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Child protection and Safeguarding policy 

 

Child protection is about any child or yang person under 18 years old.  

Child protection is the term used to describe the actions of certain organisations such as Children's 

Services, the police and Health organisations, in their efforts to make sure children are safe from abuse 

and neglect. Child abuse can be physical abuse, emotional abuse, sexual abuse, exploitation, and 

grooming. 

Safeguarding is about every child. 

All organisations that work with or come into contact with children should have safeguarding policies 

and procedures to ensure that every child, regardless of their age, disability, gender reassignment, race, 

religion or belief, sex, or sexual orientation, has a right to equal protection from harm. 

Setting up and following good safeguarding policies and procedures means children are safe from adults 

and other children who might pose a risk. This includes voluntary and community organisations, faith 

groups, private sector providers, as well as schools, hospitals and sports clubs. 

 

What is safeguarding? 

Safeguarding is the action that is taken to promote the welfare of children and protect them from harm. 

Safeguarding means: 

protecting children from abuse and maltreatment 

preventing harm to children’s health or development 

ensuring children grow up with the provision of safe and effective care 

taking action to enable all children and young people to have the best outcomes. 

Child protection is part of the safeguarding process. It focuses on protecting individual children identified 

as suffering or likely to suffer significant harm. This includes child protection procedures which detail 

how to respond to concerns about a child. 
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Resources and guidance 

This policy has been written considering the following documents  

(all available at www.bgschoolzvanche.com)  

 Keeping Children Safe in Education 2021  

 Whistleblowing Policy   

 Staff Code of Conduct    

 Recruitment Procedure 

 Mental Health & Behaviour in Schools  

 Online Safety Policy 

 NSPCC CASPAR Briefing 2021  

 Behaviour & Anti Bullying Policy 

 Labor discipline, rights and obligations 

Safeguarding & Child Protection Policy & Procedures  

This is a working document used in conjunction with Safeguarding Partner guidance.  

All staff have access to it, including supply staff. Guidance is stored in the Safeguarding Folders & on the School 
Website.  

School Safeguarding Policy Statement Safeguarding is everyone's responsibility. 

 The best interests of the child are always considered. We personalise our safeguarding practice to our context. 

 All staff at school are kept aware of the policies, procedures & systems which support safeguarding.  

Working with the Local Authority and the school authorities and Church authorities, where we hire premises for our 
Bulgarian School, we aim to provide Support to families as soon as problems emerge. All staff have received Level 1 
Safeguarding Training.  

This policy applies to supply or temporary staff as well. We recognise that all children & young people deserve the 
best start. They have a right to be protected, safe from harm & cared for.  

School has a responsibility to ensure child welfare is paramount regardless of gender, disability, language, racial 
origin, religious beliefs, or sexual orientation. All adults have a responsibility to report concerns which come to their 
attention to the Designated Safeguarding Lead, such as disclosures of abuse or concerning behaviour. Such concerns 
will be responded to swiftly & appropriately. We pay attention to what children say & feel.  

Staff reassure victims that their disclosures are being taken seriously & that the victim will be offered appropriate 
support.  

Children should never be made to feel ashamed.  
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Policies help define rules, regulations, procedures, and protocols for schools. All of these are necessary to help 

a school run smoothly and safely and ensure that students receive a quality education. 

Introduction 

Schools have policies for several reasons. Policies establish rules and regulations to guide acceptable behaviour and 

ensure that the school environment is safe for students, teachers, and school staff. School policies also help create a 

productive learning environment. 

Rules and Regulations 

In order rules and regulations to be in place and enforced, our policies are created together with the local school 

board. Having these policies in place means there are determined procedures for how school operations are 

handled, down to every minute detail, so that educators, staff, and students know what is expected and can act 

accordingly. This saves time, prevents confusion, and unifies the school. 

Safe Learning Environments 

Students, teachers, and staff members deserve to feel physically and psychologically secure in their environment. To 

create this environment, policies are created and instated that establish safety standards for the physical 

environment and mental state of students and staff. This is done by creating policies such as fire drills, anti-bullying 

policies and mental health guidelines. 

Setting Goals and Establishing Productivity 

For an institution to encourage higher learning, policies must be in place that establish goals as set forth by the 

school board. These policies establish standards and help hold schools and educators accountable to the public. This 

is important for relating education to the community and making it responsible to the larger world. Accountability 

using goal-oriented policies ensures that students are receiving a valuable education. 

Policies are important because they help a Bulgarian school together with the school authorities, from which our 

school hires premises establish rules and procedures and create standards of quality for safety, as well as 

expectations and accountability. Without these, schools would lack the structure and function necessary to provide 

the educational needs of students. Ultimately, policies are necessary to the success and safety of a school. 
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Introduction  

1. Our school aims  to meet its legislative obligations when responding to complaints from parents of pupils at 

the school, and others, related to Bulgarian school. 

When responding to complaints, we aim to:  

 Be fair and non-accusatorial  

 Facilitate a full and fair investigation by an independent person or panel, where necessary  

 Address all the points at issue and provide an effective and prompt response  

 Respect complainants’ desire for confidentiality  

 Treat complainants with respect and courtesy  

 Make sure that any decisions we make are lawful, rational, reasonable, fair, and proportionate, in line with the 

principles of administrative law  

 Keep complainants informed of the progress of the complaints process  

 Consider how the complaint can feed into school improvement evaluation processes We try to resolve 

concerns or complaints by informal means wherever possible.  

The school will aim to give the complainant the opportunity to complete the complaints procedure in full. To 

support this, we will make sure we publicise the existence of this policy and make it available on the school 

website. Throughout the process, we will be sensitive to the needs of all parties involved, and make any 

reasonable adjustments needed to accommodate individuals.  

