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1. INTRODUCTION
To ensure that children are effectively safeguarded from the potential risk of harm at Al Ain
English Speaking School and that the safety and well-being of the children is of the highest
priority in all aspects of the school’s work. To help the school maintain its ethos whereby staff,
volunteers, pupils, parents and governors feel able  to articulate any concerns
comfortably, safe in the knowledge that effective action will be taken as appropriate.

Al Ain English Speaking School is committed to providing an environment where children can
play, learn, develop and achieve and where they are safeguarded and are enabled to tell or
communicate if they are being harmed in some way. We are committed to ensuring that all
staff are sensitive to issues of race, culture, gender and diversity but these issues will never
be a barrier to sharing and reporting concerns about children.

All staff including teaching and non-teaching staff, temporary and supply staff, clerical and
domestic staff, volunteers and staff working on site employed by other services and agencies
and those working with children and families in the community have a statutory responsibility
to safeguard and promote the welfare of children and must be aware of and fully conversant
with this policy. All staff must be given a copy of this policy in writing and follow the schools’
procedures and guidance at all times.

All staff will be given a copy of the Child Protection Policy and will be expected to sign the
form, attached as appendix A, confirming that they have read and understood these
documents. For the purposes of this document, the term ‘staff’ will apply to those listed above.

2. PURPOSE OF THIS POLICY
The four main elements to our Child Protection Policy:

1. Prevention (e.g. positive school atmosphere, teaching and pastoral support to pupils);
2. Protection (by following agreed procedures, ensuring staff are trained and supported to

respond appropriately and sensitively to Child Protection concerns);
3. Support (to pupils and school staff and to children who may have been abused);
4. Working with parents (to ensure appropriate communications and actions are

undertaken).

To achieve this we will ensure that all members of the school community…

…are aware of their responsibilities in relation to safeguarding and child protection.

…know the procedures that should be followed if they have a cause for concern.

…know where to go to find additional information regarding safeguarding.
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…are aware of the key indicators relating to child abuse.

…fully support the school’s commitment to safeguarding and child protection

3. SCHOOL COMMITMENT
The school adopts an open and accepting attitude towards children as part of its responsibility
for pastoral care. Staff hopes that children and parents will feel free to talk about any concerns
and will see school as a safe place when there are difficulties. Children’s worries and fears will
be taken seriously and children are encouraged to seek help from members of staff.

Our school will therefore:

 Establish and maintain an ethos where children feel secure and are encouraged to
talk, and are listened to;

 Ensure that children know that there are adults in the school whom they can approach
if they are worried or are in difficulty;

 Include in the curriculum activities and opportunities for PSHE/Global Citizenship
which equip children with the skills they need to stay safe from abuse, and which will
help children develop realistic attitudes to the responsibilities of adult life, particularly
with regard to childcare and parenting skills;

 Ensure every effort is made to establish effective working relationships with parents
and colleagues from other agencies;

 Operate safe recruitment procedures and make sure that all appropriate checks are
carried out on new staff and volunteers who will work with children, including
references being taken up and to follow ADEC’s Morale Integrity Test.

4. ROLES AND RESPONSIBILITIES – GENERAL
The school adopts an open and accepting attitude towards children as part of its responsibility
for pastoral care. Staff hopes that children and parents will feel free to talk about any concerns
and will see school as a safe place when there are difficulties. Children’s worries and fears will
be taken seriously and children are encouraged to seek help from members of staff.

Our school will therefore:

 Establish and maintain an ethos where children feel secure and are encouraged to
talk, and are listened to;

 Ensure that children know that there are adults in the school whom they can approach
if they are worried or are in difficulty;

 Include in the curriculum activities and opportunities in assemblies/ PSHE/ Global
Citizenship which equip children with the skills they need to stay safe from abuse, and
which will help children develop realistic attitudes to the responsibilities of adult life,
particularly with regard to childcare and parenting skills;
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 Ensure every effort is made to establish effective working relationships with parents
and colleagues from other agencies;

 Operate safe recruitment procedures and make sure that all appropriate checks are
carried out on new staff and volunteers who will work with children, including
references being taken up and to follow ADEC’s Morale Integrity Test.

5. ROLES AND RESPONSIBILITIES OF THE PRINCIPAL
The policies and procedure adopted by the School are fully implemented, and followed by all
staff; resources and time are allocated to enable the Designated Teacher for Child Protection
and other staff to discharge their responsibilities, including taking part in strategy discussions
and other inter-agency meetings, and contributing to the assessment of children; all staff and
volunteers feel able to raise concerns about poor or unsafe practice in regard to children, and
such concerns are addressed sensitively and effectively in a timely manner.

The School Principal will ensure the following:

 The school has a child protection policy and procedures in place, and the policy is
made available to parents on request.

 The school operates safe recruitment practices (Morale Integrity Test), including
appropriate use of references and checks on new staff and volunteers.

 There are procedures for dealing with allegations of abuse against members of staff
and volunteers (see Appendix F).

 There is a member of the school’s senior management team (SMT), who is designated
to take lead responsibility for dealing with child protection (the “Designated Senior
Person for Child Protection”).

 The Principal, and all other staff and volunteers who work with children, undertake
appropriate training as part of their induction and temporary staff and volunteers who
work with children are made aware of the school’s arrangements for child protection
and their responsibilities.

 Any deficiencies or weaknesses brought to the attention of the School Board are
rectified.

 Policies and procedures are reviewed annually.

6. ROLES AND RESPONSIBILITIES OF THE DESIGNATED TEACHER FOR CHILD
PROTECTION

The Designated Teacher for Child Protection is the first point of contact. The role of the

Designated Teacher for Child Protection includes:

 Provision of information to the school body and associated matters
 Liaise with the School SMT.
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Referrals:

 Refer cases of suspected abuse or allegations to the Principal and advise on liaison
with local police department.

 Act as a source of support, advice and expertise within the educational establishment
when deciding on whether to make a referral.

Training:

 Recognise how to identify signs of abuse and when it is appropriate to make a referral.
 Ensure each member of staff has access to and understands the school’s child

protection policy especially new or part-time staff.
 Ensure all staff have received adequate induction training covering child protection and

are able to recognise and report any concerns immediately.
 Be able to keep detailed, accurate and secure written records of referrals/concerns.
 Obtain access to resources and attend any relevant or refresher training courses

where available.
Raising Awareness:

 Ensure the school’s child protection policy is updated and reviewed annually, and work
with the School SMT regarding this.

