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	Policy/Procedure
	
	Date reviewed
	Person(s) responsible
	Date to be reviewed by end of
	Date reviewed
	Person(s) responsible
	Date to be reviewed by end of

	0. Taxonomy Index 
	
	
	
	
	
	
	

	a) Review Schedule
	1. Policy Matrix
2. Taxonomy Policy Lead
3. Work Schedule (Part One and Two)

	
	
	
	
	
	

	1. Organogram and Site Plans
	1. Governance Organogram
2. Organisation Teams
3. Site Plans

	
	
	
	
	
	

	2. Governance
	
	
	
	
	
	
	

	a) Terms of Reference
	1.   Governance, Leadership and      Management
2.   Advisory Board Responsibilities and Duties
3.   Template for the Advisory Board ‘Walks’
4.   Safeguarding  Committee Terms of Reference
5.   Health and Safety Committee Terms of Reference
6.   Pastoral & Pupil Support Committee Terms of Reference
7.   Academic Committee Terms of Reference
8.   Finance Committee Terms of reference
9.   Anti-Bribery Policy and Procedure
10. Collection of Debt Policy
11. Policy on Policies, Procedures and their Attendant Documentation
12. Advisory Board -   Responsibilities and Duties

	
	
	
	
	
	

	b) SDP, SIP and Action Plan
	1.    Development and     Improvement Plan
	
	
	
	
	
	

	3. GDPR
	1.   GDPR Policy
2.   Privacy Notice Summary – At Reception
3.   Privacy Notice for Employee Information
4.   Privacy Notice for Visitors
5.   Privacy Notice for Trustees
6.   Privacy Notice for Pupil and Parent Information
7.   Privacy Notice for Children in Need and Looked After Children
8.   Data Retention Policy
9.   Data Mapping 
10. Data Breach Procedure
11. Subject Access Request Form
12. Acceptable Use of ICT - Staff and Headteacher
13. Pupil Acceptable Use of ICT
14. Internet, Network and Email Policy
15. GDPR FAQs
16. Use of CCTV
17. School Mobile Telephone Use Policy
18. Taking equipment offsite agreement
19. Laptop loan agreement
20. Declaration photos and videos
21. Data Protection Impact Assessment
22. Glossary of Terms
	
	
	
	
	
	
	

	4. Ethos, Vision and Prospectus
	1. Ethos and Vision 
2. British Values
	
	
	
	
	
	

	5. Most Able
	1.    Most Able Policy

	
	
	
	
	
	

	6. Accessibility and Disability Discrimination 
	1.    Accessibility Plan 
2.    Single Equality Policy
3.    Reasonable Adjustments Policy
4.    Medical Conditions Policy

	
	
	
	
	
	

	7. Administration and Communication
	
	
	
	
	
	
	

	a. Administration
	1.    Visitors and contractor form
2.    Request for absence form
3.    Risk Management form
4.    Self-certification form
5.    Administrator Job Description
6.    Welfare Job Description

	
	
	
	
	
	

	b. Communication
	1.   Communications Policy
2.   Procedure for Communicating    and Dealing with Divorced   Parents

	
	
	
	
	
	

	8. Admissions and Attendance
	
	
	
	
	
	
	

	a. Admissions
	1.      Admissions Policy and   
          Procedure
2.      Communications Policy
3.      School Uniform Policy
4.      Acceptance form
5.      Reporting Leavers
6.      CME referral form
7.      Freedom of Information
8.      Electronic Register
9.    Home School Agreement
	
	
	
	
	
	

	b. Attendance
	1.      Attendance Policy

	
	
	
	
	
	

	9. Anti-Bullying 
	1.      Anti - Bullying Policy
2.      Anti - Bullying Appendix
3.      Anti – Bullying Code
4.      What to do if you are Worried
5.      Worry Form
6.      Safeguarding Incident Report and reporting procedure
7.      Behaviour Incident Report Form or reporting procedure
 8.      Anti-Bullying Parent/ carer Information Sheet 
9.     Anti-Bullying Pupil Information Sheet

	
	
	
	
	
	

	10. Behaviour
	
	
	
	
	
	
	

	1.     Behaviour, Discipline and Exclusions
	1.      Behaviour Management including Discipline Sanctions and Exclusion Policy
2.       Physical Intervention – Use of Reasonable Force Policy
3.      Appendix B - Managing and   Modifying Children's Behaviour
4.      Appendix C - Encouraging Sheet for parents/ carers
5.      Exclusion – Information Sheet for parents
6.      Serious Sanctions
7.      School Rules
8.      Behaviour Incident Record form
9.      Year group Behaviour Folder
10.    Exclusions – Information Sheet for parents/ carers
11.    Violence and Personal Safety
12.    Searching, Screening and Confiscation
	
	
	
	
	
	

	11. Complaints Procedure for Parents
	1. Complaints Procedure
2. Parental Complaints Form
3. Complaints Log
	
	
	
	
	
	.

