develop 

strategies to meet 

needs  

Annually  SLT/SENCo Staff more aware 

of pupils’ 

preferred 

methods of 

communication  

 

 

 

Appendix 2 – Register codes on SIMS 

 

/\                   Present at registration  

L. Late (before register is closed)  

B. Educated off-site (short or long-term) 

D. Dual registered (i.e. present at another school or at a PRU)  

J. At an interview with prospective employers, or another educational establishment 

P. Participating in a supervised sporting activity 

V. Educational visit or trip 

W Work Experience (for Year 10 onwards only) 

C Leave of absence authorised by the school 

E Excluded but no alternative provision made 

H Holiday authorised by the school 

I Illness (not medical or dental appointments) 

M Medical or dental appointments 

R Religious observance 

S Study leave 

T Traveller absence 

G Holiday not authorised by the school or in excess of the period agreed by the head teacher. 

N Reason for absence not yet provided 
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O Absent from school without authorisation 

U Arrived in school after registration closed 

X  Not required to be in school 

Y Unable to attend due to exceptional circumstances 

-                   All should attend/no mark recorded  

#                 School closed to pupils  

In consultation with the DfE, SIMS now has a range of attendance subcodes which can be applied to the 

AM/PM session marks I (illness) and X, to enable schools to record additional COVID-19 reasons 

regarding a pupil/student’s absence. 

The following subcodes can be recorded in the register in support of an I code: 

 I01 – Illness 

 I02 – Illness - Confirmed case COVID-19. 

The following subcodes can be recorded in the register in support of an X code: 

 X01 – non-compulsory school age 

 X02 – Self-isolating - COVID-19 symptoms 

 X03 – Self-isolating - COVID-19 contact inside school 

 X04 – Self-isolating - COVID-19 contact outside school  

 X05 – Quarantine - self-isolating 

 X06 – Shielding as advised 

 X07 – Government advice not to attend 

 

Appendix 3 – Exam Contingency Plan 

 

The table below sets out examples of scenarios where a contingency plan may be needed to minimise 

risk to examination administration. These are based on a detailed Ofqual joint contingency plan 

published in 2015, and are consistent with Ofqual’s current contingency planning guidance. 

 

Scenario When to implement Actions Person(s) 

responsible 

Disruption of teaching 

time – centre is closed 

for an extended period 

When the centre is 

closed and candidates 

are unable to attend 

for an extended 

period during normal 

Seek advice from 

awarding organisations 

and JCQ 

Head of Centre 

Exams Officer 

http://dera.ioe.ac.uk/22107/1/Joint%20contingency%20plan%20in%20the%20event%20of%20widespread%20disruption%20to%20the%20examination%20system%20in%20England,%20Wales%20and%20Northern%20Ireland%20-%20GOV_UK.pdf
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northern-ireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
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Scenario When to implement Actions Person(s) 

responsible 

teaching or supported 

study time, 

interrupting the 

provision of normal 

teaching and learning 

Communicate with 

parents, carers and 

students about the 

potential for disruption to 

teaching time and plans to 

address this 

Have a contingency plan 

to facilitate alternative 

methods of learning, 

alternative venues or both 

Prioritise candidates who 

will be facing 

examinations shortly 

Advise candidates, where 

appropriate, to sit 

examinations in the next 

available series 
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Scenario When to implement Actions Person(s) 

responsible 

Candidates unable to 

take examinations 

because of a crisis – 

centre remains open 

In the event that 

candidates are unable 

to attend examination 

centres to take 

examinations as 

normal e.g. sickness 

bug 

Communicate with 

relevant awarding 

organisations at the 

outset to make them 

aware of the issue. Also 

communicate with 

parents, carers and 

candidates regarding 

solutions to the issue 

Liaise with candidates to 

identify whether the 

examination can be sat at 

an alternative venue in 

agreement with relevant 

awarding organisations 

Offer candidates an 

opportunity to sit any 

examinations missed at 

the next available series 

Apply to awarding 

organisations for special 

consideration for 

candidates where they 

have met the minimum 

requirements 

Head of Centre 

Exams Officer 

Centre is unable to 

open as normal during 

the examination period 

In the event that the 

centre is unable to 

open as normal for 

scheduled 

examinations, e.g. a 

fire at the centre 

forces it to close 

Inform relevant awarding 

organisations as soon as 

possible 

Refer to emergency 

response plans and/or 

health and safety policy, 

where appropriate 

Open for examinations 

and examination 

candidates only, if 

possible 

Head of Centre 

Exams Officer 
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Scenario When to implement Actions Person(s) 

responsible 

Use alternative venues in 

agreement with relevant 

awarding organisations 

Apply to awarding 

organisations for special 

consideration for 

candidates where they 

have met the minimum 

requirements 

Offer candidates an 

opportunity to sit any 

examinations missed at 

the next available series, if 

possible 

Disruption in the 

distribution of 

examination papers 

In the event that there 

is disruption to the 

distribution of 

examination papers to 

centres in advance of 

examinations 

Communicate with 

awarding organisations to 

organise alternative 

delivery of papers 

Arrange with exam boards 

for alternative means of 

receiving papers, e.g. 

electronically or 

alternative courier 

Exams Officer 

Disruption to the 

transportation of 

completed examination 

scripts 

In the event that there 

is a delay in normal 

collection 

arrangements for 

completed 

examination scripts 

Seek advice from 

awarding organisations 

and their normal 

collection agency 

regarding collection 

Only make alternative 

arrangements after 

approval from awarding 

organisation and make 

sure papers are securely 

stored until collection 

Exams Officer 
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Scenario When to implement Actions Person(s) 

responsible 

Assessment evidence is 

not available to be 

marked 

In the event of large-

scale damage to, or 

destruction of, 

completed 

examination scripts or 

assessment evidence 

before it can be 

marked, e.g. a fire at 

the centre destroys 

completed 

examination scripts 

Communicate this 

immediately to the 

relevant awarding 

organisation(s), 

candidates and their 

parents or carers 

Head of Centre 

Exams Officer 

Subject Leads 

Centre is unable to 

distribute results as 

normal 

In the event that the 

centre is unable to 

access or manage the 

distribution of results 

to candidates 

Contact awarding 

organisations about 

alternative options 

Make arrangements to 

access results at an 

alternative site 

Share facilities with other 

schools/colleges if 

possible 

Head of Centre 

Exams Officer 

Absence of exam 

officers, teaching staff 

and/or invigilators 

 

In the event that the 

Exams Officer, Subject 

Leads or invigilators 

were unable to be 

present for exam 

series or extended 

period of time 

Explore remote working 

options 

Head of Centre to 

undertake Exams Officer 

responsibilities 

External invigilators are 

sourced and managed in 

accordance with JCQ 

guidelines 

Head of Centre 

Exams Officer 

Emergency evacuation 

of the exam room (or 

centre lock down) 

 

In the event of an 

emergency evacuation 

or centre lockdown 

during examination 

periods 

Contact the relevant 

awarding organisation 

and follow its instructions. 

 

Take advice, or follow 

instructions, from relevant 

Head of Centre 

Exams Officer 
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Scenario When to implement Actions Person(s) 

responsible 

local or national agencies 

in deciding whether your 

centre is able to open. 

 

Identify whether the exam 

or timetabled assessment 

can be sat at an 

alternative venue, in 

agreement with the 

relevant awarding 

organisation, ensuring the 

secure transportation of 

questions papers or 

assessment materials to 

the alternative venue. 

 

Where accommodation is 

limited, prioritise students 

whose progression will be 

severely delayed if they do 

not take their exam or 

timetabled assessment 

when planned. 

 

In the event of an 

evacuation during an 

examination refer to 

JCQ’s Centre emergency 

evacuation procedure. 

 

Communicate with 

parents, carers and 

students any changes to 

the exam or assessment 

timetable or to the venue. 

 

Communicate with any 

external assessors or 

relevant third parties 

regarding any changes to 

https://www.jcq.org.uk/jcq-notice-to-centres-preparing-for-disruption-to-examinations/
https://www.jcq.org.uk/jcq-notice-to-centres-preparing-for-disruption-to-examinations/
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Scenario When to implement Actions Person(s) 

responsible 

the exam or assessment 

timetable. 

 

 

 

Appendix 4 – Premises and equipment inspections  

 

Issue to inspect Frequency 

Portable appliance testing (PAT) Variable, according to risk and how the 

equipment is constructed. 

Regular visual inspections where PAT is not 

required. 

We will refer to HSE guidance on maintaining 

portable electric equipment for suggested 

intervals and types of testing/inspection. 

Fixed electrical installation tests (including 

lightning conductors) 

Variable, according to the number and 

severity of faults found at last inspection. 

Inspection and testing always carried out by a 

competent person. 

Emergency lighting Monthly flash test. 

6-monthly condition test (including 3-hour 

battery test) by a competent person. 

Gas appliances and fittings Routinely, in accordance with manufacturer 

recommendations (or other professional 

advice if unavailable).  

Annual safety checks (in line with good 

practice / required if the premises are used 

for residential accommodation).  

All work carried out by a Gas Safe Registered 

engineer. 

http://www.hse.gov.uk/pubns/indg236.htm
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Air conditioning systems Inspections by an energy assessor at regular 

intervals (not exceeding 5 years).  

Annual certificated inspection to ensure no 

refrigerant leakage.  

Bi-annual checks and an annual maintenance 

schedule (in line with good practice). 

