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St Augustine’s Catholic Primary School

Early Years Policy
We live, love and learn together in the light of the life of Christ

At St Augustine’s Catholic Primary School, we are committed to providing a
high quality early years’ education, which gives children a secure and
confident start to their school life and nurtures a lifelong love of learning. .
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Staffing and Organisation
At St Augustine’s Primary School, we have one class for each year and each
class that has the use of a classroom and shared outdoor areas. There is
the equivalent of a full time teacher for each class. Teaching Assistants may
be deployed in KS1 and 2 based on the needs of the children.
Staff are organised to support the children in activities, lessons and
interventions throughout the day.

Assessment
At St Augustine’s Primary School, we assess children’s learning every day.

Behaviour Management
Please refer to the school’s ‘Behaviour Management’ policy.
Safeguarding
Please refer to the school’s ‘Safeguarding Children’ policy.
Inclusion and Equal Opportunities
We have a responsibility to ensure positive attitudes to diversity and
difference. We can support each child’s needs by:
 removing or helping to overcome barriers where these already exist;
 being alert to the early signs of needs that could later lead to
difficulties and responding quickly and appropriately, involving other
agencies as required;
 stretching and challenging all children.
Please refer to the school’s ‘Equality, ‘SEN’ and ‘Gifted and Talented’
policies.
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Premises and Security
All access to the school is through the main school door, which is kept
locked. Staff use a code to gain access to the building and sign in and out.
The office staff are responsible for verifying the identity of any visitors
before they enter school. Visitors are asked to sign in to the school visitor’s
log and are given a visitor sticker to wear. Staff are aware of their role in
challenging anyone who is not recognized and asking for identification from
anyone claiming to be from an outside agency.
The external classroom doors are kept locked, except when the children
enter and leave the setting at the beginning and end of their sessions and
when the children access the playground for playtimes and lunchtime. The
door to outdoor areas is kept locked when this area is not in use.
The external doors are closely monitored by staff when children are
entering or leaving, to ensure that they cannot leave unaccompanied. All
staff are aware of the need to monitor the external doors to ensure that
they are secure during the session. The register is used to check how many
children are present. When moving from one area school to another, head
counts are used to check that all children are present before leaving.
Arrival and Collection of Children
Children can enter school from 8:40. Each child is marked in on the day’s
register by the class teacher. Parents/carers wait at the external classroom
doors when collecting their child(ren) at the end of the school day. If a
child needs to be collected during the school day, parents report to the
school office.
Under no circumstances is a child allowed to leave with anyone other than
those named on the child’s registration form, unless the parent has given
written permission. Parents write a list of people who are able to collect
their child. In exceptional circumstances, a parent may give verbal
permission, but a description and password will be required. If there are
queries regarding a child’s collection, the class teacher will contact the
child’s parent/guardian to discuss the situation with them.

Key Stage 1 and 2 Policy

March 2017

4
If a child is not collected and the parent/guardian is uncontactable, the
other names on the child’s registration form will be called to collect the
child. If no-one on the child’s registration form is contactable, the head
teacher should telephone the Social Services Duty Officer or Out of Hours
Duty Point. Arrangements should then be made for the child to be removed
to an appropriate place of protection agreed by the Social Services
Department. It remains the responsibility of the Social Services
Department in conjunction with the Police to contact the parents and if
appropriate, to inform them of their child’s whereabouts.
Missing Child
If a child disappears during the school day, practitioners will; check with all
members of staff when the child was last seen and that they have not been
collected by a parent/carer, organize a thorough and systematic search of
the building and surrounding playground etc, inform the head teacher of the
situation and telephone the child’s parents or other emergency contact to
explain the situation and double check that the child is not there or their
whereabouts known. If the child is still unable to be located, the school will
notify the police of a missing person.

Outings
Written parental permission to take the children into the local environment
is sought upon admission to the school. Further permission is obtained for
any other outings. Risk assessments are completed for each type of outing.
Promoting Awareness of Dangers and How to Stay Safe
We encourage the children to take an active role in ensuring their own
safety and involve them in discussions about health and safety issues. For
example, the children may take on the role of a ‘Danger Detective’ and look
for possible hazards around the classroom or use photographs of a place
that they will visit on a school trip to complete their own risk assessment.
The school follows the ‘SEAL’ programme and the ‘Protective Behaviours’
programme, which encourages children to think about who can help them in
different situations.
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Complaints
Please refer to the school’s ‘Complaints’ policy.

Food and Drink
A range of healthy snacks are available, supplied by “The School Fruit and
Vegetable Scheme”. Children are supported to wash their hands with soap
before snack time. Fresh drinking water is available at all times.

Information about the children’s dietary needs is sought when they enter
the setting. A list of the children’s dietary needs is available in the
classroom and all practitioners have regard to this when putting out food and
drink in the snack area or when leading a cooking or food tasting activity.

Illnesses and Injuries
Parents and carers are asked not to send their child to school if they are
unwell and to inform the school office of their absence. Parents/carers are
asked to inform staff if their child is suffering from a minor ailment so that
appropriate care can be given. Children must not return to school within 48
hours of a bout of sickness or diarrhea.
If a child becomes unwell whilst at school, a member of staff will:


phone the parents/carers, explain that their child is unwell, explain
the symptoms noted and ask them to collect their child.



sit with the child in a quiet place away from other children, if possible,
until the parents arrive.



if the child has had sickness or diarrhea, explain the policy of at least
a 48 hour clearance of either symptom before the child may return.

Advice relating to notifiable diseases is displayed in the school office.
Key Stage 1 and 2 Policy

March 2017

6
In the case of an injury, appropriate first aid will be administered by a
qualified first aider. A first aid kit is kept near the Reception classroom and
its contents are in accordance with advice from the Health and Safety
Executive and the Community Health Physician. First aid cover is provided
at playtimes and lunchtimes. All accidents are recorded in one of the
school’s accident books and signed by the member of staff who dealt with
the incident. The staff member dealing with the incident is responsible for
completing an accident slip and this is sent home with the child at the end of
the day. Parents/carers may be contacted by telephone to inform them of
an injury if deemed necessary.
We ask for written parental consent to seek any necessary emergency
medical advice or treatment in the future when the children are admitted to
school. In the case of a more serious accident to a child, the
practitioner/school will contact the parent/guardian to agree a course of
action if time permits. If the parent/guardian cannot be contacted the
practitioner/school will seek appropriate medical attention or treatment for
the child. The child should not be given anything to eat or drink. If a child
or adult needs to be transported to hospital, every effort should be made to
use a car with fully comprehensive insurance including business use. Two
adults must accompany the child, and one adult must accompany a member of
staff. Should an ambulance be required, one adult must accompany the child
or adult. The child’s registration form must be taken to the hospital with
the child.
Medicines
Only drugs/medicines prescribed by a registered Medical Practitioner will be
administered to children. Parents should complete and hand in a Medication
Consent Form, along with medicine, to a member of staff. Drugs/medicines
must only be administered to the child for whom they are prescribed and all
drugs/medicines must be kept in the original container stating whom they
are prescribed for and dosage information. Unwanted or unused medicines
must be returned to the parent for disposal. A record of the drugs given
should be made indicating the time, dosage and signed by the person
administering the dose. The child’s parent should sign this each day that
medicine is given.
Training for prescribed medication that is invasive i.e. EPIPENS etc is
available via the school nurse. If an individual child requires a care plan, this
will be drawn up in partnership with parents and the school nurse.
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