 Ensure that parents can see a copy of the child protection policy, and that they are
alerted to the policy and the fact that referral may be made.

Where children leave the establishment, ensure the child protection concerns are brought to
the attention of the new establishment when appropriate (Appendix E Child School transfer
form).

7. NAMED STAFF WITH SPECIFIC CHILD PROTECTION RESPONSIBILITIES
Designated senior leaders for Child Protection across Primary and Secondary:

 Helen Anne
 Peter Gillmore

All staff has a responsibility to report child protection concerns to designated senior leader.

8. RECORDS AND MONITORING
Well-kept records are essential to good child protection practice. All staff are clear about the
need to record and report concerns about a child or children within our school. The
Designated Teacher for Child Protection is responsible for such records please see Appendix
D for Concern forms.

Records relating to actual or alleged abuse or neglect are stored apart from normal pupil or
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staff records. (Pupil records with the registrar will have markers to show that there is sensitive
material stored elsewhere.) This is to protect individuals from accidental access to sensitive
material by those who do not need to know.

Child protection records are stored securely. With access confined to specific staff, i.e.
Designated Teachers for Child Protection and SMT.

Records are kept for all time.

Child protection records are reviewed regularly to check whether any action or updating is
needed. This includes monitoring patterns of complaints or concerns about any individuals and
ensuring these are acted upon. Recording is a tool of professional accountability and is central
to safeguarding and protecting children. The school keeps a record of staff child protection
training, which is reported to the personnel committee.

It is not always possible to know whether a small or vague concern held today may increase
as the days or weeks pass and later form the substance of a child protection referral. For this
reason it is vital that concerns are recorded accurately so that they can be monitored and
emerging patterns noticed.

Concerns about children will be recorded on the school’s concern tracking sheet (see
attached) which will detail the concerns about a child, discussion with the DMS or Deputy
DMS and parents or carers and any agreed actions and outcomes. Tracking sheets/Child
Protection meeting minutes will be held confidentially, separately from a child’s main
school/education records. Records will be signed and dated and kept in chronological order.
The DMS will ensure that school actions minuted in child protection conferences/strategy
meetings are implemented.

9. VULNERABLE CHILDREN – SUPPORTING PUPILS AT RISK
Our school recognises that children who are abused or who witness violence may find it
difficult to develop a sense of self-worth and view the world in a positive way. For such
children school may be one of the few stable, secure and predictable components of their
lives. Other children may be vulnerable because, for instance, they have a disability or are
experiencing some form of neglect. We will seek to provide such children with the necessary
support and to build their self-esteem and confidence.

We aim to support the children in our school by:

 Encouraging a sense of self-worth and assertiveness whilst not condoning bullying and
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aggression. Bullying in itself may result in the threshold of significant harm being met
and we take seriously our responsibility to challenge bullying behaviours in accordance
with our anti-bullying policy.

 Promoting a caring and safe environment within the school.
 Providing opportunities through the various key stage curricula, for children to learn

strategies to protect themselves ask for help and support and gain confidence in
standing up for their rights and valuing and respecting others.

 Working in partnership with other services involved in safeguarding children and
notifying as soon as there are significant concerns about a child.

10. SUPPORT FOR STAFF
The school recognises that staff as part of their duty to safeguard and promote the welfare of
children and young people may hear information, either from the child/young person as part of
a disclosure or from another adult that will be emotionally upsetting.

Where a member of staff is emotionally disturbed as a result of dealing with a child protection
concern, he/she should in the first instance speak to the Designated Teacher for Child
Protection about the support he/she requires.

We recognise that child protection is a difficult and sometimes upsetting subject for those who
work with children. Working with a child who has suffered harm or is at risk of harm may be
stressful and distressing. We are committed to supporting such staff by providing opportunities
for them to talk through their experiences and anxieties with the DMS or a Deputy DMS and to
seek further support as appropriate. All staff and volunteers must feel able to raise concerns
about poor or unsafe practice; such concerns will be addressed sensitively and effectively.

We believe that working within a school that has clear child protection policies and procedures
also helps to support staff in carrying out their duties and responsibilities effectively.

11. CONFIDENTIALITY
Confidentiality is an issue which needs to be fully understood by all those working with
children, particularly in the context of child protection.

All matters relating to child protection are strictly confidential. We respect the right of families
to have information about them dealt with sensitively and confidentially in line with statute and
guidance. Child Protection information regarding children in our school will be shared with staff
on a strictly need to know basis. A member of staff will ‘need to know’ information when it is
demonstrably to benefit the child. All staff are expected to conform to the school’s standards of
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good professional practice and maintain confidentially appropriately at all times.

All staff must be aware of their responsibility to share information with the Vice Principal and
with other agencies in order to protect and safeguard children.

No one in the school may guarantee confidentiality to a parent or carer and must make it clear
that information will be shared if there are concerns about the welfare of a child, even if they
do not consent to the sharing of information.

No one in the school may guarantee to a child that they will keep a secret and must always
make it clear to children in language that is appropriate to the age and understanding of the
child, that any information which leads an adult to be concerned that a child is suffering or is at
risk of suffering harm will be shared with the DMS in order to take measures to safeguard the
child or other children at risk.

12. OTHER RELEVANT POLICIES
The School Body’s responsibility for safeguarding the welfare of children goes beyond pure
child protection. The duty is now to ensure that safeguarding permeates all activity and
functions. This policy therefore complements and supports a range of other policies, for
instance:

 Positive Behaviour
 Educational Visits
 Health and Safety

The above list is not exclusive but when undertaking development or planning of any kind the
school will consider the safeguarding aspects.

13. COMPLAINTS OR CONCERNS EXPRESSED BY PUPILS
AAESS School recognises that listening to children/young people is an important and essential
part of safeguarding them against abuse and neglect. To this end any expression of
dissatisfaction or disquiet in relation to an individual child will be listened to and acted upon in
order to safeguard his/her welfare. We will also seek to ensure that the individual child who
makes a complaint is informed not only about the action the school will take but also the length
of time that will be required to resolve the complaint. The school will also endeavour to keep
the child regularly informed as to the progress of his/her complaint.
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14. RECRUITMENT AND SELECTION OF STAFF
A minimum of two references will be obtained; gaps in an applicant’s employment history will
be followed up and also if the applicant’s last school is not given as a point for references.

