Appendix A.
Student and Volunteer Placements in School - Information Pack

Welcome to the Devon Hospitals Short Stay School.  This information is designed to make your experience with us a positive one and to provide you with the relevant details, some of which are now a statutory requirement, to ensure you are able to undertake your role effectively. 

Staffing RDE- WILL NEED UPDATING ACCORDINGLY
Head teacher - Julia Allen
Teacher - Jane Adcock
Teacher - 0.6 (Monday, Wednesday, Thursday) - Paul Melling
[bookmark: _GoBack]Teaching Support - vacant
Administrator - Karen Squires

Staffing North Devon
Teacher-Elaine McIntosh
Supply teacher- Karen Rickey (Monday/Wednesday)

Facilities available 

Whilst you are working in school we hope you will feel welcome and part of the school team.  You will be shown around on arrival by one of the team. 

Insurance

Whilst in school volunteers are covered by the Local Authority for third party liability only.  Volunteers may wish to make their own arrangements for insuring against theft, personal injury or damage to their own property.

Code of Conduct

This code of conduct has been devised to clarify the expectations when participating in activities in school.

· Observe similar behaviour and conduct to that required of staff i.e. to work within the law, be honest and fair, respect other people and work to the best of your ability.
· Appreciate that teachers have a special duty of care for pupils that cannot be delegated or transferred to others.
· Observe confidentiality – see separate statement.
· Accept and follow directions from the teacher responsible for you and seek guidance where you may be uncertain of tasks or requirements. 
· Observe safe working practices and avoid unnecessary risks and report any hazard or hazardous practice in the workplace.
· Report any problems as they arise, including incidents, injury or property damage.
· Guidance for Safer Working Practices is displayed on the office notice board.

Infection control

Please refer to Infection Control Guidelines.

Health and Safety

The teacher responsible for Health and Safety is Jane Adcock.  (Elaine McIntosh at North Devon)
You will be given details of the following on arrival:
· Procedures in the event of fire- this follows RDE/NDDH procedures.
· Procedures for dealing with accidents.
You will need to sign in on arrival each day and sign out when you leave. 

Safer Recruitment
We will discuss aspects of safer recruitment before you commence your placement.

Confidentiality

Students and Volunteers provide a very valuable service to the school, staff and pupils but will appreciate the need to respect the following confidentiality issues:

· To keep anything seen or heard within school confidential to the school.  This is particularly important as you may find that you know or recognise pupils/patients on the ward.
· To ensure that no discussion about a child’s behaviour or academic progress is entered into with other children or their parents.
· To report any concern about a child to the teacher responsible for the session.
· When working with an individual or a group of pupils, to follow the guidelines set by the teacher 

Thank you for agreeing to the above (statement to sign below) and for supporting the staff and pupils.  


Child Protection Advice

The document ‘Keeping Children safe in Education’ (Part 1) outlines principles and procedures to follow when safeguarding children. You will have been given a copy and will have signed to say that you have read it but do ask if you have any queries or concerns at any stage.

The Designated Safeguarding Officer (DSO) for child protection is the Head teacher Julia Allen.

The Deputy Designated Officer for child protection is Jane Adcock.

In the event of a child protection concern about a pupil(s), immediately inform the DSO who will follow the procedures detailed in the Child Protection Policy and alert the appropriate professionals. 

In the event of a child protection concern about a member of staff, immediately inform the DSO who will follow the procedures detailed in the Child Protection Policy and alert the appropriate professionals. 

If there is a concern about the DSO, contact Claire Rockliffe Tel 01392 383000.  The Child Protection Officer for RDE is Ellie Thomas, Consultant Paediatrician – Direct No. 403130.  At North Devon this is Dr Steve Richardson	Tel: 01271 341533.

Daily Routines

Working at a hospital school, every day is different in terms of pupil types, abilities and numbers.  However, the following is a guide:

08.30	Staff briefing, planning, meeting pupils and organisation
09.15	Teaching begins
12.00	Teaching ends
01.15	Teaching begins
03.15	Teaching ends

Planning, assessment and recording take place outside of these times.


Thank you.  We look forward to working with you and, if you have any questions, please ask!



I have read the statement above and agree to follow the school’s confidentiality policy.



Signed:	………………………………………

Print Name:	………………………………………

Date:		………………………………………

Adopted by Managers – 17th May 2017
Two-yearly renewal.  To be reviewed May 2019

