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Welcome to Knockavoe School. We are very pleased that you have chosen to develop your
work/career experience with us. We appreciate the time and effort you are committing to our
school and wider community and we hope you gain a very positive and worthwhile placement within
our school.

Purpose of Policy:

e To provide support and guidance for all students and volunteers that come to Knockavoe
School on placement. This placement could be in the form of one day as a
student/volunteer, or continuous days and weeks for placement supporting a higher-level
qualification.

e To share our school vision and values

Vision and Core Values

Pupils can attend Knockavoe School from the age of 3yrs to 19yrs. We deliver the Northern Ireland
Curriculum to pupils who experience learning difficulties and have additional needs (moderate,
severe, profound and multiple learning difficulties). We believe in creating opportunities for our
pupils to experience success within school and out wider community. Our schoo! vision is to ‘Reach
for a brighter future’. Our core values are extremely important and underpin all of the work that we
do in building relationships and in establishing excellent pastoral care, safeguarding and high
standards of teaching and learning. We ask that all students and volunteers display our core values
at every opportunity; these are important qualities that are essential at Knockavoe School and will
help the personal development of our students, volunteers and all employees.
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CRITERIA FOR PLACEMENT
Students seeking placement in Knockavoe School:

e Must have a valid Access NI Certificate with the exception of Post Primary Education
Authority Students.

e Must demonstrate an interest in working with pupils with learning difficulties.

e Must be 16 years of age or above.
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PLACEMENT INFORMATION

Students will be mentored by the class teacher and/or the teacher in charge of students, Ms Deirdre
Coyle. General responsibilities and role will be made explicit to the student on placement.

During the induction Process, students will be made aware of the requirement of safeguarding by
familiarising with the following policies:

Child Protection Policy
Positive Behaviour Policy
Code of Conduct

Fire evacuation procedures

Things to be aware of:

Some pupils may experience behaviour/medical/emotional challenges throughout the school. If you
are present during these moments, please take direction from the permanent member of staff that
is present. Many pupils have individual health care/behaviour management plans. These objectives
are to be carried out by permanent members of staff at all times.

When you arrive to your assigned class, ask to see the Class Information File to gain a brief
understanding of the class set up. In the file you will find information relevant to the pupils,
timetables, rotas, daily programmes, planners, health and safety information etc. A pupil file should
also be available providing information regarding individual pupil needs. This information will be
shared, if considered necessary, by the class teacher. A reminder that all information is confidential
and should not be shared or discussed with anyone outside of Knockavoe School.

Always show initiative and ask if can assist with any set up or prep for daily/weekly programmes.
Familiarise yourself with set break times and try to be punctual. Every classroom is busy, therefore
there will always be things you can help with, don’t be afraid to ask a member of the class team.

Break times

Student break times are 10.00am — 10.15 (confirm with class teacher as this may change)
Student lunch times are 12.00 — 12.30 (confirm with class teacher as this may change)
Dress Code:

All students must wear their set ‘provider uniform’. Students are not permitted to wear any
Knockavoe School labeiled uniform and are not permitted to attach the school logo to any garments.
If you do not have a ‘provider uniform’ we ask that all students provide appropriate clothing such as
— high neck tops, long trousers and flat shoes.

ltems to avoid:

Low cut tops

ANY tops with pull strings such as hoodies (remove the string please)
Long earrings (studs are acceptable)

Loose bangles or bracelets

Scarves — scarves are not permitted on the school grounds.

Long hair that is not tied back
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Use of Mobile Phones

e We ask that mobile phones are switched off during class contact time and should not be
kept on your person during contact time. We understand that there may be occasions when
it is essential to keep the phone on and should this situation arise, please discuss this with
the class teacher.

e No recordings (audio or visual) should be made on your phone during your time in school

Social Networking Sites

e We would ask that if you are a member of such sites, you do not make any remarks or
comments regarding your placement with us or concerning our school that could be deemed
a breach of confidentiality.

e Under no circumstances should pupils be added as friends on such sites.

Photography/Recordings

e We are aware that it may be a requirement of your course to produce a record of your time
with us. If you require photographs as evidence of your placement, this must be discussed
with the Teacher in charge of Placements.

e Should permission be granted to take photographs, pupils should be unidentifiable, e.g. take
a photo from behind or blur their face.

Health and Safety

e Staff have a duty to take every precaution to avoid accidents/incidents to themselves and
others e.g. wipe up anything spilt on the floor immediately.

e Allincidents must be reported, and the relevant forms completed by the end of the school
day. Accidents and incidents are recorded on the EA online portal. Please ask your class
teacher to support you in recording should the need arise.

e Familiarise yourself with the position of all fire alarms, exits and equipment. The school Fire
Evacuation procedures must be read and adhered to. Fire evacuation assembly points are
displayed in each classroom.

Students should not lift pupils, unless in an emergency situation, e.g. Fire Evacuation.

e Students should be mindful of appropriate interactions and respect pupil personal space.

e Valuables are taken into school at your own risk however it is advised that no valuables be
brought to school.

Smoking

e Smoking (including e-cigarettes) is not allowed on the premises of the school under strict
guidelines from Education Authority. Please adhere to the non-smoking policy.
e Any breaches regarding these matters will result in a termination of placement.

Confidentiality

e The confidentiality of pupils, staff and fellow students is of huge importance. We would ask
that you respect the confidentiality of any discussions regarding pupils or school issues you
may be exposed to, and do not discuss them, all school issues should remain in school.
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Child protection:

Students and volunteers should familiarise and be aware of signs in each classroom highlighting
designated Child Protection officers within the school. Please be aware of who they are, should any
child disclose any child protection issue to you. Please also ensure that you are not alone at any
time with a pupil. This is to protect you. Safeguarding and Child protection will be discussed further
by your class teacher.

Sign in procedures

Please ensure you sign in and out each day of your placement. There will be a sign in sheet at the
front office, on a clip board. Please also ensure that you fill this out daily. We would also ask that you
present your class teacher, at the end of each placement week your attendance sheet. Please do not
present an attendance sheet to your class teacher after continuous weeks of placement.

Finally, if you have any questions or concerns, please feel free to call and see me in Early Years
Building and | will assist you as best | can. | would also like to wish you all the best during your
placement at Knockavoe School and | hope you gain great enjoyment and professional satisfaction
within your learning setting.

Deirdre Coyle

Student placement coordinator

Please complete:

Student name:

Contact No:

School/ College attended:

Course:

Placement details:
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Policies and procedures

Please read the following policies and sign your name to indicate that you have read and understood
the following policies. Please also read Appendix 1: information brochure for new and temporary
staff.

Child Protection Policy Positive Behaviour Policy
Code of Conduct Policy Fire Evacuation Procedures
Intimate Care Policy Anti-Bullying Policy

Signed: Date:

*please declare if you are related to any pupil, past pupil, or staff member at Knockavoe School:

Name of pupil/past pupil:

Name of staff member:

Signed: Date:

Please tick and complete:

D I have read this policy and understand and agree to the terms of

my placement in Knockavoe School.

Signed: Date:

(Student)

Signed: Date:

(Placement supervisor)
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Appendix 1: Information Brochure for New and Temporary Staff
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