15. PROMOTING THE WELL-BEING OF PUPILS
The School will promote the well-being of all its pupils as per the United Kingdoms’ Education
and Inspections Act 2006. Well-being is defined in the Children Act 2004 in terms of:-

 Physical and mental health and emotional well-being;
 Protection from harm and neglect;
 Education, training and recreation;
 The contribution children make to society;
 Social and economic well-being.

16. LIST OF ATTACHMENTS
Appendix A – Summary of Procedures

Appendix B – Signature form

Appendix C – Guidance for Staff – Dealing with Disclosures

Appendix D – Child Protection Concern Form and tracking sheets

Appendix E – Child School Transfer Form

Appendix F – Procedure for allegations against staff

Appendix G – Child protection – information for parents

Appendix H – Definitions and Symptoms of Abuse

Appendix I – Behaviour Policy

Appendix J – Educational Visits Policy

Appendix K – Health and Safety Policy
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Appendix A

Summary of Procedures

What you need to do if you have a concern about a child:

1. Make some notes immediately, e.g. record the date, time, place, facts, your observations
and the child's verbatim speech. Do not interpret what is seen or heard; simply record the
facts. Write these up on a Child Protection Concern Form as soon as possible, before the end
of the school day (Copies can be found in respective departments and staffrooms, in the
general documents folder on the school server and in the office).

2. Report your concerns to a Designated Member of Child Protection as soon as possible,
before the end of the school day and give them a copy of the completed Child Protection
Concern Form:

3. The Child Protection Concern Form will be considered immediately and appropriate action
will be taken. If appropriate, a referral will be made to ADEC/Social Services by one of the
named members of staff. Referrals will be sent electronically following an initial phone call.

4. It is natural to be concerned for the child and you will be advised on the same day of
reporting the concern once action has been taken. If you do not get this feedback, you must
request it from the DMS who received the concern form or if that's not possible, from one of
the other DMS. As the adult who reported the concern, you have a duty of care to ensure that
the matter is being handled. The DMS will also keep you informed of progress as appropriate.

5. All child protection notes and referrals will be kept in locked cabinets by the Heads of
School.
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Appendix B

Safeguarding and Child Protection Policy

Name (print):

Position:

Date:

I have read and agree to abide by the Al Ain English Speaking School Child Protection Policy
(Updated November 2015).

Signed __________________________________________



PO BOX 17939|Al Ain, UAE| Tel: +971 3 767 8636/7/1|Fax: +971 3 767 1973|school@aaess.sch.ae |www.aaess.com

Appendix C

Guidance for staff - Dealing with Disclosures

(Receive, Reassure, React, Record, Remember)

RECEIVE:

 Listen to what is being said, without displaying shock or disbelief.
 Accept what is said.
 Make a note of what has been said as soon as practicable.

REASSURE:

 Reassure the pupil, but only so far as is honest and reliable. For example, don’t make
promises you may not be able to keep e.g. ‘I’ll stay with you’ or ‘everything will be
alright now’.

 Do reassure and alleviate guilt, if the pupil refers to it. For example, you could say:

“I believe you.”

“I am glad you came to me.”

“I am sorry this has happened. “

“You’re not to blame. You are not alone; you are not the only one this sort of
thing has happened to.”

“We are going to do something together to get help.”

REACT:

 React to the pupil only as far as is necessary for you to establish whether or not you
need to refer this matter, but do not interrogate for full details.

 Do not ask ‘leading’ questions, for example “what did he do next?” (This assumes he
did!), or “did he touch your private parts?” Such questions may invalidate your
evidence (and the child’s) in any later prosecution in court.

 Do not criticise the alleged perpetrator; the pupil may care about him/her, and
reconciliation may be possible.

 Do not ask the pupil to repeat it all for another member of staff. Explain what you have
to do next and whom you have to talk to. Try to see the matter through yourself and
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keep in contact with the pupil.
RECORD:

 Make some very brief notes at the time on any paper which comes to hand, and write
them up as soon as possible.

 Do not destroy your original notes in case they are required by a court.
 Record the date, time, place, persons’ present and noticeable non-verbal behaviour,

and the words used by the child. If the child uses sexual ‘pet’ words, record the actual
words used, rather than translating them into ‘proper’ words.

 Draw a diagram or complete a body map to indicate the position of any bruising.
 Record statements and observable things, rather than your ‘interpretations’ or

‘assumptions’.

REMEMBER:

 To follow the school’s Child Protection Policy and procedures and share your concerns
with the Designated Member of Staff for Child Protection or her deputies.

 Consult with your Designated Child Protection members of staff as appropriate.
 Support the child: listen, comfort, and be available.

Do not promise to keep it a secret as your professional responsibilities may require you
to report the matter. If you make this promise to a child and then break it, you confirm
to the child yet again that adults are not to be trusted.

REMEMBER: Complete CONFIDENTIALITY is essential. Share your knowledge only with
appropriate professional colleagues.
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Appendix D

Concern Form and Tracking Sheets

Name of child: Class:

Reported by:

Witness:

Date: Time: Location:

(of observed behaviour / discussion / disclosure)
Concern/Incident: (to be completed by reporting adult)

Note: Please do not interpret what is seen or heard; simply record the facts.

Skin Map:

Note: Any signs of physical injury should be described in detail. Where injuries have
been observed, mark on Skin Map recording the location, size and colour.
Injuries observed - please tick: Yes No

Name of witness to injuries:

Date injuries seen:
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Skin Map

Signed (reporting adult):
Date: Handed to:
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For: Designated Child Protection Officer use

Name:

Date

:

Time:

Action Taken By whom Outcome
Discuss with child

Ensure the child’s wishes and feelings
are ascertained where appropriate

Monitoring sheet

Contact parents

Please tick:

Telephone call

Meeting
Refer to?