Pressure systems No fixed maintenance requirement (our 

programme takes account of the list on page 

44 of the HSE’s Safety of Pressure Systems 

guidance, and an examination of the system 

is carried out by a competent person by the 

date set at the previous examination – see 

pages 35 to 37 of the HSE guidance). 

Legionella checks on all water systems Risk assessment of each site carried out and 

reviewed regularly by a competent person. 

The frequency of monitoring checks varies for 

evaporative cooling systems, hot and cold 

water systems and other risk systems – 

specific details can be found in guidance for 

each type from the HSE. 

Asbestos Regular inspections as part of the asbestos 

register and management plan.  

Reviews of the asbestos register annually.  

Refurbishment and demolition surveys before 

any refurbishment or demolition work.  

Equipment used for working at height Inspected before use, and at suitable intervals 

appropriate to the environment it’s used in 

and how it’s used.  

In addition, inspections after anything that 

may affect the safety or stability of 

equipment, e.g. adverse weather or 

accidental damage. 

Fire detection and alarm systems Weekly alarm tests, with a different call point 

tested each week where applicable.  

Quarterly and annual inspections and tests by 

a competent person. 

Annual fire risk assessment by a competent 

person also includes the maintenance of fire 

detection and alarm systems. 

http://www.hse.gov.uk/pubns/books/l122.htm
http://www.hse.gov.uk/pubns/books/l122.htm
http://www.hse.gov.uk/pubns/books/hsg274.htm
http://www.hse.gov.uk/pubns/books/hsg274.htm
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Fire doors Regular checks by a competent person. 

Firefighting equipment Most equipment – extinguishers, fire 

blankets, hose reels, fixed systems (such as 

sprinkler systems) and fire service facilities 

(such as dry risers and access for emergency 

vehicles) – inspected annually (by a 

competent person where required) unless 

manufacturers’ guidelines suggest differently. 

Extraction systems Regular removal and cleaning of grease filters 

and cleaning of ductwork for kitchen 

extraction systems. 

Local exhaust ventilation systems (such as 

those for working with hazardous substances) 

examined and tested at least every 14 

months by a competent person. 

More routine checks also set out in system 

logbooks.  

Chemical storage 

  

  

  

  

Inventories are kept up-to-date.  

Risk assessments for the Control of 

Substances Hazardous to Health (COSHH) are 

reviewed on a regular basis, plus whenever 

it’s considered that the original assessment 

may no longer be valid, or where the 

circumstances of the work change 

significantly and may affect employees’ 

exposure to a hazardous substance (in line 

with HSE guidance on COSHH assessment). 

Playground and gymnasium equipment Regular inspections – at least annually, and 

more regularly where any equipment is used 

more frequently than normal (e.g. where 

community use increases how often 

equipment is used).  

Outdoor fixed play equipment – periodic and 

annual inspections by a competent person.  

Tree safety As part of risk assessment responsibilities, 

periodic visual checks for stability are carried 

out, with more detailed assessments if 

suspected structural faults or other risks are 

found. 

 

http://www.hse.gov.uk/pubns/books/hsg97.htm
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Appendix 5 – Relationship and Sex Education additional information and guidance 

 

The school’s curriculum is planned so that the key content is taught at the appropriate time for each 

pupil.  The key content is outlined below and is provided within the DfE’s 2019 statutory guidance 

‘Relationships Education, Relationships and Sex Education and Health Education’. This does not include 

related content taught as part of the National Curriculum for Science or related content taught as part of 

Health Education.   

By the end of primary school, pupils should know:  

Families and people who care for me  

 That families are important for children growing up because they can give love, security and 

stability.  

 The characteristics of healthy family life, commitment to each other, including in times of difficulty, 

protection and care for children and other family members, the importance of spending time 

together and sharing each other’s lives.  

 That others’ families, either in school or in the wider world, sometimes look different from their 

family, but that they should respect those differences and know that other children’s families are 

also characterised by love and care.  

 That stable, caring relationships, which may be of different types, are at the heart of happy 

families, and are important for children’s security as they grow up.  

 That marriage represents a formal and legally recognised commitment of two people to each other 

which is intended to be lifelong (Marriage in England and Wales is available to both opposite sex and 

same sex couples. The Marriage Act 2013 extended marriage to same sex couples in England and Wales. 

The ceremony through which a couple get married may be civil or religious).  

 How to recognise if family relationships are making them feel unhappy or unsafe, and how to seek 

help or advice from others if needed.  

Caring friendships  

 How important friendships are in making us feel happy and secure, and how people choose and 

make friends.  

 The characteristics of friendships, including mutual respect, truthfulness, trustworthiness, loyalty, 

kindness, generosity, trust, sharing interests and experiences and support with problems and 

difficulties.  

 That healthy friendships are positive and welcoming towards others, and do not make others feel 

lonely or excluded.  

 That most friendships have ups and downs, and that these can often be worked through so that 

the friendship is repaired or even strengthened, and that resorting to violence is never right.  

 How to recognise who to trust and who not to trust, how to judge when a friendship is making 

them feel unhappy or uncomfortable, managing conflict, how to manage these situations and how 

to seek help or advice from others, if needed.  

Respectful relationships  

 The importance of respecting others, even when they are very different from them (for example, 

physically, in character, personality or backgrounds), or make different choices or have different 

preferences or beliefs.  
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 Practical steps they can take in a range of different contexts to improve or support respectful 

relationships.  

 The conventions of courtesy and manners.  

 The importance of self-respect and how this links to their own happiness.  

 That in school and in wider society they can expect to be treated with respect by others, and that 

in turn they should show due respect to others, including those in positions of authority.  

 About different types of bullying (including cyberbullying), the impact of bullying, responsibilities 

of bystanders (primarily reporting bullying to an adult) and how to get help.  

 What a stereotype is, and how stereotypes can be unfair, negative or destructive.  

 The importance of permission-seeking and giving in relationships with friends, peers and adults.  

 

Online relationships  

 That people sometimes behave differently online, including by pretending to be someone they are 

not.  

 That the same principles apply to online relationships as to face-to-face relationships, including 

the importance of respect for others online including when we are anonymous.  

 The rules and principles for keeping safe online, how to recognise risks, harmful content and 

contact, and how to report them.  

 How to critically consider their online friendships and sources of information including awareness 

of the risks associated with people they have never met.  

 How information and data is shared and used online.  

Being safe  

 What sorts of boundaries are appropriate in friendships with peers and others (including in a 

digital context).  

 About the concept of privacy and the implications of it for both children and adults; including that 

it is not always right to keep secrets if they relate to being safe.  

 That each person’s body belongs to them, and the differences between appropriate and 

inappropriate or unsafe physical, and other, contact.  

 How to respond safely and appropriately to adults they may encounter (in all contexts, including 

online) whom they do not know.  

 How to recognise and report feelings of being unsafe or feeling bad about any person.  

 How to ask for advice or help for themselves or others, and to keep trying until they are heard.  

 How to report concerns or abuse, and the vocabulary and confidence needed to do so.  

 Where to get advice e.g. family, school and/or other sources.  

  

Related content in the National Curriculum for Science at Key Stages 1-2  

Science (KS1):  

- To identify, name, draw and label the basic parts of the human body  

- To notice that animals, including humans, have offspring which grow into adults  

Science (KS2):  

- To describe the changes as humans develop to old age by drawing a timeline to indicate stages in 

the growth and development of humans.  
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- To describe the changes as humans develop to old age in the context of the development of babies 

in their first year.  

- To record data and results of increasing complexity using bar and line graphs in the context of the 

growth of babies in height and/or weight during their first year after birth.  

- To describe the changes as humans develop to old age by comparing the changes that take place 

to boys and girls during puberty.  

- To know the gestation period for different animals.  

  

Related content in the Health Education curriculum as part of PSHE and Citizenship at Key Stages 

1-2  

Health Education (KS1-KS2):  

- isolation and loneliness can affect children and that it is very important for children to discuss their 

feelings with an adult and seek support.  

- that the internet can be a negative place where online abuse, trolling, bullying and harassment 

can take place, which can have a negative impact on mental health  

- about personal hygiene and germs including bacteria, viruses, how they are spread and treated, 

and the importance of handwashing.  

- the facts and science relating to allergies, immunisation and vaccination.  

- key facts about puberty and the changing adolescent body, particularly from age 9 through to age 

11, including physical and emotional changes.  

- about menstrual wellbeing including the key facts about the menstrual cycle.  

  

At secondary school and at Post 16, pupils should continue to develop knowledge on topics specified for 

primary pupils and should also know:  

Families  

 That there are different types of committed, stable relationships.  

 How these relationships might contribute to human happiness and their importance for bringing 

up children.  

 What marriage is, including their legal status e.g. that marriage carries legal rights and protections 

not available to couples who are cohabiting or who have married, for example, in an unregistered 

religious ceremony.  

 Why marriage is an important relationship choice for many couples and why it must be freely 

entered into.  

 The characteristics and legal status of other types of long-term relationships.  

 The roles and responsibilities of parents with respect to raising of children, including the 

characteristics of successful parenting.  

 How to: determine whether other children, adults or sources of information are trustworthy: judge 

when a family, friend, intimate or other relationship is unsafe (and to recognise this in others’ 

relationships); and, how to seek help or advice, including reporting concerns about others, if 

needed.  

Respectful relationships, including friendships  
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 The characteristics of positive and healthy friendships (in all contexts, including online) including: 

trust, respect, honesty, kindness, generosity, boundaries, privacy, consent and the management 

of conflict, reconciliation and ending relationships. This includes different (non-sexual) types of 

relationship.  

 Practical steps they can take in a range of different contexts to improve or support respectful 

relationships.  

