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This policy should be read in conjunction with the City & County’s Safeguarding Guidance for 
Education and Life Learning Services.  A copy of this can be obtained from the school office. 

“Every Child Matters” 
  
  

When the government published “Every Child Matters” it raised 5 key issues that were 
deemed essential in the complete development of each and every child: 
  

     Must stay safe 

     Must be healthy 

     Must be able to enjoy and achieve 

     Must be able to achieve economic well-being 

     Must make a positive contribution 
  
There was a clearly stated need that, while each area of society has an important part to 
play in child development, schools must embrace the document both individually and 
collaboratively. 
The government has published a policy “Safeguarding Children” (WAG circular 005/2008) 
and this school has used this in formulating its own safeguarding statement.  
The Senior Leadership and Management Team will have the responsibility of ensuring that 
the school does its best to deliver each of the five key issues. 
 

Brynhyfryd Primary School Safeguarding Children Statement 
 
At Brynhyfryd Primary School, the health and safety of all children is of paramount 
importance. Parents send their children to school each day with the expectation that 
school provides a secure environment in which their children can flourish. 
 
Brynhyfryd Primary School therefore has to ensure that this expectation becomes reality. In 
order to do this a wide range of measures are put in place: 
  
The Health and Safety Policy 
The school has a health and safety policy, which is monitored annually by the Health and 
Safety (Premises) Committee of the school governors. See Health & Safety Policy 
Each term there is a fire drill that practices efficient evacuation from the buildings. The school 
conducts an annual Fire Risk Assessment.  See H&S and Fire Operational Procedures.  
  
First Aid 
In school there are always trained members of staff who are paid to oversee first aid. (Janet 
Williams/Martin Jones/Russell Bevan/Kathryn Davies/Joanna Viggers/ Olivia Melville-Jones/ 
Anna Thomas) There are a number of first aid kits situated on all school sites. When a child is 
poorly, or has suffered an accident in school or on the playground there is a protocol for staff 
to follow: 

 A trained first aider is consulted  

 The incident record sheet is logged and placed in the accident file 
Following all head injuries and when a first aider considers further medical advice / referral is 
needed, parents / carers are contacted by telephone (According to the order of preference 
made by the family: Pupil contact detail sheets) or emergency services are contacted.  See 
First Aid Policy.                                                                                                                                                                                                       
  
 
 
 
Administration of Medicines  



 

 

The school will work with parents and the School Health Service to support the regular 
attendance at school of pupils who need to take medication while at school. 
If a pupil has a long-term medical condition the school will, in partnership with parents and 
with medical advice, draw up a health care plan to enable the pupil to participate as fully as 
possible in the life of the school. These plans are reviewed annually or if there is any significant 
change. 
The Headteacher, ALNCO, staff of the school, parents, School Health Service and other 
professionals all have a role to play and the needs of children are best met when there is good 
communication between all parties. 
Medication is administered on a voluntary basis by staff and therefore parents are asked only 
to request administration of medicine during school hours when it is absolutely necessary.  If 
possible, arrangements should be made for medicines e.g. antibiotics, to be taken out of 
school hours.  See Admission of Medicines Policy. 

Role of Headteacher/ALNCO 

The Headteacher will: 
 determine, in discussion with parents and with the School Health Service, whether or 

not the school is able to meet the medical needs of the pupil.   
 ensure that staff who agree to administer medicine will receive support and advice on 

any necessary training from the School Health Service; 
 regularly inform parents of the school’s policy; 
 ensure that all teaching, support staff and supply teachers who may need to deal with a 

medical emergency arising from a child’s medical needs know the child’s needs and the 
procedures to be followed; 

 arrange the secure storage of medicines.  
 arrange for the provision of protective disposable gloves to be used by staff when 

dealing with spillages of body fluid or when disposing of dressings/nappies/pull-ups. 
 arrange for safe processes to protect staff and pupils when changing pupils.  See 

Intimate Care Policy. 