Other (Please specify)
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Appendix E

Child School Transfer Form

Child name:

Date of Birth: Date of Arrival:

Parent/Carer Name: Parent/Carer Name:

Address: Address:

Telephone number(s): Telephone number(s):

Forwarding address: Forwarding address:

Destination School: Telephone:

Reason for leaving:

Date of the last day at School: Start Date at New School:

Destination School contacted? Date Notes

Folder sent? Date Notes

SEN or Health Concerns Yes/No
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Appendix F

Procedure for allegations against staff (including the SMT) and
volunteers

Individual Staff/Volunteers/Other Adults:

 Write a dated and timed note of what has been disclosed or noticed, said or done.
 Report immediately to the Designated Senior Person (SLT)
 Pass on the written record.
 If the allegation concerns the conduct of the SLT, report immediately to ADEC.
 Pass on the written record.

All allegations against any member of staff will be investigated in accordance with the school
disciplinary policy.
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Appendix G

Child protection: safeguarding children – information for
parents

Our school feels it is of the utmost importance to have good systems for protecting children and
safeguarding their welfare, throughout all the activities which the school undertakes. This means
that staff and volunteers must be alert to possible concerns about every pupil, and to report these
in a proper fashion. The school has a safeguarding and child protection policy: parents may
request a copy of this.

It is important for parents to be aware that:

Staff and volunteers in the school have a duty to report concerns about a child, whether this means
the child may be in need of additional support or help of some kind or whether it is thought that a
child may have been abused or be at risk of abuse.

There are four categories of abuse: physical, sexual, emotional, neglect. In some cases the school
may be obliged to refer children to the police.

If you think your child may have been abused you can contact the police directly. If you think the
abuse may have happened in school, contact the Principal. If you think your child has been hurt,
arrange to visit your doctor. Comfort and reassure your child.

If school staff need to express concerns about a child or refer a child to the police, it is understood
that this can cause distress or anger for the child’s parents. It is important that all parties – parents
and school staff – try to discuss these matters as calmly and sensibly as possible.

For parents’ enquiries please contact the Heads of School.



PO BOX 17939|Al Ain, UAE| Tel: +971 3 767 8636/7/1|Fax: +971 3 767 1973|school@aaess.sch.ae |www.aaess.com

Appendix H

Definitions and Symptoms of Abuse

There are four main categories of abuse – physical injury, neglect, sexual abuse and emotional
abuse. The list of symptoms given is not exhaustive or comprehensive but consists of frequently
observed symptoms. It is important to remember that most abuse involves more than one main
type, for example, sexual and emotional abuse may be recognised together. These symptoms, for
example cuts and grazes, may also be accidental and not a sign of abuse.

Physical Abuse:

Actual or risk of physical injury to a child or failure to prevent physical injury (or suffering) to a child,
including deliberate poisoning, suffocation and factitious illness by proxy. This includes excessive
punishment.

Symptoms:

Behaviour changes/wet

bed/withdrawal/regression
Cuts and grazes

Aggressive language and
use of threats

Finger marks
Violent behaviour during role

play
Bruising in unusual areas

Frequent unexplained
injuries Cigarette burns

Changing explanation of

injuries

Broken bones
Unwillingness to change

clothes

Not wanting to go home with

parent or carer

Afraid of physical contact Cowering Aggressive language and
use of threats
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Neglect:

Actual or risk of persistent or severe neglect of a child or the failure to protect a child from exposure
to any kind of danger, including cold or starvation. Extreme failure to carry out important aspects of
care, resulting in the significant impairment of the child’s health or development, including failure to
thrive.

Symptoms:

Lack of appropriate

clothing
Unkempt hair Bullying

Dirty No parental interest Use of bad language

Cold – complaining of
Not wanting to

communicate
Always out at all hours

Body sores Behaviour problems Lack of confidence/low self-
esteem

Hunger – complaining of Attention seeking Stealing

Urine smells Lack of respect Jealousy

Unkempt hair Often in trouble
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Sexual Abuse:

Actual or risk of sexual exploitation of a child or adolescent. The child may be dependent and/or
developmentally immature. The involvement of dependent, immature children and adolescents in
activities to which they are unable to give informed consent or that violate the social taboos of
family roles.

Symptoms:

Inappropriate behaviour –

language

Rejecting physical contact
or

demanding attention
Stained underwear

Withdrawn Rocking Bruising/marks in genital
area

Change of behaviour
Physical evidence – marks,

bruising

Drawing – inappropriate

knowledge

Role play
Pain going to toilet, strong

urine

Relationships with other
adults or children for
example, being forward
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Emotional Abuse:

Actual or risk of severe adverse effect on the emotional and behavioural development of a child
caused by persistent or severe emotional ill-treatment or rejection. It is important to remember that
all abuse involves some emotional ill-treatment.

Symptoms:

Crying Aggression Isolation from peers –
unable to communicate

Rocking Behaviour changes Clingy

Withdrawn Bribery by parent Afraid of authoritative
figures

Not wanting to socialise Self-infliction
Treating others as you have

been treated

Cringing Lack of confidence
Picking up points through

conversation with children

Bad behaviour Attention seeking
Isolation from peers –
unable to communicate
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The school’s philosophy

We are aware that we share responsibility for the children in our care, and make every effort to
provide the care which any responsible parent would be expected to give.

Parents play the most important role in teaching about ways of behaving. The home provides the
first opportunities for children to learn to respect other people’s feelings and property. At school we
reinforce the attitudes, courtesies and disciplined behaviour that children begin at home. We aim to
ensure that positive behaviour is rewarded; inappropriate behaviour is dealt with firmly and fairly.
The School Code of Conduct (see below) is framed in such a way as to encourage and reinforce
courteous and civilised behaviour – every opportunity is taken to support self-discipline, whereby
children are personally involved and accept responsibility for their own actions and behaviour.

Aims of our positive behaviour policy

1. To create a welcoming, safe, orderly, creative, and child friendly environment

2. To inspire positive attitudes to school work and the school environment

3. For staff and students to take personal responsibility for their environment

4. To ensure a high standard of good behaviour and discipline is maintained

Description of responsibilities for all the members of the school community

Staff Students Parents

 To lead by
example

 To be consistent
in dealing with
children

 To encourage
the aims and
values of the
school among
the children

 To have high
expectations of

 To support and
care for each other

 To respect each
other’s property
and work

 To listen to others
and respect their
opinions

 To take
responsibility for
their own actions
and behaviour

 To be aware of our school’s value
and expectations

 To support the values and
expectations of our school

 Make sure their child attends
school regularly and punctually.

