Documents Available on Request

The following documents are kept at each children’s home /school. All are also freely available to pupils, parents, local authorities, regulatory inspectors on request by post,  email or via our website links.


Hillgate Farm 		Social Care  Inspection Report  (Ofsted)

Hillgate Farm 		Ofsted - Independent Special School
                         	Inspection Report  

The Stubbs         	Social Care  Inspection Report  (Ofsted)

The Stubbs         	Ofsted - Independent Special School
                      	 Inspection Report  

Staff Team            	Numbers & Qualifications

Particulars Of Academic Performance During The Preceding School Year, Including The Results Of Any Public Examinations

Details Of The Number Of Complaints 

Registered Under The School’s Formal Complaints Procedure During The Preceding Year



[bookmark: _GoBack]Da Capo Policies & Procedures  Manual   (Revised April 2011)  


1. Ethos and Policy Framework

1.1 Prospectus and Statement of Purpose
1.2 Children’s Guide
1.3 Our Ethos and Key Policies
1.4 Promoting Diversity
1.5 Caring for Children from Ethnic Minority Groups
1.6 Confidentiality 
1.7 Case Recording Policy and Staff Guidance


2. Planning for Care

2.1 Referrals and Placements
2.2 Consents Guidance
2.3 Care and Placement Plans Guidance
2.4 Emergency Reviews
2.5 Health Care Assessments and Plans
2.6 Placement Planning Meetings
2.7 Looked After Reviews
2.8 Preparation for Leaving Care
2.9 Leaving the Home 


3. Behaviour and Relationships

3.1 Our Therapeutic Model 
3.2 Key Worker Guidance
3.3 Sanctions
3.4 Missing Children
3.5 Dealing with Aggression and Violence
3.6 Restrictive Physical Intervention
3.7 Searching Children/Bedrooms
3.8 The Police
3.9 Role of Appropriate Adults

4. Promoting and Supporting Contact 

4.1 Contact with Parents and Siblings
4.2 Overnight Stays and Social Visits
4.3 Correspondence, Communication and Social Networking

5. Personal Care, Safeguarding and Protection

5.1 Relationships and Physical Contact with Children
5.2 Recognising and Treating Abuse Guidance
5.3 Child Protection Referrals
5.4 Allegations Against Staff
5.5 Confidential Reporting
5.6 Representations and Complaints
5.7 Countering Bullying
5.8 Self Harming
5.9 Drugs and Substance Misuse
5.10 Sleeping in and Night Security
5.11 Social Worker Visits
5.12 Advocacy and Independent Visitors
5.13 Visitors
5.14 Provision and Preparation of Meals
5.15 Clothing, Pocket Money and Allowances
5.16 Bedrooms
5.17 Digital Photography

6. Promoting Health and Wellbeing

6.1 Smoking and Alcohol
6.2 Health Notifications and Access to Services
6.3 First Aid, Home Remedies and Medication
6.4 Sexual Health and Relationships
6.5 HIV, AIDS and Blood Borne Diseases

7. Educational Achievement and Holidays


7.1 Education
7.2 Holidays and School Trips
7.3 Transporting Children
7.4 Leisure and Activities
7.5 Da Capo School Policies

7.5.1 The Theory
7.5.2 What Does This Mean In Practice?
7.5.3 The Prior Educational Experience of Da Capo Pupils
7.5.4 Curriculum and Assessment Policies
7.5.5 The Teacher Team


8. Staffing

8.1 Recruitment and Selection
8.2 Staff Supervision
8.3 Lone Working
8.4 Disciplinary Procedure
8.5 Grievance Procedure
8.6 Rostering and Handover Procedure
8.7 Gift Giving and Receiving

9. Health and Safety

9.1 Health and Safety Policy
9.2 Fire Safety
9.3 Accidents
9.4 Repairs and Maintenance

10. Management and Administration

10.1 Monitoring Quality
10.2 Access to Records
10.3 Petty Cash and Finance
10.4 Delegated Authority and Notifiable Events
10.5 Data Protection Policies 
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