 How stereotypes, in particular stereotypes based on sex, gender, race, religion, sexual orientation 

or disability, can cause damage (e.g. how they might normalise non-consensual behaviour or 

encourage prejudice).  

 That in school and in wider society they can expect to be treated with respect by others, and that 

in turn they should show due respect to others, including people in positions of authority and due 

tolerance of other people’s beliefs.  

 About different types of bullying (including cyberbullying), the impact of bullying, responsibilities 

of bystanders to report bullying and how and where to get help.  

 That some types of behaviour within relationships are criminal, including violent behaviour and 

coercive control.  

 What constitutes sexual harassment and sexual violence and why these are always unacceptable.  

 The legal rights and responsibilities regarding equality (particularly with reference to the protected 

characteristics as defined in the Equality Act 2010) and that everyone is unique and equal.  

Online and media  

 Their rights, responsibilities and opportunities online, including that the same expectations of 

behaviour apply in all contexts, including online.  

 About online risks, including that any material someone provides to another has the potential to 

be shared online and the difficulty of removing potentially compromising material placed online.  

 Not to provide material to others that they would not want shared further and not to share 

personal material which is sent to them.  

 What to do and where to get support to report material or manage issues online.  

 The impact of viewing harmful content.  

 That specifically sexually explicit material e.g. pornography presents a distorted picture of sexual 

behaviours, can damage the way people see themselves in relation to others and negatively affect 

how they behave towards sexual partners.  

 That sharing and viewing indecent images of children (including those created by children) is a 

criminal offence which carries severe penalties including jail.  

 How information and data is generated, collected, shared and used online.  

Being safe  

 The concepts of, and laws relating to, sexual consent, sexual exploitation, abuse, grooming, 

coercion, harassment, rape, domestic abuse, forced marriage, honour-based violence and FGM, 

and how these can affect current and future relationships.  

 How people can actively communicate and recognise consent from others, including sexual 

consent, and how and when consent can be withdrawn (in all contexts, including online).  

 

Intimate and sexual relationships, including sexual health  

 How to recognise the characteristics and positive aspects of healthy one-to-one intimate 

relationships, which include mutual respect, consent, loyalty, trust, shared interests and outlook, 

sex and friendship.  
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 That all aspects of health can be affected by choices they make in sex and relationships, positively 

or negatively, e.g. physical, emotional, mental, sexual and reproductive health and wellbeing.  

 The facts about reproductive health, including fertility, and the potential impact of lifestyle on 

fertility for men and women and menopause.  

 That there are a range of strategies for identifying and managing sexual pressure, including 

understanding peer pressure, resisting pressure and not pressurising others.  

 That they have a choice to delay sex or to enjoy intimacy without sex.  

 The facts about the full range of contraceptive choices, efficacy and options available.  

 The facts around pregnancy including miscarriage.  

 That there are choices in relation to pregnancy (with medically and legally accurate, impartial 

information on all options, including keeping the baby, adoption, abortion and where to get 

further help).  

 How the different sexually transmitted infections (STIs), including HIV/AIDs, are transmitted, how 

risk can be reduced through safer sex (including through condom use) and the importance of and 

facts about testing.  

 About the prevalence of some STIs, the impact they can have on those who contract them and key 

facts about treatment.  

 How the use of alcohol and drugs can lead to risky sexual behaviour.  

 How to get further advice, including how and where to access confidential sexual and reproductive 

health advice and treatment.  

  

Related content in the National Curriculum for Science at Key Stages 3-4  

Science (KS3):  

Human reproduction  

- adolescence  

- reproductive systems  

- fertilisation and implantation  

- development of a foetus  

- menstrual cycle  

Science (KS4-GCSE):  

- Genetics and reproduction (reproduction)  

  

 

Related content in the Health Education curriculum as part of PSHE and Citizenship at Key Stages 

3-5  

- about personal hygiene, germs including bacteria, viruses, how they are spread, treatment and 

prevention of infection, and about antibiotics.  

- the benefits of regular self-examination and screening.  

- key facts about puberty, the changing adolescent body and menstrual wellbeing.  

- the main changes which take place in males and females, and the implications for emotional and 

physical health.  

- the facts about legal and illegal drugs and their associated risks  
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- the physical and psychological risks associated with alcohol consumption  

- the similarities and differences between the online world and the physical world, including: the 

impact of unhealthy or obsessive comparison with others online (including through setting 

unrealistic expectations for body image), how people may curate a specific image of their life 

online, over-reliance on online relationships including social media, the risks related to online 

gambling including the accumulation of debt, how advertising and information is targeted at them 

and how to be a discerning consumer of information online.  

  

Please see below an overview of the compulsory aspects (as set out by the DfE) of RSE, within the 

different stages of education.  

  KS2  KS3  KS4  

Relationship education  Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

PSHE - Health education  Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

Science - reproduction 

education  

Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

Must be taught – no  

right to withdrawal  

Sex education (beyond 

the compulsory  

Health and Science 

aspects  

of the curriculum)  

Schools can choose 

whether to teach this – 

parents can withdraw  

Must be taught – 

parents can withdraw  

Must be taught – 

parents can withdraw  

until three  

terms before a child’s 

16th birthday  

  

The Independent Schools Standards clarify that PSHE is compulsory and also that where the school has 

pupils above compulsory school age, a programme of activities which is appropriate to their needs must 

be in place. The DfE/ESFA 16 to 19 study programmes: guidance (2019 to 2020 academic year) clarifies 

that the 16-19 study programme principles apply equally to students with SEND. Whilst there is no 

specific reference to RSE in the 16-19 study programmes, the guidance explains that all 16-19 pupils are 

expected to take part in meaningful non-qualification activity, such as activities to develop confidence, 

character, resilience and life-skills. In line with the SEND Code of Practice (2015), some young people 

aged 16 and over may have RSE related outcomes in their EHCPs as part of their transition to adulthood. 

In addition, the SEND Code of Practice explains that after compulsory school age (the end of the 

academic year in which they turn 16) the right to make requests and decisions under the Children and 

Families Act 2014 applies to young people directly, rather than to their parents.   

At Nugent we have chosen to continue to offer RSE for Post 16 students, in response to the above 

requirements and as a progression of learning for secondary pupils.  



 

 
Nugent House School Policy                Page 125 of 157             

 

 

Please see below our Curriculum Map which shows when RSE related content is taught within their 

progression through Primary, Secondary and Post-16. Sessions where these topics are facilitated include 

core curriculum lessons, values, WoW and Learning Mentor sessions. Developmental progress will also 

inform which topics are delivered for each pupil:   

  

Key Stage/ 

cycle  
Autumn 1  Autumn 2  Spring 1  Spring 2  Summer 1  Summer 2  

Primary  

Relationships: 

TEAM 

(belonging to 

different 

groups)  

  
Science: 

animals 

including 

humans (draw, 

name and label 

different  
parts of the 

human body)  

RE: Diwali  
(Hinduism: 

Family time, 

new beginnings)  

  
Health and 

wellbeing: It’s 

my  
body (people 

who look after 

us, acceptable/ 

unacceptable 

physical 

contact)  

  

RE: Hanukkah 

(Judaism: right 

and wrong, 

expressing 

identity and 

belonging, 

showing respect 

for different 

groups of 

people, knowing 

what individuals 

and 

communities 

do)  

Relationships:  
Be yourself  
(making 

choices)  

  
RE: Losar 

(Buddhism: 

knowing what 

individuals and  
communities 

do, similarities/ 

differences in 

communities, 

showing respect 

for different 

groups)  

RE: Naam Karan 

(Sikhism: how 

babies are 

welcomed into 

the Sikh family, 

expressing 

identity and 

belonging, 

expressing a  
community’s 

way  
of life)  

  
Health and 

wellbeing: 

Aiming high 

(making  
choices)  
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Primary  

Relationships: 

VIPs (people 

who look after 

them, special 

people)  

RE: Christmas 

(Christianity: 

looking after a 

baby, 

expressing a  
community’s 

way  
of life, 

belonging, what 

individuals and 

communities  
do)  

  
Health and 

wellbeing: 

Safety first 

(keeping  
physically safe, 

people who 

look after them, 

acceptable/ 

unacceptable 

physical 

contact)  

RE: Navratri 

(Hinduism: is 

God like a 

mother? 