	12. Collaborative                                  ,,,,,,Curriculum
	
	
	
	
	
	
	

	a) Curriculum, Teaching and Learning
	1. Curriculum – Delivery and Learning Policy 
2.       Curriculum Maps -- Plans
3.       Subject Progression Maps
4.       Deep dives
5.       Careers policy
6.       Therapy Statements:
           SLT,OT. PT
7.       Assessment, Recording and     Reporting Policy and Plan
8.      Marking Policy including: Invigilating and Marking 2 Tests and Exams
9.       Independent Learning     Enhancement
10.    Scrutiny of Work
11.    Adaptive Teaching Policy
12.    Target Setting Policy
13.    Observation Lesson Plan
14.    Observation Checklist for instructors/ teachers
15.    Curriculum coverage form
16.    Criterion VS Norm Referenced   Assessment

	
	
	
	
	
	

	b) Homework, Marking, Assessment, Recording and Reporting
	 1.     Homework Policy
2.     Homework Timetable
	
	
	
	
	
	

	c) Raising Achievement 
	
1.    Raising Achievement Policy

	
	
	
	
	
	

	d) SoW, Subject Statements and Topics
	1.       Subject Policies
2.       Programmes of Study
	
	
	
	
	
	

	13.	Employment Policies and       Procedures, HR, PPRD
 and CFPD

	1.    Continuing Professional Development Policy
2.    Observation Policy
3.    HR Policies
	
	
	
	
	
	

	14. EAL
	1.      English as an Additional      
Language Policy
2.   EAL Scales
	
	
	
	
	
	

	15. Fire Safety
	1.        Fire Risk Assessment
2.        Fire Safety Policy
3.        In the Event of Fire
4.        Introduction – Fire Training
5.        Fire Marshalls
6.        Fire Evacuation
7.        Key Holding Company
8.        Fire Exit
9.        Fire Alarm Risk Assessment 
10.      Fire Equipment
11.      Fire Emergency Plan
12.      Information to Visitors Leaflet
	
	
	
	
	
	

	16. First Aid and Medical Protocols  - Administration on Medication, Healthcare
	1.        First Aid Policy
2.        Medicine to be Administered during school hours
3.       Administration of Medication Policy
4.       Supporting pupils with medical conditions
5.       First Aid Kit & Medicine Location
6.       Health Care Plan Template
7.       Special Medical Needs
8.       Medication Administration      Record
9.       Missed administration of medication
10.     EpiPen and Other Emergency Medicines.
11.     First Aid Staff Training Chart
12.     Intimate Care Policy

	
	
	
	
	
	

	17. Health and Safety
	
	
	
	
	
	
	

	a) Policy and Procedures
	1.  Health, Safety and Welfare    Policy
2.      General Statement of Intent
3.      Health and Safety Organisational Chart
4.      Prevention of Accidents
5.      Smoking and Vaping Policy
6.      Health and Safety Representatives
7.      Visitors Information Sheet
8.      Collection of Children
9.      Adverse Weather Policy
10.    Swimming Policy
	
	
	
	
	
	

	b) Access to Risky Areas and Risk Assessments
	1.      Risk Assessment  & Access to Risky Areas Policy
2.      Risk Assessment Template
3.      Example Risk Assessments
	
	
	
	
	
	

	c) Critical Incidents, Emergency Evacuation and Lockdown Procedure
	1.      Critical Incident Plan 
2.      Lockdown Policy

	
	
	
	
	
	

	d) Learning Outside the Classroom (LOtC), Educational Visits and School Journeys
	1.      Educational Visits and Offsite    Activities Policy

	
	
	
	
	
	

	e) Manual
	1.  Health and Safety Manual
         Appendices to the H&S    Manual
	
	
	
	
	
	

	f) Maintenance
	1.      Planned Preventive Maintenance Schedule
	
	
	
	
	
	

	g) Contractors
	1. Managing Contractors Policy
	
	
	
	
	
	

	18. Pastoral Care
	1.      Pastoral Care Policy Structure and Relationships
	
	
	
	
	
	

	19. PSHEE, SMSC, RSE and Health Education
	1.      PSHEE Policy
2.      SMSC Development
 3.      Generic Relationship and Sex Education (RSE) Policy
4.      Drugs Education Policy
 5.     Alcohol Illegal Substances Policy
6.      Student Voice Policy
7.      Cultural Capital Policy
	
	
	
	
	
	

	20. Safeguarding
	
	
	
	
	
	
	

	a) Child Protection Policy and Procedures
	1. Safeguarding - Child Protection Policy

	
	
	
	
	
	

	b) Wellbeing – Mental Health
	1. Mental Health and Well-being Policy
2. Flourishing Action Plan
3. PGA Process
	
	
	
	
	
	

	c) E-Safety
	1.      E - Safety Policy
2.      Remote Learning Policy
3.      Safeguarding & Online Safety Appendix – with reference to remote learning

	
	
	
	
