Emergency Fire Procedures

Safeguarding Staff

All members of staff and those visiting the site including
Supply Teachers should be aware of the school’s
emergency fire procedures.
1. All rooms have an up to date fire action plan located
on the walls that you should make yourself aware of.
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2. All classroom have a Fire Register on the wall.
3. In the event of the fire alarm sounding, you should,
without hesitation, make your way out of the building
via the nearest evacuation route displayed, to the
assembly point.
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Designated Safeguarding Lead:
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4. If there are pupils with you or unaccompanied in your
vicinity, it is your responsibility to safely escort them to
the assembly point.
5. If you are in the classroom take the fire register with
you.

Sandra Oldham

Julia Clark
Head Techer

6. You must wait at the assembly point until all persons
have been accounted for and the all clear has been
given. DO NOT re-enter the building until you are told it
is safe to do so.

Pastoral Manager

Fire Assembly point is the main playground.
Please report to a Fire Mashall immediately.
Melanie Norris
Deputy Head Techer
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Visitors Procedures
All visitors must sign in at the main reception.
All visitors will be issued with an appropriate pass
which must be displayed at all times whilst on site.
Visitors wishing to speak to a particular member of
staff should telephone the school to make an appointment, when possible, to avoid disappointment.
If you are seeking an urgent appointment, please
report to the main reception and we will arrange for
you to see a member of staff on duty.
Visitors must ensure mobile phones are not used
in school, unless in an emergency, and under
no circumstances should photos/videos be taken.
All visitors MUST sign out at the main reception and
return any passes before leaving the site.
If a visitor is leading an assembly, lesson or pupil
discussion, then a member of staff will remain present
and may stop the session if they feel it is detrimental
to the pupils’ general well-being in terms of the
Prevent Agenda or personal emotional care.

Always tell someone if a child touches you or
speaks to you inappropriately. Log down the incident,
time and date it and pass it on to the Head Teacher.
Remember
If in doubt…ask!

Staff Conduct
If you are concerned about the conduct of a member
of staff following an observation or disclosure the
following actions must take place:
Immediately inform the Head Teacher.
In their absence, (or if it is the Head Teacher’s
conduct) immediately inform the Deputy Head
Teacher.

Safeguarding Statement
Lily Lane Primary is committed to safeguarding and
promoting the welfare of children and we require all
staff, volunteers and visitors to share this commitment.
This leaflet contains information about our expectations
of you whilst visiting the school. If you are unclear about
anything in it, please speak to any of the contacts
named within. Please keep this leaflet safe and available
to read at any time during your visit. If you are
concerned about the safety of any child in our school,
YOU MUST report this to our designated Safeguarding
Lead: Mrs Sharon Oldham. If you are concerned about
the conduct of a member of staff or volunteer in our
school, you must contact the Head Teacher, unless it is
about the Head Teacher then please contact our Chair
of Governors.

You must inform the Designated Safeguarding Lead.
If you feel that a child may be at risk of harm but are
not sure then inform the Designated Safeguarding Lead
immediately who will offer advice and take appropriate
action.
Child abuse happens to all children regardless of
gender, culture, religion, social background and those
with or without a disability.
A copy of the school’s safeguarding policy can be
obtained from the School office or website.
Sometimes a child may disclose information to you. If
this happens, then the following actions must take
place.

What Do I Do if A Child Discloses
They Are Being Harmed?
React calmly.
Listen carefully to the child, particularly what is said
spontaneously.
Do not promise confidentiality. Explain to the child
that you may need to pass on the information if you are
worried about their safety.
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Keeping Yourself Safe

Be professional. Be careful how you interact with or
speak to a child, the child may interpret it differently.

Avoid physical contact with children unless you are
preventing them from immediately harming themselves or
others.

What Do I Do If I Am Worried
About A Child?

You may clarify your concern using “tell, explain,
describe or outline” but as soon as your concern is
confirmed, ask no further questions as further enquiries
may be compromised.
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Avoid being on your own with a child; always ensure
that a door is open and that you are visible to others.
It’s best not to do anything for a child that he or she
can do for him or herself.

If you become concerned about:

Something a student says
Marks or bruising on a student
Changes in a child's behaviour or demeanour

Reassure the child that they have done the right
thing.
Record carefully what the child says in their words
including how and when the account was given. Date,
time and sign the record. Pass this on to the Designated
Member of Staff for Safeguarding immediately.
Please remember that:
Only trained investigators should question a child.

