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Staff Roles
Headteacher:


Mrs Jo Bevis
Squirrels Class:

Senior Teacher and EYFS Lead: Mrs Caroline Williams 
Nursery and YR – both continuous provision. 
Hedgehogs Class:

Teachers: Mrs Simmonds and Mrs Coppenhall
Years 1 and 2 both continuous provision.
Woodpeckers Class: 

Teachers: Mrs Aleshia Frost and Mrs Nicola Collier (Apprentice

teacher) 
Years 3 and 4

Owls Class:


Teacher: Miss Jasmine Notaro





Year 5 and 6

Teaching Assistants
Nursery & Reception:

Mrs Naomi Muldowney (SeniorTeaching Assistant)

Mrs Alison Birch (1-2-1, Nursery and Year 3 and 4 TA)

Mrs Sarah Coxon (1-2-1, Nursery TA). 

Miss Vicky Walker (Nursery and Year 1/2 TA).

Mrs Vicki McGrath (Nursery M-W, Year 3/4 Th and Fr)

Mrs Natalia Gibbons (1-2-1 year R and Nursery TA) 

Miss Sophie Carry (1-2-1 Nursery on a Friday)

Key Stage 1 and 2
Mrs Belinda Noah (Forest School Practitioner pm and TA across the school am)

Mrs Patricia Taylor Teaching Assistant responsible for Interventions and TA across the school various times
Miss Rosie Ireland (Year 5 and 6 TA with 1-2-1 responsibilities)

Office Manager:

Mrs. Lynne Pinfold ( Mon – Fri 8.00-3.30pm)

Clerical assistant:

Mrs. Debra Barker (Mon 8.45 -3:30pm; Tue – Fri 8.45-1.00pm)

Site Agent:


Mr. Barrie Simpson 

Midday Supervisors:
Mrs. Maralyn Sawford, Mrs Jackie Scott, Mrs Oksana Chervonia 
Kitchen Assistant:

Mrs Gerarda Mazzeo

Chair of Governors: 

Mrs. Hilary Tuohy

Chair of the PTFA:

Mr Anthony Conway
Staff responsibilities
Senior Leadership Team

	Headteacher and DSL
	Jo Bevis

	Senior lead Teacher and DDSL
	Caroline Williams

	SENCO and DDSL
	Aleshia Frost

	Finance and Admin
	Lynne Pinfold


Subject Leaders 
	EYFS
	Caroline Williams

	SENCO
	Aleshia Frost

	Behaviour
	Aleshia Frost

	Mentoring 
	Aleshia Frost

	School council and Pupil voice 
	Jasmine Notaro

	English KS1 and KS2 Writing & Reading
	Aleshia Frost and Jasmine Notaro  

	Early Reading
	Caroline Williams

	Phonics across the school
	Caroline Williams

	EYFS Writing
	Caroline Williams

	Maths
	Jo Bevis/Miss Simmonds

	Science
	Jo Bevis

	MFL
	Jo Bevis

	RE
	Caroline Williams

	Art
	Caroline Williams

	History
	Elly Coppenhall

	Geography
	Elly Coppenhall

	DT
	Aleshia Frost

	Music
	Aleshia Frost

	PE
	Jenny Rochford

	Computing
	Jasmine Notaro

	PSHE and  Wellbeing
	Jasmine Notaro


School day
School gates will be unlocked at 8:45am. 
Playground Duty for first thing in the morning:-

· Monday to Friday: 
Headteacher or a member of staff will be on the playground.

One staff member from each class should be outside to meet and greet the children as they come onto the playground.
Children will go straight to their classes.   
Nursery children will be greeted at the gate.

Registration 8:50 to 9:00am – attendance register plus dinner register.   

Morning  Learning Activities:    to be available to children from 8:50am. 

Learning Time:   Main class activities/lessons should start at 9:15am. 

Assembly: 
Monday, Tuesday, Wednesday, Thursday and Friday.
· Monday:
9:05am Mrs Bevis – Value of the Week
· Tuesday:
1pm – Reverend Peter
· Wednesday:
Classroom based on Values
· Thursday:
1pm Aerobics or Music Assembly
· Friday:  9:05am Celebration Assembly – Certificates to be ready for: Golden Book, Values,  Reading Champion, Maths Star, Dojo Certificates for individuals and Houses. 
Break:
Nursery – continuous provision and will be directed by EYFS Lead Caroline Williams.  Healthy Snacks and Fruit to be eaten sitting down and available throughout the day. 
Y1-Y6   10.45 – 11.00 a.m. Healthy Snacks and Fruit to be eaten sitting down in their classrooms (Eat and Read) before breaktime. 
Lunch:  
12.00– 1.00 (12-12:30 KS1 Eat/KS2 play – 12:30  KS2 Eat, KS1 play)
End of School:
Gates open at 3:30 p.m. 
· Squirrels children remain in classroom and handed to parents through EYFS Gate.
· Hedgehogs, Woodpeckers and Owls children remain with their teacher in the playground until collected by parents.

