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Maplewell Hall School - Care of Pupils Policy

1. Purpose and Scope

This policy sets out Maplewell Hall School’s arrangements for the safe care, supervision and
welfare of pupils aged 11-19, including pupils with Special Educational Needs and
Disabilities (SEND). It explains how we protect pupils and safeguard staff by providing clear
standards, procedures and recording expectations for routine care and for situations that
depart from the routine.

This policy must be read alongside: Child Protection and Safeguarding Policy; Behaviour
Policy; Positive Handling/Restrictive Practices guidance; Administration of Medicines Policy;
First Aid Policy; Health & Safety Policy; Educational Visits Policy; Online Safety/Acceptable
Use Policies; Data Protection Policy; and relevant Leicestershire County Council (LCC) and
Leicester, Leicestershire & Rutland (LLR) Safeguarding Children Partnership procedures.

N

. Statutory and Policy Framework

e Keeping Children Safe in Education (KCSiE, 2025).

o Working Together to Safeguard Children (2018, updated 2022).

e Children Act 1989; Children and Families Act 2014.

o SEND Code of Practice: 0-25 years (2015).

o Equality Act 2010 and Public Sector Equality Duty; Human Rights Act 1998.

e Education and Inspections Act 2006 (behaviour and discipline).

o Use of Reasonable Force in Schools (DfE, 2013); Reducing the Need for Restraint and
Restrictive Intervention (2019).

e Supporting Pupils at School with Medical Conditions (DfE, 2015).

e Data Protection Act 2018 and UK GDPR (information sharing).

e Searching, Screening and Confiscation (DfE, 2022).

o Safer Working Practice Guidance (Safer Recruitment Consortium, current).

e LLR multi-agency safeguarding procedures and LCC local policies.

3. Equality, Diversity and Inclusion (Equality Act 2010)

We do not discriminate on the basis of protected characteristics. We make reasonable
adjustments and provide auxiliary aids so disabled pupils are not placed at a substantial
disadvantage. Through the Public Sector Equality Duty we have due regard to eliminating
discrimination, advancing equality of opportunity and fostering good relations. Adjustments
and personalisation are recorded within EHCPs, Personal/Intimate Care Plans and risk
assessments.
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4. SEND and Personalisation (SEND Code of Practice 2015)

We follow the graduated approach (assess-plan-do-review). Where applicable, Education,
Health and Care Plans (EHCPs) set out needs and outcomes. Planning is co-produced with
parents/carers and (where appropriate) pupils, and coordinated by the SENCO. Care plans
describe communication preferences, privacy and dignity measures, staffing ratios and
gender considerations, infection control, moving and handling, use of equipment and
adaptations for visits and residentials.

5. Roles and Responsibilities

Governing Body: Approves and monitors the policy; assures compliance with KCSiE,
Equality Act and SEND duties.

Headteacher: Ensures implementation, staffing, training and resources; oversees incident
management and complaints.

Designated Safeguarding Lead (DSL) & Deputies: Lead on safeguarding concerns arising
from care; manage referrals, records, staff advice and liaison with LLR partners.

SENCO: Oversees alignment with the SEND Code of Practice and EHCPs; quality assures
Personal/Intimate Care Plans; coordinates multi-agency input.

Medical/First Aid Lead: Oversees first aiders, medical procedures and training; ensures
compliance with ‘Supporting Pupils with Medical Conditions’.

Educational Visits Coordinator (EVC): Ensures care arrangements and risk assessments
for off-site activities are robust and shared with relevant staff/providers.

Class Teachers/Key Workers: Coordinate care plans for pupils; brief and supervise support
staff; communicate with parents/carers.

All Staff and Volunteers: Follow this policy and safer working practice; act in pupils’ best
interests; complete training; record accurately and report concerns without delay.

6. Safer Recruitment, Induction and Training

All adults providing care to pupils are subject to the school's safer recruitment procedures,
as set out in the school's Safeguarding and Child Protection Policy and Safer Recruitment
Policy. This includes :

e Enhanced DBS checks

e Identity checks, prohibition from teaching checks (where applicable), right to work
checks, and checks on those who have lived or worked outside the UK

e Maintenance of the single central record (SCR) in accordance with Keeping Children Safe
in Education (KCSIE, 2025)
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Annual safeguarding training and regular updates are mandatory. Role-specific training
is provided (e.g., infection control, moving and handling, communication/consent,
catheter/colostomy care, puberty/menstruation, de-escalation and positive behaviour
support).

7. Safe Care Principles

Dignity, privacy and independence: explain actions, obtain consent in an age- and
understanding-appropriate way and promote self-care.

Proportionality and least restrictive practice: de-escalation first; restraint only as a last
resort, necessary and proportionate; record and review.

Communication: use pupils’ preferred communication (spoken language, symbols,
signing); avoid discussing a pupil when they are present.