2. Definitions and scope  

2.1 Definitions the DfE guidance explains the difference between a concern and a complaint:  

A concern is defined as “an expression of worry or doubt over an issue considered to be important for which 

reassurances are sought”  

A complaint is defined as “an expression of dissatisfaction however made, about actions taken or a lack of 

action”  

2.2 Scope The school intends to resolve complaints informally where possible, at the earliest possible stage. 

There may be occasions when complainants would like to raise their concerns formally. This policy outlines the 

procedure relating to handling such complaints.  
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3 This policy does not cover complaints procedures relating to:  

 Admissions  

 Statutory assessments of special educational needs (SEN)  

 Safeguarding matters  

 Exclusion  

 Whistleblowing  

 Staff complaints  

 Staff discipline  

 School re-organisation proposals  

 Collective respect  

Please see our separate policies for procedures relating to these types of complaint. Complaints about services 

provided by other providers who use school premises or facilities should be directed to the provider concerned.  

The school board will review the complaints policy and procedure on a regular basis. The school board will also 

be provided with information about complaints and actions taken. All information given to the school board will 

be anonymized. 
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This policy has been developed in accordance with the principles established by the 

Children Acts 1989, 2004 and 2010; the Education Act 2002, last updated in 2011,  

and in line with government 

publications: “Working Together to Safeguard Children” 2018, last updated 9 December 2020, 

Revised Safeguarding Statutory Guidance 2 “Framework for the Assessment of Children in Need and their 

Families” 2000, “Child and Young adult  Mental Health” 2003,  “What to do if You are Worried a Child is Being Abused” 2015. 

The 

guidance reflects “Safeguarding Children and Safer Recruitment in Education” DfES 

Jan 2007, and Surrey Safeguarding Children Board SSCB Child Protection 

 

 

1.   Procedures   

1.2 The School council and school individuals take seriously their responsibility, under section 1752 of the Education Act 2002, 

(Education Act 2002 is up to date with all changes known to be in force on or before 24 May 2022) to safeguard and promote 

the welfare of children; and to work together with others to ensure adequate arrangements and support those children who are 

suffering harm.  

1.3 We recognize that all adults, including temporary staff and volunteers have a full and active part to play in protecting our 

pupils from harm, and that the child’s welfare is our paramount concern.  

1.4  All staff believe that our school should provide a caring, positive safe and  stimulating environment that promotes the social, 

physical and moral development of  the individual child.  

1.5 The aims of this policy are:  

1.5.1 To support the child’s development in ways that will foster security, confidence and independence.  

1.5.2 To provide an environment in which children and young people feel safe,  secure, valued and respected, and feel 

confident, and know how to, approach adults  if they are in difficulties, believing they will be effectively listened to.  

1.5.3 To raise the awareness of all teaching and non-teaching staff of the need to safeguard children and of their responsibilities 

in identifying and reporting possible cases of abuse.  

1.5.4 To emphasize the need for good levels of communication between all members of staff. 

1.5.5 To develop a structured procedure within the school, which will be followed by all members of the school community, in 

cases of suspected abuse.  
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1.5.6 To ensure that all staff working within our school who have access to children have been checked as to their suitability, 

including verification of their identity, qualifications, and a satisfactory List 99 or Enhanced DBS check (according to guidance), 

and a single central record is kept for audit.  

 

2.   Safe School, Safe Staff  

2.1 We will ensure that: 

2.1.1 All members of the governing body understand and fulfill their responsibility to ensure that they, and the school, protect 

and promote the wellbeing of children through all policies, arrangements, and activities, raise concerns where recognized, and 

annually review safeguarding arrangements including this policy).  

2.1.2 We have an elected senior member of staff, in Sutton area this is Maria Balabanova: We have an elected senior member of 

staff, in Surbiton area this is Maria Tasheva. 

2.1.3 All members of staff are provided with child protection awareness at induction, so that they know who to discuss a 

concern with.  

2.1.4 All members of staff, volunteers, and governors know how to respond to a pupil who discloses abuse through delivery of 

the awareness raising pack “What to do if you are worried a child is being abused”.  

2.1.6 All parents/carers are made aware of the responsibilities of staff members with regard to child protection procedures  

3.0 Responsibilities  

3.1 The nominated teachers: Maria Balabanova and Maria Tasheva 

3.1.1 If there are concerns about possible abuse to act as a crucial point for staff to discuss concerns with the main child’s 

school. Referrals should be made in writing, following a telephone call  

3.1.2 Keeping written records of concerns about a child even if there is no need to make an immediate referral.  

3.1.3 Ensuring that all such child protection records are kept confidentially and securely, separate from pupil records, until the 

child’s 25th birthday, and are copied on to the child’s school or college.  

3.1.4 Liaising with other agencies and professionals.  

3.1.5 Ensuring that any pupil currently with a child protection plan who is absent without explanation for two Saturday days is 

referred without delay to their key worker’s Social Care Team.  

3.1.9 Providing, with the Headteacher, an annual report for The School council, detailing any changes to the policy and 

procedures; training undertaken by the whole staff and governors; number and type of incidents/cases, and number of children 

with child protection plans (anonymised) 

3.2 Every teacher has the right to take pictures of children in the classroom, only if the parents have given permission for this in 

the form, when enrolling students in the school.  

3.2.1 Every teacher has no right to keep or store pictures of children in his personal phone. By the end of the school day, any 

photo taken must be deleted once it has been uploaded to the relevant school platform. 
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3.2.2 Mobile devices cannot be used on the territory of schools, churches, fires if they are not protected. Please see the Date of 

Protection Act of 2022 

4.0 Supporting Children  

4.1 We know that a child who is abused or witnesses violence may feel helpless and humiliated, may blame themselves, and find 

it difficult to develop and maintain a sense of self worth.  

