
    
     

   Safeguarding; we are all responsible

Welcome to Michael Hall

Important 
Information



Acting Principal & DDSL- Emmeline Hawker  
Business Manager - Liz James
DSL - Charlie Parker
DDSL & SENCo - Jacqui Phillips

School Reception 
Karen Paul - reception@michaelhall.co.uk

Assistant Principals
Rachel Ford-Blanchard - Early Years
Jacqueline Courtenay - Lower School
Michaela Devaris - Upper School

Senior Leadership Team Roles
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Jacqui Phillips
Deputy Designated Safeguarding Lead

SENCo 
DSL@michaelhall.co.uk

Emmeline Hawker
Deputy Designated Safeguarding Lead 

Acting Principal
DSL@michaelhall.co.uk

Charlie Parker
Designated Safeguarding Lead 

DSL@michaelhall.co.uk

Safeguarding

Rachel Ford-Blanchard
Early Years Assistant Principal & Manager 

EY Designated Safeguarding Lead
EY SENCo

DSL@michaelhall.co.uk



The following leaflet is designed to help you understand the measures in place 
here at school to protect children’s, staff and your security and 
safety. Whatever your reason for spending time with us, we hope that you will 
be made to feel welcome and that your visit is comfortable and 
enjoyable. 

Driving and Parking on School Premises

The main school entrance is located off Priory Road. There is no access by 
car to the Mansion, unless for deliveries or disabled access. Ample parking 
is available elsewhere on the site and is clearly signposted. Please drive with 
consideration for our students and as slowly as possible.

Visitor Arrival and Departure Information

All visitors must enter the school through the gated footpath entrance to the 
Mansion, which is signposted ‘Reception’. Please ensure you sign in on your 
arrival and sign out on your departure. Visitors who are attending for 
reasons other than a meeting or parent event will be asked for ID. Once you 
have signed in and been issued with a visitor’s badge, please wait in the 
Reception area until your host comes and greets you. Under no 
circumstances should you wander around the school by yourself. It is 
imperative that your badge is worn at all times and is clearly visible. At the end 
of your visit please sign out and return your badge at Reception.
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Identifying Yourself and Contact with Children

In accordance with current safeguarding guidelines, visitors who are not 
enhanced DBS checked will be escorted at all times. If, at any time, you are 
asked to identify yourself please do so with good grace, indicating which 
member of staff is your host and the purpose of your visit. We trust that 
you will embrace the spirit of our ‘better safe than sorry’ approach. 
Our pupils are naturally curious and friendly but we do not want them to be 
put at risk, nor do we want visitors inadvertently to place themselves under 
suspicion. As a visitor we expect you to:
• behave appropriately and use suitable language
• avoid physical contact with our pupils
• never exchange personal contact details with any child at the school 
• never seek to contact any child outside of the learning environment
• do not offer a lift in your car to any pupil you have met as a result of 
your visit to the School

We do not allow the taking of photographs, videos or recording on site 
unless specific permission has been given by the School.

If you are visiting our school to work in some capacity with our pupils, 
please familiarise yourself with the School’s Safeguarding and Child 
Protection Policy (available on the school’s website 
www.michaelhall.co.uk/policies). 

DBS Checks 

All volunteers and regular visitors to the School require a DBS check if they 
are to be involved in any activity where they may be left on their own with 
children. This is in line with Government requirements contained in 
‘Keeping Children Safe In Education’ (2021). 
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Safeguarding

The protection and safety of our children is paramount and everyone on 
our site must be responsible for safeguarding and protecting our children. 
If you are worried about the safety of any young person in our School you 
MUST report this to the Designated Safeguarding Lead (DSL), their name 
can be found at the start of this booklet. 
Your concerns may appear small but we need to know of any event that 
you have seen or heard as soon as possible after they have arisen, and 
before you leave the site. 
No child should be allowed to go home where you have concerns for their 
safety and/or wellbeing and it is essential that this level of concern is 
reported.

Dealing with a Disclosure

If a child discloses that he or she has been abused in some way, you should 
follow this guidance:

• Listen to what is said without displaying shock or disbelief
• Only ask questions when necessary to clarify
• Accept what is being said
• Allow a child to talk freely
• Reassure the child that what has happened is not his or her fault
• Do not make promises that you may not be able to keep
• Do not promise confidentiality
• Praise them for telling you
• Inform the Designated Safeguarding Lead as soon as possible
• Complete a concerns form available in both Reception and the   
 Teachers Staff room

Safeguarding; we are all responsible



Fire Escape Instructions and other Health and Safety Issues

Please ensure you note that the Fire Assembly Point for visitors is outside 
the Mansion (see picture below which shows the location). Please see the 
Fire Map located on the back cover of this booklet. 

Incidents and Accidents

In the event of an incident or accident contact Reception on 201 through 
the internal phone system where they will be able to obtain the 
assistance of a First Aider. In the event of a serious incident or accident 
contact the emergency services directly on 999 or 112. Please do also 
report any incidents, accidents or near misses that you witnessed whilst on 
site, to the School Reception or your host. 
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Other General Information

Please note that we are a no-smoking site and this includes E-cigarettes.

Should you need to use the toilet facilities during your visit please ask your 
host who will direct you to the nearest staff toilet. Alternatively, please ask 
at Reception. 

All users of our school’s systems and wi-fi must comply with our 
acceptable use policy. If you would like to use the internet please ask in 
Reception where you will be asked to sign our acceptable use agreement 
form and given the password.

If you need to use a telephone, please ask at Reception. 

Should you need any help at all during your visit to the School please see 
your host or if they are not available, any member of the Reception staff will 
be happy to assist you. 

Whatever the reason for your visit, 
our aim is to ensure you have a pleasant 

and enjoyable time. 
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FIRE DRILL PROCEDURE 
In the event of a fire please make your way to the Fire Assembly Point infront of the 
Mansion and wait to be accounted for by a School Fire Duty Officer.
Please remain at this assembly point until the Fire Officer gives the all clear. 
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