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BACKGROUND 

 

Brookfield became a Community school in 1989 (originally known as the Western Wards Community Campus) 
and now provides a community programme including a wide range of extended services to young people and 
families in the Locks Heath, Warsash, Sarisbury and Titchfield areas. 
 

We are one of the largest community school providers in Hampshire open for 51 weeks of the year, 7 days a 
week from 08:00 until 21:30 Monday-Thursday, 08:00 until 21:00 Friday, 09:00 until 17:00 Saturday and 09:30 
until 15:00 Sunday. 
 

Facilities are shared with community groups and are also available for private hire so that full use is made of our 
resources to meet the needs of the school and local community. 
 

THE AIMS OF BROOKFIELD COMMUNITY SCHOOL – ASPIRE, ACT, ACHIEVE  
 

The Governors and Staff of the School/Community Campus are committed to "working together for a better 
future" with students and parents/carers, and all who use the Campus and have links with us.  
 

The aims of the School/Campus are:  
 

1. To strive for the highest standards in all that we do.  We shall have high expectations of ourselves and 
of each other, share these expectations, we will set targets, evaluate progress and celebrate achievement, 
we will regularly review, evaluate and develop what we are doing, and we shall encourage individuals to 
take an active involvement in their own learning. 

 

2.  To recognise and reward achievement, commitment and success by: encouraging and supporting each 
other to do better, encouraging the informal and formal recognition of achievement and success, 
encouraging an ethos of positive reward by recognising individual achievement, and continuing to evolve 
appropriate ways of celebrating achievement and success. 

 

3. To provide access for all to a broad, balanced and relevant curriculum by: regular evaluation and 
development, promoting a culture of learning for life, planning and providing access to a wide range of 
opportunities, providing a wide range of appropriate quality resources, identifying needs, where necessary 
providing encouragement and support, and providing improvements to the environment.  

 

4.  To value and, respect each other as individuals by: further developing a culture of mutual respect, 
recognising and acknowledging involvement, encouraging personal development and involvement in the 
decision making process, being aware of each other's priorities.  

 

5. To encourage all to be responsible members of the community by: promoting a strong sense of 
community, developing an awareness of needs and roles for individuals in the community, encouraging links 
with the "greater” community, responding to needs in the community, creating opportunities for individuals 
to assume responsibility within the community, recognising and celebrating contributions to the community.  

 

COMMUNITY  
 

As a Community School, most of the school facilities are made available for use by community groups or individuals 
out of school hours, weekends and holidays throughout the year. The Business and Community Manager is 
responsible for the overall community programme offered on the campus. 
 
The aims of the Community programme are as follows: 
- To make educational, cultural, recreational, sporting, leisure and social provision available and accessible for 

the local community in the Western Wards (including students of Brookfield Community School) by means of 
providing facilities, equipment, information, advice and practical programmes. 

 
 



 4 

 
The school admin team oversees the running of all Community activities and hires. 
 
The Community programme operates seven days a week, 51 weeks of the year and includes evening and weekend 
Community hiring. 
 

TIMES OF USE 
 

The Community programme has access to school facilities from 4.00 pm until 9.30 pm Monday to Thursday, with 
the exception of the Sports Hall which is available from 5.00 pm; 4.00 pm until 9.00 pm on Friday; 9.00 am until 
5.00 pm on Saturday; 9.30 am until 3.00 pm on Sunday. During school holidays, the Monday to Thursday 
availability changes to 8.00 am until 9.30 pm; 8.00 am until 9.00 pm Friday. The 3G pitch has its own timings. 
 
The school may, on occasion, require the use of community facilities due to unforeseen or emergency situations. 
For a limited number of Saturdays and evenings during the year (e.g. for Governors' meetings, parents/carers' 
evenings and school concerts) the school has priority for the use of community facilities. 
 

COMPLIMENTS AND COMPLAINTS 
 

• If you wish to make a compliment or a complaint in relation to a community issue, we have a 
procedure in place. 

 

• If you have a problem, our aim is to resolve it quickly and fairly and to improve the quality of our 
service. 

 

• You are welcome to make an informal verbal compliment or complaint to a member of the 
Reception/Admin team, or by telephoning 01489 576335. 

 

• If you feel dissatisfied with the response, you have the right to make a formal written complaint to the 
Business Manager, Brookfield Community School, Brook Lane, Sarisbury Green, Hants, SO31 7DU.   
 

