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The Phoenix School

Admission Policy

THE PHOENTX SCHOOL

The Phoenix School is a selective school and the number of pupils registered will
normally well exceed the number of available places. It is the obligation of the
school to make its selection process equally accessible to all pupils regardless of
their ethnicity, religion, disability or background.

The main entry points to the school is at Nursery (3+) and we have occasional
places available at Reception (4+), Year One (5+) and Year Two (6+).

Registration:
Any prospective pupils should obtain a prospectus and registration form.
Registrations are accepted one calendar year (January to December) prior to
the year of entry. Applicants for Nursery places will be reminded on receipt of
their application that siblings and those with connection to the Foundation are
given priority.

School Visit:

If places become available, parents of applicants will be offered an
opportunity to visit the school during a working day in the Autumn Term.
Nursery families if not familiar with the school, will be able to make an
appointment to tour prior to accepting an offer of a place.

Offer of a place:

Nursery places (for pupils who are 3 years of age on or before September 1%)
are offered in June prior to the year of entry to
i.  Siblings of current and continuing pupils of the Foundation or siblings
of those pupils who have completed the school
ii.  Sons/daughters of Old Boys of the Foundation



Beyond this, there will be a priority waiting group and the following pupils (in
no particular order) will be placed within this group, although not all will be
able to be accommodated.

i. Applicants who have close family or other connections to the
Foundation

ii. Siblings of pupils who have previously been enrolled at the Phoenix
School

Reception Places (for pupils who are 4 years of age on or before September
1%) are offered in the February of the year of entry to

i.  Pupils who best meet the assessment criteria as determined by the
child’'s performance in one hour group sessions held in
January/February.

At 4+ siblings and pupils with close connections to the Foundation will be
required to apply alongside all other applicants. Subject to meeting the
gualifying assessment standard they will be given priority if they have not
previously been offered a place at The Phoenix School.

Parents should be aware that if their child is assessed for a vacancy which
unexpectedly occurs, it should not be seen as a guarantee that they will be
offered this place. All applicants must meet the minimum academic standard
for entry.

Acceptances

Offers must normally be accepted within 3 weeks of receipt of the offer. A
further visit to the school in this period is possible; however the offer cannot
be extended. The school's Admissions Agreement and a deposit of £1250
must be received by the date specified in the Offer Letter. If the completed
Admissions Agreement is not received the Offer is deemed to be withdrawn
and the place will be offered to another candidate.

Parents of pupils on the waiting list will be notified in October (Nursery) and
March (Reception) once all the acceptances have been received.

An offer of a place at The Phoenix School is not a guarantee of an offer of a
Place to the Junior Branch of the School. Boys must reapply at age 7 if they
wish to transfer to the Junior Branch and will need to sit the qualifying
examination and meet the academic standards for entry.



Admission Agreement

Whenever a pupil is admitted to The Phoenix School, his/her parents or
guardians sign an Admission Agreement, which represents a formal contract
between the school and family Parents are provided with a copy of the Terms
and Conditions of this Agreement for their own records. Occasional changes
may be made to these Terms and Conditions. The school will endeavour to
keep parents informed of any such changes.

Parents are reminded of the following points:

Parents are encouraged to pay school fees by Direct Debit.
Alternatively fees are payable termly and are due on the first day of
each term. If fees in respect of a pupil are not received, then the
school will expect to exclude the pupil from school until payment is
received.

A full term’s notice is required of the parents’ intention to withdraw a
pupil from the school. In the absence of such notice, a term’s fee will
be charged.

Parents undertake to support the ethos and principles upon which the
school is run. In particular, parents must ensure that their children
attend school daily and punctually (unless they are ill) and should give
the same support to activities that take place outside the formal limits
of the school week.

This policy is monitored by the Headmistress and the Admissions Secretary.

Signed:

Date: November 1% 2008

Review date: Autumn term 2010
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The Aims and Ethos of UCS

UCS was founded to promote principles of liberal scholarship. That
remains our first and over-riding aim. Intellectual curiosity, breadth
of study and independence of mind combine to achieve academic
excellence; they are not subordinate to it.

Selecting students with no regard to race or creed, UCS fosters in
them a sense of community alongside a tolerance of and a respect
for the individual. By offering the fullest range of opportunities for
personal and for group endeavour, it teaches the value of
commitment and the joy of achievement. It is a place of study, but
also of self-discovery and self-expression; a school that places
equal value on learning with others as on learning from others.

UCS places great emphasis upon tolerance of and respect for
others. This is the key element of the school’s liberal ethos. Thus,
liberalism at UCS requires the highest standards of inter-personal
conduct and of sensitivity from both staff and pupils.

Return to Index




The Phoenix School
Anti-Bullying Policy

THE PHOENIX SCHOOL

The nature of The Phoenix School as part of the UCS Foundation makes us
especially concerned to create a community founded upon principles of
tolerance and mutual respect.

All acts of bullying or intolerance are completely unacceptable within the
community of UCS. It is the duty of every teacher, pupil and parent to support
this principle and to act upon it on all occasions.

We reserve the right to investigate incidents that take place outside school
hours, on school visits and trips, and that occur in the vicinity of the school,
involving our pupils

Bullying and intolerance may be said to include all acts that are deliberately

cruel towards another member of the school community:

e physical intimidation

e sustained teasing and verbal abuse

e racial, sexist, ethnic, sexual or religious comments or taunts

e rejection or deliberate isolation of a pupil by his peer group; tormenting or
spreading malicious rumours

e manipulating a third party to tease or torment someone

e complicity in unkind behaviour that falls short of direct participation

All behaviour of this kind is unacceptable at UCS. It is the responsibility of all
members of the school community, pupils as much as staff, to express their
disapproval of such behaviour whenever it is encountered.

Signs of bullying

Changes in behaviour that may indicate that a pupil is being bullied include:
e Unwillingness to return to school
e Displays of excessive anxiety, becoming withdrawn or unusually quiet

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



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

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

e Diminished levels of self confidence

Frequent visits to the Medical Centre with symptoms such as stomach

pains, headaches

Unexplained cuts and bruises

Frequent absence, erratic attendance, late arrival to class

Choosing the company of adults

Displaying repressed body language and poor eye contact

Difficulty in sleeping, experiences nightmares

Talking of running away

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

Preventative measures

All our pupils are encouraged to tell a member of staff at once if they know
that bullying is taking place. Our SMT and Form Teachers create a strong and
experienced pastoral team.

In PSHCE, pupils consider the reasons why some people might bully. They
learn

to be more sensitive to others’ feelings

the fine line between teasing and bullying

how to stand up for themselves

to deal with unwanted name-calling

how sloppy language can develop into bullying

to take responsibility for what they say

It is hoped that, supported by this, members of staff - particularly Form
Teachers, the Deputy Head and the Headmistress - will succeed in creating
an environment in which bullies (whether single or in groups, whether active
or passive) are left in no doubt of the need to reconsider and to adjust their
attitudes towards others.

If any pupil, parent or teacher believes that bullying is taking place, it is
essential that this is drawn to the attention of the Form Teacher, Deputy Head
or the Headmistress at once. Such approaches will always be treated in
complete confidence. All reported incidents are recorded and investigated
immediately.



Procedures to deal with reported bullying

e The member of staff who first becomes aware of bullying, or to whom it
is first reported will control the situation and reassure and support the
pupils involved.

e He or she will inform the Deputy Head as soon as possible.

e The victim will be interviewed at a later stage by their Form Teacher
separate from the alleged perpetrator. It will be made clear to him/her
why revenge is inappropriate. He/she will be offered support to develop
a strategy to help him/herself.

e The alleged bully will be interviewed by their Form Teacher, separately
from the victim, and it will be made clear why his/her behaviour was
inappropriate and caused distress. He/she will be offered guidance on
modifying his/her behaviour, together with any appropriate disciplinary
sanctions.

e The parents/guardians of all parties should be informed.

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

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

e In very serious cases, and only after the Headmistress has been
involved, it may be necessary to make a report to the Police or Social
Services. However it is the policy of University College School to
attempt to resolve such issues internally under the school's own
disciplinary procedures.

While such matters will always be treated seriously, every effort will be made
to provide prompt, sensitive and effective support for both victim and bully.

Repeated or serious offences of this kind by particular pupils are likely to lead
to suspension or even exclusion from The Phoenix School.

We welcome feedback from parents and guardians on the effectiveness of our
preventative measures.

Electronic Communication

The development of electronic means of communication — the internet,
electronic chat-rooms and associated web-sites — has created new avenues
for bullying, cruelty, unkindness and intolerance.

The policy stated above applies equally and directly to such electronic
communication involving any members of the school community.

The school expects all pupils to adhere to its policy concerning the use of the
Internet. Certain sites are blocked by our filtering system and our IT
Department monitors pupils’ use.



Pupils and their parents should note that this policy applies to all media of
electronic communication, not simply to the use of the school's own IT
network.

As with any cases of bullying, cruelty or intolerance, offences against this
code will be treated seriously. Offenders are likely to be excluded from school.
Repeat or serious offences may lead to permanent exclusion from the school.

This policy is monitored by the Headmistress and the Deputy Head.

Signed:

Date: September 1°' 2009

Review date: Autumn term 2010
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The Phoenix School
Assessment Policy

THE PHOENIX SCHOOL

Overview Statement

Assessment is the process by which schools make professional
judgements about the extent of children’s learning.

These judgements are concerned with:

a) children’s personal attainment (their level of performance measured
against known objectively defined and grade-level descriptors)

b) children’s personal achievement (how far their present performance
shows progress relative to their own previous personal
performance)

c) identifying children’s individual strengths and weakness.

Principles

e To evaluate children’s prior learning as they enter each new stage at
school.

e To build up a valid and reliable record of the children’s learning and
performance as they move up though the school, identifying those
areas of skills and knowledge in which they have made significant
progress and those in which they are encountering problems and need
further help.

e To provide a realistic basis for a planning the next steps in teaching
and learning, so as to ensure continuity and progression and those in
which they need further help.

e To provide reliable, consistent and fair information about children’s
individual learning and social performance for their parents, for teacher
colleagues within the school.

e Enable pupils and teachers to identify achievements and plan for future
progress.

e Recognise and take account of the variety of prior leaning experiences,
learning styles and multiple intelligences of all pupils.



Procedures

The Assessment Co-ordinator ensures that;

There is consistency in planning the assessment framework throughout
the school and that it reflects continuity and progression in what has
been taught.

Standardised assessments are carried out in each term and every
class in a Year group are using the same assessment methods/tests.
To provide guidance and support to colleagues on all matters relating
to assessment.

Liaise regularly with other key staff.

Evaluate the quality of existing resources.

Manage the purchase and deployment of assessment resources.
Attend appropriate INSET and disseminate information to colleagues.

Subject Co-ordinators should:

Monitor and evaluate the quality of planning and assessment across
the school.

Moderate samples of work in each Year group.

Form Teachers should:

Keep a record and observations book which is regularly updated and
provides a profile of each child’s progress.

Follow the marking policy.

Together with each pupil, and agree and set individual targets for them
to achieve during the academic year.

Pupils should:

Be actively involved in the assessment process so as to encourage
them to improve their skills, self-esteem and motivation.
Agree with teacher for their individual targets with their teacher



Reporting Children’s Attainment and Achievement

e The right of pupils and parents or legal guardians to confidentiality in
the reporting of the results of assessment of the children’s attainment
and achievement must be an integral part of the assessment process.

e Access to all assessment results and reports is similarly an undisputed
right of parents and legal guardians.

e Parents and legal guardians may discuss their child’s progress
informally with the school at any time or formally at Parent Consultation
Meetings.

e Whenever a child transfers to another class or year group within the
school, a verbal handover report and the child’s assessment folder will
be given to the next teacher to inform them of any important
information about the child concerned.