4.2. We accept that research shows that the behavior of a child in these circumstances may range from that which is perceived 

to be normal to aggressive or withdrawn.  

4.3. Our school will support all pupils by:  

4.4.1 Encouraging self-esteem and self-assertiveness, through the curriculum as well as our relationships, whilst not condoning 

aggression or bullying.  

4.4.2 Promoting a caring, safe and positive environment within the school.  

4.4.3 Notifying Social Care as soon as there is a significant concern.  

 

5.0  The teacher has the right to take pictures of children in the classroom, only if the parents have given permission for this in 

the form, when enrolling students in the school. The teacher has no right to keep and keep pictures of children in his personal 

phone. By the end of the school day, any photo taken must be deleted once it has been uploaded to the relevant school 

platform. 

Mobile devices cannot be used on the territory of schools, churches, fires if they are not protected. Please see the Date of 

Protection Act of 2022 

 

Confidentiality  

5.1 We know that all matters relating to child protection are confidential.  

5.2 The Headteacher or nominated teacher will disclose any information about a pupil to other members of staff on a need to 

know basis only.  

5.3 All staff must be aware that they have a professional responsibility to share information with other agencies in order to 

protect children.  

5.4 All staff must be aware that they cannot promise a child to keep secrets which might compromise the child’s safety or 

wellbeing.  

5.5 We will always undertake to share our intention to refer a child to Social Care with their parents /carers unless to do so 

could put the child at greater risk of harm or obstruct a criminal investigation.  
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6.0 Allegations against staff  

6.1 All school staff should take care not to place themselves in a vulnerable position with a child. It is always advisable for 

interviews or work with individual children or parents to be conducted in view of other adults.  

6.2 All Staff should be aware of Surrey’s Guidance on Behavior Issues, and the school’s own Behavior Management policy.  

7.0 Whistle-blowing  

7.1 We understand that children cannot be expected to raise concerns in an environment where staff fail to do so  

7.2 All staff should be aware of their duty to raise concerns, where they exist, about the management of child protection, which 

may include the attitude or actions of colleagues. If it becomes necessary to consult outside the school, they should speak  

 

8.0 Physical Intervention  

8.1 Our policy on physical intervention by staff is set out separately, and acknowledges that staff must only use physical 

intervention as a last resort, when a child is endangering him/herself or others, and that at all times it must be the minimal force 

necessary to prevent injury to another person.  

8.2 Such events should be recorded and signed by a witness.  

8.3 We understand that physical intervention of a nature which causes injury or distress to a child may be considered under 

child protection or disciplinary procedures. 

8.4  We understand that touch is appropriate in the context of working with children, and all staff have been given “Safe 

Practice” guidance to ensure they are clear about their professional boundary 

 

9.0 Bullying  

9.1 Our policy on bullying acknowledges that to allow or ignore bullying may lead to consideration under child protection 

procedures. This includes all forms e.g. pretend, racist, and homophobic and gender related bullying. We keep a record of 

known bullying incidents. 

 

10.0 Racist Incidents  

10.1 Our policy on racist incidents acknowledges that repeated racist incidents or a single serious incident may lead to 

consideration under child protection procedures. We will keep a record of racist incidents.  

 

11.0 Prevention  

11.1 We understand that the school plays a significant part in the prevention of harm to our pupils by providing pupils with good 

lines of communication with our teachers and helpers, supportive friends, and a culture of protection.  
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11.2 The school community will therefore:  

11.2.1 Work to establish and maintain a philosophy where children feel secure and are encouraged to talk and are always 

listened to.  

11.2.2 Ensure that all children know there is an adult in the school whom they can approach if they are worried or in difficulty.  

 

12.0 Health & Safety  

12.1 Our Health & Safety policy, set out in a separate document, reflects the consideration we give to the protection of our 

children both physically within the school environment, and for example in relation to internet use, and when away from the 

school when undertaking school trips and visits.  

 

13.0 Monitoring. Evaluation and Review 

14.0 Links to other policies  

• Health and Safety Policy  
• Anti-bullying  
• Online Safety Policy  
• Photographic and video Policy  
• Educational Visits  
• Complaints procedures 
 

• Whistle-blowing Policy   
• Physical contact and intervention  
• Safeguarding Children in Education: 
Dealing with allegations of abuse 
against teachers and other staff. DfES 
2021  
• Safeguarding children and safer 
recruitment in education 2021 DfES 
 

•      Appendix A Fire Policy Statement 

 Appendix B Evacuation Procedures 

 Appendix C  Online Safety Policy 

 Appendix D Critical Incident 
Planned Response 

 Appendix E Critical Incident 
Planned Response Aggressive or 
Violent Incident in School (attack by 
aggressive parent or pupil). 

 Appendix F Critical Incident 
Planned Response - Disaster in the 
Community 
 

 

The school has a suitably stocked first-aid container that could be used in case accident happened.  

We have an appointed person to take charge of first-aid arrangements, who is fully First Aid trained   

This minimum provision is supplemented with a risk assessment to resolve any additional provision. 

First-aid provision is available at all times while people are on school premises, and also off the premises whilst we are on school 

visits. 

School health and safety legislation places duties on everyone who is involved with the children in our school. 
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COMPLAINTS PROCEDURE  

1. Stage 1 (Informal) Complaint considered by member of staff  

Most concerns can be quickly resolved by the member of staff involved. This can often be achieved by the complainant 

contacting the member of staff directly, after the school day and after the teacher is free to talk. 

