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King David Primary School 

 

Rules and Procedures 
 

 

Safety in school 

a) Children are not allowed out of school during school hours unless a written or personal 

request has been received from the parents or carers. Teachers should check that the 

Headteacher has agreed. 

b) When a child starts school, it should be ascertained who is responsible for collecting the 

child. Teachers should not allow a child to go with anyone else, unless it has been checked 

that permission has been given. 

c) Children should never leave school before end-of-session bells without permission. At the 

end of the school day, children who have not been collected must wait inside the school, not 

in the playground or outside the school gates. 

d) If parents request that children should have medicine or tablets in school, they should 

complete the appropriate medical form, which is available from the office. All medication 

(except for asthma inhalers) should be kept in the school office.  

e) Children should not be left unsupervised at any time. If for any reason a class has to be left, 

arrangements should be made with another member of staff for their supervision. 

f) Student teachers must not take PE lessons without the supervision of a teacher. 

g) There should be a rota of teachers for playground supervision. The children must not be left 

in the playground without supervision. Children should not be allowed to line up at the 

school gate. The Headteacher, Deputy Headteacher or nominated member of staff will decide 

whether play should be indoors or outside. During indoor play, teachers will supervise their 

own class in the classrooms. 

h) Children’s accidents should be reported to the Headteacher, if other than a minor cut or 

bruise, and dealt with by members of staff trained in First Aid, who will decide on the 

appropriate course of action. The Accident Book should be completed, and, if necessary, the 

Local Authority Accident Form filled in. If the school feels it appropriate, an ambulance may 

be summoned. If a child is ill, the parents or guardians will be contacted by the office staff. 

i) There should be a Fire Drill once a term. Each teacher should have a copy of the procedure. 

Fire notices should be displayed prominently in classrooms. Lists of children who are not 

participating in swimming or outings, but who are present in school, must be left in the 

register folder and must include details of the class each child has been left with. 

j) Children should be discouraged from behaviour which could cause accidents, e.g. throwing 

stones, climbing on fences, running in corridors, sliding down banisters. It is the 

responsibility of teachers to control children – whether the children are from their class or 

any other. Children should be encouraged to move around the school in a quiet, orderly 

manner, keeping to the left. 

k) Care should be taken with potentially dangerous equipment, e.g. scissors, knives and tools. 

Children must understand their use and safe storage. Unless there is adequate supervision, 

tools should not be used. 

l) Children should be warned to report to teachers if they see a stranger in or around the school 

Staff should enquire as to whether the stranger has any business in the school. Children are 

not allowed to open doors to allow anyone entrance in to the school – they must fetch a 

member of staff to answer the door. 

m) Children are allowed to bring fruit and a drink for playtimes. Drinks must not be in glass 

containers or cans. Children in Y5 and Y6 may bring packed lunches at lunchtime, but can 

only change their minds about whether they want school dinners or sandwiches at the 
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beginning of term or half-term. There are strict rules as to what food and drink can be 

brought into school, to comply with Kosher food requirements. 

 

Administration 

a) Registers should be marked morning and afternoon and brought to the school Admin Officer 

before 9.15am and within 10 minutes of the start of the afternoon session. It is the 

responsibility of the school Admin Officer to enter and take off names from the register when 

the appropriate form has been received from the EWO. 

b) The Admin Officer or Headteacher should be informed of all accidents to children. The 

accident book and appropriate forms are kept in the Admin Officer’s office. 

c) Non-Accidental Injuries: If a teacher has any suspicions of such abuse (from whatever 

source) the Designated Safeguarding Lead must be informed. 

d) Stockrooms and cupboards: Children should not be sent unsupervised to stockrooms or 

cupboards. 

e) Reading books may be taken home. Parents will be asked to pay for a replacement book, if it 

is lost or damaged. School book bags may be purchased form the school office. 

f) Records should be kept for each child. These should be kept under lock and key, but nothing 

of a personal or confidential nature should be written on them. 

g) Records of work should be kept by each teacher and sent to the Headteacher at the beginning 

of each term. The records should include a termly forecast and each teacher should keep such 

other records as he/she finds necessary. A reading record, a National Curriculum attainment 

record and examples of children’s work should also be kept. 

h) Staff meetings are held weekly after school from 3.45pm until 4.45pm. These times can be 

altered to suit current needs. 

i) All monies should be brought to the Admin Officer by a member of staff, together with 

appropriate paper work. 

 

Parents 

a) If parents wish to see teachers, they should make an appointment. Teachers should not 

normally see parents in class, as full supervision of children is not then possible and 

confidentiality is at risk. 

b) If it is necessary for a teacher to send a letter to a parent, it must be written on the school’s 

headed paper and a copy must be kept on file in the school office. Any other letters sent from 

the school must be treated likewise. 

 

Educational visits 

a) Before any visit (however short) is arranged, the Educational Visits Co-ordinator should be 

consulted. Notice of one month is required for each visit. 

b) The Admin Officer will calculate trip costs including insurance, transport and admission 

costs and will formally book the visit on behalf of the class. There must be one adult per 15 

children for any outing and more for the under-fives. It is necessary to ask the Headteacher or 

Deputy Headteacher before asking parents to accompany the children. The school office 

must be notified of the details of all helpers. 

c) The relevant risk assessment paperwork must be completed and signed off by the 

Educational Visits Co-ordinator. 

d) All arrangements must be completed before letters are sent to parents by the school office. 

e) Staff can only transport children in their own cars, if they have suitable “business use” motor 

insurance and the school Admin Officer has been provided with a copy of the relevant motor 

insurance policy. Parents’ permission must be obtained in writing beforehand. 

 


