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Good Shepherd Nursery School policy for student and volunteers
& (Code of Conduct)

Ratified by The Board of Governors-October 2024
Chairperson……………….


Our Mission statement
We, the staff of Good Shepherd Nursery School, believe that Nursery Education is a very valuable and important experience for all children.  We see it as an extension to and compliment of the love and care already experience by the child at home.  It is, therefore, important to maintain a close relationship between you, the parent, and the staff for the benefit of your child.
Each child is an individual with different needs.  Our awareness of this allows us to organize a varied curriculum which will enable all the children in our care to reach their full potential.  An ancient Irish saying "Mól na h’Oige agus Tiocfaidh síad” is a vital message of our Mission Statement.  A good self-image is vital to one’s development.
We welcome and accept students and volunteers, on successful completion of an enhanced disclosure check, in line with the requirements of the Department of Education’s Disclosure and Barring Arrangements (Circular 2012/19). 
The number of students or volunteers will be limited so that the staff can meet the students’ needs satisfactorily without over-stretching the nursery’s resources. 
All students will complete basic induction training led by the Student Liaison staff member and will receive a copy of this policy and attention drawn to the nursery’s’ code of conduct.
Whilst on placement, students will meet regularly with appointed staff to review and evaluate performance.
Using the expertise of the staff and the facilities available, we will endeavour to build up a good working relationship with the students who take up placement with us. 
We expect the student to build up a good relationship with the children and become a worthwhile member of the staff team. All students will be responsible for keeping the teacher informed of the course requirements during their placement and present their files and seek advice on organising activities in good time if expecting a planned visit from their tutor.
Close links between the Nursery Staff and the Colleges are encouraged to share information about student’s progress and course requirements. 
All students receive a copy of the child protection policy and information relating to code of conduct expectations.


This code of conduct applies to all those who have contact with children during school hours, including students. 

We see this code of conduct as a part of our professional development – encouraging uniformity in our approach to pupils in our care, to parents and to each other. 

It is a working document which will be revised on a regular basis. 

We hope to use this Code of Conduct to build on our strengths: 


· Providing a settle, caring atmosphere 
· An atmosphere of happiness, fun and positive behaviour and attitudes
· Good relationships between staff and children
· Good teamwork 
· Thoughtful organisation of daily routines 
· High standards set for all areas of work 
 
Included in the document are policies relating to Child Protection and Pastoral Care.
Other policies directly relevant include our Safeguarding and Child Protection, Pastoral Care, Intimate Care, Use of Images and Use of mobile phones, Positive Behaviour and our policy regarding Bullying.

School policies
All school policies are in school office and many uploaded onto our website.
It is important to make yourself familiar with our policies, especially those of a Safeguarding nature.





General information.

Please remember:

· You are setting an example for the children you are working with. Ensure that your example is a good one in terms of actions, words and manner. 

· It is important that during your stay, you conduct yourself in such a way that your intentions or motives would never be questioned. 

· When dealing with children never place yourself in a position that would be misconstrued or misinterpreted. 

· Engage in physical contact ONLY to help a child who is in danger or distress. 

· Act as a caring parent would when dealing with an upset or distressed child but never invade a child’s personal space 

· Never do for a child anything they can do for themselves. 
· Always use appropriate child-centred language. 
· Never use swear words or words/language inappropriate for children. 
· Do not discuss your personal life with children in school. 
· Do not inform other adults / friends, on social network sites that you are on work experience in our school. 






Settling in.

· Give the children time to accept you and observe how staff interact with the children
· Do not be tempted to force yourself on the children.  Let natural relationships develop that are instigated by the children.  In this way you will be integrated into the life of the school more quickly.
· You will learn to recognise the children’s needs through thoughtful observation.  Watch and listen with awareness.
Please observe and record the following

· The general set-up of the playroom
· Use made of outdoor/hall space
· General organisation of daily programme
· The dinner menu, organisation and general atmosphere of mealtime
· Examples of independence on the part of the children
· Ways in which staff make provision for growing independence
· The responsibility of children for the care of and putting away of material
· Solitary, partnership and group play
· Children’s solutions of their own problems
· Play material that gives most satisfaction

Some tips in the daily routine

· Sit at a different area each day to acquire a thorough understanding of all its elements.  You are then responsible for this area e.g. dry sand.  After the children have finished using it you brush up the sand and the play area is once more attractively set out.
· You will develop skills of playing alongside a child.  Some children just need an adult near at hand to make them feel secure and to make play enjoyable.
· Develop the ability not to do things for the children.
· Limit the number of children at each area; recognise when there are too many children and encourage some to play somewhere else for a short time.  Remember who was promised the next turn and make sure they get it.  Make waiting easier for a child by encouraging use of sand timers.