You may also contact us at community.feedback@brookfield.hants.sch.uk. 
 

• An initial response will be made within five working days.  Once your complaint has been fully 
investigated, we aim to give a full response within fourteen working days. 

 

• If you remain dissatisfied, you may make an appeal, preferably in writing to: The Chair of Governors, 
Brookfield Community School, Brook Lane, Sarisbury Green, Hants, SO31 7DU, whose decision on 
the matter will be final. 
 
 

 
 
 
 
 
 
 
 
 
 
 

mailto:community.feedback@brookfield.hants.sch.uk
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The following information is provided for your reference 

 
 

 

Photocopying 
 

Due to increased costs, a limited photocopying service is available by prior arrangement. Please speak to a 
member of the school staff for details of costs. 
 

Copyright Laws 
 
i) The Copyright Licensing Agency (CLA) is the authority responsible for photocopying rights. The law relating 

to reproducing copyright material is quite complex.  However, there has been some relaxation over the 
photocopying of some of these in the recent past.  In brief, class sets of up to 5% of total text may be copied.  
Where the total exceeds 5%, the following is allowed: 
 
- One complete chapter 
- Or one article from a journal or magazine 
- Or a short story or poem not exceeding 10 pages in length, from any item of licensed material. 
 
Music must not be copied without the express permission of the publisher or copyright holder. 

 
ii)    Broadcasts (Television/Radio) - Most programmes can now be recorded for use in the classroom.   
 
iii)   This does not apply to the majority of films made for the cinema. The Copyright on videos of films is usually 

such that they cannot legally be shown in schools.  
 
You are expressly prohibited from showing films in the school UNLESS you have a PVSL and/or 
MPLC license as applicable to the specific film to be shown. 
 

iv) Software - Unless a site licence has been purchased, most software can only be 'run' on one computer at 
any one time. Before purchasing, please check with the ICT Support Department that the licence for the 
software in question is suitable for its intended use. 

 
IT IS ESSENTIAL THAT LAWS ON COPYRIGHT ARE STRICTLY ADHERED TO. 
 

Transport 
 

When escorting children by minibus or other private vehicle, staff will ensure that the following rules are always 
adhered to: 
 

• In addition to the driver, there will always be at least one adult supervising at all times.  This adult will 
be seated in the back of the vehicle and nearest to the door.  All adults, who are involved in the 
transportation of children, will have appropriate and up to date Disclosure and Barring Service (DBS) 
checks. 

 

• Children should not sit at the front of a minibus. 
 

• The driver will have a valid MIDAS certificate, suitable for driving a minibus. 
 

• All vehicles are suitably insured and all children are wearing a seat belt. 
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The school has a Health and Safety policy. We have listed below some useful guidance for safe practice. Please 
refer to the full Health & Safety policy for further information. A copy is available on the school website. 
 

• Everyone is responsible for their own health and safety and for that of other site users 

• Safe moving and handling practices must be followed 

• Any requirement for the movement of ICT equipment must be discussed with the ICT Manager 
 

First Aid 
 

The school has appointed First Aiders on duty at all times. They can be contacted via Main Reception by 
dialling 0 from an internal phone or on 01489 576335. If there is no one in Reception, go to the Site Manager’s 
office for assistance or contact them on 07770 887209.  
 
If the emergency services are required, they should be contacted by the hirer immediately. Ensure that you 
also contact the Site Manager so that they can provide first aid, arrange for emergency vehicle access and 
provide the necessary accident form. 
 
 

Safety on Site 
 

Parents/carers must escort all children through the school to their classes/clubs and wait until the teacher/ 
hirer arrives. This ensures the event/club is running as planned, no child is left unattended on school site and 
remains safe under the care of the person with parental responsibility until the leader/hirer is in attendance and 
ready to take the child. Under no circumstance can a child be dropped off in the car park and left to make their 
own way to a venue. Children must also be collected from the venue, not from the car park or elsewhere on 
site. 
 
Hirers and club leaders are to ensure this is adhered to at all times without exception.  
 

Risk Assessment 
 

Hirers must complete a Risk Assessment for all long-term hires before the activity starts and then again if you 
change venue/circumstance.  These must be returned to a member of the Admin staff. All Risk Assessments 
will be held on file in the Admin Office.  
 

Smoking 
 

All staff and users are reminded that smoking is not permitted on the school site at all times. This includes the 
use of e-cigarettes and shisha pens and pipes. 
 