Expressing 

identity and 

belonging, 

community’s 

way  
of life)  

Relationships: 

Growing up 

(main body 

parts including 

external  
genitalia, 

acceptable/ 

unacceptable 

physical 

contact, 

growing from 

young to old)  

  
 RE: Purim 

(Judaism: 

choices and 

decisions, 

expressing 

identity and 

belonging, 

expressing a  
community’s 

way  
of life)  

  

Science: 

animals 

including 

humans (match 

babies to 

correct animal 

and say how 

they will grow, 

name things 

that humans do 

to keep 

themselves 

clean and 

explain why, 

name the 

different stages 

in the human 

timeline and 

explain what 

the stages are 

like)  

  
RE: Anand Karaj 

(Sikhism: Sikh 

marriages, ways 

of life, 

belonging to a 

community, 

what individuals 

and 

community’s 

do, co-

operation 

between people 

who are 

different, 

resolving 

conflicts)  

  
Health and 

wellbeing: 

Think positive 

(feelings and 

choices)  

  

  

  

Primary  

Relationships: 

TEAM  
(understanding 

of feelings, 

working 

collaboratively, 

resolving 

disputes and 

conflict)  

Health and 

wellbeing: It’s 

my body 

(acceptable 

physical contact, 

bacteria and 

viruses, 

assessing risks)  

  Relationships:  
Be yourself  
(negative 

feelings, 

loss/change, 

pressure)  

RE: Shauvot 

(Judaism: global 

communities, 

right and 

wrong,  
belonging to a 

community)  

RE: Guru Nanak  
Gurpurab  
(Sikhism: 

equality, 

communities, 

rituals that 

mark important 

points in life, 

right and  
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RE: Ganesh 

Chaturthi 

(Hinduism: 

birthday of Lord 

Ganesh, 

individuals and  
communities)  

  

    wrong, 

belonging,  
global 

communities)  

Primary  

Relationships: 

VIPs (different 

types of 

relationships, 

positive/healthy 

relationships, 

unhealthy 

relationships, 

personal 

boundaries)  

  
RE: 

Janmashtami 

(Hinduism:  
birthday of Lord 

Krishna, global 

communities, 

individuals and 

communities)  

  

Health and 

wellbeing: 

Safety  
first  
(independence, 

risk/hazard/ 

danger, asking 

for help, 

pressure, 

keeping 

physically safe, 

personal 

boundaries,  
feeling 

uncomfortable 

online)  

RE: Vaisakhi  
(Sikhism: 

identity, 

communities, 

rituals which 

mark important 

points in life, 

global  
communities, 

belonging)  

Relationships:  
Growing up 

(human 

reproduction, 

girls/boys 

bodies and 

emotions, 

puberty, stable 

relationships, 

difference 

between sex/ 

gender identity/ 

sexual 

orientation)  

  

  

RE: Vesak 

(Buddhism: 

birth of Buddha, 

belonging, 

commitment, 

death, 

communities)  

  
Health and 

wellbeing: 

Think positive 

(positive/ 

negative 

feelings/ 

emotions, body 

changes, 

making choices)  

  

  

Primary  

Relationships: 

TEAM (working 

collaboratively, 

raising 

concerns,  
making 

responsible 

choices)  

  
RE: Sunday  
(Christianity: 

faith in the UK, 

spending time 

together, global 

individuals and 

communities,  
belonging)  

  

Health and 

wellbeing: It’s 

my body 

(protecting their 

body, informed 

choices, 

pressure, asking 

for help)  

RE: Holi 

(Hinduism: 

weddings, right 

and wrong, 

belonging, 

discrimination)  

Relationships:  
Be yourself 

(conflicting 

emotions, 

positive and 

negative 

emotions, 

healthy and 

unhealthy 

relationships, 

pressure, 

resolving 

disputes,  
informed 

choices)  

  
Science: 

animals 

including 

humans (stages 

of human 

development, 

growth of 

babies, puberty, 

changes in old 

age, gestation 

period, life 

expectancy)  

  

Health and 

wellbeing: 

Aiming high 

(working 

collaboratively)  

RE: Dharma Day 

(Buddhism: 

compassion, 

belonging, 

diverse 

communities, 

right and 

wrong)  
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Primary  

Relationships: 

VIPs (different 

types of 

relationships, 

positive/healthy/ 

unhealthy 

relationships, 

making 

decisions and 

explaining 

choices)  
 

RE: Rosh  
Hashanah and 

Yom Kippur 

(Judaism: 

forgiveness, 

individuals and 

communities, 

global 

communities) 

RE: Kumbh Mela 

(Hinduism: 

devotion, 

communities, 

rituals marking  
important 

points  
in life)  

  
Health and 

wellbeing: 

Safety  
first (peer 

pressure, 

risky/dangerous 

situations, 

staying safe, 

online safety)  

RE: Parinirvana 

(Buddhism: 

death, 

communities, 

global 

communities)  

Relationships:  
Growing up  
(physical 

changes, 

puberty, loving 

relationships, 

sexual 

relationship, 

infections, 

contraception, 

how babies are 

conceived, how 

babies are born, 

sex, gender 

identity, sexual 

orientation, 

process of 

conception to 

birth, sexual 

intercourse)  

RE: Pentecost 

(Christianity: 

communities, 

global 

communities, 

right and wrong, 

respect, 

belonging, 

diverse 

communities)  

  
Health and 

wellbeing: 

Think positive 

(thoughts and 

feelings, 

choices)  

RE: Lailat al 

Miraj (Islam: 

faith, right and 

wrong, global 

communities, 

individuals and 

communities)  

 

       

  

KS3 

Yr 7/8  

 

  
Relationships:  
Discrimination 

(similarities, 

differences and 

diversity)  

  
Science:  
reproduction 

(adolescence, 

reproductive 

systems, 

fertilisation and 

implantation, 

development of a 

foetus, menstrual  
cycle)  

  
RE: Communities 

within religion  

  

Living in the 

wider world: 

Online safety 

(ways people 

present online, 

risks and 

opportunities, 

safely 

managing 

personal 

information, 

knowing how to 

respond when 

things go 

wrong)  

Relationships: 

Building 

relationships 

(different types 

of relationships, 

positive and 

unhealthy 

relationships, 

sexual 

attraction, 

sexuality, 

expected 

behaviours in a 

variety of  
relationships,  
managing  
relationship  
breakdown)  

  
RE: 

Communities  
within religion  

  

Health and 

wellbeing: 

Health and 

puberty 

(choices, 

personal 

hygiene, health 

services, risks 

and myths 

associated with 

FGM, strategies 

to manage 

physical and 

mental 

changes that 

are part of 

growing up 

(including 

puberty and 

menstrual 

wellbeing)  

Relationships: 

Identity and 

relationships 

(biological sex, 

gender identity, 

sexual 

orientation, 

friendships, 

love, sexual 

relationships, 

managing 

feelings that 

relationships 

cause, 

stereotyping, 

discrimination 

and prejudice)  
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KS3 

Yr 7/8  

  Relationships:  
Diversity 

(differences in 

sex, gender 

identity and 

sexual 

orientation, 

sexual attraction 

and sexuality are 

diverse, how the 

media portrays 

relationships, 

qualities and 

behaviours which 

should be 

exhibited within a  
variety of 

relationships, 

characteristics of 

abusive 

behaviours within 

a variety of  
relationships)  

  

  Relationships:  
Discrimination 

(sexual 

attraction and 

sexuality are 

diverse, bullying 

and its impact, 

developing skills  
and strategies 

to manage 

being targeted, 

stereotyping, 

prejudice and 

discrimination,  
promoting 

inclusion, 

challenging 

discrimination)  

  Relationships: 

Identity and 

relationships 

(trust in 

relationships, 

consent, risks of 

unprotected 

sex, 

contraception, 

infections)  

KS3 

(Year 9)  

Science: 

genetics, 

inherited 

disorders  

Relationships: 

Respectful 

relationships 

(indicators of 

healthy/unhealthy 

relationships, 

know that  
marriage is a 

commitment, 

romantic 

relationships, 

positive 

relationships, 

conflict  
management and 

strategies,  
consent)  

  

Living in the 

wider world: 

Online safety 

(strategies to 

identify and 

reduce risk 

from people 

online that they 

do not know, 

know the 

impact of 

sharing sexual 

images of 

others without 

consent, 

manage any 

request or 

pressure to 

share an image 

of themselves 

or others)  

Relationships: 

Intimate  
relationships  
(communication 

and negotiation 

skills needed for 

contraceptive 

use  
in healthy 

relationships, 

unintended 

pregnancy, 

stable/ long 

term 

relationships, 

contraception, 

infections)  

Health and 

wellbeing: Peer 

influence 

(recognise peer 

influence and 

develop 

strategies for 

managing it, 

factors 

contributing to 

young people 

joining gangs, 

strategies to  
manage 

pressure to join 

a gang)  

Relationships: 

Intimate 

relationships 

(media 

portrayal of sex 

and 

relationships – 

including 

pornography, 

choices within 

relationships, 

manage 

influence of 

drugs and 

alcohol within 

relationships, 

law relating to 

sexual consent, 

readiness for 

intimacy)  

  

  

KS4  

(Year 10)  

  Relationships:  

Living in the 

wider world:  

Relationships:  

Science:  
Preventing,  

Relationships:  
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  Addressing 

extremism and 

radicalisation 

(media 

exaggeration of 

extreme/ 

inaccurate views 

and understand 

how this 

influences 

opinions, causes 

and 

consequences of 

extremism and  
intolerance)  

  

Online safety 

(know the 

opportunities 

and potential 

risks of 

establishing and 

conducting 

relationships 

online, evaluate 

different 

motivations and 

contexts in 

which sexual 

images are 

shared)  

  

Healthy 

relationships 

(types of 

intimacy, 

potential 

emotional/ 

physical 

consequences 

of intimacy, 

benefits of 

strong/positive 

relationships, 

indicators of 

unhealthy 

relationships, 

role of pleasure 

in intimate 

relationships, 

faith and 

cultural 

practices and 

beliefs 

concerning 

relationships 

and sexual 

activity, skills to 

assess 

readiness for 

sexual activity, 

consent)  

  
Science: 

Lifestyle and 

health (health  
and disease, 

human  
reproduction, 

hormones and 

menstrual cycle,  
contraception, 

infertility  
treatments)  

  

treating and 

curing disease 

(pathogens and  
disease, 

preventing 

infections, viral 

diseases)  

  
Health and 

wellbeing: 

Exploring 

influence 

(portrayal of 

idealised and 

artificial body 

shapes, 

influencing 

peers positively/ 

negatively, 

supporting 

others when in 

positions of 

influence, 

recognising 

situations 

where they are 

being adversely 

influenced and 

develop 

strategies to 

access 

appropriate 

help)  