Where possible, the concerns should be put in writing using school emails to contact the teacher, who will be able to look into 

the matter.  

If needed, the Teacher will contact the complainant or arrange to meet with them to ensure that the nature of the complaint is 

fully understood and to determine what the complainant feels needs to be done to resolve the issue.  

There may be a need for the Head teacher to undertake an investigation and interview others to establish the facts, but he/she 

will try to deal with the complaint and seek to resolve the issue in an informal manner.  

This stage should normally be concluded within ten working days of the details of the complaint being agreed.  

If a longer period is required, the complainant should be informed of the reasons for this and provided with a revised timescale.  

 

2. Stage 2 (Formal)  

Complaint considered by the Deputy Headteacher. If the complainant is dissatisfied with the informal resolution, they should 

write to the Headteacher with the details of their complaint. The Headteacher will contact the complainant as soon as possible 

and arrange to meet with them to ensure that the nature of the complaint is fully understood and to determine what the 

complainant feels needs to be done to resolve the issue.  

The Headteacher will gather factual evidence and information. This may involve interviewing those involved in order to be able 

to fully respond to the complainant.  

The Headteacher will keep appropriate records and inform the complainant of the outcome of the investigation. Feedback to 

the complainant may be given verbally in a meeting, but a formal response in writing will also be provided.  

Stage 2 should normally be concluded within ten working days of the detail of the complaint being agreed. If a longer period is 

required, the complainant should be informed of the reasons for this and provided with a revised timescale.  

 

3. Stage 3 Complaint may not be resolved even with the involvement of the Headteacher. When this happens, the Head Teacher 

will gather a meeting with the school council. If the matter is not discussed with the Headteacher, it is not possible to proceed 

further with the further complaint’s procedure.  

Therefore, the complaint should be submitted to the School council in writing stating the reasons why it has not been discussed 

with the Headteacher.  

The School council may ask for further information or ask someone to undertake additional investigations in which case a 

written report may be provided to the School council. Feedback to the complainant may take place in a meeting, but a formal 

response in writing will also be given.  
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Stage 3 should normally be concluded within ten school days of the matter being referred to the school council. If a longer 

period is required, the complainant should be informed of the reasons for this and provided with a revised timescale.  

 

4. However, we do not expect our staff to tolerate  

unacceptable behaviour and will take action to protect staff from that behaviour, including that which is abusive, offensive, or 

threatening. The school defines unreasonable complainants as ‘those who, because of the frequency or nature of their contacts 

with the school, hinder our consideration of their, or other people’s, complaints’. A complaint may be regarded as unreasonab le 

when the person making the complaint:  

• refuses to articulate their complaint or specify the grounds of a complaint or the outcomes sought by raising the complaint, 

despite offers of assistance: 

• refuses to co-operate with the complaints investigation process while still wishing their complaint to be resolved.  

• refuses to accept that certain issues are not within the scope of a complaints procedure;  

• insists on the complaint being dealt with in ways which are incompatible with the adopted complaints procedure or with good 

practice; 

• introduces trivial or irrelevant information which the complainant expects to be taken into account and commented on, or 

raises large numbers of detailed but unimportant questions, and insists they are fully answered, often immediately and to their 

own timescales;  

• makes unjustified complaints about staff who are trying to deal with the issues, and seeks to have them replaced; • changes 

the basis of the complaint as the investigation proceeds;  

• repeatedly makes the same complaint (despite previous investigations or responses concluding that the complaint is 

groundless or has been addressed);  

• refuses to accept the findings of the investigation into that complaint where the school’s complaint procedure has been fully 

and properly implemented and completed including referral to the Department for Education;  

• seeks an unrealistic outcome;  

• makes excessive demands on school time by frequent, lengthy, complicated and stressful contact with staff regarding the 

complaint in person, in writing, by email and by telephone while the complaint is being dealt with. A complaint may also be 

considered unreasonable if the person making the complaint does so either face-to face, by telephone or in writing or 

electronically:  

• maliciously;  

• aggressively;  

• using threats, intimidation, or violence;  

• using abusive, offensive or discriminatory language;  

• knowing it to be false;  

• using inaccurate information;  
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• publishing unacceptable information in a variety of media such as in social media websites and newspapers. Complainants 

should limit the numbers of communications with a school while a complaint is being progressed. It is not helpful if repeated 

correspondence is sent (either by letter, phone, email or text) as it could delay the outcome being reached. Whenever possible, 

the Headteacher or School council will discuss any concerns with the complainant informally before applying an ‘unreasonable’ 

marking.  

 

5. If the behaviour continues  

5.1 The Headteacher will write to the complainant explaining that their behaviour is unreasonable and asking them to change it. 

For complainants who excessively contact the school causing a significant level of disruption, we may specify methods of 

communication and limit the number of contacts in a communication plan.  

5.2 This will usually be reviewed after 6 months. In response to any serious incident of aggression or violence, the concerns and 

actions taken will be put in writing immediately and the police informed.  

5.3 Steps we will take We will take every reasonable step to address the complainant’s concerns and give them a clear 

statement of our position and their options. We will maintain our role as an objective arbiter throughout the process, including 

when we meet with individuals.  

We will follow our complaints procedure as normal (as outlined above) wherever possible.  

If the complainant continues to contact the school in a disruptive way, we may put communications strategies in place.  

We may:  

• Give the complainant a single point of contact via an email address  

• Limit the number of times the complainant can make contact, such as a fixed number per term  

5.4  The school council has right to ban an individual from the school as well as his children, after school council has made the 

decision and the individual is informed about this decision.  Immediately! 

