KING EDWARD VI HUMANITIES COLLEGE,

SPILSBY, LINCS

PROCEDURES FOR ENSURING THE SAFEGUARDING OF KEVI STUDENTS

WHILST ACCESSING OFF-SITE EDUCATIONAL PROVISION

Establishing the off site provision

· A member of KEVIS staff will visit the off site provider to ensure suitability of the provision.

· A discussion will take place regarding between KEVIS and the provider to establish the curriculum offer.  
· KEVIS students, parents and carers will be informed of the offer via leaflets, presentations, taster days and residential visits.   IAG will be given in line with the college policy on equality and care will be taken to ensure the off site learning is in line with the students chosen career path.
· Individual discussions will take place with student, parent, carer and Student Progress Co-ordinator to ensure that students on off site learning still access an adequate curriculum to ensure they achieve a minimum of 5 A*-G GCSE examinations.

· Interviews will take place by the offsite provider based on the agreed criteria for admission to the course.

· Parents and Carers will receive written confirmation of the offer from KEVIS and the provider and be asked to return a slip giving permission for their son/daughter to attend off site learning.

· County will be informed of students accessing offsite diplomas in order to set up transport arrangements.  (Copies of these arrangements MUST also be held in college).

· Transport for non diploma students will be organised in line with county arrangements and only using approved transport providers.

Documents to be sent from the off site provider to KEVIS

· CRB records for all staff working with our students.

· Copies of all qualifications for staff working with our students.
· Copies of schemes of work for the programme.

· Copies of all policies relevant to the safeguarding of our students.

Documents to be sent from KEVIS to the provider

· Copies of IEP’s for students with specific learning needs.  Teaching assistants will attend with the student where required.
· Details of any medical requirements and/or concerns.

· Registers

Daily routines

· Attendance at all off site providers will be checked at the main office by 9.30 and absence reported to the Student Progress Co-ordinator who will follow this up in line with college procedures for attendance and inform offsite provider of the reason.

· College will inform the provider of any known absence,

· The provider will inform KEVIS of any absent students. 
· Provider to check medication is with the students on arrival and take to store safely to be returned at the end of the day. If students do not have medication with them KEVIS to be informed immediately who will take appropriate action.  
· If any student is ill or injured during the day the provider will administer first aid on site in line with Health and Safety policy and inform KEVIS immediately who will then contact parents/carers.
· Any arrangement for a student to leave early e.g. for an appointment must be organised through KEVIS who will inform the provider.

· Students from KEVIS must be supervised by known staff at all times whilst accessing off site provision and there must be access to first aid treatment at all times.

· No student from KEVIS is to be allowed off the site at lunch or break times.

· Any behavioural incident will be recorded and dealt with in line with the procedures at the place of learning based on the 14-19 QA procedures. Reports must be immediately forwarded to the Student support coordinator at KEVIS for further action and recording.

· Any pastoral concerns will be recorded and dealt with in line with the procedures at the place of learning but these must be immediately forwarded to the Student Progress Co-ordinator at KEVIS for further action and recording.

· Any child protection issues will be recorded and dealt with in line with the procedures at the place of learning but these must be immediately forwarded to the child protection officer (Mrs Jarvis or Mrs Reeve) at KEVIS for further action and recording.

· Offsite providers will provide information 3 times a year to incorporate into the KEVIS interim assessment and reporting system and for updating on the college management system – SIMS.

· Off site providers will be asked to contribute to each student’s full report once a year.  The information given will be moderated by KEVIS.

· Examination entries will be made by the offsite provider in agreement with KEVIS.

· Any trips or extra curricular activities from the offsite provider MUST be agreed with KEVIS.  Parental permission must be obtained.  Risk assessments must be completed, and submitted to Mrs Jarvis at KEVIS to be authorised by the Headteacher before any trip can go ahead.

· Student’s academic progress must be monitored closely.  Any concerns must immediately be raised, in writing, with the Student Progress Co-ordinator at KEVIS who will discuss these with parents/carers, consider whether any additional intervention is necessary and keep a progress record.

· Lesson observation and work sampling will take place in line with the partnership Quality Assurance procedures.  Lesson will be observed in partnership with the lead taken by the provider who will use their own paperwork.  Copies must be stored by both parties.
· If inadequate provision in teaching and learning is identified there must be a clear plan of action put into place immediately by the provider and agreed by senior staff at KEVIS.  

· Work sampling will be conducted by the provider and a report sent to KEVIS.  This report must identify any actions to be taken if issues in the quality of the sample are identified. 

· Internal and external verification of coursework will take place in line with exam board requirements. Copies of reports for the above and any external visits by relevant authorities must be copied to KEVIS.

Management overview

· There will be termly visits to the offsite provider by KEVIS staff to include a management meeting with senior staff.  Records of these meetings must be kept by both parties.
· Any changes of staff, site, accommodation or procedure must be agreed with KEVIS.

· Any concerns regarding the management of the provision must be referred to the Assistant Head teacher at KEVIS.

· Any concerns from parents and carers regarding the provision must immediately be referred to the Assistant Headteacher at KEVIS for further investigation.

· At the end of the academic year the views of students, parents and carers will be sought and evaluated at the management meeting.
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