Healthy 

relationships 

(know how to 

respond to 

indicators of 

unhealthy  
relationships, 

knowing 

how/where to 

seek help, 

understand the 

potential impact 

of the portrayal 

of sex in 

pornography 

and other 

media, including 

sexual attitudes, 

expectations 

and behaviours)  
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KS4 

(Year 

11)  

  Relationships: 

Communication 

in relationships 

(overcoming 

barriers about 

sexual health 

and the use of 

sexual health 

services, 

responding to 

indicators of 

unhealthy 

relationships, 

safely and 

responsibly 

manage changes 

in personal 

relationships,  
recognise 

unwanted 

attention, know 

ways to respond 

and how to seek 

help, accessing 

information and 

support for  
relationships)  

  

Living in the 

wider world: 

Online safety 

(different types 

of intimacy, 

including 

online, and 

their potential 

emotional and 

physical 

consequences,  
recognise  
unwanted  
attention 

online- 

including 

stalking and 

harassment)  

Relationships:  
Families 

(unplanned 

pregnancy and 

choices, healthy  
pregnancy,  
fertility and 

possibility of 

miscarriage)  

Health and 

wellbeing: 

Making 

decisions 

(taking 

increased 

personal 

responsibility 

for maintaining 

and monitoring 

health)  

Relationships:  
Families  
(managing grief 

about changing 

relationships – 

separation/ 

divorce/ 

bereavement – 

including 

support and 

advice, 

emotions linked 

to unintended 

pregnancy – 

including advice 

and support, 

parenting skills 

for quality 

family life,  
stable/ 

committed 

relationships, 

why people 

choose to 

adopt/foster)  

  

KS5  

(6th Form)  

  Relationships: 

Healthy 

relationships 

(managing 

mature/new  
friendships,  

Living in the 

wider world: 

Media literacy 

and digital 

resilience  
(managing 

online  

Health and 

wellbeing: 

Healthy 

lifestyles 

(idealised 

images of 

bodies and 

pressure to  

Relationships:  
Sexual health 

(selecting 

appropriate 

contraception, 

reducing risks 

of  

Living in the 

wider world: 

Employment  
choices 

(building 

meaningful 

relationships in  

  personal safety 

in new  
relationships/first 

dates, developing 

and maintaining 

healthy 

relationships, 

emotional 

intimacy, 

difference 

between love 

and lust, using  
effective 

communication 

within  
relationships)  

  

relationship 

activity, setting 

clear 

boundaries 

around 

personal privacy 

online, having 

confidence to 

effectively 

challenge online 

content that 

adversely 

affects their 

personal and 

professional 

reputation)  

conform/ 

managing this 

pressure, taking 

responsibility 

for monitoring 

own personal 

health, self-

examination/ 

cervical 

screening, 

registering/ 

accessing health  
services, 

recognising 

illnesses)  

contracting/ 

passing on STIs, 

moral and legal 

responsibilities 

linked to 

consent, 

consent, 

recognising and 

seeking help in 

the case of, 

sexual  
abuse, 

exploitation, 

assault, or rape, 

and the process 

of reporting)  

the workplace, 

boundaries 

around 

professional 

relationships 

bullying and 

harassment in 

the workplace)  
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KS5  

(6th 

Form)  

Health and 

wellbeing: 

Managing risk 

(assessing/ 

managing risk 

and  
personal safety)  

  
Relationships:  
Personal safety 

(managing 

personal safety 

in  
new 

relationships)  

  

Relationships: 

Unhealthy 

relationships 

(prejudice, 

discrimination, 

faith/cultural 

views, abuse, 

harassment, 

forced marriage, 

gangs)  

  Health and 

wellbeing: 

Sexual health 

(selecting 

appropriate 

contraception, 

STIs, sexual 

health)  

Relationships:  
Parenthood 

(unintended 

pregnancy, 

young 

parenthood, 

delaying 

conception,  
fertility)  
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Appendix 6 – Medication Form 

 

Form for parents to complete if they wish the school to administer medication or enable pupils to 

administer own medication. 

 

Pupil name: ……………………………………                  Date of Birth: ………………………………. 

 

Name of Medication: ……………………………………………………………………………………... 

 

For how long will your child be taking this medication? ………………………………………………… 

 

Condition or illness: ….…………………………………………………………………………………… 

 

Full directions for use: - 

 

Dose and method:…………………………………………………………………………………………… 

 

Time of dose: (e.g. lunchtime) ….…………………………………… 

 

Is your child going to self-administer? ……………………………. 

 

Special Precautions:……………………………………………………………………………………………  

 

Side Effects: …………………………………………………………………………………………………… 

 

Procedures to take in an emergency:………………………………………………………………………... 

 

………………………………………………………………………………………………………………… 

 

Doctor’s Details: 

 

Doctor’s Name: ……………………………………………… 

 

Doctor’s Address: ……………………………………………………………………………………………… 

 

Doctor’s Telephone: …………………………………………………………………………………………… 

 

 

I will deliver the medicine to my child’s learning mentor, in the original packaging (with prescription 

details printed on). 

 

I will inform the school if the medication changes. 

 

I accept that this is a service, which the school is not obliged to undertake. 

 

Parent/Carer signature: ……………………………………….. Date: ………………………………. 

 

 

Headteacher signature: ……………………………………….. Date: ………………………………. 
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Health and Safety Handbook 

 

Fire 

 

Emergency exits, assembly points and assembly point instructions are clearly identified by 

safety signs and notices. Fire risk assessment of the premises will be reviewed regularly.  

Emergency evacuations are practised at least once a term. 

The fire alarm is a loud buzzer with additional voice commands.  

Fire alarm testing will take place once a week on Mondays.  

New staff will be trained in fire safety and all staff and pupils will be made aware of any new 

fire risks. 

In the event of a fire: 

 

 

The school will have special arrangements in place for the evacuation of people with mobility 

needs and fire risk assessments will also pay particular attention to those with disabilities. 

For pupils, where there is a need, a PEEP is also in place to ensure safe and efficient 

evacuation. 

A fire safety checklist can be found in the appendices.  

 

Lockdown procedures 

Lockdown procedures should be seen as a sensible and proportionate response to any 

external incident which has the potential to pose a threat to the safety of children and adults in 

the setting.   

Lockdown procedures may be activated in response to any number of situations, but some of 

the more typical might be:  

1. A reported incident or disturbance in the local community (with the potential to pose a risk 

to pupils and staff)  

Upon discovery 
of a fire the 

alarm should be 
raised and 
emergency 

services called

The building 
should be 
evacuated 

following LERP 
procedures

Registers of 
staff and pupils 
to be taken at 
the assembly 

points

Staff and pupils 
to remain 

outside until 
permitted to re-

enter the 
building

If the building is 
deemd unsafe 
for immediate 

occupation, 
LERP 

procedures will 
be actioned 

Incident 
Management 
Team notified
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2. An intruder onsite (with the potential to pose a risk to pupils and staff in the setting)  

3. A warning being received regarding an environmental risk locally, of air pollution (smoke 

plume, gas cloud etc.)  

4. A major fire in the vicinity of school  

5. The close proximity of a dangerous animal  

 

All staff are advised to be vigilant, and if they see something which is likely to cause harm to 

immediately alert SLT colleagues or reception.  

Partial lockdown  

A partial lockdown is a precaution aimed to keep children and staff safe while remaining 

indoors. This may be as a result of a reported incident/civil disturbance in the local community 

with the potential to pose a risk to children and staff in school. It may also be as a result of a 

warning being received regarding the risk of, for example, air pollution or chemical contagion.  

In a partial lockdown staff and children should remain in the building and all doors leading 

outside should be locked. No one should be allowed to enter or leave the building; however 

the school day can continue as usual.  

  Partial lockdown procedures 

 

 

Full lockdown  

This signifies an immediate threat to the setting and/or may be an escalation of a partial 

lockdown  

All outside 
activity to cease 

immediately with 
return to 

classrooms

All staff and 
pupils shoudl 
remain in the 
buildings with 
windows and 
doors secured

Free movement 
within each 

building may be 
permitted

In the event of air 
pollution or 

enivronmental 
contaminents, air 

vents, fans and 
heating systems 
should be closed 

or turned off

Seal all cracks 
around doors and 
vents to minimise 

possible 
polluntant access 

points
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During and following a Lock Down, the use of social network sites is strictly prohibited  

To reduce the risk of someone entering the building to cause harm, procedures include:  

 Key pad entry system  

 CCTV in place  

 A team of staff are located in the car park and corridors during busy drop-off and 

collection times  

 Gates remain locked throughout the school day, requiring keypad entry 

 Parents/carers told to inform us if anyone other than themselves are 

collecting/dropping off  

 Outside lights are in place to provide greater visibility  

If threat is severe and 
imminent shout 

'Lockdown' three times

Upon hearing Lockdown call 
or announcement over 

tannoy system pupils should 
eb immediately supported to 

remain or return to their 
classrooms or appropriate 

designated area

All doors and windows 
should be secured and 

screened. Pupils should be 
positioned away from 
sightlines and lights, 

smartboards/projectors and 
monitors to be turned off

Incident Management Team 
notified and commenad suite 
opened with liaison from SLT 

or delegated person. 
Dynamic risk asssessments 

will be carried out by IM 
Team during the lockdown 

Reception staff to 
ensure visitors are 

escorted to the 
Business Suite

Any person who is 
unaccounted for 

should immedaitely be 
reported to SLT

Administration staff will 
notify parents/carers, 

transport and any staff 
currently off site that a 

lockdown procedure is in 
process

No one should move 
from their designated 

area and must only 
leave when permitted 

After lockdown each form 
tutor takes a roll call of 
their class and notifies 
SLT of any pupil who is 

unaccounted for

Letter to 
parents/carers and 

social workers 
deatiling lockdwon 
event and actions 

taken
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A notification of significant incident will be made to Ofsted within 14 days (preferably as soon 

as possible after the incident).  