Equal Opportunities
Form Teachers are expected to ensure that
e Activities and differentiation ensure equality of access and opportunity
to all pupils.
e Assessment does not discriminate against any pupils or groups of
pupils.

e The needs of pupils from all cultural social backgrounds and pupils with
special educational needs are planned for.

This policy will be reviewed at least every two years.

Signed:

Date: November 1% 2008

Review date: Autumn term 2010
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The Phoenix School
Behaviour and Discipline Policy
(including rewards and sanctions)

THE PHOENIX SCHOOL

Overview Statement

It is a primary aim of The Phoenix School that every member of the school community
feels valued and respected, and that each person is treated fairly and well. We are a
caring community, whose values are built on mutual trust and respect for all. The
school's behaviour policy is therefore designed to support the way in which all members
of the school can live and work together in a supportive way. It aims to promote an
environment in which everyone feels happy, safe and secure.

The school has a number of rules, but our behaviour policy is not primarily concerned
with rule enforcement. It is a means of promoting good relationships, so that people can
work together with the common purpose of helping everyone to learn. This policy
supports the school community in aiming to allow everyone to work together in an
effective and considerate way.

This policy aims to help children grow in a safe and secure environment, and to become
positive, responsible and increasingly independent members of the school community.

The school rewards good behaviour, as it believes that this will develop an ethos of
kindness and cooperation. This policy is designed to promote good behaviour, rather than
merely deter anti-social behaviour.

The Phoenix School does not use corporal punishment.

Rewards and Sanctions

At The Phoenix School we praise and reward children for good behaviour in a variety of
ways:

e Teachers congratulate children.

e Teachers reward class effort by giving marbles for their marble jar. On
completion of the marble jar, the class receives ‘Golden Time'.

e Each week, we nominate a child from each class to receive the ‘Manners Cup.’




e We distribute rockets and achievement ladders to children, either for consistent
good work or behaviour, or to acknowledge outstanding effort or acts of kindness
in school.

The school employs a number of sanctions to enforce the school rules, and to ensure a
safe and positive learning environment. We employ each sanction appropriately to each
individual situation.

e We expect children to listen carefully to instructions in lessons. If they do not do so,
we ask them either to move to a place nearer the teacher, or to sit on their own.

e We expect children to try their best in all activities. If they do not do so, we may ask
them to redo a task.

e If a child is disruptive in class, the teacher reprimands him or her. If a child
misbehaves repeatedly, we isolate the child from the rest of the class until s/he
calms down, and is able to work sensibly again with others.

e The safety of the children is paramount in all situations. If a child's behaviour
endangers the safety of others, the class teacher stops the activity and prevents
the child from taking part for the rest of that session.

e If a child threatens, hurts or bullies another child, the class teacher records the
incident and the child is punished. If a child repeatedly acts in a way that disrupts or
upsets others, the school contacts the child's parents or carers and seeks an
appointment in order to discuss the situation, with a view to improving the
behaviour of the child.

The class teacher discusses the ‘Golden Rules’ with each class. We have these rules
displayed on the walls of all the classrooms. In this way, every child in the school knows
the standard of behaviour that we expect in our school. If there are incidents of anti-social
behaviour, the class teacher discusses these with the whole class during circle time.

The Phoenix School does not tolerate bullying of any kind. If we discover that an act of
bullying or intimidation has taken place, we act immediately to stop any further
occurrences of such behaviour.

All members of staff are aware of the regulations regarding the use of force by teachers,
as set out in DfES Circular 10/98, relating to section 550A of the Education Act 1996: The
Use of Force to Control or Restrain Pupils. Teachers in our school do not hit, push or slap
children. Staff only intervene physically to restrain children or to prevent injury to a child,
or if a child is in danger of hurting him/herself. The actions that we take are in line with
government guidelines on the restraint of children.

The role of the class teacher

It is the responsibility of class teachers to ensure that their classes behave in a
responsible manner during lesson time.

The class teachers in The Phoenix School have high expectations of the children with
regard to behaviour, and they strive to ensure that all children work to the best of their
ability.

The class teacher treats each child fairly, and enforces the ‘Golden Rules’ consistently.
The teachers treat all children in their classes with respect and understanding.

If a child misbehaves repeatedly in class, the class teacher keeps a record of all such
incidents. In the first instance, the class teacher deals with incidents him/herself in the




normal manner. However, if misbehaviour continues, the class teacher seeks help and
advice from the Headmistress.

The class teacher reports to parents and carers about the progress of each child in their
class, in line with the whole-school policy. The class teacher may also contact a parent if
there are concerns about the behaviour or welfare of a child.

The role of the Headmistress

It is the responsibility of the Headmistress to implement the school behaviour policy
consistently throughout the school. It is also the responsibility of the Headmistress to
ensure the health, safety and welfare of all children in the school.

The Headmistress supports the staff by implementing the policy, by setting the standards
of behaviour, and by supporting staff in their implementation of the policy.

The Headmistress keeps records of all reported serious incidents of misbehaviour.

The Headmistress has the responsibility for giving fixed-term suspensions to individual
children for serious acts of misbehaviour. For repeated or very serious acts of anti-social
behaviour, the Headmistress may permanently exclude a child. These actions are taken
only after the school governors have been notified.

The role of parents and carers

At The Phoenix School we collaborate actively with parents and carers, so that children
receive consistent messages about how to behave at home and at school.

We expect parents and carers to support their child's learning, and to cooperate with the
school, as set out in the home—school agreement. We try to build a supportive dialogue
between the home and the school, and we inform parents and carers immediately if we
have concerns about their child's welfare or behaviour.

If the school has to use reasonable sanctions to punish a child, we expect parents and
carers to support the actions of the school. If parents and carers have any concerns about
the way that their child has been treated, they should initially contact the class teacher.

The UCS Code of Conduct

Following from these statements of policy and principle, it is possible to summarise the
Code of Conduct that UCS requires all pupils to follow at all times:

e Pupils must always treat others, including their fellow-pupils and all members of the
school staff, with tolerance, courtesy and respect.

e Deliberate cruelty, teasing, abuse, bullying or intolerance are always unacceptable
within the community of UCS.




¢ All members of the UCS community must always respect the school’'s ethos and, in
particular, its emphasis upon complete tolerance over differences of race, creed,
gender, sexual orientation and physical disability.

e All members of the UCS community must always conduct themselves in a manner that
is appropriate for the school environment.

Monitoring and review

The Headmistress and The Phoenix SMT monitor the effectiveness of this policy on a
regular basis.

The Phoenix School keeps a record of incidents of misbehaviour. The class teacher
records minor classroom incidents.

The Headmistress keeps a record of any child who is suspended for a fixed-term, or who
is permanently excluded.

This policy will be reviewed every two years, or earlier if necessary.

Signed:

Date: July 1% 2009

Review date: Autumn term 2010




THE PHOENIX SCHOOL

The Phoenix School
Child Protection/Safeguarding Policy

Contact Details

University College School
Frognal

Hampstead

London

NW3 6XH

Tel: 0207 435 2215
Headmaster: Mr K.J.Durham

Member of Council responsible for Child Protection: Mr Robert Gullifer
Contact details: nrg@newcollege.oxon.sch.uk

Phoenix School

36 College Crescent
Hampstead

London

NW3 5LF

Tel: 020 7722 4433

In the case of any possible child protection issue with a pupil, contact
Sophie Keenlyside (Designated Child Protection Officer)

Or

Caroline Edwards (Designated Child Protection Officer, EYFS)

Junior School

11 Holly Hill
Hampstead
London

NW3 6QN

Tel: 020 7435 3068

In the case of any possible child protection issue with a pupil, contact
Sharon Martin (Designated Child Protection Officer)

Or

Louisa Strange (Assistant Child Protection Officer)


mailto:nrg@newcollege.oxon.sch.uk

Senior School
Frognal
Hampstead
London

NW3 6XH

Tel: 0207 435 2215

In the case of any possible child protection issue with a pupil, contact
David Colwell (Designated Child Protection Officer)

Or

Adrian Barnish (Assistant Child Protection Officer)

Or

The Headmaster.

In addition, ensure that his/her Warden knows:

Entry Form: Adrian Barnish

Shell: lan Gibson

Baxter's: Stewart FitzGerald

Black Hawkins: Steve Hawley

Evans: Tom Underwood

Flooks: Geoff Plow

Underwoods: Andrew Wilkes

Olders: Lisa Jenkins (Mon, Tue, Weds.)
Jennifer Kung (Weds, Thurs, Fri.)

London Borough of Camden
Contact details:

Child Protection Lead Officer
Name: Bodil Mlynarska
Contact details: 0207 974 6999

Safeguarding Lead Officer, West End Lane
Name: Patricia Denney
Contact details: 0207 974 6628

Referrals to Duty and Assessment team:
Tel: 0207 974 6600
Fax: 0207 974 661



Child Protection Policy
Introduction

University College School fully recognises its duty of care towards all its pupils
in each school in the Foundation. Its statutory duties are set out in The
Children Act (1989), the 1996 Education Act, the 2002 Education Act and
‘Working Together to Safeguard Children’ (2006), Safeguarding Children and
Safer Recruitment in Education (dcsf 2007) and the Early Years Foundation
Stage Statutory Framework (May 2008). This policy is based on those
documents and interprets their requirements in the context of UCS. While
setting out current aims and procedures, the Policy is annually reviewed and
may be revised in the light of changing circumstances.

Policy Aims and Implementation

The legislation places on all teaching staff, non-teaching staff, governors and
others who have responsibility for or immediate contact with pupils at UCS a
duty to both safeguard and promote their welfare. Understanding of the term
‘welfare’ has recently been widened to embrace health, happiness and overall
development (physical, intellectual, social and behavioural) as well as
protection from suffering physical harm.

In particular, UCS holds both a moral and a legal responsibility in respect to
the protection of its pupils from physical, sexual and emotional abuse. The
school fully recognises the contribution it can make to protect and support
pupils in all matters of child abuse and maltreatment.

The school follows local safeguarding procedures and works within the
guidelines provided by the London Borough of Camden.

The Headmaster has appointed Designated Child Protection Officers in each
school in the Foundation:

Senior School: David Colwell, Deputy Head (Pastoral)

Senior School Assistant: Adrian Barnish

Junior Branch: Sharon Martin, Deputy Head (Pastoral)

Junio Branch Assistant: Louisa Strange

Phoenix School: Sophie Keenlyside, Head of Key Stage 1

Phoenix School Assistant and EYFS Designated Officer: Caroline Edwards,
Head of EYFS

David Colwell also co-ordinates the work of the Child Protection Officers, acts
as the link with the Local Authority and other public agencies and, in
conjunction with the Headmaster, liaises with Council alongside the School
Governor charged with child protection responsibility. He marshals all
information received by the school on matters related to child protection and
attends training courses relevant to this role. There is an annual review of the
Policy, procedures and the efficiency with which it has been discharged, and



any recommendations for changes are approved by the Headmaster before
they are submitted to Council for adoption. Council itself reviews practice, and
updates and approves the policy on an annual basis. Any perceived
deficiencies or weaknesses in child protection arrangements will be remedied
without delay.

The Child Protection Officers' training in Child Protection and inter-agency
working is updated every two years, and that of the School's staff and
Headmaster is updated every three years. Part-time and voluntary staff are
also made aware of the arrangements for child protection in the School.

Council has nominated Robert Gullifer as the Governor with responsibility for
child protection issues. His task is to assist in monitoring and reviewing the
policy and its implementation, to advise the Headmaster on any matters
needing immediate attention and to liaise with the Chairman of Council, when
necessary.

