Sir Thomas Boughey Academy
Part of Windsor Academy Trust

Safeguarding and Health &

Safety Information for

VOLUNTEERS, STUDENTS
and VISITORS

We are fully committed to safeguarding and promoting
the welfare of all children. To support this, we expect all
staff, volunteers, and visitors to share in this
commitment while on site.

This leaflet outlines our expectations of you during
your visit and provides important information about our
Safequarding and Health & Safety procedures. Please
take a moment to read it carefully.

We hope you enjoy your time at our school.

Station Road, Halmer End, ST7 8S8AP
Tel: 01782 729400
Email: office@stb.academy
Website: www.sirthomasbougheyacademy.org.uk
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Keeping Ourselves Safe

Visitor Information

All visitors must sign in at Reception upon arrival.

Visitors are asked to read this leaflet in full on their first visit.

You will be issued with a visitor lanyard, which must be worn at all
times.

Red lanyards indicate that the visitor must not be left
unsupervised by a member of Sir Thomas Boughey Academy or
Windsor Academy Trust staff.

Photographs must not be taken unless prior permission has been
granted.

Conduct and Expectations

Please be a positive role model to our pupils by being respectful,
Fair, and considerate of others. Remember that children may
interpret your words and actions differently.

Report any unacceptable behaviour to a member of staff.

V\l/lhen working with pupils, ensure you remain visible to others at
all times.

Departure
All visitors must sign out at Reception before leaving the site.

Safequarding Information

Our reqgular volunteers, staff, and LCC personnel all hold a valid
DBS check and wear an official identity badge while on site.

If you have any concerns that a child may be at risk of harm, even
iIf you are unsure, please inform a member of the Safeguarding
Team immediately. They will offer guidance and take the
appropriate action.

Child abuse can occur to any child, regardless of gender, culture,
religion, social background, ability, or disability.

A copy of our school’'s Child Protection and Safeguarding Policy
is available on our website under:

Our School — Policies and Governance — School Policies.
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Reporting a Concern
RECOGNISE YOUR CONCERN

v

RESPOND

Inform the DSL / DDSL without delay (or CEO, where
appropriate).

N\

MAKE A WRITTEN RECORD

Using the child’s own words, sign and date it.

v

PASS THE RECORD TO THE
DSL /DDSL

Please ensure you do not leave the school site without
confirming this has been completed.
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Keeping Children Safe

When might | be concerned about a child?
At any time, you may become aware of information or
observations that suggest a child is being neglected or
experiencing physical, emotional, or sexual harm.
Concerns may arise if you:

e Notice physical sighs of harm

e Observe changes in a child’'s behaviour or presentation

e Pick up on signs of emotional distress

e Have a child disclose something that worries you

What should I do if the alleged abuser is a member of the
academy staff?

If your concern involves a staff member or volunteer, you must
report it to the Headteacher.

If your concern relates to the Headteacher, report it directly to
the Chief Executive Officer.

For more information, please refer to the WAT Whistleblowing
Policy on our school website.

How do | ensure my behaviour is always appropriate?

We expect all visitors to maintain appropriate behaviour and
language at all times. The academy does not tolerate any form of
violence. Visitors who do not follow these expectations may be
asked to leave the site.

If @ child makes a disclosure:
e Listen carefully
e Do not promise confidentiality
e Do not ask leading questions or make judgements
e Reassure the child that they have done the right thing
e Reportimmediately to Reception so the DSL / DDSL can be
contacted

PREVENT

If you have concerns that a student is displaying extremist views
or may be vulnerable to radicalisation, please follow the same
reporting procedure stated.
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Our Safeqguarding OFfficers are:

Designated Safeguarding Deputy Designated
Lead (DSL) Safequarding Lead (DDSL)

Ms A Perry Mrs L Holloway
Deputy Headteacher Senior Pastoral Lead

aperryl@stb.windsoracademytrust.org.uk lholloway@stb.windsoracademytrust.org.uk

Exteneded Safeguarding Team

Mrs L Shoreman VI GAYENGLTE
Headteacher Assistant Headteacher

Ishoreman@stb.windsoracademytrust.org.uk pwarriner@stb.windsoracademytrust.org.uk

Mrs K Moore
Assistant SENDCO

kmoore@stb.windsoracademytrust.org.uk

WAT Head of Safeguarding
Genna Griffiths: 0121 6027594
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Staff Conduct Information
Sir Thomas Boughey Academy is a NO SMOKING site.

We kindly ask that you act responsibly while on our premises and
report any concerns that may pose a Health & Safety risk. If you
notice anything of concern, please inform our receptionist as soon
as possible.

Accidents and First Aid
All accidents must be reported to the school office. If you require
assistance from a first aider during your visit, please speak to any
member of staff. They will direct you to the main reception,
where a member of our First Aid team will be contacted
immediately.

Fire Evacuation Procedure
All visitors are reminded to fFamiliarise themselves with the
evacuation routes (displayed in each room) for any rooms or areas
they are using during their visit. Our fire alarm is a continuous
bell. If the alarm sounds, please exit the building immediately and
calmly. IF you discover a fire, activate the nearest alarm point
without delay and proceed to the designated assembly point.

Lockdown Procedure
If a lockdown is initiated, you will hear short bursts of the school
bell For approximately 30 seconds. Please remain calm and follow
the instructions given by your host member of staff.

Mobile phones are not permitted in class, corridors or toilets.

Volunteers, Supply Staff and Visitors should not use the
school computers for personal use.

Thank you for taking the time to familiarise
yourself with the contents of this leaFlet.
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