Role of Staff 

It is recognised that the administration of medicines by staff is a voluntary activity that staff 
undertake for the welfare of pupils in the school.  Parents are required to complete an 
administration of medicine request form. 
 
Staff who administer medicines will: 
 check the pupil’s name, date of birth, prescribed dose and expiry date of medicine 

before administration; 
 check the completed administration of medicines form to record details of medicine 

given; 
 ensure that the parent/carer is informed if a pupil refuses to take medicine; 
 return any unused medicine to parent; 
 follow basic hygiene procedures and wear protective gloves when dealing with spillages 

of body fluid or when disposing of dressings; 
 if there is any medical concern about a pupil, parents/carers will be contacted 

immediately. 

Role of Parents 

The cooperation of parents is sought to ensure that the child’s safety and welfare is 
foremost. For this reason, non-prescribed medicines will only be administered in exceptional 
circumstances with agreement of the Head teacher.  No aspirin will be administered.  If the 
Head teacher is concerned about giving the medication, requested advice will be sought 
from the School Health Service. 



 

 

It is very important that parents provide the school with sufficient relevant information about 
their child’s condition e.g. if there are any side effects of taking particular medication, if any 
precautionary measures need to be taken prior to physical exercise etc. 
Parents should: 
 complete the administration of medicines request form if they wish medicine to be 

administered at school; 
 bring medicines to school in the original container, clearly labelled with the pupil’s name 

and date of birth; 
 give written instructions preferably from the G.P; 
 ensure that if more than one medicine needs to be given, each is in a separate 

container; 
 ensure that the school has a contact telephone number. 
 

For matters of an intimate nature, staff are informed to deal with a child with utmost 
sensitivity and always to seek guidance from the Head teacher/ALNCO or Deputy Head 
teacher. In almost all situations the parents will be asked to come into school immediately so 
that they are part of the decision making process for such matters.  

Health Care Plans 

If a child has a medical condition that requires careful management, the Head teacher/ALNCO 
will consult with parents, take medical advice and then draw up a Health Care Plan in 
consultation with all relevant parties. 
The plan will be a written agreement with the parent and will set out for staff, parents and pupil, 
the help that the school can provide and receive. 
The Head teacher/ ALNCO will be responsible for initiating a joint review of the Health Care 
Plan at least once a year or sooner if the medical needs change.  Parents are responsible for 
informing the school if medical needs change. 

Educational Visits 

All school visits must be planned in advance and risk assessments submitted to the Head 
teacher and/or Local Authority (depending on visit category) for approval. (See Mr Martin 
Jones EVC) 
Whenever possible pupils will be encouraged to participate in school visits even if on 
medication.  In certain circumstances parents may be asked to assist the school by 
accompanying the pupil on the visit.  If the Head teacher is concerned about whether or not 
the school can provide for the pupil’s safety or the safety of other pupils then advice will be 
taken from the School Health Service or the family’s G.P.  See Educational Visits Policy. 

Sporting Activities 

All pupils are encouraged to take part in Physical Education and games; for most children 
physical activity is of benefit for the child’s social, mental and physical health. 
If there are any restrictions on a pupil’s ability to participate in Physical Education these should 
be included in the individual Health Care Plan or risk assessment. 
If children need to take precautionary measures before or during exercise and/or need to be 
allowed immediate access to their medication, staff will be made aware of this. 
Staff who are supervising sporting activities will be made aware of emergency procedures. 
 
Site Security 
Brynhyfryd Primary School provides a secure site, which is controlled by precise management 
directives, but the site is only as secure as the people who use it. Therefore, all people on the 
site have to adhere to the rules, which govern it. Laxity can cause potential problems to 
safeguarding.  
 
 



 

 

Therefore: 

 All visitors sign in and have visitor lanyards and a copy of the school’s safeguarding 
information via QR code and or a guidance leaflet. Visitor lanyards also signpost and 
identify Designated Persons, First Aiders and school leaders. 