The Child Protection Policy will be made available in extract to all pupils and
parents on the school website and in full to parents and other bona fide
enquirers on request.

In dealing with child protection issues, other UCS policies may need to be
considered, such as: Anti—Bullying; Equal Opportunities; Educational Trips
Guidance; Health and Safety Policy; Rewards and Sanctions; School Code of
Conduct

Safe Recruitment

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

To this end the School has put in place safe recruitment procedures for all
staff directly employed by UCS and updates these in light of changing
legislative requirements, such as the introduction of the Safeguarding Agency.
Before employment is confirmed, all staff are checked for their suitability to
work with children through the Criminal Records Bureau at Enhanced Level.
All referees are asked to confirm that they know of no reason why a candidate
should not work with children under the terms of the Children Act. Agencies
working on behalf of the school, such as travel firms or school trip organisers,
must ensure CRB clearance of their employees and notify the school of
satisfactory compliance. The school is required to report to the Independent
Safeguarding Authority (ISA) within one month of leaving the school any
person (whether employed, contracted, a volunteer or a student) whose
services are no longer used because he or she is considered unsuitable to
work with children. Such reports will include as much evidence about the
circumstances of the case as is possible. The address for referrals is P.O.
Box 181, Darlington, DL19FA; telephone: 0300 123 1111.



Promoting the Welfare of Pupils

There are three main elements to this aspect of the UCS Child Protection

Policy, all of which are integral to the wider aims and the daily programme and

conduct of school life.

a. Prevention. This underlies the positive school atmosphere, the way that
teaching and learning are conducted and the pastoral provision for pupils.

b. Protection. This is explicit and implicit in the agreed procedures of school
life and the direct attention paid to the way that staff respond appropriately
and sensitively to concerns related to child protection and pupil welfare.

c. Support. This represents the help and practical assistance given to pupils
and others who have been abused or feel that that they have been victims
of similar maltreatment.

Defining Child Abuse

The law recognises four broad categories of abuse, all of which relate to
children and young people under the age of 18. The maltreatment may fall
into more than one category.

Physical abuse: Any form of physical injury where there is definite
knowledge or reasonable suspicion that the injury was deliberately inflicted or
knowingly not prevented by any person having custody of the child. Physical
abuse may involve hitting, shaking, throwing, poisoning (including giving a
child inappropriate drugs or alcohol), burning or scalding, drowning,
suffocating or otherwise causing physical harm to a child. Physical harm may
also be caused when a parent or carer fabricates or deliberately induces
illness in a child.

Sexual abuse: Sexual abuse involves forcing or enticing a child or young
person to take part in sexual activities, whether or not the child is aware of
what is happening. The activities may involve penetrative acts or non-
penetrative acts. This may include non-contact activities, such as involving
children looking at, or in the production of, pornographic material or watching
sexual activities or encouraging children to behave in sexually inappropriate
ways.

Neglect: This is the persistent failure to meet a child’s basic physical and/or
psychological needs, likely to result in the serious impairment of the child’s
health and development. Neglect may involve a parent or carer failing to
provide adequate supervision, or the failure to ensure access to appropriate
medical care or treatment. It may also include neglect of, or unresponsiveness
to, a child’s basic emotional needs.

Emotional abuse: This is the persistent emotional maltreatment of a child
such as to cause severe and persistent adverse effects on the child’s
emotional development. It may involve conveying to children that they are
worthless or unloved, inadequate, or valued only insofar as they meet the
needs of another person. It may feature age or developmentally inappropriate



expectations being imposed on children. These may include interactions that
are beyond the child’s developmental capability, as well as overprotection and
limitation of exploration and learning, or preventing the child participating in
normal social interactions. It may involve seeing or hearing the ill-treatment of
another. It may involve serious bullying, causing children frequently to feel
frightened or in danger, or the exploitation or corruption of children. Some
level of emotional abuse is involved in all types of maltreatment of a child,
though it may occur alone.

The Response of the School to Allegations of Child Abuse

UCS seeks to act as best it can to protect all pupils in its care. Although the
school is not an investigation or intervention agency, it does acknowledge
that it may have an important role to play in the recognition and referral stage
of child abuse. Teachers and non-teaching staff at UCS are patrticularly well-
placed to observe outward signs of abuse, changes in behaviour or failure to
develop, by virtue of their day-to-day contact with children. All adults working
with children have a responsibility to protect children.

Where any member of staff or parent suspects that a pupil is subject to
any of these categories of abuse or has a disclosure of such abuse
made by the pupil to him or her, then it is the duty of that person to
report the matter immediately and in complete confidence to the Child
Protection Officer and the Head of the school.

Where it is clear that a pupil is being bullied by another pupil or by a group of
pupils, action will be taken by the school according to the procedures set out
in the Anti-Bullying Policy. If it alleged or known to be the case that a pupil is
being abused by another pupil or pupils, or by any adult, inside or outside the
school, the Head will request a written statement of the circumstances that
give rise to suspicion, in consultation with the appropriate Child Protection
Officer, and, where it is helpful, other agencies, including the nominated
Governor and the school's Medical Officer, will judge how to proceed. All
allegations of child abuse which fall within the categories described will be
reported immediately (within 24 hours) to the designated Officer of the Local
Authority (London Borough of Camden.). It must be emphasised that it is not
the school's responsibility to investigate the reliability of allegations of this
kind. Parents, pupils and others may approach the Department directly.
Contact details appear at the beginning of this policy.

If an allegation of abuse is made against a member of staff or other employee
of the school, or a person working as a volunteer at the school, a written
statement of the nature and circumstances of the alleged abuse should be
agreed and signed by the pupil concerned under the supervision of the Head
who in this instance assumes the role of Child Protection Officer. If the Head
is satisfied that there is a case to answer, then the matter becomes one of
staff discipline and will be referred through the nominated Governor and the
Chairman to an appropriate committee of Council. The employee is likely to
be suspended from service (on full pay) while the issue is considered and will



be entitled to legal representation. Should an allegation be made against the
Designated Teacher with responsibility for Child Protection, the member of
staff receiving the allegation should immediately inform the Head. If the Head
is absent the information must be passed on to the Chairman of Council.
Should an allegation be made against a Head, it should be reported to the
Child Protection Officer who will pass this directly to the Chairman of Council.
He will receive any written statements and take responsibility for the
subsequent process. Again, in cases of this nature, the matter will be reported
immediately to the designated Officer of the Local Authority.

All consideration of allegations of abuse and maltreatment will be treated with
the utmost discretion. Where written statements or records exist, they will not
be stored in files to which access is open.



Annex 1 — Guidelines for Staff
How do | recognise child abuse?

As well as obvious non-accidental injuries, injuries which are not consistent
with the explanation given and incidents reported by others, the following
signs may be significant in the light of other concerns:
e Unusual tiredness, inappropriate clothing, poor personal hygiene
e Change in appetite — unusual increase or loss
e Unexplained patterns of absence or lateness
e Sudden behaviour or mood changes — panic attacks, hyperactivity,
extreme passivity, depression
e Acting out — aggressive, disruptive, unacceptable or inappropriate
behaviour which may indicate stress or turmoil
e Reluctance to change for games or swimming
e Fear of medical treatment
e Telling of a “friend with a problem of abuse”

It is important that these factors should not be seen in isolation but considered
within the context of the child’s overall demeanour and the parent/child
relationship. They are clues which should alert us to possible problems.

In addition to the above, the following may be symptomatic of sexual abuse:
Delayed or no learning progress, low self-esteem, acting in a sexually
inappropriate way towards adults and/or peers, unease or unusual behaviour
with adults, sexualised drawings, self-injury, distinct changes in behaviour.

What should I do if | suspect that a child has been abused or is at risk?

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

Say nothing to the parent/care at this stage, unless the information
comes from them.

Listening to young people — these skills are based on basic counselling
techniques:

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

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

Confidentiality — Never promise confidentiality. Be prepared for this
request and rehearse your response in advance, e.g. “I am only too ready to
listen but at this point | can’t promise confidentiality....”

Reassurance — Acknowledge their courage in telling you but do not say, “It
will be OK now.” And do not apportion blame to anyone.



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

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

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

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

How will | know what has happened as a result of the referral?
The Child Protection Officer will ensure that you are informed of the outcome.
Will I be personally liable if my concern proves unfounded?

NO — You were merely reporting a concern, not making an accusation. Any
legal responsibility is the School’s and you will only be criticised for failing to
follow the procedures.

I'll deal with this when | have more time.

Don’t delay. Delays may literally be fatal. Ask yourself this question, “What is
the worst thing that can happen if | do not act?” Make this a priority.

What support is available to staff?

The Child Protection procedures have been designed to foster a supportive
structure for those staff who have to deal with the victims of abuse. It would
be wrong and damaging to ignore the emotions that are generated by this
experience. You should never feel that you are without support when you are
closely involved with such cases.

What should | do if a pupil alleges that they have been abused by a
member of staff?

Listen to the child, reassure them, make a careful note of what the pupil has
to say, do not quiz the child and say nothing to the alleged abuser or the
child’s parents. Allegations must be reported to_the Head. The Head
automatically assumes the role of Child Protection Officer in cases
where allegations involve staff. In order to ensure the child’s safety and to
protect innocent staff from malicious allegations, it is vital that you exercise
complete discretion in these circumstances. Should the allegation concern




the Head, it should be reported at once to the Child Protection Officer who will
then refer the matter to the Chairman of Council



Annex 2 — Staff/Pupil Relations

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

1. Individual interviews with pupils

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

2. Transport of pupils
Colleagues should not give lifts in their cars to individual pupils. If this is
unavoidable, the pupil should travel in the back seat.

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

4. Outings

Colleagues should not take individual pupils on any outings. In the Senior
School for an outing of one day or less, one adult may supervise up to 15
pupils. Any overnight trip must be accompanied by at least two adults.
Equivalent arrangements for Junior Branch and Phoenix pupils are set out in
the Staff Handbooks. Guidance about the use of consent forms for out-of-
school activities to be completed by parents/guardians is also set out in the
Staff Handbooks and should be followed scrupulously.

1% November 2010
Review Date: Autumn 2011



Complaints Procedure

There may be occasions on which parents wish to draw to the school’s
attention a matter of concern regarding their son’s or daughter’s education or
happiness at school. All such complaints will be treated seriously and, as far
as possible, confidentially (except in so far as is required of the school by the
Education [Independent Schools Standards] Regulations of 2003). Our aim is
always to resolve such issues quickly, informally and personally.

There have been 0 (zero) formal complaints in the previous academic
year.

Informal resolution

It is hoped that all complaints and concerns will be resolved as early and as
informally as possible. Where parents have a complaint, it should initially be
discussed with an appropriate member of staff (normally the Form Teacher). If
this member of staff is unable to resolve the matter alone, it may be
necessary for him/her to consult the Deputy Head or the Headmistress.

Whenever a complaint is received, a written record will be kept by the teacher
who receives the complaint, logging its nature and the date on which it was
received. If the matter has not been satisfactorily resolved within fourteen
days, then parents may choose to proceed to a formal resolution of their
complaint. The procedure for this is outlined here.

Formal resolution

If the matter cannot be resolved informally, then parents should put their
concern in writing to the Headmistress, who will decide the appropriate course
of action. A full record will be kept of the complaint and of the action taken in
respect of it. It is likely that the Headmistress will wish to meet personally with
the parents in order to discuss the matter, normally within seven days of
receiving the complaint. It may be that the matter can be resolved at this
meeting, or the Headmistress may think it necessary to carry out further
investigations. She will always keep the parents fully informed (by letter,
telephone, or in person) of the ways in which the issue is being handled.




When the Headmistress has reached her decision, the parents will be
informed in writing, with a full account of the Headmistress’s reasoning.