 Make sure their child is dressed
appropriately for school and has
any necessary equipment.

 Treat staff and other adults with
courtesy and respect

 Discuss the school rules with
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the children

 To meet the
educational,
social and
behavioural
needs of the
children

 To do as instructed
by all members of
staff (teaching and
non-teaching)

 To observe the
school’s Code of
Conduct / Golden
Rules

their child.

 Talk to their child about their
behaviour.

 Listen to their child’s point of view
whilst also considering the other
side.

 Talk to their child’s teacher if they
are concerned about a behaviour
issue.

 Talk to their child’s teacher if the
school is concerned about a
behaviour issue.

Our School’s Code of Conduct – The Golden Rules

At this school we will:

 Be gentle.

 Be kind and helpful.

 Try your best.

 Look after property.

 Listen to people

 Be honest.

The ways in which this school encourages good behaviour

Low level behaviour management strategies Positive strategies that are used

The look!

Proximity

Refocusing/diversions

Non-verbal approval

Verbal approval/acknowledgement

Smiley face/stars/stickers
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Simple directions

Rule reminders

Avoidance of the word ‘No’

Non-verbal signs

Giving a choice

Giving a warning of a consequence

In-class ‘time out’

Out of class ‘time out’ – child sent to work in another

(pre-arranged)class

Certificates given in weekly assembly

Send to colleagues for praise

Send to HOY/HOD/HOS for praise

Golden Time

House points

Sharing of success with peers

Sharing of success with parents

The ways in which this school encourages respect for others:

1. Circle work – developing “language of feelings”
2. Role play
3. Sharing skills
4. Training children in conflict resolution skills – e.g. Playground Pals
5. Giving children responsibility e.g. School Parliament, House Captains
6. Praising children and letting them know they are all valued
7. Staff modelling the message in their interaction with each other and with other members of

the school community

Unacceptable behaviour at this school (for the purpose of this policy ‘school’ means the
school building, school grounds, school buses and when children are taking part in an
educational  visit).

We divide unacceptable behaviour into three broad bands:

a) Level One: misbehaviour that can be effectively managed within a classroom environment
by the class teacher.

b) Level Two: more serious misbehaviour that is not so easily managed within a classroom
environment. Class teacher may involve parents. Notification of other staff. Informal
involvement of Head of School.
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c) Level Three: very serious misbehaviour or persistent Level Two misbehaviour.  Formal
involvement of the Head of School / Principal and parents.

Unacceptable behaviour described

Level One Level Two Level Three

Not on task

Disrupting another
child/chatting in
class

Distraction,
interruption

Answering back

Not taking
instruction

Telling lies/getting
others into trouble

Minor verbal insults,
minor bad language

Unsafe movement
around the school
classroom

Unsafe behaviour

Careless damage

Deliberate damage
to property (first
time)

Playtime incident
(first occurrence)

Persistence of Level One

Incomplete tasks (deliberate)

Refusal to work

Defiance

Deliberate destruction of another
child’s piece of work

Minor deliberate damage to
property

Removing someone’s
property/intending to remove
someone’s property without their
permission

Direct verbal insults or racial
insults

Aggressive behaviour

Isolated incident of physically
hurting someone (minor)

Bullying, persistent name calling

Persistence of Level Two

Major disruption of class activity

Consistent or serious deliberate
damage to property

Removing someone’s
property/intending to remove
someone’s property without their
permission

Repeated incidents of bullying

Persistent bad language and verbal
insults/racial insults

Persistent incidents of physically
hurting other people (minor) or a
serious incident of physically hurting
someone

Abusive or threatening behaviour
towards adults or children

Dangerous refusal to obey an
instruction

Leaving school premises without
consent
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Sanctions/Strategies

Level One Level Two Level Three

The look!

Repositioning
of children

Reminder of
Code of
Conduct – The
Golden Rules

Private
discussion
with child

“Time out” in the classroom

“Time out” in another (pre-arranged)
classroom

Stay in at breaktime (in a supervised
area)

Loss of privileges/choice of activity
(e.g. reduced Golden Time)

Monitoring reports (tutor / HOY)

Persistent unacceptable behaviour –
parents informed by class teacher,
informal meeting, discussion with
parents, home/school behaviour
report book introduced.

N.B. Head of School informed prior
to arranging any meeting with
parents.

Where incidents take place during
outside play or lunchtime the child
should remain with teacher (as a
‘time out’) and the class teacher
informed when the children go back
into school.

Where incidents take place on a
school bus or on an educational visit
the child should remain with teacher
(as a ‘time out’) and (if applicable)
the class teacher informed when the
children go back into school.

Head of School informed immediately

Formal meeting with Head of School (child)

“Time out” with Head of School supervision

Parents may be invited into school for
formal discussion with Head of School

Action plan agreed involving school and
parents

Monitoring reports (tutor / HOY)

Behaviour contract, supervised by Head of
School

Internal

Exclusion (see below)

Fixed term

Level Three action should be recorded by
Head of School and the HOY / tutor
informed of outcomes.

Parents should be informed by the Head of
School of any formal meetings that have
taken place with their child.

Where incidents take place during outside
play or lunchtime  the child should remain
with teacher (as a ‘time out’) and the class
teacher informed when the children go back
into school

Where incidents take place on a school bus
or on an educational visit the child should
remain with teacher (as a ‘time out’) and (if
applicable) the class teacher informed when
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the children go back into school.

If the incident is of a severe nature and
there is a risk to the safety of staff or
students then the teacher should take action
to ensure the safety of the children and
themselves and immediately request help
from a line manager.

Exclusions

In cases of persistent unacceptable behaviour (Level Three), and where the other sanctions
/strategies listed above have been exhausted the child will be excluded. Initially, any exclusion will
be for a temporary fixed term (normally a period of up to five days), and if necessary permanent.
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Aim

The aim of this policy is to sustain and promote a broad range of off-site Educational Visits from
this school, whilst ensuring safe practice and competent supervisor.