· Year 5 and 6 children may walk home alone if supported by a signed form. 
Morning Break:
The children are allowed to bring only healthy snacks for morning break see Healthy Eating Policy. 
Lunchtime Arrangements
The numbers of children having lunch or packed lunch that day will be collected during registration at approx. 9am.  
Children in years R, 1 and 2 will have free school meals provided but, if preferred, can still bring a packed lunch. 

Children in years 3, 4, 5 and 6 can order and pay for a school dinner or bring a packed lunch. 
If a child has forgotten his/her packed lunch a cooked lunch let the office know and they will call home to find out what the parents would like us to do. 
Wet Playtime
Break wet play: organised by the class teacher – TAs will be distributed throughout the classes.  

Lunch wet play:  The children will go into 2 classrooms which will be determined on the day by Mrs Muldowny. Each class will also have assigned to them 2 prefects from Y6.
Health and safety
IN THE EVENT OF FIRE OR DURING A FIRE DRILL
Emergency Action Plan and site plan attached.

· Woodpeckers:  will walk in an orderly fashion through the ICT Suite and gather in the ‘Woodpeckers Area’ on the playground and will wait for their class teacher to call the register.

· Hedgehogs:  will exit through the external classroom door, walk in an orderly fashion to the playground where they will gather at the ‘Hedgehogs Area’ and wait for their class teacher to call the register.

· Owls:  will exit through classroom door, making way around back of art room towards playground where they will gather in the ‘Owls Area’ and wait for their class teacher to call the register.
· Squirrels:  will exit through the external doors leading to the Outdoor area and walk in an orderly fashion to the playground where they will gather in the ‘Squirrels Area Nursery Children to gather with their keyworker in the outside area before proceeding to the Squirrels Area and wait for their class teacher to call the register.   
· TEACHERS IT IS YOUR RESPONSIBILITY TO CHECK YOUR CLASSROOM AND TOILETS TO MAKE SURE IT IS EMPTY BEFORE YOU LEAVE, CLOSING ALL DOORS AND WINDOWS BEHIND YOU.  THIS MAY BE DELIGATED TO A TA. 

Non-teaching staff/Visitors will exit through the nearest available fire exit and gather by the playground by the bicycle shed. 
Office staff to check toilets, snug and hall.

Office staff to take registers, visitor’s book, grab bag and keys for gates – outside.
Office staff to hand registers to teachers.

When all staff and children are accounted for the teacher will lift the register in the air above their head.   When all teachers have raised registers.  Mrs Bevis will address all. 

If children are working in different areas the adult supervising will lead them through the nearest exit and onto the playground.
LOCKDOWN
In the event that the school needs to be locked down securely the following will happen:

Office staff or Mrs Bevis will contact all staff using walkie-talkies with a code word.  

When the teacher hears this they will immediately tell the children. 
· The children will proceed to their safe areas (under tables etc)

· Teachers and TAs will secure doors and pull-down blinds on the windows. 

· Teachers will calm children and keep them quiet.

· Classes will remain in lockdown until the teacher hears the words @@ from the office staff or Mrs Bevis over the walkie-talkie.
· Upon hearing these words the teachers will unlock the classroom doors, put up blinds and proceed with a calming activity. 
ACCIDENTS AND INJURIES
If any adult is injured in the classroom or playground inform Office staff, asking for a qualified First Aider, (listed below).  Record the incident in the Incident Book, which you will find in the Office.

If a child is injured in the classroom or playground it should be dealt with by a qualified First Aider (see list below). The incident MUST also be recorded on CPOMs in the relevant categories. 

If a child is unwell and unable to stay at school – ask Office staff to contact parents or other named contact.  ‘Emergency Contact’ folder in the Office.
Inhalers and other medical devices (EPI pens etc) are kept for the relevant children in the office in the relevant class bag. 
A copy of “Safer working practice for the protection of children and staff in education settings” can be found on the staff shared drive (google drive).

