Procedures

Sickness

If a child is unwell they may either:

· Sit out of the lesson or lie down in the entrance cloakroom where there is a Z-Bed.
or

· Go home, in which case, an entry must be made in the Authorised Absence book.

Fire

All teachers must ensure that they know the whereabouts of fire exits, fire alarms and fire extinguishers.

Remember, all fire extinguishers are now red. What they contain is written on them.

Water must not be used on an electrical fire. A CO2 Extinguisher should be used.
In the event of the fire alarm sounding:

1. Leave the building by the nearest exit. Infants should ( if possible) line up together and be counted before leaving. 

2. Go to the Assembly Point in front of the Chapel.

3. A teacher should take the register with them.


Forms, Files & Books



 1. Health & Safety file
This file contains the following:

Accident Book: All injuries must be recorded in this book whether or not they require any treatment.

If anybody on the premises has an accident which requires them to go to hospital this must be noted and the head teacher informed.

2. In & Out File
This file contains the following:
Visitors Book: The names of any visitors to the school must be recorded in this book.

Authorised Absences/ Sickness/ Appointments Book: For recording when a child leaves the school premises due to sickness or to attend a medical appointment etc. Time of departure and return must be recorded.

School Trip Check list & Report form : To be completed by organisers of school trips.

Sick Notes: Should be completed if your child is ill and not attending school. Completed forms should be handed in to the relevant teacher who then places it in the back of the register.

Requests to trustees for authorised absences because of family holidays, etc. These must be made at least two weeks before the event if possible. It is felt that since there are only 40 weeks of school and because some of the available weeks for holidays are not at peek times, that holidays should not be taken during term time.

 3. Discipline Forms and Records
The discipline book should be used to record if a teacher issues a punishment to a pupil, such as extra tasks. If possible a good behaviour contract should be drawn up and read to the child concerned. Commendations should be recorded, as should home school reports and ill discipline, on the teacher’s weekly report. 

4. Maintenance Book
Should be used to bring attention to any repair work required.

5. Index Card Filing System

Addresses, telephone numbers and medical details for each child are recorded in the index card system which is located on the office desk. It is the parents’ responsibility to make any necessary alterations to the details recorded.