 

6. Stopping Responding We may stop responding to the complainant when all these factors are met:  

• We believe we have taken all reasonable steps to help address their concerns  

• We have provided a clear statement of our position and their options  

7. The complainant contacts us repeatedly, and we believe their intention is to cause disruption or inconvenience  

 Where we stop responding, we will inform the individual that we intend to do so. We will also explain that we will still 

consider any new complaints they make. In response to any serious incident of aggression or violence, we will 

immediately inform the police and communicate our actions in writing.  

 This may include barring an individual from our school site.  
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8. Duplicate Complaints  

If we have resolved a complaint under this procedure and receive a duplicate complaint on the same subject from a partner, 

family member or other individual, we will assess whether there are aspects that we hadn’t previously considered, or any new 

information we need to take into account. If we are satisfied that there are no new aspects, we will: Tell the new complainant 

that we have already investigated and responded to this issue, and that the local process is complete Direct them to the DfE if 

they are dissatisfied with our original handling of the complaint If there are new aspects, we will follow this procedure again 

 

9. Complaint Campaigns  

Where the school receives a large volume of complaints about the same topic or subject, especially if these come from 

complainants unconnected with the school, the school may respond to these complaints by:  

• Publishing a single response on the school website  

• Sending a template response to all of the complainants If complainants are not satisfied with the school’s response, or wish to 

pursue the complaint further, the normal procedures will apply.  

10. Principles for Investigation  

When investigating a complaint, we will try to clarify:  

• What has happened  

• Who was involved  

• What the complainant feels would put things right  

11. Time scales  

The complainant must raise the complaint within 1 months of the incident. If the complaint is about a series of related incidents, 

they must raise the complaint within 1 months of the last incident.  

We will consider exceptions to this time frame in circumstances where there were valid reasons for not making a complaint at 

that time and the complaint can still be investigated in a fair manner for all involved.  

12. Record Keeping  

The school will record the progress of all complaints, including information about actions taken at all stages, the stage at which 

the complaint was resolved, and the final outcome.  

The records will also include copies of letters and emails, and notes relating to meetings and phone calls. This material will be 

treated as confidential and held centrally, and will be viewed only by those involved in investigating the complaint or on the 

review panel.  
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Records of complaints will be kept securely, only for as long as necessary and in line with data protection law, our privacy 

notices record retention schedule.  

 

 

13. Learning lessons  

The Senior Leadership Team and Governing Board will review any underlying issues raised by complaints, where appropriate, 

and respecting confidentiality, to determine whether there are any improvements that the school can make to its procedures or 

practice to help prevent similar events in the future.  

 

14 Monitoring Arrangements  

The Senior Leadership Team and School council will monitor the effectiveness of the complaints procedure in making sure that 

complaints are handled properly.  

They will track the number and nature of complaints, and review underlying issues as stated in sections, stated above. 

 

 

HEALTH AND SAFETY POLICY 

1. Introduction 

Statement of Intent 

Health and safety is an important consideration for our school. We will take all reasonable steps to provide a safe and caring 

environment for children, staff and our visitors. All personal data/information maintained in this respect will be held in the 

strictest confidence in line with relevant legislation. 

Responsibilities 

The head teacher and the main teacher together with the governing body of our small school shares overall responsibility for 

health and safety. For its part the governing body will: 

 Ensure health and safety has a high profile 

 Ensure adequate resources for health and safety are available 

 Consult staff and provide training opportunities 

 Monitor and review health and safety 

The Headteacher will: 

 Develop a health and safety culture throughout the school 

 Take operational decisions 

 Ensure staff are aware of their responsibilities 

 Update governors 
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 Draw up health and safety procedures 

 Monitor effectiveness of procedures 

 

 

All staff will: 

 Support the implementation of health and safety arrangements 

 Take reasonable care of themselves and others 

 Ensure as far as is reasonably practicable that their classroom or work area is safe 

 Report shortcomings to the school office so they can be recorded in the Site Maintenance Record Book. 

General Health and Safety Arrangements 

Bulgarian school aims to provide and maintain safe and healthy working conditions, equipment, and systems of work for all our 

children, employees, volunteers’ members and all others, who form part of our Bulgarian school. This policy will form a part of 

all employees, students, and volunteer’s induction for them to know what appropriate action to take if any incidents were to 

occur. This policy works in hand with policy GN09 organisation-wide Health & Safety policy. 

We aim to make children, parents, and staff aware of health and safety issues and to minimise the hazards and risks to enable 

the children to thrive in a healthy and safe environment. 

 

This Policy has been updated in line with current Government Guidance in managing the COVID-19 Pandemic within Early Years 

Settings: 

https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-andchildcare-closures/coronavirus-covid-19-

early-years-and-childcare-closures 

In order to keep the environment safe and clean for the children, families and staff the following procedures are followed: 

▪ Staff will encourage the children to stay safe by having appropriate ground rules e.g., no running indoors, no pushing etc. 

▪ Daily risk assessments of the whole setting, indoors and outdoors, will be carried out by staff every day before the children 

arrive. 

▪ Fire Extinguishers, Smoke Detectors and Fire Exits will be kept clear at all times and checked regularly to ensure the safety of all 

individuals. 

▪ Any unsafe item or situation will be rectified or reported immediately to the Manager or Health & Safety Officer appointed 

from School/Churches where we hire premises. 

▪ Premises will be kept clean, well lit, adequately ventilated and maintained in a suitable state of repair and decoration. 

Smoking is not permitted anywhere on the school site, nor within the School/Church premises. 
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Staff should follow the guidance on using controlled or hazardous substances found in the following publications: 

 Safety in after school dancing club; 

 Safety in the classroom. 

