
 In  the event  of  a  f i re  a larm,  a l l  adu l ts  and ch i ldren
must evacuate  the bu i ld ing by the most  d i rect  route
poss ib le  and assemble  on the main pathway�
 A l l  f i re  ex i ts  are  c l ear ly  s igna l l ed  
�  I f  you are  respons ib le  for  a  ch i ld ,  l ead them qu i ck ly  and
qu iet ly  to  the assembly  po int  and to  the i r  c lass teacher  �
 I f  you are  unsure of  the  whereabouts of  a  ch i ld ,  p lease
report  th is  to  a  member of  staff  immediate ly ,  i dea l ly  the
ch i ld ’ s  c lass teacher  �  
C lass teachers wi l l  count  the i r  c lass and check for  any
miss ing ch i ldren aga inst  the i r  reg ister  �
 The SBM and ava i lab le  TAs wi l l  check the in /out  books
and v is i tors  books for  any miss ing adu l ts  �  
A member of  the  Sen ior  Management Team wi l l  a l l ow re-
entry  to  the bu i ld ing once  they have dec lared i t  safe  to
do so  �
 I f  you d iscover  a  f i re ,  the  a larm shou ld  be  sounded .
There  are  ‘ break g lass ’  f i re  a larms around the schoo l  �
 Do not  f ight  the f i re  un less you have been tra ined and
i t  i s  safe  to  do  so  Pract i ca l i t i es  �
 P lease s ign in  and out  and wear your  v is i tors  lanyard at
a l l  t imes �  
The to i l e ts  for  v is i tor  use are  located oppos i te  the schoo l
off i ce .  Thank you for  your  co-operat ion in  a l l  o f  the  above 
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Switch off  you mob i l e  phone/dev i ce  and store  i t  in  your  bag �  In
the event  you do need to  use your  mob i l e  phone or  camera
enab led  dev i ce ,  p lease do so  in  an area that  is  not  accessed by the
ch i ldren ,  th is  inc ludes corr idors .  Such p laces  cou ld  be  in  one of  the
off i ces  or  in  the staff  room.  
Do not  take p i c tures ,  v ideos or  sound record ings of  any pup i ls
un less you have sought  permiss ion from the schoo l .  �
 I f  you are  work ing with a  ch i ld ,  p lease ensure the c lass teacher  is
aware of  th is ,  where  you are  work ing and approx imate ly  how long
for  �  
I f  you are  work ing with a  ch i ld ,  p lease do so  in  a  space  that  is
open ,  or  have an open door  or  v is ib le  by others  through a window
� I f  you have a  concern about  a  ch i ld  p lease pass th is  on to  the
ch i ld ’ s  c lass teacher ,  who wi l l  then fo l l ow our  safeguard ing
procedures .  I f  they are  not  ava i lab le ,  p lease speak with one of  our
Des ignated Safeguard ing Lead 
 I f  you have a  concern about  another  adu l t  in  schoo l ,  p lease ask to
speak to  a  Des ignated Safeguard ing Off i cer .  �  A lways share
concerns with schoo l  staff ,  no  matter  how smal l  they may appear ,
and don ’ t  keep them to yourse l f .  �  I f  a  ch i ld  says someth ing to
you that  you th ink cou ld  be  a  safeguard ing concern ,  act  as  above ,
and i f  poss ib le  wr i te  down what was sa id  immediate ly .  L isten to
the ch i ld ,  do  not  quest ion them or  promise them that  i t  w i l l
remain conf ident ia l  between the two of  you .

A l l  staff  and v is i tors  a l ike  have a  respons ib i l i ty  for  safeguard ing our
pup i ls .  To  ensure th is  we ask the fo l l owing :  

�  