 All members of staff have identification badges on staff lanyards 

 There are suitable intruder/fire alarm systems; which undergo regular and appropriate testing  

 There is a full and current  Fire Risk Assessment reviewed and updated with an appropriate 
Fire Safety Officer 

 The school has CCTV cameras and a new systems installed in both 2016 and 2024.  
Cameras are located at key areas around the school on all sites 

 There is keypad entry system on the main pupil entrance door on both the east and west site 

 All pupils are signed in at registration in the morning and after lunch. 

 Pupils who arrive late are signed in to a ‘late book’. 

 Pupils who leave the school during the school day are signed out by a responsible adult eg, 
for a medical appointment 

 Photographs of all school staff are displayed in the main entrance (West Site) and the main 
school office (East Site) 

 We have strong, effective partnerships with the community police officers who attend the 
school immediately if a problem with security on or around the school site is reported. 

 Pupils are instructed not to open doors to adults who are not staff. 
 
Should a pupil leave the school premises without permission then staff have been informed 
never to chase after a child, but rather to report immediately to the office in order for parents 
and police to be informed of the circumstances.  Parents are asked and regularly reminded 
through newsletters and door signs, not to ask a child to open a door into the school for them 
but to tell an adult that they are there. 
 
Attendance  
Excellent attendance is expected of all children, but when children are unwell, parents are 
asked to confirm absence by telephone immediately. If there is no notification, school has a 
policy of phoning home to ascertain each child’s whereabouts.  
The school works closely with the Local Authority’s Education Welfare Officer (Emma 
McKenzie). Attendance rates are reported annually to the Welsh Government and to all 
parents. Positive measures are in place to encourage children to attend regularly and 
punctually and the school is aware of its right to take legal action against parents who do not 
ensure good attendance and punctuality (see Attendance Policy).  If a child is collected early 
at the end of a school session for various reasons, the adult must sign the register at the 
school office.  
  
Appointments of Staff and Induction of Newly Appointed Staff and Work Placements 
All staff that are appointed to work in school have a criminal records search called a DBS 
check. This search highlights people who have a criminal record or if previous allegations 
have been made against them. If staff are found to have a criminal record the appointment is 
reconsidered by the Headteacher and the Personnel committee of the Governing Body. The 
Local Authority is informed directly by the Disclosure and Barring Service. 
The Head teacher sits on all appointment panels.   Safeguarding questions are included in 
interviews.  New staff are inducted into safeguarding practices. Newly appointed staff are 
assigned a mentor for the induction period. It is the responsibility of the mentors to familiarise 
new staff with procedures and policy, which affect the health and safety of all at school but 
especially the children.  The Site Manager/Student Mentor (Martin Jones/Tara Beynon/ Ben 
Curtin) inducts students and volunteers on H&S (see appendix 1) as appropriate. 
 
Staff Training 



 

 

Swansea operates a three year rolling programme for training and all staff attend training at 
least every three years if not sooner.  These training courses enhance knowledge and ability 
to recognise and respond to situations where children have been harmed or likely to be 
harmed and considered to be at risk.  
 
In addition, the Head teacher revisits Child Protection Procedures with all staff at the start of 
the academic year and with Governors at an annual GB meeting.  The Head teacher has 
attended additional training on ‘Signs of Safety’, ‘Team around the Family’, and ‘Recognising 
Abuse.’ 
  
Induction of Volunteers 
Volunteers must also have DBS clearance. For a brief activity, such as a school visit, which 
does not involve the supervision or close contact of children, will under no circumstance be 
left alone with a child or group. For extended contact with children, when children may be left 
alone with an adult, or when an adult visitor may be in and around the school building, a full 
DBS search will be conducted. Visitors who do not yet have clearance will under no 
circumstance be left alone with a child or group of children. 
  