Resolution assisted by Council

The Headmistress may, if she chooses, pass the complaint to Council to aid
the process of formal resolution. She will inform the parents if she thinks that
this course of action will be helpful and appropriate. The Chairman of Council
will then identify two members of Council who will receive copies of all
relevant papers from the Headmistress and will meet privately with the
parents to hear the complaint, and with other affected parties. The
involvement of members of Council at this stage is not investigatory, but is
rather to assist the Headmistress and the parents to reach agreement in the
matter and to decide upon an effective process of resolution.

Independent resolution

If parents are not satisfied with the Headmistress’s decision, they may pass
their complaint on to the Council of UCS who will establish an appropriate
Panel to consider the matter. The particular arrangements for this stage of the
procedure will be communicated to parents at the time.

The Panel will normally comprise three persons, two of whom are members of
the Council of UCS and one of whom shall be independent of the
management and running of the school. Members of the Panel will be
appointed by the Council of UCS. Hearings will normally be held within 28
days of the approach to Council. The parents will be invited to attend, and
have a right to be accompanied by one other person (this may be a relative,
teacher or friend; legal representation will not normally be appropriate). Other
relevant evidence may be heard.

If possible, the Panel will resolve the complaint immediately without the need
for further investigation. Where further investigation is required, the Panel will
decide how it should be carried out. After due consideration, the Panel will
reach a decision and may make recommendations. This process will normally
be completed within seven days of the hearing. The Panel will write to the
parents informing them of its decision and of the reasons for it. Any further
recommendations will also be sent in writing to the parents, the Headmistress,
the Council of UCS and, where relevant, the person complained of. The
decision of the Panel will be final.

This document applies to The Phoenix including Early Years Foundation
Stage.

For parents of children in the Early Years Foundation Stage an official
complaint may also be made to OFSTED www.ofsted.gov.uk and/or the ISI
(Independent Schools’ Inspectorate) www.isi.net

Return to Index




The Phoenix School
Curriculum Policy

THE PHOENIX SCHOOL

Overview Statement

This policy sets out the school’s aims, principles and procedures for the
delivery of the curriculum at The Phoenix School. It reflects the values
and philosophy of The Phoenix School and it gives a framework for staff,
both teaching and non-teaching. This policy is intended to be used in
conjunction with the schemes of work for each subject that give details of
what pupils in each age group will cover. This policy was developed in
the Autumn term 2008 by the Headmistress and The Phoenix SMT. It
was formally adopted from November 1% 2008.

Principles

The Phoenix School seeks to support their pupils by offering a curriculum
that is broad and balanced and appropriate to the pupils’ ages, abilities
and aptitudes. As part of the UCS Foundation, IAPS and ISC, The
Phoenix School values its freedom to make decisions relating to the
curriculum, utilising the National Curriculum, the professionalism of its
staff and educational best practice to inform its decisions.

Our curriculum includes the various extra-curricular activities that are
organised in order to enrich the children’s experience as well as the
‘hidden curriculum’ — what the children learn from the way they are
treated and expected to behave. Our curriculum is all the planned
activities that we organise in order to promote learning and that enable
personal growth and development. We want children to grow into
positive, responsible people, who can work and co-operate with others
while at the same time developing their knowledge and skills in order to
achieve their true potential. Accordingly, The Phoenix School provides an
educational environment which is caring, friendly, well-structured, positive
and academically challenging to each individual pupil.




Values

Below are the main values of our school, upon which we have based our
curriculum. These are not in any order of importance as all these values
are of equal importance to us.

e We value children’s uniqueness, we listen to the views of individual
children, and we promote respect for other cultures and religions.

e We value the spiritual and moral development of each person, as well
as their intellectual and physical growth.

e We value the importance of each person in our community, and we
organise our curriculum to promote inclusion, co-operation and
understanding among all members of our community.

¢ We value the rights enjoyed by each person in our society. We
respect each child in our school for who they are, and we treat them
with fairness and honesty. We want to enable each person to be
successful, and we provide equal opportunities for all our pupils.

e We will strive to meet the needs of all our children.

e We value our environment, and we want to teach our pupils, through
our curriculum, how we should take care of the world, not only for
ourselves, but also for future generations.

Aims
The aims of our school curriculum are:

e to enable all children to learn, and develop their skills, to the best of
their ability;

e to promote a positive attitude towards learning, so that children enjoy
coming to school, and acquire a solid basis for lifelong learning;

e to motivate pupils by arousing a sense of curiosity and wonder;

e to teach children the basic skills of literacy, numeracy and information
and communication technology (ICT);

e to enable children to be creative and to develop their own thinking;

e to teach children about the developing world, including how their
environment and society have changed over time;

e to appreciate and value the contribution made by all ethnic groups in
our multi-cultural society;

e to be aware of the importance of their own positive contribution to
society and their responsibilities as members of a local community
and a global society;

e to teach children to have an awareness of their own spiritual
development, and to distinguish right from wrong;

e to help children understand the importance of truth and fairness, so
that they grow up committed to equal opportunities for all;

e to enable children to have respect for themselves and high self-
esteem, and to live and work cooperatively with others;




Procedures
Organisation and planning

We plan our curriculum in three phases. We agree a long-term plan for
each key stage. This indicates what topics are to be taught in each term,
and to which groups of children. We review this long-term plan on an
annual basis at the end of the Summer term.

Through our medium-term plans we give clear guidance on the objectives
and teaching strategies for each topic. Each subject has schemes of work
through which are articulated the areas of study. We also use the national
schemes of work for much of our medium-term planning in the foundation
subjects.

Our short-term plans are those that our teachers write on a weekly or
daily basis. We use these to set out the learning objectives for each
session, and to identify what resources and activities we are going to use
in the lesson.

In the Early Years Foundation Stage, we adopt an inter-disciplinary topic
approach to curriculum planning. We plan the curriculum carefully, so that
there is coherent and full coverage of all aspects of the National
Curriculum and early learning goals. We ensure that there is planned
progression in all curriculum areas and this is based on children’s
interests and the continual evaluation and evolvement of medium term
plans.

In Key Stage 1 we teach the foundation subjects separately. This means
that, for example, a child may concentrate in one teaching block (a half-
term in Pre-Prep) on a history topic, then switch to a greater emphasis on
geography in the next teaching block. Thus, in due course, each child has
the opportunity to experience the full range of National Curriculum
subjects.

Curriculum Policy Guidance

The Phoenix School plans the schemes of work with reference to the
National Curriculum. Although the National Curriculum prescriptions are
not followed in detail we aim to deliver a broad, balanced and challenging
curriculum to prepare our pupils for transfer to the next key stage.

Pupils entering the Primary department come mainly from our Phoenix
Nursery. All pupils commence their Reception year in September as there
is not a second intake during the year. The aim of the Reception
curriculum is to ensure equal access to the Early Years Foundation Stage
learning objectives whilst also taking account of previous learning
experiences and individual rates of development.

Phoenix pupils study PSHE, English, Maths, Science, ICT, Geography,
History, French, Music, Art, Design Technology, Physical Education and




Games. All subjects are taught in mixed-ability groups with appropriate
levels of differentiation and extension.

Extension Learning Opportunities

The Phoenix School offers a wide and varied programme of cultural and
sporting activities which support and extend the curriculum.

The curriculum and inclusion

The curriculum is designed to be accessed by all children who attend the
school. If we think it necessary to modify some children’s access to the
curriculum, in order to meet their needs, then we do this only after their
parents have been consulted.

If children have special needs, our school does all it can to meet the
individual's needs, and we comply with the requirements set out in the
SEN Code of Practice. If a child displays signs of having special needs,
then his/her teacher makes an assessment of this need in consultation
with the Learning Support Co-ordinator. In most instances the teacher is
able to provide the resources and educational opportunities that meet the
child’s needs, within normal class organisation. If a child’s need is more
severe, we consider the child for a statement of special needs, and we
involve the appropriate external agencies in making an assessment. We
always provide additional resources and support for children with special
needs where possible.

The school provides an Individual Educational Plan (IEP) for each of the
children who are on the Special Needs Register. This sets out the nature
of the special need, and outlines how the school will aim to address it.
The IEP also sets out targets for improvement, so that we can review and
monitor the progress of each child at regular intervals.

The Early Years Foundation Stage

The curriculum that we teach in our Nursery and Reception classes
meets the requirements set out in the Early Years Foundation Stage. Our
curriculum planning focuses on the Early Learning Goals, as set out in
these documents, and on developing children’s skills and experiences.

Our school fully supports the principle that young children learn through
play, and by engaging in well-planned and structured activities.

We are well aware that all children need the support of both the parents
and the teachers to make good progress in school. We strive to build
positive links with the parents of each child, by keeping them informed
about how the children are being taught, and how well each child is
progressing.




Key skills

The following skills have been identified as key skills in The Phoenix
School curriculum:

communication (speaking and listening)
application of number

information technology

working with others

improving one’s own learning and performance
application of thinking skills

problem-solving.

In our curriculum planning we emphasise these skills, so that the
children’s progress in all of these areas can be identified and monitored.
Teachers in all subject areas seek to contribute to a child’s progress in
these skills because we believe that all children need to make good
progress in these areas if they are to develop their true potential.

The Role of the Subject Co-ordinator
The role of the Subject Co-ordinator is to:

provide a strategic lead and direction for the subject;

support and advise colleagues on issues related to the subject;
monitor pupils’ progress in that subject area;

provide efficient resource management for the subject.

have an awareness of the schemes of work from EYFS to KS1
report to the Headmistress on the strengths and weakness of the
subject and the strategies for improvement

The school gives Subject Co-ordinators non-contact time each term, so
that they can carry out their duties. It is the role of each Subject Co-
ordinator to keep up to date with developments in their subject, at both
national and local level. They review the way the subject is taught in the
school, and plan for improvement. This development planning links to
whole-school objectives. Each Subject Co-ordinator reviews the
curriculum plans for the subject and sees that progression is planned into
schemes of work.

Monitoring and review

The Form Teachers and the Subject Specialist Teachers are responsible
for the day-to-day organisation of the curriculum. Within their department,
they monitor the weekly lesson plans, ensuring that all classes are taught
the full requirements of the agreed schemes of work, and that all lessons
have appropriate learning objectives.




Subject Co-ordinators and The Phoenix SMT monitor the way the
subjects are taught throughout the school. They examine long-term and
medium-term planning, and ensure that appropriate teaching strategies
are used. Subject co-ordinators also have responsibility for monitoring the
way in which resources are stored and managed.

This policy is monitored by The Phoenix Senior Management Team and
will be reviewed every two years, or before if necessary.
Signed:

Date: November 1% 2008

Review date: Autumn term 2010
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The Phoenix School Data Protection
Policy Statement (including EYFS)

The Phoenix School is committed to safeguarding and promoting the
welfare of children, along with their protection and expects all staff and
volunteers to share this commitment.

In order to function properly as a school, The Phoenix needs to collect
and use information about staff, pupils, parents and other individuals
who come into the school. Furthermore, The Phoenix is obliged to
collect and use personal information to fulfil its obligations to the DfE
and other bodies. In whichever way this information is collected and
used, The Phoenix is bound by the safeguards that are legally binding
in the Data Protection Act, 1998.

School Procedures

Between those employed by the school, and accountable to the
Headmistress, it is recognised that the fullest sharing of information
between those responsible for the teaching, welfare and care of the
pupils leads to the most benefit for the pupils. For example, information
about the bereavement of a close family member should be shared by
all those likely to come into contact with the pupil in order for
appropriate care and support to be established.

All such information should be kept confidential between members of
staff within the School and not shared with others.




Access to Information

All staff and other individuals have the right to access information held
on computerised or manual records that relates to them.