Electrical Safety Advice 
 

All school equipment is tested and inspected regularly by contractors. 
 

There are some basic rules regarding the use of electrical appliances. 
 

* Report all faulty equipment - DO NOT USE OR ATTEMPT REPAIRS. 

* Before each use, a quick visual check of the equipment should be made.  This is to check there is no recent 
damage, wiring is securely attached and switches function correctly. 

 

 HEALTH AND SAFETY 
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* Please do not use your own equipment in school unless it has been tested. 

Traffic on Site 
 

All vehicles should be parked in the designated car parking spaces or bays and are parked on the premises 
at the owner's risk. Please adhere to the one-way system in operation. 

 

Emergency Evacuation Procedures 

If you discover a fire: 

 
Raise the alarm immediately by smashing the glass at the nearest call point. 

Evacuation 

 
On hearing the alarm: 
 

• Ensure your students/group know that they must follow your instructions. 

• Leave the building immediately via the nearest fire exit.  Floor plans and exits can be found in all 
classrooms, offices and sports facilities. 

• Close doors behind you.  Do not use lifts and do not stop to collect belongings. 

• Remember to take the register with you. 

• Proceed to Assembly Point  
- In school hours located beside the tennis courts 
- Outside school hours located on the Multi Use Games Area (MUGA) or Tennis Court Area. 
 

Hirers/Activity Leaders should assume the role of the Fire Warden, ensuring all their students/group have 
evacuated the building and people with physical disabilities are either moved to a safe area or have adequate 
resource to evacuate safely.  
 

Action at assembly point 

Students/Group 

 

• Wait quietly in the MUGA/Hard Court Area. 
 
Hirers/Activity Leader 
 

• Ensure students/group wait quietly while the cause of the alarm is investigated. 

• Register students/group 

Evacuation Coordinator 

 

• Await confirmation from the Fire Wardens that buildings have been safely evacuated. 

• Report names of missing persons to the Site Team. 

• Inform staff when emergency is over and oversee safe return to the buildings. 
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FOR COMMUNITY GROUPS AFTER 4PM PLEASE FOLLOW EVACUATION ROUTES TO 
THE MUGA/TENNIS COURT AREA 
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"Children and their parents have the right to lead their lives in safety, free from the unwarranted intrusion of 
others. Hampshire’s Area Child Protection Committee acknowledges this, and tries to ensure that a sensitive, 
skilled and responsive child protection service supports rather than interferes with that right."  
 

Brookfield Community School takes seriously its responsibility to protect and safeguard children using the site.  
We share a commitment to: 
 

• Recognise signs and symptoms of suspected abuse 
• Have clear procedures and lines of communication 
• Work closely with parents and other agencies 
• Monitor children at risk 
• Ensure that staff and volunteers are properly trained and supported 
• Raise children's awareness and self—esteem 
• Check the suitability of adults in care of or working with children 
 

Child Protection issues are dealt with in detail in the school’s Safeguarding Procedures. A copy is available on 
the school website.  
 

All staff working with children need to be aware of policies and procedures to tackle any issues of concern, 
which may arise from observation of the child or disclosure of information. As responsible professionals, staff 
should not promise confidentiality to students before discussion. Where a disclosure is made to any member 
of staff, or anyone contracted by the school to work with students (such as a counsellor) it is important that one 
of the school’s DSLs is contacted at the earliest opportunity, certainly within 24 hours. This must be done 
verbally. The child should not be asked repeat or re-tell incidents as this might jeopardise future investigations 
by external agencies. 
 

lf there is any suspicion that abuse might have taken place or could take place or there has been any 
inappropriate sexual or other physical behaviour, the member of staff (or counsellor) must discuss the matter 
with a DSL as soon as possible and certainly within 24 hours. From that moment the DSL will determine what 
actions will be taken.  
 
Sometimes allegations are made against staff or volunteers. These will be investigated thoroughly and fairly. 
The following guidelines include advice about good practice intended to reduce the risk to children and to 
provide safeguards for supervising adults against unfounded allegations of abuse. 
 

1. All persons responsible for providing activities for children up to the age of 18 should be aware of 
Hampshire County Council's child protection procedures and guidance which is available from the 
school. 
 

2. Members of local or national associations should conform to their advice about child protection (e.g. 
Football Association, etc.) Such community organisations usually provide model policies, helpful 
practical guidance and can often assist with disclosure applications to the Disclosure and Barring 
Service. 
 

