SAFEGUARDING CHILDREN
Child Protection Advice for Volunteers and Visitors
Stivichall Primary School warmly welcomes you.  We hope this leaflet will provide you with the information you need to make your visit enjoyable and safe. As a visitor to our school, as a helper or someone who has come to work with our children in any other capacity, it is important that you are aware of our Child Protection Procedures. 
This school is committed to safeguarding and promoting the welfare of our pupils.  We expect all staff, volunteers and visitors to share this commitment.  This requires everybody to follow the Child Protection policy and procedures in place. Our safeguarding policy is available via the school office and on our school website.

What are my responsibilities as a visitor or volunteer?

All those who come into contact with children through their everyday work, whether paid or voluntary, have a duty to safeguard and promote the welfare of children.
DBS Checks

All volunteers and visitors who work with children will require an enhanced DBS disclosure.  This is to help ensure that unsuitable people are prevented from working with children.  
Please inform the Headteacher immediately if you become subject to any criminal investigation, caution or conviction.  This helps protect you as well as young people in your care.
What should I do if I am worried about a child?

If, whilst working with a child, you become concerned about:

· Comments made by a child;

· Marks or bruising on a child;

· Changes in the child’s behaviour or demeanour.

Please report these concerns to the class teacher, who, if they feel it is appropriate, will pass the information on to the school’s designated safeguarding lead or senior member of staff. 
What should I do if a child makes a disclosure?

Although this is unlikely to happen, it is important that you know how to deal with this appropriately. If a pupil tells you something that needs to be passed on:
· Listen and accept what is being said;

· Allow the child to speak freely;

· Do not interrogate the child or ask leading questions;

· Reassure the child that they have done the right thing in telling an adult but do not make promises that might not be possible to keep;
· Do not promise confidentiality, explain that you will have to tell their teacher or Headteacher in order that they can help;
· Do not criticise the alleged perpetrator.

Immediately record details of the disclosure, including, wherever possible, the exact words or phrases used by the child.  Completed records should be shared with a Designated Safeguarding Leader (DSL) as soon as possible, to enable the matter to be dealt with appropriately.

What should I do if the alleged perpetrator is a member of school staff?

You should report such allegations to the Headteacher or most appropriate DSL.
What should I do if the alleged perpetrator is the Headteacher?

You should report such allegations to the Deputy Headteacher or most appropriate DSL who will notify the Board of Governors.
How do I ensure that my behaviour is always appropriate?
· You should wear a visitor badge and be prepared to be challenged by staff and pupils if this is not visible.  
· We ask that visitors refrain from using mobile phones on site and never around children.  
· No photographs are to be taken without the express permission from a member of the Senior Leadership Team nor should you give out any of your own personal details.
· As a visitor or volunteer, you might work closely with children, sometimes on a one to one basis. If you are working with a child on their own, always ensure that the door is open and that you are visible to others.  
· For security reasons, visitors may not use their own USB sticks or connect any electronic device to the school’s ICT equipment without express permission.
· Please keep all personal belongings (including briefcases, laptops, paperwork and bags) with you at all time whilst on site.  Alternatively, you may ask for them to be kept in a secure location.

Thank you for your co-operation

                                                          School646

Health and Safety Advice

Fire Precautions & Emergency Evacuation Procedures
In the event of the fire alarm sounding continuously at any time, everyone must leave the building immediately using the nearest fire exit–clearly marked with a green and white sign. You will have been asked to sign in when arriving, the assembly point is shown on screen when you do this.  Take time to ensure that you know where to go. 
On discovering a fire, sound the fire alarm by breaking the glass at a call point. These are situated by stairwells and fire exits throughout the school.
First Aid
In the event of an accident, please contact a member of staff who will assist you and enlist the help of one of our trained first aiders. All accidents or near misses must be reported and will be recorded accordingly. If you have a medical condition which you would like us to be aware of, so that we can offer some help should it be necessary, please inform a member of staff on arrival.

Personal Security

Please sign in at the school office and display a visitor’s badge at all times.  Please return the badge as you leave the premises.  If you leave the building for a short time, please exit through the main entrance, informing the office staff as you go.  Never prop open doors or allow access to unauthorised individuals. 

Smoking or Vaping
In order to maintain a healthy and safe environment, smoking is not permitted within the school building or grounds.  Please respect our no smoking policy in line with Coventry City Council.
COSHH

If you are bringing materials covered by COSHH regulations on site, please leave a copy with the school office.

Welcome

To

Stivichall Primary School
This leaflet has been given to you to make sure that you understand what is expected of you.  It is designed to help you understand the measures in place to protect our children. It also contains important health, safety and security information for you whilst visiting our site.   
Please ask the person who gave it to you if you are unclear about anything in it.  Please keep this leaflet safe so that you can read it again if you need to.  
Safeguarding is of utmost importance at Stivichall Primary School.
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Stivichall Primary School, Coat of Arms Bridge Rd, Coventry, CV3 6PY.  TEL: 02476 419555
e-mail: school@stivichall.coventry.sch.uk


If you have any concerns that a child is being harmed, or is at risk of harm, or if you receive a disclosure, you must contact one of these members of staff immediately:


Designated Safeguarding


Officers:





Mrs K Ferguson  - Headteacher


Mr R Gould – Deputy Headteacher


Mrs J Lee –Deputy Headteacher


Mrs A Perkins – Learning Mentor


Tel No:  024 76419555
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