 

All new staff and visiting staff, as part of their induction programme, will be advised on safety procedures and associated 

contingency plans. 

 

Monitoring and Review of Health and Safety Arrangements 

The yearly check will be used to prioritise need and to inform planning. 

The Site Maintenance Record Book will be used to ensure immediate action is carried out when necessary. 

All staff will carry out monitoring on Saturday basis. 

The Premises Officer will monitor the hired premises monthly. 

Monitoring by governors will be via the Headteacher's Report. 

The policy will be reviewed annually. 

 

2. Equipment 

Any equipment in the classes should be used safely and for its intended purpose only. 

No second hand equipment must be introduced to school without the agreement of the Headteacher. 

Electrical equipment will be tested regularly in accordance with Surrey County Council policy. Plugs and leads will be visually 

checked regularly. 

Any electrical equipment used outside must be attached to the electric supply through an RCD, and any lead should be covered 

by mats to allow safe passage over the wire. 

Electrical sockets should be switched off before a plug is removed.  

The teachers and TA have to be well informed where the fire fight equipment stay in the premise we hire, the plan for the fire 

escape has to be made and all pupils, their parents and the people involved in the school will know how to act in case of fire. 

Clothing 
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All children will come to school into suitable clothing. Teachers should, appropriate clothing. This sets a good example to 

children and allows a greater degree of manoeuvrability for demonstrating skills, or accessibility to a child should an accident 

occur. 

 

 

 

Jewellery 

The wearing of jewellery and nail varnish is not permitted.  If ears are pierced, studs only may be worn. It is advisable to collect 

all such items prior to the lesson and store safely.   

3.Lifting and Moving 

Each child should be taught how to lift and move equipment. Techniques should be revised at least each year with your new 

class. 

Children should be stationed at the corners of each piece of equipment. 

A leader of the group says when the lift should start. 

4. General Safety 

School Building Access 

In order to improve safety for everyone in school, measures have been taken to restrict access into the school building. Children 

may use the only one entrance that has been appointed by the school or church authorities, from which we hire classrooms. 

No parent is allowed to enter the school premisses, no parent is allowed to use school toilets. 

The classroom doors remain closed. All visitors must come on time Infront of the entrance, appointed from the school or church 

authorities and wait for their teachers to come and collect the children. For Surbiton – main entrance; for Sutton College – main 

entrance for classes Y3 and Y4 (3 classes), Downstairs entrance for classes Y1 and Y2 (4 classes); Trinity church – main entrance; 

for Harris academy: Main entrance.  

When parents come to collect their children, they must wait in front of the building at the gate appointed especially for our 

school. The teacher will come, and the children will go to their parents one by one, only when the parents are there. If 

somebody else is coming to take the child after the school, the teachers should be informed in advance via SMS. 

Vehicles 

Parents may use the Car Parking only in Southborough High School. Cars should be parked in the marked bays. 

 No cars are allowed at the other premisses from which we hire classrooms 
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Parents collecting children who are injured or unwell should stay Infront of the school/church building and wait for the teacher 

to come with the child.   

Lone Working 

All staff should avoid lone working wherever possible by arranging for a colleague to also be on site. 

 

 

Fire Safety 

The hired place will provide a safe and healthy working environment with respect to fire safety. The Fire Policy Statement is 

detailed at Appendix A. 

Evacuation Procedures 

Evacuation procedures, detailed at Appendix B, are practised termly and reviewed annually or more regularly if appropriate. 

Evacuation routes and meeting points are detailed on the church site plan. 

5. Supervision of Children 

School Hours:  

Morning Sessions starts from 9:30 to 10:30, that is depending on the age group or the club. 

Children should not arrive at school before 10 minutes before their lessons start.  

We give the tolerance of 15 minutes for late arrivals. The TA on duty is appointed for each Building and will collect the late 

arrivals and will take them to the classrooms. 

If you are a late arrival within given tolerance of time and there is no teacher Infront of the school gate, please wait patiently.  

Somebody will come to collect you child to take him or her to the classroom.  

After that we cannot guarantee that your child could enter the school building.  

Young students from Reception Year to Y3 classes should be taken to the toilet by a teacher or assistant.  

The teacher is not allowed to enter the toilet with the children, but to wait for them outside, reminding them not to lock 

themselves. 

The older students go to the toilet one by one, only after writing the names on the board.  

In case of a fire alarm the teacher knows and goes to pick them up from there, together with all the children evacuate the 

building as quickly as possible, described in Appendix A 

Duties 
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A member of staff will be Infront of the school to supervise children arriving for school. No parent will be allowed to enter the 

school premisses. 

The classes start between 9:30 and 10:30am. Please check the exact start time of your child’s class with the appointed class 

teacher. 

The classes finish between 12:30 and 13:00. Please check the exact time with your child’s class teacher. 

 

 

Please do not late to collect you child. All parents must wait in front of the school/church building, the area is strictly appointed 

for our school from the school/church authorities. 

Supervision in the classrooms 

All staff has a collective responsibility at all times and should speak to children and support the supervisory staff whenever the 

need arises. 

Any children working in classrooms or activity areas must be supervised by a class teacher. 

 

6. First Aid 

Health and Accidents to Children or Staff 

School staff is expected to take reasonable action as responsible adults, to deal with injuries, etc., that children sustain until the 

child can, if necessary, receive professional medical treatment. 

The school has trained first aiders – currently Maria Balabanova, Violina Yalamova and Raya Dimitrova, Anna Ilieva for Sutton; 

Kremena Georgieva Surbiton. 

Disposable gloves should always be used when dealing with blood and then be placed in the medical bin 

First aid boxes for school are stored in the classroom well as other items required to be on hand. 