Routines

· Snack routine
· Dinner routine

Story 

· Sit in with staff member and support those children 

Snack Routine

· Children’s snack is in the porch area and served from 9.15 – 9.45 approx
· Choice is always offered
· Constant vigilance is required
· Children are encouraged to help mop up spills
· Children serve themselves and return cup to shelf
· .Recognise and help children who find this routine difficult

Dinner Routine


All children will have had their hands washed prior to lunch.
The trolley is brought into the room at 12 noon approximately.
The children help to set the tables.  Fine motor skills will improve with the use of cutlery, knives and forks are used from the beginning.  The dinner containers are set on the table in front of the adult.  After saying “thanks” the dinners are served.
The children are encouraged to try a wide variety of food, they are given a tiny portion of everything provided; choice is only offered between types of potatoes.  They are encouraged to eat but never forced to eat anything, their personal preferences are considered.
We try to make dinner time a relaxed and pleasurable experience where meaningful interaction between the children and adults takes place helping to develop social and language skills.  Quiet relaxed conversation is encouraged.
The children assist in clearing the tables.  
The 2nd dinner sitting is prepared.


.

Policy on Hygiene

At all times high standards of hygiene will be met in our nursery school.  It must be remembered that this is a very small, close-knit community, where germs may travel fast.

Points to Remember

Always mop up/clean, messy areas
Always wear rubber gloves before commencing cleaning

Dinner/Snack

Always wash hands before handling food
Always wash fruit prior to cutting
Use clean cloths or anti bacterial wipes daily, for mopping up spills etc
Floors must be cleaned after snack and dinner.  Mop up spills
Tables and snack trolley should be cleaned with anti bacterial spray or wipes daily

General hygiene procedures in the classroom

Encourage children to clean their own noses and dispose of tissues in the bin
Encourage children to frequently wash hands, especially if using tissues or picking nose
Keep toys clean
Ensure children wash hands well before touching food, before cookery, and always after the toilet

Accident and sickness procedures

Report all incidences of sickness/accidents to the principal or a member of staff
A sick or injured child must be kept calm, so adults must remain calm
A child who has fallen awkwardly and cannot get up himself/herself, should not be moved until medical advice has been received





What can be done? 

Use your own initiative!
Use all the time at your disposal when you are not directly involved with children.
8.30am-8.45am     11.30am-12.00noon     2.30-3.30pm to organise resources, materials and activities to ensure everything is as it should be.

If the teacher or nursery assistant has not spoken with you about any particular activity and you cannot consult her at that particular time do SOMETHING rather than NOTHING.


Nursery classrooms should always be stimulating offering a wide variety of activities.  Always aim to have a wide variety of activities available at all times of the day.  If an activity e.g. an art activity or a cooking activity is over clear it up and put something else in its place – a table top activity/drawing/a matching game/a sorting game/or construction.  Students should be aware of the needs and safety of all the children.  Involvement should go hand in hand indoors and out.  All members of staff MUST adhere to the policies for learning and teaching in our school and should ensure that a safe and stimulating environment is available for the children both indoors and out during period of free play.  All staff should deal immediately with appropriate behaviour as agreed in the Policy for Positive Behaviour – quietly, calmly, fairly, firmly and consistently.


Student Hours

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8.30-3.30
	8.30 – 3.30
	8.30 – 3.30
	8.30-3.30
	8.30-3.30



Times may change at the discretion of your supervisor.
Students must bring a healthy lunch every day to be eaten with the children at the dinner table










Reporting Absence
 
Notify the Principal, Mrs Claire Le Mahieu, by telephone, one hour before school starts and no later than 8.30 am. A text or e-mail is not sufficient. 

· Mrs le Mahieu can be contacted on: Mobile 07748022718
· Good Shepherd Nursery School: 02890 301684

· If the principal is unavailable Mrs Murney/Mrs Mohan should be informed. 

· Messages regarding absence from your placement should not be given to another staff member nor should details or continued absence be discussed with any other staff member – this should be done directly with the principal. 

· In exceptional circumstances, if you are incapable of notifying the principal, a relative or friend may do so. 

· Please note that your school will be informed of any absences.

· At the time of the initial notification, give an explanation of the absence and if possible an estimate of it’s likely duration. 

Doctor/Dentist Appointments:  

These appointments should, if possible be made outside school hours.

Absences for Personal Hospital Appointments
: 
 Must naturally be made at the convenience of the hospital, however, students are requested to give as much notice as possible of these appointments.