Background Information:

Definition of an Educational Visit:

Any organised, off-site visit involving pupils or young people that requires the permission and
approval from ADEC and the parents/guardians of the pupils or young people attending. A visit
may take place at any time of the year.

Key points for all visits:

 All educational visits must have clearly identified aims and objectives.

 All educational visits must have an approved competent visit leader who is an AAESS
employee.

 Approval for an educational visit and for the designated competent visit leader role is made
by the Head of Primary/Secondary or the Principal.

 All visits must provide evidence of a prepared written risk assessment.

 Visit leaders must carry copies of all supporting documentation as appropriate on the visit,
e.g. emergency contacts, itinerary, names and group detail.

 All supporting documentation must be held centrally in the Primary/Secondary office.

 Parents must be fully informed of all arrangements.

The school fully supports the vision behind ’Learning Outside the Classroom’. We recognise that
the benefits for children engaged on educational visits include:

 Raising achievement through organised, powerful experiences and opportunities.

 Participating in challenging physical activity and encouraging a healthy lifestyle.

 Raising self-esteem, confidence and independence.

 Appreciating landscape diversity through exploring natural environments.
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 Experience a range of built environments, extending their cultural awareness and widening
horizons.

 Being involved in team work and problem-solving through residential experiences.

 Engaging pupils or young people and making learning ‘real’ and relevant.

 Supporting UAE and UK national agendas and initiatives e.g. ‘Every Child Matters’, new
curriculum for Early Years Foundation Stage, Primary and Secondary, ‘Social Emotional
Aspects of Learning’.

Inclusion and Entitlement

Educational visit are an integral part of the curriculum. All pupils or young people are entitled to
participate irrespective of social background, culture, race, gender, differences in ability and
disabilities.

Each pupil or young person has an entitlement to experience:

 Effective learning opportunities

 Success in learning

 Achieving as high a standard as possible

Teachers will set appropriate learning challenges, responding to pupils’ or young people’s diverse
learning needs. The school will make provision, with well-planned reasonable adjustments made to
support pupils or young people, enabling them where possible to participate effectively in all
educational visits.

Roles and Responsibilities

Principal/Head Teacher

 Must be consulted on any educational visit being organised and kept informed of
arrangements, as necessary.

 Makes sure that the School Board are kept informed of the nature and progress/success of
educational visits.

 Ensures adequate Staff Inset, Visit Leader Training, First Aid and Continued Professional
Development (CPD) for Educational Visits.
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 Ensures systems are in place so that medical and personal/address details for all pupils or
young people are updated upon notification.

 Consider systems for insurance matters for Educational Visits are in place and ensures
parents are fully informed.

 Parents are informed they have responsibility for transporting their own children to and
from venues when transport is not provided.

Visit Leader, Teaching and Support Staff

 The Visit Leader must ensure there are clear educational aims for the visit, be specifically
competent and approved as the Visit Leader by the Head Teacher/Senior Manager.

 Have a thorough up to date knowledge of the School Educational Visits Policy and
procedures.

 All staff included on a visit must have a clear understanding of accident/emergency
procedures.

 The Visit Leader must carry an Emergency Contact List of everyone going on the visit in
addition to the Emergency Base Contacts.

 The Visit Leader has responsibility for the whole group and must ensure the following
documentation is taken on all visits: all relevant pupil or young person medical and consent
information, the risk assessment inc a plan B, itinerary details, emergency contacts and
‘Critical Incident’ emergency number.

 Ensure parents are kept fully informed of visit arrangements, details and itinerary.

 Plan the visit carefully and carry out risk assessments prior to the visit. Ensures that copies
of these details are given to the Head Teacher in the agreed time.

 It is the Visit Leader’s responsibility to give appropriate and clear information regarding risk
assessments and roles and responsibilities to any additional adult/volunteer helpers.

 Collate and check parental consent forms for all pupils or young people. A clear risk
assessment must be made for any named child with known medical or behavioural issues.

 It is the Visit Leader’s and supports staff’s responsibility to ensure children are suitably
briefed at all stages of the visit. All group members must be clear of rules and behaviour
code.



PO BOX 17939|Al Ain, UAE| Tel: +971 3 767 8636/7/1|Fax: +971 3 767 1973|school@aaess.sch.ae |www.aaess.com

 Copies of these documents must be kept by the Visit Leader, the school office and a copy
of emergency contact.

 It is the Visit leader’s responsibility to liaise with the school nurse and ensure adequate first
aid has been considered and provided for the visit and that first aid kits are taken along with
individual children’s medical kits and requirements as appropriate.

 All staff and adult helpers should be made aware of who is responsible for first aid. The risk
assessment must show evidence first aid has been considered and staff needs to know
this.

 Transport for all visits must meet agreed standards. The itinerary, the arrangement and
drop off and collection places must be checked and agreed upon.

Notes on ‘Risk Management’ and the planning and preparation for Educational Visits

Thorough preparation for a visit must be undertaken. The Head Teacher/Senior Manager should
be consulted regarding the arrangements, nature and purpose of the visit. The visit should have
clear educational aims. The following must be addressed in further planning:

 Matters of supervision, Provider checks, content of the day(s) activities, first aid and
transport must be considered and organised in advance.

 Parents must be advised of the details of any visit including cost and be kept fully
informed.

 All necessary permission/consent slips must be obtained.

 A charged mobile phone should be taken on all trips. Check that mobile phone coverage is
in the area that you are visiting.

 Consideration needs to be in place detailing arrangements due to inclement weather,
transport breakdown etc.

How to undertake a risk assessment and who to submit it to

In addition to the above planning, a written Risk Assessment must be made for any proposed
educational off-site visit. It should:

 Identify any significant risks which pupils or young people, staff and helpers may be
exposed to and outline any control measures that will be put in place to reduce risks to an
acceptable level;
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 Be passed on to the EHS Officer and Principal for consultation and approval.

 During the visit, be kept with the Emergency Contact List and other planning and risk
management documentation.

 Check if the venue and/or provider have their own risk assessments.

 Ensure a suitable ‘Collective Discussion/briefing’ takes place regarding the ‘risk
assessment’ prior to the visit, ensuring ownership of the ‘risk assessment’ by the Visit
Leader and all accompanying staff. Any ‘Generic’ risk assessments must be changed,
adapted or modified to suit the specific considerations and needs of the group during this
discussion/meeting.