 If a child receives a bump to the head which causes concern parents will be contacted and given the option of coming to school 

to check the child themselves. 

A note should be made in the Accident Book, which is kept in the classroom, of all actions taken. Serious accidents will also 

require an accident form to be completed and may requirement statements from all staff involved. Any child that goes home 

should be recorded as having done so and the class teacher informed. 

Accidents to staff must also be reported and a record kept in the Accident Book, which is kept in the classroom.  

Contagious Diseases 
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Outbreaks of notifiable diseases will be published to parents and staff immediately to ensure pregnant women are informed. 

We follow county guidance on advice/reporting of diseases as outlined in Health Matters. 

 

 

 

 

7. Staff Health and Welfare 

Stress 

Any member of staff who feels they may be suffering from stress should discuss their concerns with either the Head teacher or 

senior staff   as soon as possible. The Head teacher will discuss the matter with the person concerned within 24 hours of the 

issue being raised, where physically possible. 

All teachers and TAs have been given a copy of the Surrey County Council publication 'Your Guide to Managing Stress'. 

Safety 

All staff have a responsibility to be mindful of their own safety when putting up displays and moving equipment or furniture. 

Staff should not climb on chairs or tables. A stepladder is available for use and is stored in the shared area. 

Both staff and children should take care when moving or lifting equipment. If in doubt seek help.  

Violence 

Staff should always take steps to minimise the possibility of violence in school.  

Parents who are known to be violent or aggressive should never been seen by staff unless another adult is present. 

Parent who is violent, aggressive, and persistent in harassment against teachers, TA-s, Main teachers ор any member of school, 

вхо ис aggressive towards any teacher or staff, who damages the prestige of the school and verbally, physically or in any other 

way abuses a member of the Bulgarian school,  

7. The school organises a council and excludes the children of such parent from the school. Such parent will be informed for 

the school council’s decision immediately. 

8. Off Site Activities 

County regulations are our regulations and some of the advice is adopted as our school policy: Appendix D 

Any visit off site must be approved by the Headteacher and то be discussed and approved by the parents. 
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For any visit to take place off the school site, a letter home requesting permission is required.    

Also, at the start of the year parents are asked to give emergency contact names and phone numbers to be used in an 

emergency.   

One copy of the official list of the children and adults in the party on a school visit and their contact numbers must be kept in the 

school.  

 

 

Plastic gloves; First aid kit (containing official list of adults and children on the party, plus the school name and telephone 

number); Drinking water and beaker; Paper towels and hankies; and 'Sick bags'. Appendix C 

NB: The class teachers are responsible for ensuring children have access to inhalers and their medication where necessary. 

9. Critical Incidents 

The school has in place contingency measures for critical incidents. Please see Appendices D - F for the following Critical 

Incidents Planned Responses: Road Traffic Accident involving Pupils/Accident during School Trips; Aggressive or Violent Incident 

in School (attack by aggressive parent or pupil); Disaster in the Community (e.g. fire, pandemic, explosion, major road accident, 

civil disturbance, terrorism) 

 

APPENDIX A 

Fire Policy Statement 

The Bulgarian Saturday school Zvanche together with all school authorities, where we hire classrooms will provide a safe and 

healthy working environment with respect to fire safety in its establishments 

The Caretaker of the Church/school authorities will be responsible for: 

 Checking all fire doors are free from obstructions and slip/trip hazards. 

 Checking all escape routes are clear. 

 Checking all fire doors can be opened quickly and easily. 

 Checking all fire resisting doors close properly. 

 Checking no fire resisting doors are wedged or propped open. 

 General housekeeping standards are adequate. 

 Building generally tidy. 

 Rubbish and waste materials are not being allowed to accumulate. 

 There is no storage, especially combustible materials, in unsuitable locations (corridors or electric intake rooms). 

 Waste containers stored externally in a secure compound. 

The named Fire Safety Co-ordinator is the main teacher Maria Balabanova in Sutton, or in her absence the history teacher Anna 

Ilieva. The named Fire Safety Co-ordinator is the main teacher Maria Tasheva in Surbiton, or in her absence will be class teacher  

Lena Burova. 
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Responsibilities: 

The fire alarm and fire drill are completed once a year. Depends on the school/church authorities.  

A fire safety risk assessment is carried out by the Church/school Officer and the Health and Safety governor each school year, if 

applicable.  

The Fire Safety Policy will be reviewed annually. 

 

APPENDIX B 

Evacuation Procedures 

The overall aim is to save life; therefore evacuation is of paramount importance. Staff are not expected to fight fire, nor should 

they go back into the building. 

Anyone discovering fire or smoke should raise the alarm by breaking the glass at the nearest alarm point. 

On hearing the alarm: 

Direct children to walk quietly to the nearest exit and then walk quietly in single file to the assembly points on the outside area. 

Children will line up in register order. 

Ensure that the classroom is empty from children before leaving. 

Everyone on site, children and adults, must leave by the nearest exit. 

The main teachers Maria Balabanova for Sutton and Maria Tasheva for Surbiton will call the fire brigade. 

Two designated members of staff will check that the toilets are empty. 

The class teacher will issue registers and check signing in book for roll call by class teachers at the assembly points.  

The Headteacher or designated member of staff will check that all adults and children are accounted for. 

Classes should stand still and quiet until asked to re-enter the building. 

NB: As the attendance register reflects the true number of children in school at the start of the morning or afternoon, it is 

important that it is completed quickly and accurately. Teachers should be mindful of any child that is later taken off site for 

illness or an appointment. 