All pupils or their parents, or where appropriate a person legally acting
on a pupil’'s behalf, have the right to access information held on
computerised or manual records that relates to themselves or their
child.

For example, parents may be given free access to developmental
records about their child (for example, the EYFS Profile). However, a
written request must be made for personal files on the children and
providers must take into account data protection rules when disclosing
records that refer to third parties.

In addition, pupils and their parents, or where appropriate a person
legally acting on a pupil’'s behalf, are also entitled to be given a
description of the personal information which makes up the school
record, together with details of the purposes for which the information is
processed, the sources of the information, and the institutions,
organisations, agencies or individuals to which the information may be
disclosed.

Further information about the Data Protection Act (1998) can be
obtained from the Commissioner’s web site
(www.dataprotection.gov.uk), requested from an information line (01625
545745), or by post from: The Office of the Information Commissioner,
Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF.




The Phoenix School
Internet Permission Letter
(Electronic Communication Policy, E-Safety)

THE PHOENIX SCHOOL

Dear Parents,
Internet Access for Pupils

As part of the school’s ICT programme, we offer pupils
supervised access to the Internet. Before the school allows
students to use the Internet they must obtain parental
permission.

Various projects have proven the educational benefits of
Internet access, which will enable pupils to explore thousands of
libraries, databases and bulletin boards. We believe that the
benefits to pupils from access to the Internet, in the form of
information resources and opportunities for collaboration,
exceed any disadvantages. However, as with any other area,
parents and guardians of minors are responsible for setting and
conveying the standards that their children should follow when
using media and information sources. The school, therefore,
supports and respects each family’s right to decide whether or
not to apply for access.

Please complete and return to your child’s Form Teacher as soon as possible.

Yours sincerely,

Mrs Lisa Mason-Jones
Headmistress



Internet Permission Slip

| grant permission for my son/daughter to use the Internet as part of the ICT
curriculum at The Phoenix School, under the direction of the ICT Teacher.
Name of pupil:

Form:

Signature of Parent:

Date:

Please complete and return to your child’s Form Teacher as soon as possible.

Return to Index]




Equal Opportunities

In accordance with its ethos, UCS is committed to ensuring that the resources
and talents of all its staff and pupils are utilised to the full and that no job
applicant, employee or pupil receives less favourable treatment in any aspect
of employment or of education on the grounds of gender, ethnic origin,
nationality, colour, religious belief, marital status, sexual orientation, socio-
economic grouping, disability, learning difficulty or health problem which
cannot be shown to be relevant to performance in the job or position within
the School.

In order to achieve this, the School will implement a positive action

programme requiring that:

e Selection procedures, both for pupils and staff, are periodically evaluated
and reviewed.
Employment terms, conditions and benefits as well as facilities and
services offered as a consequence of employment are regularly reviewed.
Opportunities for in-service training are available to staff to enhance their
understanding of equal opportunities within schools.
Any individual who believes that he or she has experienced inequitable
treatment within the scope of this policy will have the right to draw this to
the attention of the Headmistress.
All staff and pupils experience equality of opportunity and encouragement
to progress their career within the School and so realise their potential to
the fullest extent possible.

Responsibility for the practical application of this policy lies with all members
of the school community. Specific responsibility falls upon the Headmistress,
The Phoenix SMT, the Bursar and those involved in recruitment, selection and
promotion of staff and pupils. Deliberate breach of the policy will be treated as
a disciplinary matter.

Admissions
UCS is a selective school. Applicants are normally required to sit for academic

assessments and to be interviewed before a decision can be made regarding
their admission.




In accordance with our equal opportunities policy, such decisions will not take
any account of factors such as an applicant’s ethnicity, religion, family
circumstances, socio-economic grouping etc.

In the case of disabled candidates, or those with serious health problems, the
Headmistress will discuss the case with the candidate’s family before
academic assessments take place. The policy of the school is to consider all
such candidates equally unless it can be shown that the extent of their
disability or illness would make it impossible, if admitted, for the school to fulfil
its duty of educational provision to this pupil or to others.

Those with recognised learning difficulties will be considered alongside all
other candidates. Parents are asked to provide the school with relevant
information before assessments are held. This will be taken into account
when decisions regarding admissions are made. Such candidates may be
permitted to write their assessments using a portable computer. Additional
time is not offered.

Once admitted to the school, all pupils have full and equal access to all

elements of the curriculum, regardless of any disabilities or learning difficulties
which they may experience.

Physical Access for the Disabled

The nature of the UCS site means that some areas are not fully accessible to
those with certain disabilities. In planning developments to the site, every
effort is made to improve access. New buildings are designed with the aim of
ensuring easy access for all.

The school is keen to provide the fullest support and assistance to disabled
pupils, visitors, staff and parents.
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Temporary and Permanent Exclusion

More serious offences may lead to a student’s temporary exclusion
from school. Parents will always be informed by the Headmistress
when this is being considered. Serious though such punishment
clearly is, our aim will be to keep the period of suspension as short
as is compatible with the disciplinary offence concerned.

In the most extreme circumstances, the Headmistress may feel it
necessary to exclude a pupil permanently from the school.
Although the student’s best interests will always be taken into
consideration, the interests of others in the school and the nature
of the particular offence will carry considerable weight. Parents will
always be invited to meet the Headmistress when such a decision
is being considered and before it is made.

Whenever permanent exclusion is adopted as a punishment,
parents have a right to appeal against the Headmistress’'s
decision. Such appeals must be directed to the Council of UCS
who will inform the parents of the procedure for hearing the
appeal.
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The Phoenix School
Gifted and Talented Policy

THE PHOENIX SCHOOL

Overview Statement

This policy sets out the school’s aims, principles and procedures in relation to
children who are ‘gifted’ or talented’. It reflects the values and philosophy of The
Phoenix School and it gives a framework for staff, both teaching and non-teaching.
The policy was developed during the Summer Term 2009 by the Headmistress and
the Phoenix SMT. It was formally adopted from July 1st 2009.

Principles

We believe in providing the best possible opportunities for pupils of all
abilities. We plan our teaching and learning so that each child can aspire to
the highest level of personal achievement. The purpose of this policy is to
help to ensure that we recognise and support the needs of those children in
our school who have been identified as 'gifted' and/or 'talented’' according to
national guidelines.

According to national guidelines, the terms are distinguished as follows:

'Gifted’ refers to a child who has a broad range of achievement at a level
well above average, typically in the more academic subjects;

‘Talented’ refers to a child who excels in one or more specific fields, typically
those that call for performance skills, such as sport or music, but who does
not necessarily perform at a high level across all areas of learning.
Approximately 10 per cent of the children in our school will be considered as
gifted and/or talented. Provision will made for these children within the
normal class teaching, but sometimes we will provide enrichment or
extension activities to promote their skills and talents still further

While we recognise and cater for these particular categories of children in our
school, at the same time, we respect the right of all children, irrespective of
differences in ability, to access various areas of learning, both for their self-
fulfilment, and for their eventual development into active and responsible adults. We
value the individuality of all our children.




Our aims are to:

ensure that we recognise and support the needs of all our children;

enable children to develop to their full potential,

offer children opportunities to generate their own learning;

ensure that we challenge and extend the children through the work that we set
them:;

encourage children to think and work independently.

Identification of gifted and talented children

We use a range of strategies to identify gifted and talented children. The
identification process is ongoing, and begins when the child joins our school. Each
child's pre-school record gives details of achievements and interests in particular
areas. Discussions with parents and carers enable us to add further details to these
records.

Children undergo PIPS assessment within Reception. This gives information about
their developing skills and aptitudes across several areas of learning. This
information is used when planning for the needs of any children who are identified
as gifted or talented at this stage. Specific targets may also be set and these are
adjusted and reviewed as a result of regular standardised assessment as the child
progresses through the school. We compare the information from these tests with a
range of national data, in order to ensure that each child is making appropriate
progress. Teachers also discuss the children's progress with parents and carers at
regular consultation evenings, and report on each child's progress in December
and July.

Aptitudes in English and Mathematics

Gifted children in English are identified when they:

demonstrate relatively high levels of fluency and originality in their conversation;
use research skills more effectively to synthesise information;

enjoy reading, and respond to a range of texts at a more advanced level;

use a wider vocabulary, and enjoy working with words;

see issues from a broader range of perspectives;

use more advanced skills when engaged in discussion.

Gifted children in mathematics are identified when they:

explore a broader range of strategies for solving a problem;

are more curious when working with numbers and investigating problems;
see solutions more quickly, without needing to try all the options;

look beyond the question in order to hypothesise and explain;

work more flexibly, and establish their own strategies;

enjoy manipulating numbers.




Teaching and learning

Our teachers plan carefully to meet the learning needs of all our children. We give
all children the opportunity to show what they know, understand and can do, and
we achieve this in a variety of ways when planning for children's learning, such as
through

e a common activity that allows the children to respond at their own levels;

e an enrichment activity that broadens a child's learning in a particular skill or
knowledge area;

e an individual activity within a common theme that reflects a greater depth of
understanding and higher level of attainment;

e the opportunity for children to progress through their work at their own rate of
learning.

Children are familiarised with a variety of organisational strategies as they move through
the school. These strategies can be used by all children, but give due scope to higher
achievers.

We offer a range of extra-curricular activities for our children. These activities offer higher
achievers the opportunity to further extend their learning in a range of activities.
Opportunities include choir, chess, gymnastics and Art club. Learning is also enriched
through regular homework activities linked to the work being undertaken in classes. This
offers teachers a further opportunity to set work at the level of individual children.

The children will also have the opportunity to experience a range of educational visits that
further enrich and develop learning.

Management strategies

There is a nominated teacher who coordinates the provision and practice within the school
for gifted and talented children. The Gifted and Talented Co-ordinator's role includes:

e running a register of gifted and talented pupils, and keeping it up to date;

e monitoring teachers' planning to ensure that suitable tasks and activities are being
undertaken across all curriculum areas by the higher achievers;

regularly reviewing the teaching arrangements for these particular children;
monitoring their progress through termly discussions with teachers;

supporting staff in the identification of these children;

providing advice and support to staff on teaching and learning strategies;

liaising with parents and carers on related issues.




Monitoring and review

The co-ordinator for our provision for gifted and talented pupils provides feedback to the
SMT on a regular basis. The monitoring includes feedback from parents/carers and
children.

The Gifted and Talented Co-ordinator reviews samples of work from the higher achievers,
in order to demonstrate the standards that they are achieving. We use these examples to
inform the process of identifying gifted and talented children.

This policy will be reviewed every two years, or earlier if necessary.

Signed:

Date: July 1°' 2009

Review date: Autumn term 2010
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The Phoenix School
Homework Policy

THE PHOENIX SCHOOL

It is The Phoenix School’s policy that homework should not be onerous. It
should be designed to allow for flexibility and reflect the differing development
levels and varied academic needs of the child. At The Phoenix we recognise
that our children have a long and often demanding academic programme
each week and that sufficient time must be allowed for recreation and the
pursuit of extra-curricular interests.

Homework is intended to provide a bridge between home and school and to
give parents an insight into what their children have been learning in the
classroom. Clear guidelines should always be given in relation to the
homework task set so that children begin to develop good independent work
habits at an early age. The setting of homework as a means of completing
‘unfinished tasks’ or as a way of learning lists ‘by heart’ is discouraged.
Children are encouraged to take responsibility for the completion and handing
in of their homework.

Set homework at The Phoenix School should fulfil one or more of the
following purposes:

e To allow children to explore a topic in more depth which has already
been introduced.

e As a means of practising fundamental skills.
e To enable children to share what they have covered at school with their
parents.