  

PLEASE NOTE:  Staff will practise this at least on an annual basis. We will not be practising with 

the children as we feel this could cause them undue stress. 

 

 

COSHH 

Any substance required for use by staff on site at the school will be ordered by authorised 

persons and only then if less hazardous variants are unavailable. All substances which are 

classified as hazardous shall be kept in an appropriate locked store in accordance to the 

manufactures requirements and regulations.  

Any member of staff using chemicals will be appropriately trained on the correct and safe 

manner in which to work, they must always: 

 Read and follow the COSHH assessment for the substance 

 Be aware of procedures for avoiding exposure and for control 

 Inform the relevant manager of any issues or problems  

Gas safety 

 Installation, maintenance and repair of gas appliances and fittings will be carried out by 

a competent Gas Safe registered engineer 

 Gas pipework, appliances and flues are regularly maintained 

 All rooms with gas appliances are checked to ensure that they have adequate 

ventilation 

Legionella 

 A water risk assessment is been completed by WCS Group. The Facilities Manager is 

responsible for ensuring that the identified operational controls are conducted and 

recorded in the school’s water log book 

 This risk assessment will be reviewed every two years and when significant changes 

have occurred to the water system and/or building footprint 

 The risks from legionella are mitigated by regular temperature checks, thorough 

cleaning schedules and effective heating of water.  

Asbestos 

 Staff are briefed on the hazards of asbestos, the location of any asbestos in the school 

and the action to take if they suspect they have disturbed it 

 Arrangements are in place to ensure that contractors are made aware of any asbestos 

on the premises and that it is not disturbed by their work  
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 Contractors will be advised that if they discover material which they suspect could be 

asbestos, they will stop work immediately until the area is declared safe 

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

  

Equipment 

 All equipment and machinery is maintained in accordance with the manufacturer’s 

instructions. In addition, maintenance schedules outline when extra checks should take 

place 

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

educational standards  

 All equipment is stored in the appropriate storage containers and areas. All containers 

are labelled with the correct hazard sign and contents  

 

Electrical equipment 

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

sensibly and safely 

 Any pupil or volunteer who handles electrical appliances does so under the supervision 

of the member of staff who so directs them 

 Any potential hazards will be reported to SLT members and safety@wearenugent.org 

immediately 

 Permanently installed electrical equipment is connected through a dedicated isolator 

switch and adequately earthed 

 Only trained staff members can check plugs 

 Where necessary a portable appliance test (PAT) will be carried out by a competent 

person 

 All isolators switches are clearly marked to identify their machine 

 Electrical apparatus and connections will not be touched by wet hands and will only be 

used in dry conditions 

 Maintenance, repair, installation and disconnection work associated with permanently 

installed or portable electrical equipment is only carried out by a competent person 

PE equipment 

 Pupils are taught how to carry out and set up PE equipment safely and efficiently. Staff 

check that equipment is set up safely 

 Any concerns about the condition of the gym floor or other apparatus will be reported 

via repairs@wearenugent.org  

Display screen equipment 

 All staff who use computers daily as a significant part of their normal work have a 

display screen equipment (DSE) assessment carried out. ‘Significant’ is taken to be 

continuous/near continuous spells of an hour or more at a time 
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 Staff identified as DSE users are entitled to an eyesight test for DSE use upon request, 

and at regular intervals thereafter, by a qualified optician (and corrective glasses 

provided if required specifically for DSE use) 

Lone working 

Lone working may include: 

 Late working 

 Home or site visits 

 Weekend working 

 Site manager duties 

 Site cleaning duties 

 Working in a single occupancy office 

Potentially dangerous activities, such as those where there is a risk of falling from height, will 

not be undertaken when working alone. If there are any doubts about the task to be 

performed, then the task will be postponed until other staff members are available. 

If lone working is to be undertaken, a colleague, friend or family member will be informed 

about where the member of staff is and when they are likely to return. 

The lone worker will ensure that they are medically fit to work alone. 

  

Working at height  

We will ensure that work is properly planned, supervised and carried out by competent people 

with the skills, knowledge and experience to do the work.  

In addition: 

 The Assets and Facilities Department retains ladders for working at height 

 Pupils are prohibited from using ladders 

 Staff will wear appropriate footwear and clothing when using ladders 

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

 Before using a ladder, staff are expected to conduct a visual inspection to ensure its 

safety 

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

 

  

Manual handling 

It is up to individuals to determine whether they are fit to lift or move equipment and furniture. 

If an individual feels that to lift an item could result in injury or exacerbate an existing 

condition, they will ask for assistance. 
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The school will ensure that proper mechanical aids and lifting equipment are available in 

school, and that staff are trained in how to use them safely. 

Staff and pupils are expected to use the following basic manual handling procedure: 

 Plan the lift and assess the load. If it is awkward or heavy, use a mechanical aid, such as 

a trolley, or ask another person to help 

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

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

 When lifting, bend your knees and keep your back straight, feet apart and angled out. 

Ensure the load is held close to the body and firmly. Lift smoothly and slowly and avoid 

twisting, stretching and reaching where practicable 

 

Off-site visits 

When taking pupils off the school premises, we will ensure that: 

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

 All off-site visits are appropriately staffed  

 Staff will take a school mobile phone, a portable first aid kit, information about the 

specific medical needs of pupils along with the parents’ contact details  

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

  

Violence at work 

We believe that staff should not be in any danger at work, and will not tolerate violent or 

threatening behaviour towards our staff.  

All staff will report any incidents of aggression or violence (or near misses) directed to 

themselves to their line manager/headteacher immediately. This applies to violence from 

pupils, visitors or other staff. The incident must also be reported via the Event system.  

 

Smoking 

Smoking is not permitted anywhere on the school premises. If a pupil is suspected or observed 

to be smoking, either cigarettes or e-cigarettes/vapes on school premises then the behaviour 

policy will be invoked. This will also include letters being sent home, an example can be located 

in the appendices.   

  

Infection prevention and control 

We follow national guidance published by Public Health England when responding to infection 

control issues. We will encourage staff and pupils to follow this good hygiene practice, outlined 

below, where applicable.  
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Handwashing 

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

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

handling animals 

 Cover all cuts and abrasions with waterproof dressings 

Coughing and sneezing 

 Cover mouth and nose with a tissue 

 Wash hands after using or disposing of tissues 

 Spitting is discouraged 

Personal protective equipment 

 Wear disposable non-powdered vinyl or latex-free CE-marked gloves and disposable 

plastic aprons where there is a risk of splashing or contamination with blood/body 

fluids 

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

 Use the correct personal protective equipment when handling cleaning chemicals 

Cleaning of the environment 

 Clean the environment, including toys and equipment, frequently and thoroughly 

Cleaning of blood and body fluid spillages 

 Clean up all spillages of blood, faeces, saliva, vomit, nasal and eye discharges 

immediately and wear personal protective equipment  

 When spillages occur, clean using a product that combines both a detergent and a 

disinfectant and use as per manufacturer’s instructions. Ensure it is effective against 

bacteria and viruses and suitable for use on the affected surface 

 Never use mops for cleaning up blood and body fluid spillages – use disposable paper 

towels and discard clinical waste as described below 

 Make spillage kits available for blood spills  

Laundry  

 Wash laundry in a separate dedicated facility 

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

 Wear personal protective clothing when handling soiled linen 

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

 

Animals in school procedures 

 

Handling Animals  

If animals will be handled, the most important issue is the maintenance of good hygiene.  
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When handling animals:  

1. do not consume food or drink,  

2. cover any open cuts or abrasions on the exposed skin of hands and arms with 

waterproof adhesive dressings,  

3. wash your hands with soap and water before and directly after handling animals.  

4. keep animals away from the face.  

 

Careful handling of small mammals and other animals is most important; the animals should 

be restrained sufficiently so that, they cannot damage themselves or the handler.  

Mammals should be handled daily if possible. In this way they will normally become quite tame 

and accustomed to being handled.  

Gloves should not normally be worn unless it is known that an animal for one reason or 

another is likely to bite or scratch. In this situation a pair of rubber gloves which does not 

particularly reduce dexterity, is a sensible precaution.  

Handling small animals should always be carried out over a table or trough filled with a soft 

material such as sand / sawdust.  

 

Physical injuries  

There is always the danger of bites and scratches, and teachers or technicians should check 

that any animals kept / brought in are docile, friendly and gentle in the presence of children.  

Small fingers poked towards the mouths of normally non-aggressive animals may be 

interpreted as an offering of food and obligingly bitten.  

 

Diseases, parasites and allergies  

The likelihood of diseases being passed on from pet animals is low. However allergic reactions 

to mammals, birds and a few other animals cannot be discounted. These might result from 

handling the animals or just from being near them and be detected by the development of skin 

rashes, irritation to the eyes and nose or breathing difficulties.  

Hand washing soon after handling animals will help. Teachers should watch for the 

development of allergic reactions in pupils who come into contact with the animals.  