	
	

	d) Safer Recruitment
	1. Safer Recruitment Selection and Disclosure Policy and Procedures
2.      Safer Recruitment Manual
3.      Teaching Staff Application Form
4.      Support Staff Application Form
5.      Therapy Staff Application Form
6.      Reference Request Letter
7.      Reference Request Form – Teaching Staff
8.      Reference Request Form - Support Staff
9.      Safer Recruitment Pre-checks
10.    Reference Follow up Record Form
11.    Safer Recruitment Personnel File Documentation
12.    Self-declaration of medical and mental fitness
13.    Pre-employment medical questionnaire
14.    Offer letter
Headteacher Appointment
Home Office Overseas Criminal Records Check
Recruitment Forms
15. Induction Policy Template
	
	
	
	
	
	

	e) Staff Behaviour Policy (Staff Code of Conduct)
	1. Staff Behaviour Policy (Code of Conduct) 
2. Managing Allegations Against Staff & Other Adults
	
	
	
	
	
	

	f) Prevent Duty
	1.       Prevent Policy
	
	
	
	
	
	

	g) Supervision of Pupils
	1.  Supervision of Pupils Policy
2. Working Alone with Children Policy
	
	
	
	
	
	

	h) Confidentiality and Information Sharing
	1.       Confidentiality and Information Sharing Policy
	
	
	
	
	
	

	i) Child on Child 
	1.       Child on Child Abuse Policy
	
	
	
	
	
	

	j) Children Missing Education
	1.       Children Missing from Education 
	
	
	
	
	
	

	k) DSL Supervision
	1.     Advisory Board processes for the DSL supervision
	
	
	
	
	
	

	l) Local Authority Documents (Inc Partnership Arrangements)
	1.       Safeguarding Partnership Arrangements
	
	
	
	
	
	

	21. SEND and Inclusion
	1. SEND Policy
2. Specific  Arrangements for Dyslexia
	
	
	
	
	
	

	22. Whistleblowing
	
[bookmark: _Hlk57836794]1.      Whistleblowing Policy 
	
	
	
	
	
	

	23. SEF
	1. Non-Association SEF
2. Self-Evaluation Form 2019
	
	
	
	
	
	

	24. Website Policies and Procedures List 
	As per National Guidance
	
	
	
	
	
	

	25. Documentation for Regulatory Compliance
	As per National Guidance 
	
	
	
	
	
	

	26. SCR
	1. SCR 
2. SCR(Personal File)
3. SCR headings plus guidance notes
4. SCR template

	
	
	
	
	
	

	27. Non-Association Handbooks - Guidance
	Appendix A – Questions Ofsted might ask middle leaders about the curriculum
Appendix B – Questions Ofsted might ask Teachers about the curriculum (Primary and Secondary))
Appendix C – Questions Ofsted might ask about Reading (Primary
Appendix D – Questions Ofsted might ask about Science – Deep Dive
Education Inspection Framework  2019 
Inspecting the Curriculum
	
	
	
	
	
	


Mandatory Insurances
	Insurances (Mandatory)
	Mandated Amount
	Completed/ In Place

	Employers Liability
	£5 million
	 

	Public / Product Liability
	£10 million
	 

	Professional Indemnity Liability
	£5 million
	 




TABLE 1:  TRAINING MODULES and STAFF TRAINING REQUIREMENTS

	List of Training Modules
	Staff Training Requirements

	1. Safeguarding Child Protection;
2. Curriculum Intent/Implementation/Impact;
3. Fire Training;
4. Health and Safety Training;
5. Anti-Bullying Training;
6. Child Sexual Exploitation;
7. Use of Reasonable Force;
8. Risk Assessment;
9. Channel General Awareness;
10. First Aid at Work;
11. Safer Recruitment;
12. Food Hygiene & Safety;
13. Fire Marshall Training;
14. Female Genital Mutilation;
15. Communicating with your Teenager about Self Harm
16. Online Safety;
17. Awareness of Forced Marriages;
18. Prevent Duty;
19. Communicating with Impact;
20. Child Protection Sport;
21. Child Protection Refresher; 
22. Advanced Inter Agency Child Protection
23. Child on Child Abuse
24. EVC (Education Visits Co-ordination Training)
	· 
· Headteacher -  1 to 24 inclusive

· SLT - 1, 2, 6, 7, 11, 16, 18, 19, 20, 21, 22, 23, 24

· Safeguarding Team - 1, 2, 5, 6, 8, 9, 15, 16, 17, 18, 19, 20, 21, 22, 23
· 
· Teaching Team - 1,2, 3, 4, 5, 6, 7, 8, 9, 13, 15, 16, 17, 18, 20, 21, 22, 

· Health and Safety & Maintenance Team - 1, 3, 4, 5, 8, 10, 13, 14 & 26

· Catering Team - 1, 3, 4, 5, 8, 9, 12, 13 

· Administrative Team - 1, 2, 3, 4, 5, 8, 9, 13, 14 (where relevant), 20 

· First Aid Officers - 1, 10, 16 

· Governance Board - 1, 2, 5, 9, 11, 20 
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