Dress Code
A student dress code should reflect this, vocation and it is important that staff at Good Shepherd Nursery project a professional image to children, parents and other stakeholders.  Our dress code reflects the high expectations of the school in terms of teaching and learning, behavior, and student uniform.  It is recognised that students within the school perform a variety of different roles and our dress code takes this into account.
· Wear practical clothes for working with children and suitable for messy activities
· Bring coat/fleece every day for supervision for outdoor play
· Sensible footwear please-trainers are suitable-no platform/open toed shoes
· Leave valuables and jewelry at home for safe keeping
· For health reasons keep long hair up/tied back
· Smart presentation should be maintained at all times.
Smoking
· Good Shepherd Nursery School operates a “No Smoking” policy.
· Smoking is not permitted anywhere on school grounds
·  A break during contact time for this purpose may be given at the discretion of the principal
Telephone Calls / Mobile Phones
This policy provides guidance on appropriate use of personal mobile phones by members of staff including students, volunteers etc.  
· Students or volunteer use of mobile phones during the nursery day is not permitted.
· Students or volunteers  are not permitted to answer the school telephone.
· In case of an emergency please ensure that family members have the school contact number 02890-745672 so you can be contacted via the office.
· In exceptional circumstances and with the principal’s permission, students or volunteers may be granted permission to leave their phone visible in the classroom during placement hours.
· Students or volunteers should not exchange, receive or offer their personal mobile number with/to past, current prospective parents.
Students or volunteers should understand that failure to comply with the policy may result in disciplinary action. This policy should be seen as a safeguard for all individuals working in Good Shepherd Nursery.  Camera phones are a Child Protection issue. It is not appropriate to have a camera phone present when dealing with children.

Code of Conduct for Everyone associated with Good Shepherd Nursery Social Networking 
The following are not considered acceptable at good Shepherd Nursery: 
· The use of the school’s name, logo, or any other published material without prior permission from the principal. This applies to any published material including the internet or written documentation. 
· The posting of any communication or images which links the school to any form of illegal conduct, or which may damage the reputation of the school or anyone in the school. 
· The disclosure of confidential and/ or sensitive information: or the disclosure of information or images that could compromise the security of the school.  
· The removal and use of any information gathered in the name of the school regarding the names, addresses, e mail addresses etc of the family members who have children attending the school, past and present. 
· The posting of any images of employees, children, governors or anyone directly connected with the school whilst engaged in school activities. 
 


In addition, everyone at Good shepherd nursery must ensure that they:  
· Do not make any derogatory, defamatory, rude, threatening or inappropriate comments about the school, or anyone at or connected at the school. 
· Use social networking sites responsibly and ensure that neither their personal/ professional reputation, or the school’s reputation is compromised by inappropriate postings. 
· Are aware of the potential of on line identity fraud and to be cautious when giving out personal information about them which may compromise their own safety and security. 
 






Potential and Actual Breaches of this Code of Conduct 

 In instances where there has been a breach of the above conduct, the following will apply: 
· Any breaches of this policy will be investigated. Where it is found that there has been a breach of the policy this may result in action being taken under the Disciplinary Procedure. A breach of this policy will be considered as a serious offence which is also contrary to the school’s ethos and principles.
· The Governors will take appropriate action in order to protect the school’s reputation and that of its staff, parents, governors, children and anyone else directly linked to the school. 

Policy for iPads
Students or volunteers are not permitted to use schools ipads unless directed by a member of staff.

Trips and Outings. 
Students or volunteers must not be left alone with children and be supervised by the school staff.  They must also be made fully aware of their responsibilities. 

· Only staff are permitted to take children to the bathroom or change clothes if necessary.
· Make sure the child in your care is always close to you and hand held always

· All staff,  students or volunteers must behave in a responsible manner while accompanying children.  They must provide children with a positive model of behaviour at all times ie. language. 
· In case of an emergency inform staff of any concerns immediately.


Emergency Evacuation Procedures

IN CASE OF FIRE:
On all occasions when the fire alarm sounds the building must be evacuated.  This includes support staff or visiting adults.

The following procedure operates when the fire alarm is sounded:
· Children are lined up in the room
· Teacher to take the attendance register with them
· Move in single file to the assembly point.  No coats or bags to be brought out; no running
· Class to be lined up at assembly point
· Check roll from attendance register
· Anyone missing to be reported to the appropriate fire warden who will then inform the principal (fire marshal).
· If forced to use an alternative exit, proceed to the designated assembly point.
· All doors (classroom and fire doors) are to be closed after a class passes through.
· No person must re-enter the building until the principal has given permission for this to happen.
· No person must leave the assembly point for any reason until permission has been given by the principal or by the NIFRS fire officer in charge.
Refer to fire procedure flow charts
[bookmark: _Hlk490551246]
IN CASE OF OTHER EMERGENCY

In the case of an emergency other than a fire, the bell will ring continuously, and the following procedure operates:
· children are lined up in the room
· teacher to take the attendance register with them
· move in single file to an area of safety within the school or file out of the building to the area beside the climbing frame
· check roll from attendance register
· anyone missing to be reported to the principal
· no person must leave the assembly point for any reason until permission has been given by the principal.