3. All user groups that have a child protection policy should provide us with a copy. 
 

4. A minimum of two adults should be supervising all activities with children and should be present 
throughout. There must be a male and a female for mixed gender groups. Leaders or persons 
responsible for the activities must ensure that children are always under the supervision of 
appropriately qualified persons, including certification from the Disclosure and Barring Service. 
Unqualified helpers should never be left to work alone or without supervision.  
 

 

 SAFEGUARDING 
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5. All organisations should comply with the current HCC or DfE advice with regard to the need to check 
the suitability of both staff and volunteers, as advised by the school.  
 

6. The parents/carers of all children participating in activities should be asked to complete a consent form 
and provide any medical information and contact details for use in an emergency. 
 

7. Any suspicions of child abuse or allegations against a member of staff, volunteer or other adult should 
be taken seriously and dealt with in line with existing procedures. 
 

8. The person suspecting abuse or receiving an allegation against another person should make an 
accurate record including the known facts, any suspicions or allegations, the date and time of the 
incident, the names of any others involved and details of those informed. This record should be signed 
and dated.  
 

9. All supervisors and helpers should be told:   
• Not to spend time alone with children away from another adult   
• Not to take children alone in cars or to their own home 
• Not to photograph or video children without the written consent of parents/carers 
• Not to take photographic equipment, including mobile phones into any area where children will be in 
a state of undress 
• Not to use inappropriate or suggestive language 
• Not to touch children except as appropriate in some coaching/training situations. 
 

10. Organisations are not to display publicity material at the school or circulate information about the 
group’s activities to other parent/carers and children at the school without the prior approval of the 
Headteacher or Business and Community Manager. 
 

All persons hiring the school’s facilities for the provision of activities for children will be required to sign an 
acknowledgement that these guidelines have been read and understood and that they undertake to ensure 
that all supervisors and helpers are aware of them. 
 

DBS 
 

All members of staff will have an enhanced DBS check carried out on them before commencing employment.  
The process can take up to six weeks to complete.  Until DBS clearance is received by the school, the member 
of staff must not be permitted to work alone with students and must be accompanied at all times. 
 

ON SITE ID 
 

All school staff are issued with a photo-badge. All members of staff are expected to wear these badges at all 
times on site to demonstrate they are authorised to be there. 
 

"DOs" AND "DON’Ts" OF WORKING WITH CHILDREN 
 

It is essential that all staff working in schools are conscious of how they should conduct themselves to 
minimise the risk of finding themselves as the subject of any child protection processes. The following is a 
summary of things to do and not to do when working with children. 
 

DO: 
 

• Read and follow the school’s child protection procedures 

• Report to the DSL/Headteacher any concerns about child welfare/safety 

• Report to the DSL/Headteacher any concerns about the conduct of other school staff/volunteers/contractors 

• Record in writing all relevant incidents 
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• Work in an open and transparent way 

• Discuss and report any incidents of concern or that might lead to concerns being raised about your conduct 

towards a child. 

• Report to the Headteacher any incidents that suggest a pupil may be infatuated with you or taking an above 

normal interest in you. 

• Dress appropriately for your role 

• Only use email contact with students via the school’s system 

• Avoid unnecessary physical contact with children 

• Ensure you understand the rules concerning physical restraint 

• Where physical contact is essential for educational or safety reasons, gain student’s permission for that 

contact wherever possible 

• Allow children to change clothes with levels of respect and privacy appropriate to their age, gender, culture 

and circumstances 

• Use humour to defuse difficult situations 

• Avoid working in one-to-one situations with children, except where this is explicitly part of your role. 

• If working in a one-to-one situation with a child, ensure that you are within sight of another adult – e.g. by 

having a door open, being behind a glass partition, working in one part of a room whilst another adult is 

operating elsewhere in the room 

• Avoid volunteering to house children overnight 

• Be careful about recording images of children and do this only when it is an approved educational activity. 