FIRST AIDERS
	
	
	
	

	NAME
	QUALIFICATION
	EXPIRY DATE
	NOTES

	Mrs J Bevis
	Paediatric First Aid
	06/26
	

	Mrs N Muldowney
	Paediatric First Aid 
	06/26
	

	Mrs S Coxon
	Paediatric First Aid
	01/24
	

	Mrs B Noah
	Paediatric First Aid
	01/25
	

	Mrs P Taylor
	Paediatric First Aid
	01/24
	

	Mrs E Coppenhall
	Paediatric First Aid
	01/25
	

	Mrs N Gibbons
	Paediatric First Aid
	03/27
	

	Miss J Notaro
	Poolside Resuscitation
	05/24
	

	Mrs C Williams
	Poolside Resuscitation
	05/24
	

	Mrs A Frost
	Poolside Resuscitation
	05/24
	

	Mrs R Fender
	Poolside Resuscitation
	05/24
	

	Mrs N Collier
	Poolside Resuscitation
	05/24
	

	Miss R Ireland
	Poolside Resuscitation
	05/24
	

	Mrs V Parrat
	Poolside Resuscitation
	05/24
	Parent

	Mrs J Waters
	Poolside Resuscitation
	05/24
	Parent

	Mrs A Farrell
	Poolside Resuscitation
	05/24
	Parent

	Breakfast and Afterschool Club
	
	
	

	Mrs B Waithe
	Paediatric First Aid
	03/27
	

	Mrs N Gibbons 
	Paediatric First Aid
	03/27
	


Safeguarding
DESIGNATED SAFEGUARDING LEAD (DSL):   Mrs Jo Bevis
DEPUTY DSLs:
Mrs Caroline Williams and Mrs Aleshia Frost

All staff are responsible for reporting incidents or concerns.   

Safeguarding incidents or concerns should be added onto CPOMS using the specified categories.   The DSL and DDSLs will read and comment on these and will come back to you to let you know they are dealing with it. 
Before School Club from 8.00am

After School Club 3.30-5.30pm

Whistle blowing
Please make sure you know the whistle blowing procedure – the policy can be found in the file above the fridge in the staff room. 
Behaviour management
Our policy is based on the principles of mutual respect, self -control and proper regard for others. Our aim is to create a safe, happy and secure environment in which children learn consideration and respect for everyone. 

In all of this, a strong emphasis is placed on fostering positive relationships between staff and pupils and on the co-operation and support of parents.

Be ready, Be respectful and Be safe is our strapline for behaviour showing the children that their behaviour is their choice. We reward behaviour which shows that a child is following the Carlton Way and we use a stepped approach for sanctions. 

All staff must read and sign to acknowledge that they have read and understood the behaviour policy and must be consistent with the steps shown. The behaviour policy and other relating documents are in the staff room on top of the fridge. If you need more support with this please see Mrs Frost, who is the behaviour lead

CARLTON C of E  PRIMARY SCHOOL

EVACUATION / EMERGENCY ACTION PLAN 

Assembly Point

Playground

Action on discovery of fire

· Sound the alarm using the nearest fire alarm call point
· Leave the building by the nearest fire exit
· Do not re-enter the building
· Report to the assembly point on playground or grassy area next to drive
· Call the fire brigade by mobile phone (after leaving the building)
· Liaise with the fire brigade on their arrival
· Only attempt to tackle small fires if confident to do so
· Do not put yourself at risk
Action on hearing alarm

· Leave the building by the nearest exit
· A member of office staff to take grab bag, keys to gates, registers and contact numbers, outside
· A member of office staff to check toilets, snug and hall for children/adults.

· Do not re-enter the building
· Report to the assembly point
· Take registers and check everyone is present. 
· Call the fire brigade by mobile phone (after leaving the building)
· Liaise with the fire brigade on their arrival
· Class teachers are responsible for the pupils in their class during any evacuation see ‘Health and Safety’ section in staff handbook. 
· The office staff / head teacher are responsible for any signed-in visitors during evacuation

Visitors

· Ensure all visitors and contractors are taken to the assembly point

· Assist any disabled persons with their evacuation as necessary

Pupils

· If pupils are unable to return to the building, parents to be contacted by mobile phone
Children to be taken on to field by staff until they are collected

CARLTON C of E PRIMARY SCHOOL

VISITOR INSTRUCTIONS IN THE EVENT OF A FIRE
ASSEMBLY POINT

PLAYGROUND   
Squirrels huddle by the bike shed.

Hedgehogs huddle by the frog bin

Woodpeckers huddle by the PE Shed

Owls huddle by the tyres activity on the edge of the playground. 
ACTION ON HEARING ALARM

On hearing the fire alarm (a long continuous bell) please follow the instructions of the class teacher.

If you are working with a group of children in school, away from the class and you hear the fire alarm, please escort the children quietly and speedily in single file out of the nearest fire exit. Do not stop to pick up equipment.  

You should assemble in the playground in  the above huddles, teachers, TAs and visitors to wait with their class for the register to be called.  It is essential that we can account for all children and adults on the premises.
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