Keeping Yourself Safe

Upon arrival, you will be made aware of,and must
adhere to, the relevant school policies and pro-
cedures, including, but not limited to:

e Visitor Policy

e Health and Safety Policy

e Prevent Duty Policy

e Child Protection and Safeguard-
ing Policy

¢ Invacuation, Lockdown and Evac-
uation Procedures

Whilst on site, you must always remain profes-
sional, especially if you are a volunteer, trainee or
on work experience. Please be aware that you
may be escorted or supervised throughout your
visit.

Always be aware of how you speak to a pupil —
they may interpret jokes or compliments differ-
ently. Avoid physical contact and do not make in-
appropriate comments.

You should avoid being alone with a pupil; how-
ever, if your duties require you to be alone with
a pupil, always ensure that a desk is between you,
the door is open, or you can be seen so that you
are visible to others.

If a pupil touches or speaks to you inappropri-
ately, you must tell the headteacher and ensure
you record the date and time of the incident.

Where a pupil has told you that they are being
harmed, you must not question the pupil and
must report the incident to the DSL immediately.
Only trained investigators should question a pu-
pil who has said they are being harmed.

You must never share contact details with a pupil

or arrange to meet them outside of school hours.

Pupils should not be contacted through social
media and you should not discuss the school, its
teachers or its pupils across such platforms.

Taking photographs or recording videos is not
permitted unless consent has been granted by
the headteacher for the relevant school activ-

ity.
Useful Contacts

The DSL is Mrs K. Swaddle and Mrs R.
Nutton

If you have any questions or comments about the
safeguarding of pupils, you can contact the DSL
using the details below.

Below is a list of useful contacts should you have
any queries or concerns.

Executive Headteacher — Mrs K. Swaddle
DSL — Mrs K. Swaddle or Mrs R. Nutton
Deputy DSLs — Miss N. Maggiore (Infants)
Mrs A. Snaith (Juniors)

Chair of Governors — Mrs M. Irwin
Safeguarding Governor — Mrs M. Irwin

SEND/Vulnerable Pupil Governor - Mrs
M. Taylor

Visitor information
Child Protection and

Safeguarding Guide for Visitors

St. Joseph’s Catholic
Infant & Junior Schools
Birtley

We are committed to protecting our pupils from
harm and safeguarding their welfare both in and
out of school.To ensure this, we ask that all staff,
volunteers and visitors share this commitment
too.

This leaflet contains information about our ex-
pectations while you are visiting us. If you have
questions about these arrangements, please
speak to any of the named contacts included on
the reverse side of this leaflet.

Please be advised that this leaflet covers
topics that may be sensitive in nature.



Visitor Procedures

This details the procedures that you must adhere
to whilst visiting the school.

All visitors, including trainee teachers, volunteers,
parents, and those on work experience, must:

e Report to the school office on arrival.

e Provide their details, including their name,
the purpose of the visit, the name of the pu-
pil the visit affects and/or the name of the
staff member who arranged the visit.

e Provide identification if visiting in a profes-
sional capacity or a DBS certificate.

¢ Sign in and out using the visitors’ book.

e Display the ID badge provided at all times
whilst on the school premises.

e Return the ID badge to the school office
before departure.

All visitors can find relevant school policies, in-
cluding those in relation to health and safety, re-
porting a concern and emergency procedures on
the school’s website. Should you require a paper
copy, then please do not hesitate to contact the
schools’ offices.

ORRRER

oo

Types of Harm

Reporting Concerns

You must inform the school’s designated safe-
guarding lead (DSL) if you are worried about:

e Something a pupil says.
Marks or bruising on a pupil.

e A pupil’s behaviour, or changes to their
behaviour.

e Staff or visitor behaviour.

e Safeguarding is everyone’s concern.

Our DSLs are:
Mrs K. Swaddle and Mrs R. Nutton
(Executive Headteacher and Deputy

Headteacher)

If a pupil discloses that they are being harmed you
must:

e React calmly.

e Listen carefully.

e Not promise confidentiality; explain that
you may need to tell somebody if the pu-
pil’'s safety is at risk.

e Not question the pupil further — this
should be done by somebody who is
trained to investigate.

e Reassure the pupil that they have done
the right thing.

e Take a record of what the pupil has said,
including the date, time and how and
when the information was received. This
information must be passed to the DSL
immediately.

Should you have concerns about the conduct of
a member of staff following an observation or
disclosure, you must immediately inform a Des-
ignated Safeguarding Lead or a Deputy Desig-
nated Safeguarding Lead.