• Contact your professional association or trade union if you are the subject of concerns or allegations of a 

child protection nature 

• Fully co—operate with any investigation into child protection issues in the school 

• Listen to students when they express concern (rumours) about staff which might appear to be just, and 

check facts versus fiction 
 

DON’T: 
 

• Take any action that would lead a reasonable person to question your motive and/or intentions 

• Misuse in any way your position of power and influence over children  

• Use any confidential information about a child to intimidate, humiliate or embarrass a child  

• Engage in activities out of school that might compromise your position within school  

• Establish or seek to establish social contact with students outside of school 

• Accept regular gifts from children 

• Give personal gifts to children 

• Communicate with students in inappropriate ways, including personal emails and mobile telephones 

• Pass your home address, phone number, email address or other personal details to students/children 

• Make physical contact secretive 

• Use physical punishment of any kind  

• Confer special attention on one child  

• Transport students in your own vehicle without prior management approval   

• Take, publish or share images of students or other children without their parents’ permission 

• Access abuse images (sometimes referred to as child pornography) or other inappropriate material 

• Abuse your position of trust with students  

• Allow boundaries to be unsafe in more informal settings such as trips out, out of school activities, etc. 
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LOST CHILD 
 

• Check with all staff and children to see if they have knowledge as to where the missing child was last 
seen 

• Check other rooms e.g. toilet, cloakroom, storerooms, etc. 

• Alert reception/office staff to ask the Site Team and other staff to look around the site buildings. After 
School hours, use the Site Team emergency number 07770 887209. 

• Reassure other children 

• If appropriate office staff will contact police. 
 

ABANDONED CHILD OR LOST PARENT 
 

• Reassure child and return to reception after 15 minutes 

• Contact parent (using telephone numbers from registration form) 

• Telephone emergency contact numbers (from registration form) 

• Make parent/carer aware where you will be waiting if it is different to the drop off area e.g. reception 

• Reassure and stay with child until collected 
 

DEALING WITH ALLEGATIONS 
 

The School is committed to ensuring that it meets its responsibilities in respect of child protection by treating any 
allegation seriously and sensitively. Any investigation into a suspected child abuse incident will not be carried 
out by Admin staff.  On discovering an allegation of abuse, the Designated Safeguarding Lead will immediately 
refer the case to the local statutory child protection agencies. 
 

Further to this, the following principles will govern any suspected or reported case of abuse: 
 

• Where actual or suspected abuse comes to the attention of staff, they will report this to the Designated 
Safeguarding Lead at the earliest possible opportunity. (please see flow diagram) 

 

• Staff are encouraged and supported to trust their professional judgment and if they suspect abuse has, 
or is taking place, report this. 

 

• Full written records of all reported incidents will be produced and maintained.  Information recorded will 
include full details of the alleged incident; details of all the parties involved; any evidence or explanations 
offered by interested parties; relevant dates, times and locations of any supporting information or 
evidence from members of staff. School staff will demonstrate great care in distinguishing between fact 
and opinion when recording suspected incidents of child abuse. 

 

• The Designated Safeguarding Lead will be responsible for ensuring that written records are dated, 
signed and kept confidentially. 

 

• Staff will ensure that all concerns and allegations are treated with sensitivity and confidentiality. 
 

• Any children involved in alleged incidents will be reassured. 
 

In circumstances where a child makes an allegation or a disclosure, the member of staff concerned will: 
 

1. Listen fully to all the child has the say. 
 

2. Make no observable judgement. 
 

3. Ask open questions that encourage the child to speak in their own words. 
 

4. Ensure the child is safe, comfortable and not left alone. 
 

5. Make no promises that cannot be kept; such as promising not to tell anybody what they are being told. 
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SAFEGUARDING INCIDENT OR CONCERNS REGARDING THE SAFETY OF A CHILD 

Contact Flow Diagram 

DSL (Designated Safeguarding Lead) to be contacted within 24 hours 

 

DURING SCHOOL HOURS                                           OUT OF SCHOOL HOURS 

                       

                                           

 

  

    If not available           If not available 

   

 

 

 

 

 

 

SAFEGUARDING INCIDENT OR CONCERNS REGARDING THE SAFETY OF A 

VULNERABLE ADULT 

DURING OR OUT OF SCHOOL HOURS 

                                                  

 

 

 

 
 

 

Mrs Tracy Calder 

DSL 

Mr Neil Haines or 

Mrs Nina Finch 

DSLs 

Duty Site Manager 

Social Services Duty Officer 

Telephone: 01329 225379 

Contact Hampshire Adult Services 
 

0300 555 1386      between 8.30am to 5pm Monday - Thursday and 8.30am to 

4.30pm on Friday 

0300 555 1373      after 5pm until 8.30am Monday - Thursday, after 4.30pm 

Friday to 08.30am Monday and all day on Bank Holidays 

 