If any visitors are present the adult they are working with should ensure that they know what to do. 
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APPENDIX C 

Online Safety Policy  

EVERYONE: 

1. No one has the right to use Viber or WhatsApp groups for personal purposes, benefits, or advertising 

2. The groups are created solely for INFORMATION about the learning process in the classes. 

3. Nobody, who is involved in Bulgarian school affairs has no right to share videos or pictures, copied from the 

school website or Facebook school site 
4. No one has the right to share inside information or personal data of teachers, parents, or staff. 

THE STAFF: 

1. Staff is informed by the start of the school year with the online safety policy, which is updated every school year 

2. The teacher has the right to take pictures of children in the classroom, only if the parents have given permission for this in the 

form, when enrolling students in the school.  

3. The teacher has no right to keep and keep pictures of children in his personal phone. By the end of the school day, any photo 

taken must be deleted once it has been uploaded to the relevant school platform. 

4.Mobile devices cannot be used on the territory of schools, churches, fires if they are not protected. Please see the Date of 

Protection Act of 2022 

THE PARENTS 

1. Parents are not allowed to use photos or videos uploaded on our website, or on the school's Facebook page or YouTube 

page, and share them on their personal platforms or for other purposes. 

2. Parents are not allowed to share videos or photos taken during open lessons or school celebrations that show children's 

faces other than their own. 

3. Parents should be encouraged to observe safety when using online platforms. 

4. Do not have photos of events and open lessons in their personal phones 

5. Do not upload photos of children from school events or open lessons on their own profiles on social networks 

6. Parents fill in a form for enrolling their child in the Bulgarian school Zvanche, where they give / do not give permission 

for the use of photos of their child on the school's website and the school's Facebook page. 

7. The parent can change his decision at any time of the year and for any event at the school, by filling in the appropriate 

form for this 
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ONLINE LESSONS: 

1. During the online lessons, before the lesson starts, the teacher lets the children into the classrooms one by one, only 

then does he start teaching. 

2. After the lesson is over, only after all the children have left the classroom can the teacher leave 

3. During the lesson the teacher is obliged to observe Child protection policies and safeguarding policies in education, 

while the lesson is in PROCESS. 

 

APPENDIX D 

Critical Incident Planned Response Road Traffic Accident involving Pupils/Accident during School Trips  

It is unlikely to happen because we usually do not do school trips but if so: 

Immediate action has to be taken: 

Remove children from danger if possible/appropriate Contact emergency services Bring children home as soon as possible 

Obtain accurate information and inform school (uncertainty breeds rumour which adds to distress). 

Action as soon as possible: 

The teachers (most likely the one that are on the trip) will contact families of those involved. Contact lists are carried with them. 

If there is death or serious injury the police will inform parents (possibly with a member of staff). 

Give the same level of information to everyone, provision of a script is sensible. The Headteacher and Deputy Head will be 

responsible for drafting of a script. 

The administrative office will make a careful note of those parents who still need to be informed. If support is required a 

designated support assistant will help. 

The Headteacher will inform staff and pupils. (If sending a letter home give details of the facts, do not apportion blame). Pupils 

will probably best be told in classes. Only facts should be given, do not speculate on the causes and consequences. 

 

 

APPENDIX E 

Critical Incident Planned Response Aggressive or Violent Incident in School (attack by aggressive parent or pupil). 

It is very unlikely to happened to our school 

However, if on some occasions parents have entered the building and proceeded to demonstrate aggressive behaviour to 

teachers, often in front of pupils the following should be observed. 

Remove children if possible. 
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Seek immediate help (ask a child to go to next door teacher). 

Try to remain calm and ask aggressor if they would like to sit down to discuss the problem. 

Staff going to aid the teacher should be accompanied by another adult. 

They should remove the children if they are still present. 

 

The headteacher should be informed. 

If the situation is out of control the police should be called. 

In extreme cases it may be necessary to use restraint procedures but this must not be done alone. 

If the situation can be calmed and the aggressor leaves the premises, all doors must be locked. 

The headteacher will inform the aggressor in writing of the expected code of behaviour in school and in extreme cases may 

forbid the parent from further contact with the teacher/ school. 

No comments will be given to the media and the press officer will be informed if necessary. 

In the extreme case of a teacher or child being held hostage, all other children and staff must evacuate. The police must be 

immediately informed and will provide guidance. 

 

APPENDIX F 

Critical Incident Planned Response - Disaster in the Community  

(e.g. fire, explosion, major road accident, civil disturbance, terrorism) 

Immediate action required 

If this happens within the close proximity of the school it will be necessary to remove children from any danger (use evacuation 

procedures). 

Contact emergency services. 

If the incident happens outside of the immediate vicinity of the school accurate information should be obtained. 

If the incident occurred outside of school hours accurate information should still be sought so that discussions in school can be 

based on fact. 

Action as soon as possible. 

Inform children of the incident. This should be told simply and without fabrication. 
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Keep in coming phone line clear so that emergency services are able to provide updates. 

If it is necessary to keep children behind after school, children will stay with their class teacher and parents informed 

accordingly. Emergency services will advise. 

Attempt to stick to normal school routines as soon as possible. 

 

 

Later action: 

Give staff "Permission " to talk. 

Head teacher / admin. officer to contact outside agencies where appropriate (e.g. EP's) 

Encourage children to talk (may be necessary to hold a debriefing meeting led by an experienced outside professional). 

Express sympathy (visit those who may be in hospital or bereaved). 

Identify high risk pupils/staff 

Monitor effects of all involved. 

Organise treatment if necessary. 

 

 

PLEASE BE AWARE THAT THIS POLICIES ARE REVUED ANUALLY OR AFTER AN INCIDENT HAS BEEN REPORTED TO THE SCHOOL 

DURING THE SCHOOL YEAR. 
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