 
Welcoming Visitors 
It is assumed that visitors with a professional role e.g. social services or members of the police 
already have relevant clearance but the office will endeavour to check this before admittance 
is granted and a note made of anyone entering without clearance.  Registering at the school 
office requires visitors to sign to indicate they have read Fire Procedures.  All visitors to the 
school must report and sign in at the school office in the main entrance and are escorted to 
the area of school they are visiting.  Visitors must wear a visitor badge at all times and sign 
out when leaving. 
   
Child Protection Policy 
The designated adult for Child Protection is the Head teacher and the designated governor is 
the Chair of Governors.  There is a detailed Child Protection Policy, which is available from 
the school office. It is the Governing Body’s duty to ensure the policy is reviewed annually and 
any deficiencies within the policy addressed immediately. All governors and all staff have had 
appropriate Child Protection training, which is updated at least every three years.  Child 
Protection matters are reported to the Governing Body every term.   
 
The school follows guidelines which assert that physical restraint may only be used if there is 
the possibility that a child may be about to cause harm to him/herself or to another.  It also 
asserts that on no occasion should such physical contact be used as a punishment.  All 
allegations of abuse by, or complaints of, a teacher will be dealt with following the Local 
Safeguarding Board procedures.  For any complaints about the Head teacher, the Chair of 
Governors should be contacted directly.  See Child Protection Policy. 
 
Records and Record Keeping 

 Well kept records are essential in situations where it is suspected or believed that a 
pupil may be at the risk of harm or likely to be at risk of harm. 

 These records are kept in a secure place separate from all other records pertaining to 
the pupil and accessed and maintained by the designated persons only. 

 The sharing of information or records are subject to the agreed City and County of 
Swansea and S/WBSCB protocols and procedures. 

 
  
The Design of the Curriculum 



 

 

The curriculum deals with safeguarding in two ways. Firstly, the curriculum, in areas of learning 
and experience such as Health & Wellbeing and Humanities (particularly in relation to both  
Relationships and Sexuality Education and Religion, Values and Ethics) discusses relevant 
issues with the children. Topics include such themes as Substance Misuse, Sex and 
Relationships and Stranger Danger. Children are encouraged to explore and discuss these 
issues.  
  
Secondly, the curriculum is designed so that safety issues within the subject are discussed 
and safe practices taught, such as using equipment properly in PE and with any type of 
technology usage. At all times there has to be appropriate staffing levels and when the 
curriculum is taking  place out of school appropriate and agreed pupil/adult ratios are 
maintained. The lead adult always assesses visits as to the level of risk and all trips are finally 
authorised by the Head teacher. 
  
Visiting speakers, with correct clearance are always welcome into school so that they can give 
specialist knowledge to the children. 
   
Internet Safety 
All staff are required to sign a record indicating they have read and understood the internet 
safety policy. (See Safe Use of Internet Policy/e- Safety Policy) 
Children should be encouraged to use the internet as much as is possible, but at all times in 
a safe way. Pupils must never be left unattended whilst online and teachers should ensure 
that this does not happen. If teachers know of misuse, either by a teacher or child the issue 
should be reported to the Head teacher without delay.  Pupils are given frequent reminders 
about e-safety. 
  
Equal Opportunities 
At Brynhyfryd Primary School we try to ensure that everyone is treated fairly. All children are 
given equal access to the school and its curriculum and all at Brynhyfryd Primary School are 
considered equal in the learning partnership regardless of sexuality, gender, SEN, socio-
economic background, ethnic group or ability. When children have special needs we make 
arrangements to inform parents and design specific programmes. 
  
Children with disabilities must be able to take a full and active part in every lesson and every 
measure must be taken to ensure this wherever practicable. 
 