Children known to have allergic reactions to specific animals must, of course, have restricted 

access to those that may trigger a response. In most cases, an allergic reaction will subside 

once the animal and the affected person are kept apart; in extreme cases, seek medical advice.  
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Salmonella bacteria may be carried by reptiles; good hygiene is again required, especially if 

aquatic reptiles, such as terrapins, are kept. Good general hygiene and hand washing are 

essential for risk reduction.   

  

Bringing pets and other animals into school 

In addition to the general guidance given above it is important that suitable arrangements are 

made in advance for the well-being of animals for the short time they are to be on the 

premises. 

When a variety of animals will be together, consider carefully the possibility of unwanted 

interactions. Animals must be housed properly and separately whilst on the premises, any 

containers used to transport them must be appropriate and retain the animal securely.  

Animal suppliers  

The majority of animals available through reputable suppliers present no hazards that good 

hygiene procedures cannot address.  

In order for there to be minimal risk to humans of diseases being transmitted from animals 

kept in schools, it is important that animals are obtained from accredited or high-quality 

sources. Unless these are known to have originated from a reliable source, it will not be 

possible to be confident that they are disease-free.  

  

Animal Health 

If animals are not kept in scrupulously clean conditions, or come into contact with other 

animals from dubious sources, it will no longer be possible to guarantee that the animals will 

remain in a disease-free condition.  

Holiday times can obviously create real difficulties. It is preferable that the animals remain at 

school and suitable arrangements made for their normal feeding, watering and cleaning. If, 

however, this is impossible and animals have to be taken out of school at holidays, they should 

not be sent home with pupils or other people unless all of the following considerations can be 

satisfied.  

1. It can be guaranteed that the animals will be looked after as well as usual.  

2. Whoever is caring for the animals must have all the necessary information, equipment, 

food, skills, etc.  

3. Parents must have been informed and given their consent via the form below.  

4. Steps will be taken to ensure that the school's animals will not be able to come into 

contact with pet animals (cats, dogs, rodents or other mammals).  

5. That small mammals cannot come into contact with wild rodents (mice, rats, etc.) while 

off the school premises.  
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Agreement must be signed before school animals can be sent home, a copy is located in the 

appendices.  

 

Cleaning and hygiene 

This is clearly important, both for the health of the animals and for those people looking after 

them. Hands should be washed before and, of course, after cleaning cages, tanks etc. rubber 

or plastic gloves should preferably be worn.  

After removing soiled litter material, cages should be scrubbed with hot water and liquid 

detergent.  

As a general rule, this should be done at least every 10 days. Gerbils produce very little urine 

and so require relatively infrequent changes. Hamsters produce a little more urine; mice, rats, 

guinea pigs and rabbits urinate in relatively large amounts. These animals should be cleaned at 

least once a week. Your nose is always a good guide - cages which are even slightly offensive 

should already have been cleaned! Arrangements must be made for cages to be cleaned as 

regularly as normal at holiday times.  

 

Soiled litter disposal 

Soiled litter should ideally be incinerated; more conveniently it could be sealed in strong plastic 

bags and placed with other waste in dustbins.  

 

 

Pupils vulnerable to infection 

Some medical conditions make pupils vulnerable to infections that would rarely be serious in 

most children. The school will normally have been made aware of such vulnerable children. 

These children are particularly vulnerable to chickenpox, measles or slapped cheek disease 

(parvovirus B19) and, if exposed to either of these, the parent/carer will be informed promptly 

and further medical advice sought.  We will advise these children to have additional 

immunisations, for example for pneumococcal and influenza.  

 

Exclusion periods for infectious diseases 

The school will follow recommended exclusion periods outlined by Public Health England, 

summarised in the appendices  

In the event of an epidemic/pandemic, we will follow advice from Public Health England about 

the appropriate course of action. 
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New and expectant mothers 

Risk assessments will be carried out whenever any employee or pupil notifies the school that 

they are pregnant. 

Appropriate measures will be put in place to control risks identified. Some specific risks are 

summarised below: 

 Chickenpox can affect the pregnancy if a woman has not already had the infection. 

Expectant mothers should report exposure to antenatal carer and GP at any stage of 

exposure. Shingles is caused by the same virus as chickenpox, so anyone who has not 

had chickenpox is potentially vulnerable to the infection if they have close contact with a 

case of shingles 

 If a pregnant woman comes into contact with measles or German measles (rubella), she 

should inform her antenatal carer and GP immediately to ensure investigation 

 Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If 

exposed early in pregnancy (before 20 weeks), the pregnant woman should inform her 

antenatal care and GP as this must be investigated promptly 

  

Occupational stress 

We are committed to promoting high levels of health and wellbeing and recognise the 

importance of identifying and reducing workplace stressors through risk assessment. 

Systems are in place within the school for responding to individual concerns and monitoring 

staff workloads.  

Nugent’s Work-Related Stress policy provides further details on identification and support. 
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Appendices 

 

 

Appendix 1. Fire safety checklist 

 

ISSUE TO CHECK YES/NO 

 

Are fire regulations prominently displayed?   

 

Is fire-fighting equipment, including fire blankets, in place?   

 

Does fire-fighting equipment give details for the type of fire it should be used for?   

 

Are fire exits clearly labelled?   

 

Are fire doors fitted with self-closing mechanisms?   

 

Are flammable materials stored away from open flames?   

 

Do all staff and pupils understand what to do in the event of a fire?   

 

Can you easily hear the fire alarm from all areas?   
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Appendix 2: Recommended absence period for preventing the spread of infection 

This list of recommended absence periods for preventing the spread of infection is taken from 

non-statutory guidance for schools and other childcare settings from Public Health England. 

For each of these infections or complaints, there is further information in the guidance on the 

symptoms, how it spreads and some ‘do’s and don’ts’ to follow that you can check. 

  

Infection or complaint Recommended period to be kept away from 

school or nursery 

Athlete’s foot     None. 

Campylobacter    Until 48 hours after symptoms have stopped. 

Chicken pox (shingles) Cases of chickenpox are generally infectious from 2 

days before the rash appears to 5 days after the 

onset of rash. Although the usual exclusion period is 

5 days, all lesions should be crusted over before 

children return to school. 

A person with shingles is infectious to those who 

have not had chickenpox and should be excluded 

from school if the rash is weeping and cannot be 

covered or until the rash is dry and crusted over. 

Cold sores      None. 

Rubella (German measles)   5 days from appearance of the rash. 

Hand, foot and mouth Children are safe to return to school or nursery as 

soon as they are feeling better, there is no need to 

stay off until the blisters have all healed. 

Impetigo  Until lesions are crusted and healed, or 48 hours 

after starting antibiotic treatment. 

Measles  Cases are infectious from 4 days before onset of 

rash to 4 days after so it is important to ensure cases 

are excluded from school during this period. 

Ringworm      Exclusion not needed once treatment has started. 

Scabies  The infected child or staff member should be 

excluded until after the first treatment has been 

carried out. 

Scarlet fever Children can return to school 24 hours after 

commencing appropriate antibiotic treatment. If no 
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antibiotics have been administered the person will 

be infectious for 2 to 3 weeks. If there is an outbreak 

of scarlet fever at the school, the health protection 

team will assist with letters and factsheet to send to 

parents or carers and staff. 

Slapped cheek syndrome, Parvovirus B19 None (not infectious by the time the rash has 

developed). 

Bacillary Dysentery (Shigella) Microbiological clearance is required for some types 

of shigella species prior to the child or food handler 

returning to school. 

Diarrhoea/vomiting (Gastroenteritis) Children and adults with diarrhoea or vomiting 

should be excluded until 48 hours after symptoms 

have stopped and they are well enough to return. If 

medication is prescribed, ensure that the full course 

is completed and there is no further diarrhoea or 

vomiting for 48 hours after the course is completed. 

For some gastrointestinal infections, longer periods 

of exclusion from school are required and there may 

be a need to obtain microbiological clearance. For 

these groups, your local health protection team, 

school health advisor or environmental health 

officer will advise. 

If a child has been diagnosed with cryptosporidium, 

they should NOT go swimming for 2 weeks following 

the last episode of diarrhoea. 

Cryptosporidiosis    Until 48 hours after symptoms have stopped. 

E. coli (verocytotoxigenic or VTEC) The standard exclusion period is until 48 hours after 

symptoms have resolved. However, some people 

pose a greater risk to others and may be excluded 

until they have a negative stool sample (for example, 

pre-school infants, food handlers, and care staff 

working with vulnerable people). The health 

protection team will advise in these instances. 

Food poisoning Until 48 hours from the last episode of vomiting and 

diarrhoea and they are well enough to return. Some 

infections may require longer periods (local health 

protection team will advise). 

Salmonella      Until 48 hours after symptoms have stopped. 
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Typhoid and Paratyphoid fever Seek advice from environmental health officers or 

the local health protection team.  

Flu (influenza)     Until recovered. 

Tuberculosis (TB) Pupils and staff with infectious TB can return to 

school after 2 weeks of treatment if well enough to 

do so and as long as they have responded to anti-TB 

therapy. Pupils and staff with non-pulmonary TB do 

not require exclusion and can return to school as 

soon as they are well enough. 

Whooping cough (pertussis) A child or staff member should not return to school 

until they have had 48 hours of appropriate 

treatment with antibiotics and they feel well enough 

to do so or 21 days from onset of illness if no 

antibiotic treatment. 

Coronavirus (COVID-19) A pupil or staff member must not return to school 

for 10 days upon result of a positive test, or until 

specific symptoms are no longer present 

Conjunctivitis     None. 

Giardia      Until 48 hours after symptoms have stopped. 

Glandular fever    None (can return once they feel well). 