Safeguarding Policy
The fundamental principle in our Safeguarding Policy is that the welfare, care and safety of the child must always be our paramount consideration adhering to the provisions of The Children (NI) Order 1995.
All our staff, volunteers, students have been subject to appropriate background checks.  Our policy and procedures on child protection are designed to protect our pupils by ensuring that everyone who works in our school – teachers non-teaching staff, volunteers – has clear guidance on the action which is required where abuse or neglect of a child is suspected.
Definitions of Abuse
Neglect:  is the failure to provide for a child’s basic needs, whether it be adequate food, clothing, hygiene, supervision or shelter that is likely to result in the serious impairment of a child’s health or development. Children who are neglected often also suffer from other types of abuse.
Physical Abuse:  deliberately physically hurting a child. It might take a variety of different forms, including hitting, biting, pinching, shaking, throwing, poisoning, burning or scalding, drowning or suffocating a child. 
Emotional Abuse:  is the persistent emotional maltreatment of a child. It is also sometimes called psychological abuse and it can have severe and persistent adverse effects on a child’s emotional development.  Emotional abuse may involve deliberately telling a child that they are worthless, or unloved and inadequate. It may include not giving a child opportunities to express their views, deliberately silencing them, or ‘making fun’ of what they say or how they communicate. Emotional abuse may involve bullying – including online bullying through social networks, online games or mobile phones – by a child’s peers.
Sexual Abuse:  occurs when others use and exploit children sexually for their own gratification or gain or the gratification of others. Sexual abuse may involve physical contact, including assault by penetration (for example, rape, or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside clothing. It may include non-contact activities, such as involving children in the production of sexual images, forcing children to look at sexual images or watch sexual activities, encouraging children to behave in sexually inappropriate ways or grooming a child in preparation for abuse (including via e-technology). Sexual abuse is not solely perpetrated by adult males. Women can commit acts of sexual abuse, as can other children.
  
Exploitation:  Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/ or (b) for the financial advantage or increased status of the perpetrator or facilitator. The victim may have been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does not always involve physical contact; it can also occur through the use of technology.
The Safeguarding Team
Designated Teacher:                    Deputy Designated Teacher: 
Mrs Claire Le Mahieu                       Mrs Denise Murney
Chairperson Board of Governors/Designated Child Protection Officer:  
Mrs Ellen farren                           Mrs Lucia Boyle
Procedures for Reporting Suspected (or disclosed) Child Abuse
If a student has concerns about a child, or if a child makes a disclosure to a student which gives rise to concerns about possible abuse, the student must act promptly:
What do you do if during your stay you see or hear something that concerns you regarding the welfare or safety of a child? 
· DO NOT INVESTIGATE 
· DO NOT MAKE PROMISES 
· INFORM a class teacher or the Designated Teacher Designated Teacher: Mrs Claire Le Mahieu 
· Deputy Designated Teacher: Mrs Denise Murney 
· The designated teacher will talk you through how to record the disclosure
It is important to note that information given to members of staff about possible child abuse cannot be held “In confidence”.  We will always act in the best interests of the child.  The designated teacher or in her absence the deputy designated person will decide whether, in the best interests of the child, the matter needs to be referred to Social Services.  If there are concerns that a child may be at risk the school is obliged to make a referral.


It is Unadvisable to:

· Spend excess amounts of time with a particular child 
· Supervise the toileting routine

Students should NEVER:

· Be left alone with a child in a room
· Engage in rough physical games including horse play, apart from structured sports activities
· Allow or engage in inappropriate language unchallenged
· Make sexually suggestive comments about or to a child even in fun
· Let allegations a child makes go unchallenged or un-recorded
· Do anything of a personal nature for children that they can do for themselves
· Take photographs of pupils on their own mobile phone
· Bring video footage of pupil’s home
· Speak to parents or report back any information regarding their child



Students must ALWAYS:

· Ask a permanent member of staff to change a wet or soiled child
· Report any suspicion of abuse of any nature to the designated Child Protection Teacher
· Report any suspicion of abuse against the designated child Protection Teacher to the Deputy Designated Child Protection Teacher



Students must ALWAYS:
· Report any suspicion of abuse of any nature to the designated Child Protection Teacher
· Report any suspicion of abuse against the designated Child Protection Teacher to the Deputy Designated Child Protection Teacher.