Racial Tolerance 
We want our children to be prepared for an ethnically diverse society.  The school will work 
hard to promote racial equality and harmony by preventing and challenging racism.  If anyone 
ever feels unjustly treated then the school welcomes and values a response.  The children 
take part in discussions (Circle Time) designed to raise awareness and address prejudices. 
From time to time visitors work with the children. The school has adopted Local Authority 
guidance for reporting racial incidents.  Governors are updated termly through the head 
Teachers Report to the Governing Body. (Please also refer to the school’s Anti-racism and 
Equality Policy) 
 
Positive Behaviour Policy (Rights & Responsibilities) 
Good behaviour is essential in any community and at Brynhyfryd Primary School we have 
high expectations for this. Although the emphasis is always on the positive there are also 
times when children have to be disciplined in order to maintain the safety and security of all 
children. 
 
There are numerous rewards available to children: 

 Positive praise 
 Stickers 



 

 

 Showing another teacher good work 
 Certificates  
 Notes home to parents- eg. via home-school books and or secure Class Dojo 

messaging services 
 Golden Time/Friday Celebration Assemblies 
 Stars and ‘Class Dojo’ points 
 
Sanctions range from: 
 Verbal warnings 
 Reflection time focussed on Restorative Practice using ‘Reflection Sheets’ during 

breaks or golden time 
 A letter home 
 Exclusion 

 
Parents are informed of our behaviour policy in newsletters and home school link books and 
during Parents’ Evenings. 
Staff are discouraged from handling children.  However, should restraint ever be required, 
the school has a policy on the Use of Restrictive Physical Interventions for the Management 
of challenging Behaviour. 
  
Anti-Bullying Policy 

 The school has an anti-bullying policy that complies with the Human Rights Act 1998 and 
Equality Act 2010. It also has a positive behaviour policy. 

 The policies cover the following areas-definition of bullying, school’s aims, strategy for 
dealing with bullying, bullying off the school premises, bullying directed towards race, 
gender, sexual orientation or disability, code of conduct, rewards and sanctions, 
lunchtime supervision, the role of parents, the role of governors, fixed term and 
permanent exclusions, involving pupils in supporting behaviour, staff training, the role of 
the class teacher, recording incidents.  

 In the event of a bullying complaint being made either by a parent or a pupil then the 
Headteacher will listen to the complaint, record it and investigate. The results of the 
investigation will be reported to the parent/pupil.  Records of the complaint are kept in a 
locked cabinet for monitoring purposes. See Anti-bullying Policy. 

  
Photographing and Videoing 
At Brynhyfryd Primary School we have taken a sensible, balanced approach, which allows 
parents to photograph and file providing they follow certain guidelines: 

 At the start of each academic year parents consent to school taking photographs by 
signing a permission slip at Parents’ Evening School photographs that are for use 
outside of school are anonymous unless specific permission has been received from 
parents.  

 Parents taking photographs read the Local Authority advice leaflet.  

Whistleblowing and Complaints 

If members of staff ever have concerns about the behaviour or intentions of any person within 
the building, school grounds or within proximity of children, they have a professional duty to 
inform the management accordingly.  This can be done in writing or verbally but staff should 
be prepared to discuss issues in the confidence that any such matter will be dealt with 
sensitively and with the necessary degree of confidentiality.  The school has a current 
Whistleblowing Policy. 



 

 

The school has adopted the Local Authority’s Formal Complaints Policy (see policy). The 
Head teacher is the designated person for pupil complaints. 

All policies mentioned are available from the school office and can be found on the school 
website. 

 

Appendix 1 – H&S induction for new staff, students and volunteers 

Appendix 2 – Pupil Complaints Procedure 

This policy will be reviewed annually or earlier if legislation and/or guidelines change. 