The six main considerations in undertaking risk assessments are:

 Type of Group

 Staffing (ratios and competency) (see school guidelines)

 Equipment

 Venue/Activities

 Travel

 Emergency Procedures

More detailed prompts under each consideration, to help in undertaking risk assessments may be
obtained from the EHS officer. With more hazardous or unusual visits close contact between
school and the venue/provider is an important safeguard. A preliminary staff visit should be made if
necessary. Seek advice of the principal or EHS officer.

During the visit

In addition to measures documented on the risk assessment staff should –

 Carry a class list/register. This is to be called before starting a trip and departing from any
visit. In addition a head count should be done.

 Ensure adequate supervision and check children are always given suitable briefings in their
group with their group leader and staff take regular head counts.

 Be prepared to make ‘ongoing’ professional judgements related to assessment of risks.
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After the visit

 A post visit evaluation report should be completed, any accident/incident details
recorded and the risk assessment reviewed appropriately.

 Where possible encourage children and adult helpers to contribute to this report. A
copy of the report should be given to the EHS officer.
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Part 1: Health and Safety Policy Statement

The School Board regards the promotion of health and safety at work to be of the utmost
importance for all people that attend as students, work in and visit Al Ain English Speaking School.

It is school policy to ensure that every reasonable step be taken to prevent injury and ill-health to
personnel by protecting individuals from hazards at work. This also includes students and visitors
to the school whether it is for pursuance of their employment or other activities.

This is approached by:

 assessing and controlling risk as part of the day-to-day management of school activity
 providing and maintaining safe, healthy and secure working conditions, training and

instruction so that personnel are able to perform their various tasks safely and efficiently
 ensuring that a constant awareness with regard to health and safety at work is

maintained in respect of all activities within the school and during out-of-school activities
 periodic review of the safety policy as school activities and the associated risks change

All personnel employed within the school have a professional obligation to co-operate in the
operation of this policy by not interfering with or misusing equipment that has been provided in the
interests of health and safety.

All employees within the school have a corresponding obligation to co-operate and comply with
this policy so far as is reasonably practicable by:

 complying with safety procedures, whether written or brought to their attention by other
means for their own protection, protection of those under their supervision and others
who may be affected by their actions

 reporting (to the campus safety representative) any incident that has led, or could have
led, to damage or injury

 assisting in any investigation with regard to accidents, dangerous occurrences or near-
misses

In line with the Safety Organisation set out in Part 2 of this policy, it is the responsibility of all line
managers to ensure compliance with safety arrangements within their areas of responsibility.
From time to time, safety arrangements are adopted for the control of risk and reflect the
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procedures that are to be followed within the school.

Part 2: Health and Safety Organisation

OBJECTIVES

2.1 The objectives of this H&S Policy are to:

 promote high standards of safety, health and welfare in compliance with the H&S
regulations set by the UAE local authorities and with a view to international professional
associations and standards where possible.

 ensure that places and methods of work are safe and healthy through the arrangements set
out in Part 3 of this policy and others that are adopted from time to time as appropriate to
changing circumstances

 protect personnel, whether they be employees, students, members of the general public
visiting the school, or contractors and their employees, from any foreseeable hazards

 ensure adequate training, instruction, supervision and information is given to all
employees in order that they may work in safety insofar as is reasonable and practicable

 ensure a safe and healthy working environment for all personnel and that there are
sufficient facilities and arrangements for their welfare

 ensure that awareness with regard to all aspects of safety is fostered by all personnel
 ensure personnel are aware of their responsibility to take any steps necessary in order

that the health and safety of both themselves and others may be safeguarded, and to
co-operate in all aspects with regard to safety

 ensure that full and effective consultation on all matters is encouraged

RESPONSIBILITIES

2.2 Responsibilities of individuals within the school are as follows.

 School Board: The ultimate responsibility for all aspects of health and safety at work
within the school rests with the School Board.

 Head of School: Individual Heads of School (HOS) have responsibility for the effective
implementation of the H&S policy on each campus and for encouraging staff, through
regular monitoring, to implement H&S arrangements.

 Line manager: All heads of faculty or department are responsible for ensuring that the
day-to- day requirements regarding H&S at work are met within their areas of concern.
Where any new process or operation or substance is introduced into the area of their
responsibility, they are to liaise with the campus H&S representative so that the
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associated risks are assessed and any precautions deemed necessary are implemented.
 Teachers and supervisors: The responsibility of applying safety procedures on a day-to-

day basis rests with all teachers and supervisors. All accidents will be investigated by
them in accordance with current procedures in order that the cause of any accident can
be identified and remedial action taken as appropriate. They are to ensure that all new
members of staff and students under their control are instructed in their own individual
responsibility with regard to the school H&S procedures and that they frequently make
inspections of their area(s) of responsibility, taking prompt remedial action where
necessary.

 Employees and students. Employees and students have a responsibility to ensure that
they act with all reasonable care with regard to the H&S of themselves, other members of
the school, contractors, and members of the public. They are required to co-operate with
supervisors, line managers and the H&S Committee, and to adhere to safety guidance
given in helping to maintain standards of H&S within the school.

 H&S Representatives. It is the responsibility of H&S Representatives to make such
proposals as they see fit with regard to methods of achieving improvements in H&S
aspects in their area(s) of responsibility. HOSs are to nominate safety representatives to
represent their campus.

 H&S Committee. The H&S Committee as a whole, or through individual members, is
to monitor H&S performance and recommend any action necessary should this
performance appear or prove to be unsatisfactory.

 Contractors. It is the responsibility of contractors and their employees to read and
comply with the school H&S policy.

Part 3: H&S Arrangements

INTRODUCTION

The H&S arrangements set out below are for the information, guidance and compliance of all
personnel in the school.

H&S are integral parts of management. They are key considerations that should underpin and
facilitate educational and financial activity.