Head lice      None. 

Hepatitis A  Exclude cases from school while unwell or until 7 

days after the onset of jaundice (or onset of 

symptoms if no jaundice, or if under 5, or where 

hygiene is poor. There is no need to exclude well, 

older children with good hygiene who will have been 

much more infectious prior to diagnosis. 

Hepatitis B  Acute cases of hepatitis B will be too ill to attend 

school and their doctors will advise when they can 

return. Do not exclude chronic cases of hepatitis B 

or restrict their activities. Similarly, do not exclude 

staff with chronic hepatitis B infection. Contact your 

local health protection team for more advice if 

required. 

Hepatitis C      None. 

Meningococcal meningitis/ septicaemia If the child has been treated and has recovered, they 

can return to school. 
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Meningitis  Once the child has been treated (if necessary) and 

has recovered, they can return to school. No 

exclusion is needed. 

Meningitis viral    None. 

MRSA (meticillin resistant Staphylococcus aureus) None. 

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

Threadworm     None. 

Rotavirus      Until 48 hours after symptoms have subsided. 

 

 

 

Appendix 3 

  

Dear Parents and Carers, 

As part of our ongoing partnership and shared responsibility for the children in our care, it is 

important we share a clear understanding around all issues of welfare. As such, I am writing to 

outline the Nugent House School policy and procedures in two specific areas:  

  

Mobile Phones 

In the age of social media, mobile phones can be a safeguarding risk in school. They also have 

the potential to disrupt learning when misused. For these reasons from 24th February, 

students will not be allowed to use mobile phones during the school day. All students will be 

provided with a secure locker in their classroom where they should store all valuables 

including their mobile phone. If a student is seen using a mobile phone, they will be subject to 

the sanctions in the box below. 

  

Smoking, the use of e-cigarettes and “vaping”. 

It is illegal for any individual under the age of 16 to smoke or use e-cigarettes. As a school, we 

have a legal obligation to comply with Government legislation. We also have a duty of care to 

protect the health and wellbeing of every member of our school community as well as visitors 

and colleagues from other organisations. For all these reasons smoking, the use of   e-

cigarettes and “vaping” at Nugent House School are NOT permitted. If a student is seen 

smoking, using e-cigarettes or “vaping”, they will be subject to the sanctions in the box below. 
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Initial incident 

The student will be given a verbal warning and relevant items confiscated and not returned 

until the end of the day. Parents or Carers will receive a letter home outlining the incident and 

re-iterating school expectations and possible next steps 

Any subsequent incident 

The student will be issued with a school sanction (IE) and relevant items confiscated. Parents or 

Carers will receive a letter home outlining the incident, outlining possible next steps and giving 

a time when they can visit school to collect any confiscated items. 

Repeated incidents  

Any student repeatedly failing to comply with school expectations will be subject to the school 

“red line” sanctions; these include exclusion from Nugent House School 

  

We aim to enable all our students to make informed and responsible choices. As a school 

community we will continue to encourage our students to be resilient to the pressure on them 

both with regard to the use of social media and smoking.  

Through our pastoral curriculum we educate pupils on the dangers of all types of smoking. We 

will also be working with individual students where appropriate to ensure that they can comply 

with our expectations, advising and encouraging cessation. I thank you for your support in this 

important area of your child’s welfare and development, and have listed below a selection of 

online resources you may find useful. 

www.ash.org.uk  

www.lung.org/stop-smoking/helping-teens-quit   

www.nhs.uk/live-well/quit-smoking/quitting-smoking-under-18s-guide   

If you have any questions or queries or would like further advice or support then please do 

contact school. 

  

Yours 

Sarah E Gregory 

Headteacher 

  

  

 

http://www.ash.org.uk/
http://www.lung.org/stop-smoking/helping-teens-quit
http://www.nhs.uk/live-well/quit-smoking/quitting-smoking-under-18s-guide
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Appendix 4 

  

Agreement – Nugent House School Animals Cared for at Home 

I, __________________________________________, agree to the following conditions when caring for 

school animals at home:  

 It can be guaranteed that the animals will be looked after as well as usual.  

 That I have all the necessary information, equipment, food, and skills to care for the 

animal. 

 Parents/carers have been informed and give their consent.  

 Steps will be taken to ensure that the school's animals will not be able to come into 

contact with pet animals (cats, dogs, rodents or other mammals).  

 That small mammals cannot come into contact with wild rodents (mice, rats, etc) while 

off the school premises. 

  

Signed:                                                                                           Date:  

(Pupil) 

  

Signed:                                                                                           Date:  

(Parent/Carer/Guardian) 
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Complaints Handbook 

 

Stage 1: The First Contact – Informal    

The person making the complaint has an opportunity for discussion of their concern with the 

appropriate member of staff who clarifies with the individual the nature of the concern and 

reassures them that the school wants to hear about it. They may explain to the individual how 

the situation happened.    

It can be helpful to identify at this point what sort of outcome the complainant is looking for.    

If the member of staff first contacted cannot immediately deal with the matter, they will make 

a clear note of the date, name, contact address or phone number and the nature of the 

concern. All members of staff will know how to refer, if necessary, to the person with 

responsibility for the particular issue raised by the complainant. They will check later to make 

sure the referral has been dealt with.    

There is no need for the complaint to be put in writing at this stage. The staff member dealing 

with the matter will make sure that the individual is clear what, if any, action or monitoring of 

the situation has been agreed. The complaint will be considered and resolution attempted 

within 10 working days.    

Where no satisfactory solution has been found, the individual will be asked if they wish their 

concern to be considered further within the formal complaints process set out below. If so they 

are given clear information about how to proceed and a copy of this document is provided.    

Stage 2: Formal Investigation by designated Senior Leader    

At this point the individual will be asked to formally put the complaint in writing to the Head 

teacher. The written complaint must be clear and detailed and a copy of this procedure will be 

provided to the complainant.    

If the complaint concerns the Head teacher, the People Team will appoint an appropriate 

manager to investigate the complaint.   

The Head teacher (or designated member of the Senior Leadership Team) will acknowledge 

receipt of the complaint in writing within 5 working days of receiving the written complaint. The 

acknowledgement will give a target date for providing a response to the complainant – 

normally within 10 working days. If, thereafter, it is not possible to respond within the 10 days, 

a letter will be sent explaining the reason for the delay and giving a revised target date.    

The Head teacher (or designate) will undertake an investigation as appropriate and will provide 

an opportunity for the complainant to meet with them to supplement any information 

provided previously. It will be made clear to the complainant that they may be accompanied to 

any meeting by a friend or colleague.    
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Once all the relevant facts have been established, the Head teacher (or designate) will invite 

the complainant to discuss/resolve the matter directly. The response may be in writing or at a 

meeting with written confirmation of the outcome.    

The complainant must be advised of their right to have the matter referred to the further if the 

outcome of Stage 2 is not satisfactory. If they wish to take the complaint further they should 

notify the Head of People within 10 working days of receiving the outcome letter.    

Stage 3: Formal consideration by the Proprietor   

The Proprietor will appoint a panel to hear the complaint.   

The Local Authority can offer advice and guidance to the Chair of Governors and/or the 

members of the Complaints Committee on the procedural issues relating to the Committee 

Hearing, but will not participate in reviewing the complaint.    

It is recommended that School Governing Bodies annually agree five governors from whom the 

school will be able to form a complaints committee if required at any point.  The Governors’ 

Complaints Review Committee will comprise at least three non-staff who have not previously 

been involved in the complaint. If the whole governing body is aware of the substance of a 

complaint before the final stage has been completed, the school will arrange for an 

independent panel to hear the complaint.  

The complainant has a right to have somebody with them in a panel hearing to provide 

support.    

Beyond stage 3 

If a complaint has completed stage 3 of this procedure and the complainant remains 

dissatisfied, they have the right to refer their complaint to the Secretary of State. The Secretary 

of State has a duty to consider all complaints raised however will only act where the proprietor 

has acted unlawfully or unreasonably and where it is expedient or practical to do so.    

Complaints can be made to Ofsted. Contact details are below:  

www.contact.ofsted.gov.uk/online-complaints-ofsted   

or  

Department for Education   

School Complaints Unit   

2nd Floor, Piccadilly Gate   

Store Street    

Manchester   

M1 2WD    

http://www.contact.ofsted.gov.uk/online-complaints-ofsted
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Document Title:  

 

Name of Person Completing Equality 

Impact Assessment: 

 

Date Equality Impact Assessment 

completed: 

 

Characteristics Impact Equality Impact Assessment 

form completed? Yes No 

Age    If No comment: 

 Disability    

Ethnicity    

Gender    

Religion or belief    

Sex orientation    

Socio-economic    

Gender Reassignment    

Maternity/Pregnancy    

Marriage/Civil Partnership    

 

Equality Target Group a) Positive 

Impact 

b) Negative 

Impact 

Reason/Comment 

High Low High Low 

      

 

 

      

 

 

      

 

 

 

 

 

 

Document Equality Impact Assessment – Part A 
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What is the main purpose or aims of the policy 

 

 

 

 

 

Who will be the beneficiaries of this policy? 

 

 

 

 

 

Has the policy been explained to those it might affect directly or indirectly? 

 

 

 

 

 

Have you consulted on this policy? 

 

 

 

 

 

What are the expected outcomes of this policy? 

 

 

 

 

 

 

Signature of Person Completing 

Equality Impact Assessment: 

 

Name of Person Completing Equality 

Impact Assessment: 

 

 

 

Document Equality Impact Assessment – Part B 
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