Professional boundaries: no personal devices during intimate care; adhere to staff code
of conduct and safer working practice.

Two-person working and lone working: follow risk assessments. Inform another adult
when providing intimate care alone; doors remain closed but not locked unless specified
in the plan.

Cultural/religious considerations: respect gender preferences and cultural needs within
safe staffing constraints.

Record-keeping (MyConcern): All non-routine intimate care, any emerging patterns or
concerns, and any safeguarding disclosure must be recorded on MyConcern, following the
detailed protocols set out in the Safeguarding Policy (use full names, objective facts,
context, actions/decisions). Staff must also escalate to the DSL/SENCO/Medical Lead
as appropriate.

8. Supervision and Daily Routines

Leaders ensure effective supervision at arrival/departure, transitions, and unstructured
times (break, lunch, assemblies). Staff model expectations and visibility; rotas are maintained
and reviewed. Handover protocols confirm safe transfer from transport to staff care. Visitors
are managed in line with the school’s safeguarding and site security procedures.

9. Intimate and Personal Care — Procedures

Planning: each pupil who requires assistance has a Personal/Intimate Care Plan, agreed
with parents/carers (and pupil where appropriate), reviewed at least annually and
updated for trips/residentials or staffing changes.

Consent and terminology: agree appropriate terminology for body parts/functions with
families and record within the plan; seek consent before starting procedures when the
pupil can understand.

Environment: ensure privacy, modesty and safety; prepare equipment and PPE; follow
infection control and clinical waste procedures per LCC guidance.
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e Staffing: minimise the number of staff involved to preserve dignity; consider gender
preferences where practicable; follow two-person working where risks indicate.

e Recording and parent communication: record non-routine intimate care and notify
parents/carers the same day in line with the plan.

10. Medical Procedures and First Aid

Only trained staff undertake medical procedures in accordance with a current healthcare
plan. Medicines are stored, administered and recorded per the Administration of Medicines
Policy. First aid is delivered by trained staff; privacy and dignity are maintained; emergency
examinations seek a second adult where practicable.

11. Physiotherapy, Moving and Handling

Therapy programmes are implemented only as directed by qualified therapists with written
guidance and oversight; staff do not devise their own programmes. Moving and handling risk
assessments and equipment checks are maintained and reviewed; defects are reported
immediately.

12. Educational Visits, Work Experience and Residentials

Risk assessments address care tasks, medication, privacy/dignity, staffing ratios, rooming,
hygiene facilities, emergency procedures, transport and consent. Plans are shared with
relevant staff/providers and adapted to the environment and activities.

13. Safeguarding and Child Protection (KCSiE Alignment)

e Report immediately to the DSL any concern, disclosure, unexplained injury/mark
or worrying behaviour; record on MyConcern (the school’s mandated safeguarding and
care recording platform) without delay.

e Manage allegations against staff per LADO procedures; do not question the child
to investigate.

e Teach personal safety and healthy relationships at a level appropriate to pupils’ needs
and understanding.

e Address specific risks (FGM, Child-on-Child Abuse, Sexual Violence/Sexual Harassment,
Criminal Exploitation, Online Abuse) in line with KCSiE and local procedures.

14. Information Sharing, Confidentiality and Data Protection

Records are accurate, timely and stored securely in line with UK GDPR and the Data
Protection Act 2018. Information is shared with consent or where there is a lawful basis,
including safeguarding. Only those who need to know are informed. Pupil voice and parent
communications are logged.

5/7



Maplewell Hall School - Care of Pupils Policy

15. Complaints, Concerns and Whistleblowing

Concerns from pupils, parents or staff are taken seriously and managed under the Complaints
Policy. Staff can raise concerns about conduct or unsafe practice through the Whistleblowing
Policy without fear of detriment.

16. Monitoring, Audit and Review

Senior leaders and governors monitor care practice through supervision, learning walks,
training records and record sampling. Findings inform training and policy updates. This
policy is reviewed annually, or earlier following changes to statutory guidance.

Annex A — Personal/Intimate Care Plan Template

Pupil: Year: Included in EHCP: Y/N Review date: ___
Needs/Diagnosis:

Desired outcomes:
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Communication preferences:

Care tasks (what/when/where):

Staffing/ratios/gender considerations:

Environment/equipment/adaptations:

Infection control/PPE & waste disposal:

Moving and handling/equipment checks:

Consent/terminology agreed with family:

Recording/parent notifications:

Trips/residential adaptations:

Emergency arrangements:

Signatures (Parent/Carer, School lead, DSL, Health professional where applicable):

Annex B - Intimate Care Recording Log (example)

Date/Time | Pupil | Staff | Task | Reason (routine/unplanned) | Notes/concerns | Parent
informed (Y/N) | Signature
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