A typical week’s homework for each year group at The Phoenix School is
shown below:

Monday Tuesday | Wednesday | Thursday Friday
Reception | Word Word Jolly
Term 1 boxes boxes Phonics
Sounds
Reception | Reading Reading Dictation
Term 2
Reception | Reading Reading Dictation &
Term 3 Reading
Year 1 Reading Reading Reading Reading Reading
Terml Spellings Maths
Spellings
Year 1 Reading Reading Reading Reading Reading
Term 2 Spellings Maths
Spellings
Year 1 Reading Reading Reading Reading Reading
Term 3 | Spellings Maths
Spellings
Year 2 Reading Reading Reading Reading Reading
Terml Spellings Maths Literacy
Year 2 Reading Reading Reading Reading Reading
Term 2 Spellings Maths Literacy
Year 2 Reading Reading Reading Reading Reading
Term 3 Spellings Maths Literacy

Monitoring and review

The Headmistress and The Phoenix SMT are responsible for the monitoring
of homework throughout the school. This policy will be reviewed every two
years, or before if necessary.

Signed:

Date: November 1% 2008

Review date: Autumn term 2010

Return to Index]




The Phoenix School
Library Policy

THE PHOENIX SCHOOL

Overview Statement

‘What we learn from good books and other resources becomes part of us.’
Library Association

Our curriculum is designed to cultivate an enjoyment of learning, and a
commitment to it, thus creating the right climate in which to encourage and
stimulate the best possible progress, and the highest possible attainment, by all
our pupils. The role of our school library is central in supporting our children’s
learning, as it plays a key role in helping them develop their communication and
information-handling skills. It also offers them a view of the world that is free
from stereotypes, with equality of opportunity for all.

By offering them the opportunity to take responsibility for their own learning, our
library helps children on their way to becoming independent and lifelong
learners. The resources in our library support the aims and objectives of the
Early Years Foundation Stage and the National Curriculum, promoting the
ability in children to read fluently a range of literary and non-fiction texts, and to
reflect critically on what they read.

Principles

The aims of our library are:

e to extend children's learning experiences by providing a welcoming,
convenient and comfortable place where children can read and study.

e to develop children's skills as independent learners through the provision
of book, internet and other multimedia material that can be used for
class, project and independent study.

e to support teaching and learning by being the focus of
information/learning skills teaching in the school.

e to enrich the curriculum by being a central resource supporting and
enhancing it.

e to encourage the love of literature and provide opportunities for wider
reading.

e to provide a friendly location outside the classroom and playground.




Procedures

Our library is a centre of learning. The resources within it promote inclusion for
all our children.

The physical environment of the library is designed to stimulate the exploration
of resources, both for work that has been set, and for personal study. It contains
purpose built shelving and seating.

The library has collections of fiction and non-fiction resources. These include
story sacks, DVD'’s, story tapes and role-play resources. We classify all the
non-fiction books according to topic areas and we use coloured stickers to
indicate the level of our individual reading books and ‘guided reading’ packs.

The library is open during normal school hours. The library is used for personal
or group work when an individual class is not using it.

Reading is further promoted through book related displays and events such as
author visits, ‘Book Week’, ‘World Book Day’ and ‘Festival Week'.

Our children further develop their library skills by being encouraged to use their
local public library.

Resources

The English Co-ordinator manages the school library and library resources
across the school.

The English Co-ordinator and all teachers are involved in the purchasing of
library resources and involve the children in this process. The English Co-
ordinator consults both staff and children when formulating the library
development plan. We use our library resources to promote the spiritual, moral,
social and cultural development of our children, and to reflect the needs of all
the pupils. There are books and other resources that challenge stereotypes to
do with disability, race and gender, and which offer positive images.

The school replaces between 5 and 10 per cent of the stock each year. This
ensures that the resources are in good condition, current and relevant to our
children’s needs.




Monitoring and review

The Phoenix SMT monitors and reviews the effectiveness of the library on an
annual basis, and presents a written report to the Headmistress.

This policy will be reviewed at least every two years.

Signed:

Date: November 1% 2008

Review date: Autumn term 2010
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The Phoenix School
Marking and Feedback Policy

THE PHOENIX SCHOOL

Introduction

At The Phoenix School, we take a professional approach to the tasks of marking
work and giving feedback on it. There will naturally be some differences in the
marking symbols and grading systems used by individual teachers, and the age of
the children will have to be taken into account. However, all children are entitled to
regular and comprehensive feedback on their learning. Therefore, all teachers will
mark work and give feedback as an essential part of the assessment process.

Principles

We mark children's work and offer feedback in order to:

show that we value the children's work, and encourage them to value it too;
boost the pupils' self-esteem, and raise aspirations, through use of praise and
encouragement. The main objective of marking and feedback is not to find
fault, but to help children learn. If children's work is well matched to their
abilities, then errors that need to be corrected will not be so numerous as to
affect their self-esteem;

give the children a clear general picture of how far they have come in their
learning, and how they can improve their work in the future;

offer the children specific information on the extent to which they have met the
lesson objective, and/or the individual targets set for them;

promote self-assessment, whereby the children recognise their difficulties, and
are encouraged to accept guidance from others;

share expectations;

gauge the children's understanding, and identify any misconceptions;

provide a basis both for summative and for formative assessment;

provide the ongoing assessment that should inform our future lesson-planning.



Values of marking and feedback

We believe that the following values should underpin all marking and feedback:

The process of marking and offering feedback should be a positive one, with
pride of place given to recognition of the efforts made by the child.

Marking and feedback is the dialogue that takes place between teacher and
pupil, ideally while the task is still being completed.

Marking should always relate to the lesson objective and, increasingly, the
child's own personal learning targets.

The child must be able to read and respond to the comments made, and be
given time to do so. Where the child is not able to read and respond in the
usual way, other arrangements for communication must be made.
Comments should be appropriate to the age and ability of the child, and may
vary across year groups and key stages.

Comments will focus on only one or two key areas for improvement at any one
time.

Teachers should aim to promote children's self-assessment by linking marking
and feedback into a wider process of engaging the child in his or her own
learning. This includes sharing the learning objectives and the key
expectations for the task right from the outset.

Whenever possible, marking and feedback should involve the child directly.
The younger the child, the more important it is that the feedback is oral and
immediate.

The marking system should be constructive and formative. A useful formula is
this: 'praise, advice on improvement, more praise'.

For one-to-one feedback (teacher to pupil) to be effective, sufficient mutual
trust must be established.

Feedback may also be given by a teaching assistant, or through peer review.
Group feedback is provided through plenaries too, and in group sessions.
Feedback will help a child to identify their key priorities for improvement and
the progress they are making towards personal targets.

Teachers will note errors that are made by many children and use them to
inform future planning.

Marking will always be carried out promptly, and will normally be completed
before the next lesson in that subject (although this may not always be
possible for longer pieces of work).

Implementing the Marking and Feedback Policy

The Phoenix School has explicit rules that apply to all pieces of work. Rules must
be followed by all those working with the children, including supply teachers and
support staff.

Rules and approaches to marking are as follows;

All work should be dated.
All work should have a title or learning intention.
All titles and heading should be underlined in pencil (Year 1 and 2)



The use of rubbers should be limited. In most case under the supervision/guidance
or by the teacher for the child.

Any mistakes should be crossed out by a single line.

If letters or digits are reversed a number of times the child practises by writing a line
of the digit or letter out at the end of the pieces of work (Reception and Year 1)
Felts pens should not be used in exercise books.

Comments should refer to the learning intention of the task and be read back to the
child.

Comments may be oral e.g. when working with a group or written formal or
informal.

The level of support the child received whilst completing a task may be noted on
the work i.e. 1:1 support, group work

Work must be marked using a green pen.

Staff are to follow the marking codes.

(See Appendix 1 Foundation Stage Marking Code, Appendix 2 Key Stage 1
Marking Code)

Written Feedback

Written feedback should be on a positive form, legible and clear in meaning. In
order to encourage a positive response, any negative comments must always be
followed up by a constructive statement on how to improve. Teachers can use
rewards, comments, stickers, stamps, stars, certificates and smiley faces to give
recognition and praise. Children should not receive the impression that things are
right when they are not; on the other hand, they should not be discouraged from
being adventurous for fear of having faults emphasised. Pupils work will be marked
using the codes, which should be displayed in the classroom for the benefit of all
teaching staff and parents.

The extent of the teacher's response to a piece of work is determined not by the
number of errors found in it, but by the teacher's professional judgement.
Consideration is given to what a particular child is capable of, what the next
learning stages involve, and what should now have priority.

Oral Feedback

Oral feedback is most powerful when pointing out successes and improvements. It
is usually interactive and developmental. In order for oral feedback to be most
effective it must be given immediately after or during the marking process. Where
pupils interact in the marking process, they will be all the more engaged and
receptive to correction. If marking is undertaken verbally or checked rather than
marked, or if no comment is necessary, work must be ticked or initialled to show
the teacher’s involvement.

Wherever possible, teachers should establish direct links between oral or written
praise and the class or school rewards systems.



Monitoring and review

We are aware of the need to monitor and update the school's Marking and
Feedback Policy on a regular basis, so that we can take account of improvements
made in our practice. We will therefore review this policy in two years, or earlier if

necessary. The Assessment Co-ordinator and The Phoenix SMT are responsible
for the monitoring of this policy.

Signed:

Date: May 1°' 2009

Review date: Autumn Term 2010
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The Phoenix School
NOT Policy

THE PHOENIX SCHOOL

The Phoenix School aims to highly value their NQTs and recognise the
positive contributions that they can make to our school community. By
sharing their fresh ideas and up to date knowledge with teaching colleagues,
an NQT can make an impact on the teaching and learning styles in the school
and also give opportunity for more experienced colleagues to reflect on their
own practice.

To support our NQTSs in their first year of teaching we follow the guidance and
procedures set out by the Independent School’s Council Teacher Induction
Panel. When possible, Induction Tutors for the forthcoming academic year
will attend the training provided by ISCtip to support their role as Induction
Tutors.

An NQT can be assured of the following during their Induction Year:

e The Phoenix School will take responsibility for registering the NQT with
ISCtip prior to beginning of the new academic year

e They will have opportunity to talk with the Headmistress with reference
to their Induction Year throughout the academic year, both formally and
informally

e They will have the full support of all academic and support staff whilst
they are completing their Induction Year

Please refer to ISCtip guidelines for a detailed explanation of Induction Year
procedures.

Signed:

Date: November 1% 2008

Review date: Autumn 2010
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The Phoenix School

Procedures for Activities
Off the School Premises

THE PHOENIX SCHOOL
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Section 1: General Information & Guidelines

These guidelines must be followed on all occasions on which pupils
leave the school premises on trips organised by The Phoenix teaching
staff. All necessary paperwork must be completed before the trip leaves.
Copies of all the relevant forms are available in the School Office.

Permission

1. All outings, however brief, must be discussed with the Headmistress
and/or Deputy Head for suitability. No commitments or firm bookings
should be made until the Headmistress and/or Deputy Head has
approved the trip

2. The Phoenix Outing/Trip Form (Appendix 1) must be filled in fully and
returned to the Headmistress in as far in advance as possible

3. A full Trip Risk Assessment form must be carried out for all trips
(Appendix 4)

4. One member of staff must be in overall charge of the trip i.e. Trip
Leader and they should prepare a Letter to Parents and a Parental
Consent Form providing parents/carers with all the necessary
information (See Appendix 2 and Appendix 3)

5. The Trip Leader must be aware of the relevant Emergency Procedures
(see Section 5: Emergency Procedures)

6. A first aid kit, mobile phone, emergency procedures information and
contact lists must be taken on every trip.

Staff : Pupil Ratio

The ratio of staff to children for ‘low risk’ activities is recommended to be 1:8.
It is assumed that the children will only participate in low risk activities.
However, a minimum of two members of staff should always accompany a
group whatever its size.

