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About the School

Foxfield School is a school for children and young adults with Complex learning difficulties which may be severe or profound in nature.  There are approximately one hundred and twenty pupils in the school aged from eleven to nineteen years old, nearly one hundred members of staff including teachers, learning support assistants, welfare assistants and associated support staff e.g. school nurse, physiotherapist.  Classes are small, but because of the particular needs of the pupils in the school, high staff to pupil ratio is essential to ensure that all pupils are able to access the curriculum.  All members of staff are expected to be able to work as a member of a team and display a professional attitude at all times.

If after reading this leaflet, you have any questions regarding the school or your role as a supply member of staff or work experience student then please do not hesitate to contact the Headteacher or the deputy who will be happy to discuss the school with you.

We expect that you will be punctual, cooperative and professional at all times.  We undertake to help you with all aspects of your job, and try to be a friendly and informal school.  All staff are usually referred to by their first names and we place a great deal of importance in working as a supportive team who try to provide our pupils with the best education possible.
Before you arrive

1. There is a formal dress code for staff, and  it is expected that everyone will be dressed appropriately, i.e. in clothes which are comfortable, washable but not tatty (if you need further information please ask to see a copy of the dress code).  You will need a waterproof coat and outdoor shoes if going out with a group (and swim wear if you have be told that swimming is included on your timetable).

2. Teachers are expected to arrive at school having made the necessary planning and preparations to carry out their duties as in any other school.  The Teaching Assistants assigned to that class will be able to help you assess the needs of each child and adapt your planning accordingly.  However they are not to be expected to set work for the day, or take full responsibility for the class.
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3. Familiarise yourself with the Fire Safety and Behaviour Management documents.

On arriving at school

1. Familiarise yourself with the school layout, in particular the Fire Exits, external doors and toilets.
2. Please sign in using the electronic system, and make sure you are aware of the Fire and ‘Lock Down’ procedures.
3. Find out whether you will be required to perform any supervisory duties e.g. playground duty, lunch duty, early or late supervision, assemblies (Fridays).  The last two items affect teachers only.

4. Find out the timetable for the class or classes you will be working with.  There will be a copy of the timetable on the wall in the class, and a master copy in the office that you can photocopy.

5. Ask classroom staff for any important information you may need regarding allergies, behaviour, medical, personal care needs etc. Any further information can be obtained from the pupil profiles held on the intranet, but this information must not be taken off the premises. Another good way to find out all about pupil’s likes, dislikes etc. is to look at their pupil profiles.
In the classroom

1. Be aware of the specific behaviours or medical conditions within the class.

2. Teachers will need to find out the subject specific targets for each pupil from their Individual Education Plans on the wall of the classroom.  These targets will enable you to establish the capabilities of the pupils in the class and therefore enable you to adapt your planning effectively.

3. Teaching Assistants, Supply Staff, Volunteers and Students are expected to take direction from the class teacher for their daily duties.  These will not exceed the duties normally carried out by the person for whom cover is required.

4. If you are unhappy or unsure of what you are required to do then ask for help.  Be aware of your own limitations and your lack of knowledge of the pupils.

Accidents/Incidents

All accidents and incidents involving either staff or pupils must be recorded and the corresponding form(s) completed.  The accident and incident recording sheets are kept in a file in the school office.  Full instructions for completing the necessary form(s) are to be found in the file, but any queries should be addressed to the Head teacher, Deputy or a member of senior staff. The Head teacher or Deputy must sign the bottom of these forms to prove that they have been made aware of the accident or incident.

Further questions

If you have any questions regarding your day at Foxfield then you should ask to speak to a member of the Senior Management team before you leave school.  Do not leave school with unanswered concerns.  You will find the staff at school both helpful and supportive, should you need to call on their assistance.  It is imperative that you are aware of your own limitations and inexperience with the pupils in the school.  The staff at Foxfield are used to working as a team and anticipating potentially difficult situations.  For those people who undertake regular supply work at this school, you should read the Staff Handbook for more detailed information on the school’s policies and curriculum.

Daily Routine

Registration and Speaking 

and Listening Sessions         08.45 – 09.30
Lesson 1                               09.30 – 10.30
Morning break (pupils)
  10.30  – 11.00
Lesson 2                               11.00 -  12.00

Lunch (pupils)                       12.00 – 13.00

Lesson 3                               13.00 -  14.00
Lesson 4
                 14.00 – 14.55
Pupils leave class                 15.05

Supervision duties end
  15.15 
During the school day, staff will be able to take a fifteen minute break in the morning and a thirty minute break for lunch.  The times of these breaks will vary according to the individual class timetables.

Contacts
Head teacher:
           Andre Baird
Deputy:
                          Paul Howley                                         
Senior Management:     Ritu Hulme                                


           Michelle Ijewsky
                                        Becky Moffat

                                        Ian Harwood
School Secretary’s:       Lynne Lamb

                                        Karen Williams

School Finance Clerk   Helen Richardson

Foxfield School Tel. No:
0151 641 8810
First Aid
Foxfield School has a number of staff qualified as ‘First Aiders’ who are available to sort minor cuts and abrasions and small accidents. The two main ‘First Aiders’ will answer calls in the first instance but If these members of staff are not available then another ‘First Aider’ will take over. Should the incident prove to be more serious, then one of the school nurses will need to be called. Foxfield School has two school nurses, one full time Specialist Nurse and one part time associate Nurse. 
Emergency  Response System

In school there is a pager system which staff may press if they require help in response to an incident. Each day a different team of staff are ‘on call’ as an emergency response team to offer help and assistance where needed. 
Restraint

Some of the pupils in Foxfield School have challenging behaviours and will on occasions need to be restrained to stop them hurting themselves or others. All classroom staff are trained in a procedure known as Team Teach which helps us to deal with difficult and challenging behaviours. Staff are also trained to use a number of de-escalation techniques to calm situations down. Only Foxfield staff should get involved with these instances as they have had the necessary training. Do not be tempted to get involved as you will not be insured to do so.
Risk Assessment

Foxfield School has Risk Assessments for most eventualities. If you are unsure of undertaking an activity please ask staff about the risk assessment procedures

Do’s and Don’ts
Do not chew gum in class

Do not sit on inappropriate furniture such as tables and cupboards

Do not have mobile phones switched on whilst in class and do not make phone calls whilst in school – if you need to make a phone call this can be done at break time or lunchtime from the staff room or from outside the school premises.
Do ask questions about pupils or the way we deal with situations

Do ‘get stuck in’ with class activities

Do have fun and seek any advice you need from the classroom staff


FIRE DRILL





The alarm is given by a siren and spoken voice





Leave the building by the nearest exit





Assemble in the playground near to the minibus pen





Do not take risks or attempt to tackle the fire





Do not return to the building for any reason, until told to do so.
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