In carrying out their normal functions, it is the duty of all heads of faculty or department to
do everything possible to prevent injury to individuals. This will be achieved so far as is
reasonably practicable by adoption of arrangements and procedures developed out of risk
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assessment for control of risk. These can be summarised as:

 providing and maintaining safe equipment and safe systems of work
 making arrangements to ensure the safe use, handling, storage and transport of

materials, substances and other articles
 providing the necessary information, instruction, training and supervision to ensure

all personnel are aware of their responsibilities for safety
 providing safe places of work with safe access to and exit from them
 providing a safe and healthy working environment
 providing a system for rapidly identifying and remedying hazards
 where hazardous conditions cannot be eliminated, providing suitable protective clothing

and equipment

More specific arrangements are set out below and will be updated from time to time as
necessary to address new risks.

All personnel have a professional duty to co-operate in fulfilling the objectives of the school board
and a personal responsibility to take reasonable care to ensure that their actions do not cause
injury to themselves and to others.

Employees are required to observe special rules and safe methods that apply to their own work
and to report hazards discovered by them to their line managers.

No person shall intentionally or recklessly interfere with or misuse anything provided in the
interests of H&S.

SPECIFIC ARRANGEMENTS FOR HEALTH AND SAFETY

3.1 Accident reporting

Any accident or injury is to be reported to the campus H&S Representative by the person or
persons involved in the accident, or by the line managers, and entered in the accident report book
(either the student accident book or the staff accident book). Accident books are held in the admin
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office. The H&S Representative is to ensure that the HOS is informed of all accidents of a serious
nature and any dangerous occurrences, and where applicable follow the requirements of current
legislation.

3.2 Accident investigation

 All significant accidents or incidents that are considered to be dangerous and near-
miss situations are to be reported to the HOS / Dept HOS. They in turn are to report the
incident to the H&S Representative.

 The H&S Representative is to carry out an immediate investigation into the incident in
order to identify the cause of the accident and measures taken to prevent a reoccurrence.

 Investigations such as these are essential in order that accidents, damage to equipment
and property, and losses are kept to a minimum.

 The chair of the H&S Committee is responsible for the co-ordination of such investigations.
 All contractors must ensure that accidents involving their personnel are reported to

the Maintenance Manager of the school, as well as their own reporting chain.

3.3 Reporting procedures

Any practice or condition that is likely to have an adverse effect on the H&S of personnel, or
damage to equipment or property, is to be reported to the campus H& S Representative. Such
reports are to be recorded.

3.4 Out-of-school visits and activities

All personnel that arrange or actively participate in school visits or out-of-school activities must
follow the procedures in the Educational Visits Policy.

3.5 Safe working procedures

All line managers must ensure that safe working procedures are developed through:

 assessing the tasks
 identifying the hazards
 defining a safe method
 implementing the system
 monitoring the system
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Once developed, safe working procedures must be shared with relevant staff to protect all
personnel working within their area(s) of responsibility from dangers to their H&S. They are also
to familiarise themselves with laid-down procedures and ensure that personnel under their control
are fully conversant with these procedures.

3.6 Defective tools and equipment

 All defects found in hand tools; power tools or any other equipment must be reported
immediately to the line managers, who in turn will inform the H&A Representative of the details.

 The equipment concerned is to be withdrawn from service, clearly marked and isolated in
an area where it cannot be reissued for further use until repair has been affected.

3.7 Means of access

 When using access equipment, such as ladders, the correct equipment is to be used for the
job to be undertaken. Stepladders should always be supported by an assistant.

 Always use correct routes of access. Do not use short cuts; they can result in serious accidents.

3.8 Machinery

All line managers and teachers controlling the use of machinery must be familiar and comply with
the safety instruction for controlling the use of machinery.

3.9 Good housekeeping

Tidiness, cleanliness and efficiency are essential factors in the promotion of H&S. Accidents can
be prevented by following the guidelines listed below.

 Keep corridors and passageways unobstructed.
 Ensure shelves in storerooms are stacked neatly and not overloaded.
 Keep floors clean.
 Do not obstruct emergency exits.

3.10 Electrical equipment

 Only authorised and fully qualified personnel are to install, repair or attempt to repair electrical
equipment.

 The protective outer sleeve of electrical cables is to be firmly secured within the electric
plugs.
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Where the outer sleeve is not secured within the plug and the connecting live wires are visible, a
qualified person is to be tasked to rewire the plug correctly.

 Electrical equipment that is known to be, or suspected of being faulty must not be used.
 If electrical equipment becomes faulty whilst in use, it is to be isolated from the source

of supply and secured so that it cannot be used until repair has been effected.

3.11 Use of harmful substances

 When using harmful substances, whether they be material or chemical substances,
all personnel must ensure that adequate precautions are taken to prevent injury to health.

 No new materials or chemical substances are to be brought into use unless an
assessment has been carried out and clearance given for use by the H&S Representative
and/or Maintenance Manager. The user department is to be in possession of a safety data
sheet.

 Work involving lead or asbestos is not to be carried out under any circumstances
without reference in the first instance to the safety representative.

3.12 Skin infections and hand care

 To reduce the risk of dermatitis, oil acne or skin cancer, always avoid unnecessary
skin contact with oils and chemicals. Always wear gloves and protective clothing where
necessary.

 Use barrier creams before commencing work. These provide a barrier between the skin
and harmful chemicals, oils and dirt.

 Do not put oily or chemically soiled rags in pockets.
 Always change clothing if it has become contaminated with chemicals, flammable liquids or oils.

3.13 Smoking

Smoking in school is deemed a disciplinary offence.

3.14 Consumption of Meals

Meals are only to be consumed in recognised staff rooms, personal office and dining areas.
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3.15 Emergency services

 Fire, police or ambulance services can be contacted by dialing 114/113/115 respectively
and asking for the service required.

 There is a nurse or first aider on call within the school administration during working hours.

3.16 Visitors

 It is the duty of all personnel within the school to ensure the H&S of all visitors to the school.
 Visitors should not be allowed to enter work areas unaccompanied and, where

protective clothing is issued for a specific area or task, the same level of protection is to be
afforded to any visitor proceeding to that area.

3.17 Contractors

Contractors working within the school are required to comply with the working rules as issued by this
school. Any breach of these rules is to be reported to the H&S Representative and/or maintenance
manager.

3.18 Use of vehicles

Only those persons authorised and in possession of the appropriate license are to drive vehicles
on school business.

Additional arrangements will be appended as they are developed out of risk
assessments carried out in accordance with this policy.