Adults who are not members of the staff at The Phoenix i.e. Parent Helpers,
may accompany a trip with the approval of the Headmistress. They are not to
be included in the Staff : Pupil Ratio.



The members of staff are in loco parentis at all times on a school trip and the
children should always be under the direct supervision of a member of staff.

Pupils must always
= Be accompanied, if it is necessary to leave the main party
= Know what to do if they become ‘lost’ or separated
= Be told the geographical boundaries in which they must
stay.

Role of Trip Leader
The Trip Leader should...

» undertake and complete the planning and preparation of the visit including
the briefing of group members and parents

» jdentify the school emergency contact, and ensure that she has a copy of
the emergency procedures

» undertake and complete a comprehensive risk assessment

= ensure the ratio of supervisors to pupils is appropriate for the needs of the
group

= ensure that all accompanying members of staff have details of the school
emergency contact and have a copy of the emergency procedures

= ensure that all members of the group are fully aware what the proposed
visit involves

= clearly define each member of staff's role and ensure all tasks have been
assigned

= ensure that the accompanying members of staff have the details of pupils’
special educational or medical needs which will be necessary for them to
carry out their tasks effectively

= ensure that adequate first-aid provision will be available

= be aware of child protection issues

= have enough information on the pupils proposed for the visit to assess
their suitability or be satisfied that their suitability has been assessed and
confirmed

= consider stopping the visit if the risk to the health or safety of group
members is unacceptable, and have in place procedures for such an
eventuality

» prepare a contingency plan for any delays, including a late return home

= take the mobile phone number of the coach driver in case of delay

= carry out headcounts of pupils at regular intervals, especially at
points of transition

Risk Assessment and Management

A risk assessment is not just a piece of tiresome bureaucracy. Teachers and
other staff in charge of pupils have a common law duty to act as any
reasonably prudent parent would do in the same circumstances - a duty of
care to make sure that the pupils are safe and healthy. A member of staff is
only protected by the law (and the school insurance policy) if they have
carried out a full written risk assessment.



Written risk assessment falls into 3 sections:

1. Generic — risks inherent in trips off the premises. Written and agreed
before the trip leaves.

2. Site-Specific — particular risks associated with the activity, site, venue
or circumstances. Written and agreed before the trip leaves.

3. Dynamic — risk assessment during the activity or trip e.g. changing
conditions, change of itinerary, fithess (physical, mental, attitudinal) of
party members to undertake the activity. Continuous note-making
throughout trip.

A full risk assessment exercise must be carried out for all trips. When
completed, it should be passed to the Headmistress for checking. Once
agreed, the risk assessment must then be carried on the trip.

The written risk assessment should inform and be informed by the itinerary for
the trip. However, risk assessment is an on-going process during a school
trip, and potential risks and strategies to reduce risk should be discussed
throughout the trip by the accompanying members of staff. The Trip Leader,
in consultation with the other accompanying members of staff, should take the
following factors into consideration when assessing the risks:

= the type of visit/activity and the level at which it is being undertaken

= the location, routes and modes of transport to be used

» the competence, experience and qualifications of accompanying staff

» the ratio of accompanying staff to pupils

= the suitability of the activity to the group members’ age, competence,

fithess and temperament

= gpecial educational and medical needs of staff and pupils

» the quality and suitability of available equipment

= seasonal conditions, weather and timing

= how to cope when a pupil becomes unable or unwilling to continue

= first aid provision

= emergency procedures and the steps to be taken in an emergency.

Epipens for anaphylaxis & inhalers for asthma

If any pupil or member of staff routinely carries an epipen for analphalaxis or
an inhaler for asthma they must carry this on every school trip. The Trip
Leader must check before the departure of the trip that the required
medication is being carried. Under no circumstances may any member of the
group attend the trip without their medication.

First aid
First aid should be available and accessible at all times on a school trip.
On any kind of trip the Trip Leader should be confident in the administration of

basic first aid, and is responsible for a first aid box to be carried on the trip.
All adults in the group should know how to contact the emergency services.



The Health and Safety Executive recommends the following minimum
contents for a travelling first-aid box where no special risk has been identified:
a leaflet giving general advice on first aid; six individually wrapped sterile
adhesive dressings; one large sterile un-medicated wound dressing
approximately 18 cm x 18 cm; two triangular bandages; two safety pins;
individually wrapped moist cleansing wipes; one pair of disposable gloves; a
resusci-aid (for hygienic mouth to mouth resuscitation) would also be useful.

All minibuses are required by law to carry a first aid kit.

Use of public transport

Pupils using public transport (buses only- no other mode of public transport
must be used by Phoenix pupils) on a visit should be made aware of
appropriate basic safety rules including:

= do not rush towards the transport when it arrives

= never tamper with any of the vehicle’s equipment or driving controls

* never attempt to get on or off the moving transport

* never kneel or stand on seats

= never distract or disturb the driver or impede the driver’s vision

= stay clear of doors after boarding or leaving the transport.

Behaviour of pupils

It is essential that a consistent approach to conduct and discipline is taken by
all concerned on a school trip. The expected code of conduct and discipline
should be explained to pupils (please refer to ‘Golden Rules’).

Pupils are expected to behave with common sense, courtesy and due
consideration for others at all times. Others include other party members,
adults and members of the public. Trip Leaders should be aware that high
spirits can be interpreted by members of the public as loutish behaviour.

Documentation

A copy of the following should be carried by the Trip Leader:
phone number of the emergency school contact, Sheila Hammond

= phone number of the Headmistress

= |ocation of nearest local hospital/medical services

= copies of parental consent forms

= contact details of next of kin for members of staff

* emergency procedures.
A copy of the following should be given to the emergency school contact,
Sheila Hammond:

» the itinerary and pupil groupings for the day

= mobile contact telephone number of the Trip Leader

= copies of parental consent forms

= contact details of next of kin for members of staff

* emergency procedures.



Preparing pupils

Pupils should always understand the aims and objectives of the visit/activity,
and be given background information about the place to be visited. They
should be fully aware of the expected standard of conduct, what safety
precautions are in place, and how to avoid specific dangers.

Pupils should know who is responsible for the group. Pupils should also be
aware of who is responsible in any instances where the Trip Leader has
delegated responsibility to another member of staff or instructor.

Pupils should be told what to do if separated from the group and what to do if
approached by anyone from outside the group.

Uniform

The Trip Leader must decide on appropriate dress code, depending on the
nature of the activity. For most day trips and visits school uniform should
normally be worn.

Complaints

Complaints from the public, officials and others who come into contact with a
school group on a trip are always unpleasant, no matter whether they are
justifiable or unreasonable. The best way of dealing with them is always to
take them seriously and calmly. Being scornful of the bearers of an
unreasonable complaint will only make things worse, but on the other hand do
not take serious complaints, which you know to be unfounded, lying down.
Remember also that sometimes it is politic to put up with a little injustice for
the overall benefit of the trip.

Emergencies

Teachers and other staff in charge of pupils have a common law duty to act as
any reasonably prudent parent would do in the same circumstances - a duty
of care to make sure that the pupils are safe and healthy. Teachers should not
hesitate to act in an emergency and to take lifesaving action in an extreme
situation.



Section 2: Use of Minibuses, Staff Cars & Coaches

Minibus

No member of staff may drive the minibus unless s/he has a clean
driving licence (one that has no current endorsements other than a 3
point speeding offence)

No member of staff may drive the minibus after 1% January 2004
unless an approved driving test has been passed

The minibus should not be used unless it has been booked at least 24
hours in advance

Carrying a first aid kit is a legal requirement on any trip in a minibus,
and a mobile phone must also be taken on every trip

The driver is responsible for health and safety whilst driving the
minibus, and should either check the roadworthiness of the minibus
himself/herself before setting off or ensure, via the Bursary, that this
has been done

The driver must know the telephone number of a person to contact in
the event of a problem arising i.e. emergency school contact

Two members of staff should always accompany pupils on a minibus
journey.

Staff Cars

Coach

No member of staff can use their car to transport pupils.

At least two members of staff must be present on each coach used for
journeys between the UCS sites and beyond
Pupils and staff must wear the seat belts throughout the journey.



Section 3: Trips during the School Day

Sheila Hammond, the School Secretary, will act as emergency school contact
for all trips during the school day. If, for any reason, Sheila Hammond is
unable to carry out this role she will arrange an alternative emergency school
contact.

If any pupil routinely carries an epipen for anaphylaxis or an inhaler for
asthma they must carry this for every trip, no matter how close the destination
of the trip. The Trip Leader must check this before departure. Under no
circumstances may any member of the group take part in a trip without their
medication being carried.

Information:

1. Please ensure that you have read Section 1: General Information &
Guidelines and carried out all necessary tasks

2. Any problems or changes of plan must be communicated to the
Headmistress and the emergency school contact, Sheila Hammond.



Section 4: Risk Assessment

The management of risk is an essential and integral part of trip planning. It is
not merely an administrative exercise. Members of staff responsible on a trip
are only covered by the school liability insurance if a thorough risk
assessment exercise (see Appendix 4) has been undertaken, and the
measures to control risk have been carried out.

The purpose of the risk assessment process is to identify any significant
hazards posed by the trip and to take measures to remove those risks or
reduce them to an acceptable level. All staff involved with the trip should take
part in the planning and risk assessment process. Detailed consideration by
the team of each stage of the visit, recording appropriate risk management
practices, will ensure that all situations of potential hazard have been dealt
with.

The risk assessment should:
= identify the hazards and who might be affected by them;
= determine the severity of each hazard and likelihood of it occurring;
= identify what measures need to be put in place to reduce the risk to an
acceptable level,
» Dbe recorded and retained on file

The risk assessment should be passed to the Headmistress at least a
week before departure so that it can be agreed. The trip cannot take
place unless this documentation is complete and approved.

When taking pupils to a theatre, concert, gallery, etc. the venue should be
contacted so that their risk assessments can be faxed or emailed to The
Phoenix. It is essential that staff that are responsible for such trips are aware
of the emergency procedures in place at the venue to be visited.

The following structured activity may be useful in helping to make such
decisions. For each planned activity allocate a rating for hazard effect and a
rating for likelihood of occurrence. Calculate the “risk factor” and conclude.

Rating Hazard Effect (Severity)

5 Death or permanent disability

4 Serious injury: long term sickness

3 3 day injury: temporary disability

2 Injury requiring medical attention or causing work

restriction
Minor injury e.g. bruise/abrasion

[EEN



Rating

RN WkRO

Likelihood of Occurrence (Probability)
Almost certain to happen

Highly probably

Possible: feasible

Possible: might happen

Remote possibility: negligible

Risk Factor (obtained by multiplying the severity by the probability)

16 -25
10-15
6- 9
3- 5
1- 2

Unacceptable risk — activity should not take place
High Risk — full procedures for minimizing needed
Medium Risk — plans must be in place to control
Low Risk — plan of action needed

Very low risk — no further action required

IMPORTANT: Please remember if you are _organiz_ing
a trip to a new location, a preliminary visit is require
to carry out arisk assessment



Section 5: Emergency Procedures
Introduction

Emergency procedures are an essential part of planning a school trip. All
those involved in the school trip, including accompanying staff and pupils,
should be informed that the Trip Leader will take charge in an emergency, the
named back up cover and what they are expected to do in an emergency. It is
the responsibility of the Trip Leader to ensure that emergency procedures are
in place and that back up cover is arranged.