  
Reviewed:   
 

Appendix 1 
 

Brynhyfryd Primary School 
 

Staff Induction 
 

 Induction task to be completed  

1. Tour of work area and welfare facilities  

2. Introduction to supervisor and colleagues  

3. Action to be taken on discovering a fire or hearing alarm (no 
attempt to extinguish fire) 

 

4. Fire warning system explained  

5. Evacuation procedure :- 
Stop work and work equipment 
Leave building by the nearest safest exit 
Do not stop for personal belongings 
Do not run or panic 
Do not re-enter the building until the all clear signal is given 

 

6. Emergency exits identified  

7. Show the locations of the fire assembly points  

8. Explain the importance of keeping fire exits/ and corridors clear 
of obstruction 

 

9. Accident reporting procedures explained (all accidents must be 
reported) 

 

10. Shown the location of first aid facilities and introduced to first 
aiders 

 

11. Briefed on the company’s health and safety policy  

13. Policy on manual handling  

14. Specific instructions for use of electrical and  mechanical 
equipment hazards explained including PPE 

 

   

Staff Member Name : 
 

Signature : Date : 
 



 

 

 

Workplace Trainer  Name : 
 
 

Signature : Date : 
 



 

 

Appendix 2 
 

BRYNHYFRYD PRIMARY SCHOOL 
 

PUPIL COMPLAINTS LEAFLET 
 

 
As a pupil you can make a complaint about any matter concerning your school. By law 
your school must have a procedure for dealing with complaints from many people 
including parents and pupils.   
 
Remember- A complaint is more than just a moan or a suggestion for 
change/improvement. A complaint is taken seriously and there are set 
procedures the school must follow.   
 
Where to find the Complaints Procedure 
 
If you want to make a complaint ask a member of staff for a copy of your school’s 
complaints procedure. It will explain how you go about making your complaint.  You 
can also ask the person named in the procedure as a contact point to find someone 
to help you make your complaint and guide you through the process.  The Head 
teacher is the school’s designated person to hear pupil complaints. 
 
Some things you could complain about are: 

 an event – such as a school trip 

 anything about your school life – such as homework, school uniform  

 school services – such as school meals  

 the behaviour of an individual(s) – for example another pupil or member of 
staff 

 something that affects you as a pupil -  such as bullying 

 something that has happened outside school but which is connected to the 
school – such as the behaviour of pupils in the street. 

 
These are only some examples. There may be other things you want to complain 
about.  
 
Privacy 
All complaints will be kept private.  This means that normally it will not be discussed 
with anyone without your consent. However, there are some circumstances where a 
complaint has to be shared with other people, especially if it means you or another 
child is in danger of being hurt. If this is the case this will be explained to you.  
 
Making a complaint 
When you make a complaint 

 everything you say will be listened to, 

 you will be asked questions to make things clear,  

 you will be dealt with fairly, 

 your parents/ carers will not be told you have made a complaint without your 
agreement   



 

 

 your complaint will follow the procedure your school has in place with your 
agreement 

 you will be allowed to have someone with you to help if you wish.    This could 
be a parent, friend, relative or someone else 

 you will be told how your complaint is progressing 

 you will be told the outcome and given a letter confirming this.   
 
 
Things for you to consider when making a complaint 

 Is your complaint about something which affects the whole school, a group of 
pupils or an individual pupil? Could you ask the School Council to consider it? 

 Could you solve the problem in any other way by talking to your class teacher, 
teaching assistant or someone else in school? 

 If you decide to ask the school council or an individual member of staff to take 
up the matter but you are not satisfied with the results you can still use the 
school’s complaints procedure. 

 
 
Other involvement of pupils  
You could be: 
 

 A pupil who is being complained about, or 

 A pupil who has seen something happening that is being complained about. 
  
In these situations: 

 everything you say will be listened to 

 you will be asked questions to make things clear 

 you will be dealt with fairly 

 you will be allowed to have someone with you to help if you wish – a parent, 
friend, relative or someone else. 

 
 
Remember: 
Most complaints can be dealt with if you tell someone. 
All complaints made to the school are treated seriously.  
Malicious or spiteful complaints that are found to be untrue will be disciplined. 
 

 
 