Confidentiality
 
All students will agree to respect the nursery’s confidentiality policy and will sign a copy of this document to indicate their agreement.
	Children’s information is made available to:

With parental consent:
	· Parents or Guardians ONLY

· Outside Agencies / Primary Schools

	Who gives the information?
	· Principal or Class Teacher
· Nursery Assistants must refer all enquiries to the class teacher.
· Students will be made aware that all enquiries are referred to the class teacher.

	Disclosure of information re:  staff/pupils
	· All information held on staff and children will be kept confidential and will not under any circumstances be discussed with others.

	Disclosures by children re:  abuse
	· Disclosures by children to any member of staff re: abuse will be handled as outlined within the child protection policy.
· The child’s welfare is paramount and concerns will be reported to the designated person (see CPP) 









Guidelines on Physical Contact(Pastoral Care in Schools)
	All physical contact with children will be appropriate to the situation and the child’s needs and wishes
	· Safe Handling Policy
· Settling-in procedures
· Positive Reinforcement
· After accidents
· Emotional trauma e.g. illness, bereavement

	Children will be encouraged to be independent when dressing and undressing.
	· Ensure parents are aware of the need for appropriate clothing that their children can manage.

	Toilet Procedures
	· Children encouraged to attend to their own needs.
· Supervision by Nursery staff at appropriate times.
· Students will not supervise children unless accompanied by a member of staff.

	Changing children in the event of an accident
	· Students should inform staff if a child needs to be changed.



	Guidelines on Security
	           Door Policy

	Main Entrance


Classroom Doors







Main Entrance Door

	· All visitors must gain admittance by ringing the buzzer.  Students are not permitted to give entry to visitors.
· All students are signed in and out of the roll book by a staff member.
· Playroom doors must be kept closed unless the hall is being used.
· Each playroom has a fire exit door to the rear.

· Storeroom doors must be kept closed during child contact time.

· Cleaners store must remain locked during school contact hours.
· Classroom door will be open each school morning at 8.45 am  and closed at 9.15 am sharp.  
· The door will be opened at 1.15pm for parents collecting children.

· Outside these hours the buzzer must be used to gain entry.


   
Health and Safety
All students who have direct interaction with the children of this school should regard the safety and health of the children as their responsibility and due consideration should be given to the health and safety of other staff.  All students should consider these important issues on a daily basis.
· Can they see all the children?  Do they know where they are?
· Are they always in a position to know what children are doing?
· Is the safety of the children always uppermost in their mind?
· Is what the children are doing safe for themselves? For Others?
· Why?  Is there not enough for the children to do?  Are they bored?
· Is dangerous, too boisterous or anti-social behaviour dealt with immediately and effectively by all members of STAFF?
· If they are leaving the area for any reason, do they let the other staff know?
· Is the equipment set up safely?  Is it being used safely?
· Are RISK areas of play being supervised properly?
· If any danger arises. E.g. spills or toys lying about, dealt with immediately?
· Are children made aware of danger to themselves/others in an effective way?
· Are children encouraged to deal with spills, untidy areas?

Dealing With Injury to Any Person In The School
Any injury which involves:  Blood, bumps, swelling, bruising, suspect broken bones, nosebleed, choking, nausea, dizziness, fainting or unconsciousness should be dealt with immediately according to the following procedure:
· Stay calm and take mental note of time, place and circumstances and deal with injured child or adult.
· Inform a member of staff immediately who will decide on treatment if necessary.
· Immediately when the crisis is over, write an account of the incident together with details of date, time and sign and pass to supervisor.
This policy and information document is provided for guidance and will be updated as necessary to ensure the smooth running of the school.






Confidentiality
It is important to remember that if you become involved in the life of our nursery that you treat what you see and hear with respect and confidentiality. This is of particular importance when dealing with children who may be involved in a child protection issue, or children with additional needs.

We hope that you will enjoy working with us, whether it is for a few days or a few weeks, or over one-two years.

In Good Shepherd the welfare of our children is of the utmost importance and with this in mind, we have highlighted some essential points to remember when working with young people.
As a Rights Respecting School, we treat everyone and everything in our environment with respect.



Mrs Claire Le Mahieu

Principal 

 I agree to adhere to the guidelines outlined in Good Shepherd Nursery School student handbook and code of conduct.



Student signature ____________________________	
Student supervisor signature   ___________________
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