Emergency school contact: Sheila Hammond

Every trip off the school premises requires an emergency school contact. The

emergency school contact’s main responsibility is to link the group with the

school and the parents and to provide assistance as necessary. The named

person should have all the necessary information about the visit. The main

responsibilities of the school emergency contact are:

= ensuring that the Trip Leader is in control of the emergency and
establishing if any assistance is required from the school base

= contacting parents. Details of parents’ contact numbers need to be
available at all times while the group is on the visit. The school contact
should act as a link between the group and parents. Parents should be
kept as well informed as possible at all stages of the emergency

= Jiaison with Council. The school contact should act as a link between
Council and the Chairman of Council and arrange for the group to receive
assistance, if necessary

= reporting of the incident, if necessary. Some incidents are reportable under
the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 (RIDDOR).

If an accident happens

If an accident happens, the priorities in order are to:

» assess the situation

» safeguard the uninjured members of the group

» inform the emergency services and attend to the casualty

» inform everyone who needs to know of the incident.

The member of staff in charge of the pupils at the time of the incident should:

1. Establish the nature and extent of the emergency

2. Establish the names of any casualties and seek immediate medical
attention for them.

3. If there are injuries, attempt to establish their extent, so far as possible,
and administer appropriate first aid if possible.

4. Establish the name(s) of the injured and call whichever emergency
services are requested.



5. Make sure all other members of the party are accounted for, safe, and
looked after.

6. Advise all other group members of the incident and that emergency
procedures are in operation.

7. Ensure that an adult from the party accompanies causalities to hospital.

8. Ensure that the remainder of the party are kept together and are
adequately supervised throughout and arrange for their early return to
base.

9. Arrange for one adult to remain at the incident side to liaise with
emergency services until the incident is over and members of the party are
accounted for.

10. Notify the police if necessary.

The Media

No-one in the group should speak to the media. Names of those involved in
the incident should not be given to the media as this could cause distress to
their families. Media enquiries should be referred to the Headmistress/Deputy
Head. No-one in the group should discuss legal liability with other parties.

Following an accident

After a serious incident it is not always possible to assess whether group
members not injured or directly involved in the incident have been traumatised
or whether other pupils or members of staff in the school have been affected.
In some cases reactions do not surface immediately. It is advisable for all
those involved in a tragedy to seek professional advice on how to cope with its
effects.



Appendices

Appendix 1 Phoenix Outing/Trip Form
Appendix 2 Letter to parents/carers
Appendix 3 Parental Consent Form
Appendix 4 Phoenix Trip Risk Assessment

All appendix documents are in hard copy in ‘Procedures for Activities
Off the School Premises’ folder.



The Phoenix School

Special Educational Needs Policy
(including EAL provision)

THE PHOENIX SCHOOL

Overview Statement

The Phoenix School provides a broad and balanced curriculum for all children. The
National Curriculum is our starting point for planning that meets the specific needs
of individuals and groups of children. When planning, teachers set suitable learning
challenges and respond to children's diverse learning needs. Some children have
barriers to learning that mean they have special needs and require particular action
by the school. These requirements are likely to arise as a consequence of a child
having special educational needs. Teachers take account of these requirements
and make provision, where necessary, to support individuals or groups of children
and thus enable them to participate effectively in curriculum and assessment
activities. Such children may need additional help or different help from that given
to other children of the same age. Children may have special educational needs
either throughout or at any time during their school career. This policy ensures that
curriculum planning and assessment for children with special educational needs
takes account of the type and extent of the difficulty experienced by the child. The
Disability Discrimination Act identifies the fact that some pupils with disabilities may
have learning difficulties that call for special educational provision. However, not all
children defined as disabled will require this provision. A child with asthma or
diabetes, for example, may not have special educational needs, but may still have
rights under the Disability Discrimination Act. We will assess each child as required,
and make the appropriate provision, based on their identified needs.

Aims and objectives

The aims and objectives of this policy are:

e to create an environment that meets the special educational needs of each
child;

e to ensure that the special educational needs of children are identified,
assessed and provided for;




¢ to make clear the expectations of all partners in the process;

¢ to identify the roles and responsibilities of staff in providing for children's
special educational needs;

¢ to enable all children to have full access to all elements of the school
curriculum;

e to ensure that parents or carers are able to play their part in supporting their
child's education;

e to ensure that our children have a voice in this process.

Educational inclusion

In our school, we aim to offer excellence and choice to all our children, whatever
their ability or needs. We have high expectations of all our children. We want all
our children to feel that they are a valued part of our school community. Through
appropriate curricular provision, we respect the fact that children:

have different educational and behavioural needs and aspirations;
require different strategies for learning;

acquire, assimilate and communicate information at different rates;
need a range of different teaching approaches and experiences.

Teachers respond to children's needs by:

e providing support for children who need help with communication, language
and literacy;

e planning to develop children's understanding through the use of all their
senses and of varied experiences;

¢ planning for children's full participation in learning, and in physical and practical

activities;
¢ helping children to manage their behaviour and to take part in learning
effectively and safely;

¢ helping individuals to manage their emotions, particularly trauma or stress, and

to take part in learning.

Special educational needs

Children with special educational needs have learning difficulties that call for
special provision to be made. All children may have special needs at some time in
their lives. Children have a learning difficulty if:

¢ they have significantly greater difficulty in learning than the majority of children

of the same age;
¢ they have a disability which prevents or hinders them from making use of the
educational facilities that are provided for other children of the same age.

Many of the children who join us have already been in early education. In many

cases, children join us with their needs already assessed. All children are assessed

when they enter our school, so that we can build upon their prior learning. We use
this information to provide starting points for the development of an appropriate
curriculum for all our children.




If our assessments show that a child may have a learning difficulty, we use a range
of strategies that make full use of all available classroom and school resources.
This level of support is called School Action. The child's class teacher will offer
interventions that are different from or additional to those provided as part of the
school's usual working practices. The class teacher will keep parents or carers
informed and draw upon them for additional information. The Special Educational
Needs Coordinator (SENCO), if not already involved, will become involved if the
teacher and parents/carers feel that the child would benefit from further support.
The SENCO will then take the lead in further assessments of the child's needs.

We will record, in an Individual Education Plan (IEP), the strategies used to support
the child. The IEP will show the short-term target set for the child, and the teaching
strategies to be used. It will also indicate the planned outcomes and the date for the
plan to be reviewed. In most cases, this review will take place once a term.

If the IEP review identifies that support is needed from outside services, we will
consult parents/carers prior to any support being actioned. In most cases, children
will be seen in school by external support services. This may lead to additional
strategies or strategies that are different from those used in School Action. This
enhanced level of support is called School Action Plus. External support services
will provide information for the child's new IEP. The new strategies in the IEP will,
wherever possible, be implemented within the child's normal classroom setting.

If the child continues to demonstrate significant cause for concern, a request for
statutory assessment will be made. A range of written evidence about the child will
support the request.

In our school, the SENCO:

¢ manages the day-to-day operation of the policy;

e co-ordinates the provision for and manages the responses to children's special

needs;

supports and advises colleagues;

oversees the records of all children with special educational needs;

acts as the link with parents and carers;

acts as the link with external agencies and other support agencies;

monitors and evaluates the special educational needs provision, and reports to

the Headmistress and the UCS Director of Learning Support;

e manages a range of resources, both human and material, to enable
appropriate provision to be made for children with special educational needs;

e contributes to the professional development of all staff.

Educational Support & Learning Difficulties

Whilst the school is not equipped to deal with serious learning difficulties, the UCS
Director of Learning Support and The Phoenix SENCO are able to offer
professional assistance to pupils whose progress is hampered by weaknesses
that relate neither to ability nor to motivation.

EAL and inclusion

In our school, we value each child as a unique individual. We will strive to meet the needs
of all our children, and to ensure that we meet all statutory requirements related to




inclusion. All children in our school follow the requirements of the National Curriculum.
Children with English as an additional language do not produce separate work. We provide
learning opportunities that enable all pupils to make good progress. We strive hard to meet
the needs of all pupils learning English as an additional language, and we take all
reasonable steps to achieve this.

We develop their spoken and written English by:

e ensuring that vocabulary work covers the technical as well as the everyday meanings;

e covering not just key words, but also metaphors and idioms;

e explaining how spoken and written English have different usages for different
purposes;

e providing them with a range of reading materials, to exemplify the different ways in
which English is used;

e giving them appropriate opportunities for talking, and using talking to support writing;

e encouraging them to relate one language to another;

We ensure their access to the curriculum and to assessment by:

e using texts and materials that suit their ages and learning stages;
e providing support through ICT, video and audio materials, dictionaries and translators,
readers and amanuenses;using the home or first language where appropriate.

In the Early Years Foundation Stage, we provide opportunities for children to develop their
English, and we provide support to help them take part in activities.

¢ building on their experience of acquiring language at home and in the wider
community, so that this experience supports their developing use of English;

e providing a range of opportunities for them to engage in English speaking and
listening activities, with peers and with adults;
providing bilingual support to extend vocabulary;

e providing opportunities for children to hear their home languages, as well as English;
providing a variety of writing in the children's home languages, as well as in English.

Allocation of resources

The SENCO is responsible for the operational management of the specified and
agreed resourcing for special needs provision within the school, including the
provision for children with statements of special educational needs.

Assessment

Early identification is vital. The class teacher informs the parents or carers at the
earliest opportunity to alert them to concerns and enlist their active help and
participation.

The class teacher and the SENCO assess and monitor the children's progress in
line with existing school practices. This is an ongoing process.

The SENCO works closely with parents/carers and teachers to plan an appropriate
programme of support.

The assessment of children reflects as far as possible their participation in the
whole curriculum of the school. The class teacher and the SENCO can break down




the assessment into smaller steps in order to aid progress and provide detailed and
accurate indicators.

Access to the curriculum

All children have an entitlement to a broad and balanced curriculum, which is
differentiated to enable them to:

¢ understand the relevance and purpose of learning activities;
e experience levels of understanding and rates of progress that bring feelings of
success and achievement.

Teachers use a range of strategies to meet children's special educational needs.
Lessons have clear learning objectives; we differentiate work appropriately, and we
use assessment to inform the next stage of learning.

Individual Education Plans, which employ a small-steps approach, feature
significantly in the provision that we make in the school. By breaking down the
existing levels of attainment into finely graded steps and targets, we ensure that
children experience success. All children at both School Action and School Action
Plus levels have an IEP.

We support children in a manner that acknowledges their entitlement to share the
same learning experiences that their peers enjoy. Wherever possible, we do not
withdraw children from the classroom. There are times, though, when to maximise
learning, we ask the children to work in small groups, or in a one-to-one situation
outside the classroom.

Partnership with parents and carers

The school works closely with parents and carers in the support of those children
with special educational needs. We encourage an active partnership through an
ongoing dialogue with parents and carers. The home—school agreement is central
to this. Parents and carers have much to contribute to our support for children with
special educational needs.

We have regular meetings each term to share the progress of special needs
children with their parents or carers. We inform the parents/carers of any outside
intervention, and we share the process of decision-making by providing clear
information relating to the education of children with special educational needs.

Pupil participation

In our school, we encourage children to take responsibility and to make decisions.
This is part of the culture of our school and relates to children of all ages. The work
in the Early Years Foundation Stage recognises the importance of children
developing social as well as educational skills.
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The UCS Code of Conduct

Following from these statements of policy and principle, it is
possible to summarise the Code of Conduct that UCS requires all
pupils to follow at all times:

Pupils must always treat others, including their fellow-pupils and
all members of the school staff, with tolerance, courtesy and
respect.

Deliberate cruelty, teasing, abuse, bullying or intolerance are
always unacceptable within the community of UCS.

All members of the UCS community must always respect the
school’'s ethos and, in particular, its emphasis upon complete
tolerance over differences of race, creed, gender, sexual
orientation and physical disability.

All members of the UCS community must always conduct

themselves in a manner that is appropriate for the school
environment.

Return to Index






