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POLICY FOR THE INDUCTION OF NEW STAFF 

 

Pheasey Park Farm Primary School and Early Years Centre 
                  

                      Background Information  
 

Our Vision is to develop a learning community where all children enthusiastically participate, excel and are 

proud of their achievements across the curriculum. 

 

We have the motto “Believe and Achieve ” to remind everyone in the school community, pupils, parents, 

staff and governors that we should always have high expectations of ourselves and each other. If we 

believe we can do it then we really can do it. 

 

 OUR PLEDGE 

 Our vision and mission statement are clearly set out.  We have our 11 year pledge – our promise of 11 

valuable    

 opportunities during their time with us. 

 

OUR INTENT 
Basic Principles: 

1. Learning is a change to long term memory 

2. We aim for our pupils to experience a wide breadth of study and have, by the end of each key stage, long-

term memory of an ambitious body of procedural and semantic knowledge. 

 

Curriculum Design and Breadth 

When planning our curriculum we consider our principles, local issues, cultural capital, subject topics and 

high expectations for all our pupils. We ensure that we provide a progression model by: 

• recognising children’s prior learning 

• providing high quality and progressive learning experiences 

• allowing the children to develop interpersonal skills 

• building resilience, creativity, problem solving and critical thinking skills 

• developing an awareness of health and safety 

• promoting tolerance and diversity including Cultural Capital and British Values 

 

Our Curriculum Drivers are: 

    Possibilities – For pupils to be aware of all opportunities available to them and to have high aspirations for     

                   Their future. 

     Resilience –  For pupils to have the courage to bounce back from any setbacks or challenges and maintain                 

                   A positive outlook on life. 

     Diversity –   For pupils to appreciate and understand that each individual is unique and to recognise and    

                   celebrate our individual differences.  

 

Our Intent, Implementation and Impact is based on locally identified issues and the thread of 

independence runs through all that we do. 

 

The school recognises the important part parents play and places high priority upon relationships 

with parents and the local community. 
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Pheasey Park Farm Primary School was formed as a result of the amalgamation of two schools. The school 

gained Grant-Maintained status on 1st September 1996.  Since 1st September 1999 this changed to 

Foundation Status and in February 2020 the School became part of Elston Hall Multi Academy 

Trust. 

 

Pheasey Park Farm Primary School is situated in the heart of a pleasant residential area on the edge of 

Birmingham, close to Beacon Regional park.  A unique feature is the environment which borders on city, 

town and country.  The school site is extensive, the building is spacious and pupils access a wide range of 

facilities. 

 

Our large, bright Nursery Unit is well equipped and has its own outdoor play area. In addition to the 

Nursery on the ground floor, there are Reception and KS1 classrooms, large hall and 2 dining rooms.  The 

general office is just off the beautiful entrance hall so as to be accessible to parents. 

 

On the upper floor are the KS2 classrooms, a well stocked library and a large hall with a curtained stage.  

There is a room for Art, Design Technology or cookery with pottery kiln.  The music room has a wonderful 

stock of varied instruments, including computers and music keyboards.   Our newly developed Digital 

Learning Suite further enhances children’s learning as well as providing quality training opportunities for 

Staff.  There are also recently installed Interactive SMART Boards in all Classrooms.  A 21st Century 

Collaborative Classroom is at the centre of our Collaborative learning initiatives. 

 

Our swimming teachers are based in the swimming pool on site which is designed for teaching and has its 

own changing rooms adjacent to it.  Outside we have an outdoor classroom, an adventure playground, tyre 

play and climbing equipment, two large playgrounds and a field for sports activities. 

 

The children respond well to learning in well ordered and attractive surroundings.  Our primary school 

offers the opportunity for your child to feel secure in belonging to one establishment from the age 

of 3 years to 11 years. It enables younger and older children to work side by side and benef it from 

each other’s  

contribution to the school community. We have whole school policies for the curriculum so that your 

child will progress through continuous planned stages of learning.  

 

The Curriculum includes daily English and Mathematics lessons which together with all other 

national curriculum subjects offers a broad range of additional knowledge and skills.  Music, Sport, 

German and Digital Learning are taught by specialist Staff and there is a wide range of Extra 

Curricular Clubs including Music, Art and Sport. 

 

Section 5 Ofsted Inspection-Pheasey Park Farm Primary School-24th and 25th May 2016 

 

We are delighted that our school has been graded as good and improving in all areas of its work with 

Inspectors clearly stating that: 

 

….the governing body, head teacher and senior leaders have a strong drive towards excellence……. 

 

 …..there is strong capacity for further improvement… 

 

We are very proud of our children and staff for the work that has been undertaken and we thank 

wholeheartedly our parents and governors for their work and support to the school.  This is an 

outstanding achievement. 

 

We are particularly pleased that inspectors have noted that good and better teaching by teachers and 

support staff across the school has led to significantly improved progress for our children. 
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We are equally pleased that pupils’ personal development has been recognised as strong and that 

behaviour has been noted as exceptionally good.   

 

Outcomes have been recognised as good and rising and it is our intention that this rapid drive towards 

excellence will continue so that we are recognised as an Outstanding School in our next Section 5 

Inspection. 

 

The Children’s Centre (now known as Early Years Centre) was formally designated on February 8th 2007, 

recognising it as a facility to deliver a core of integrated services to families with children under five.  

 

Section 49 and 50 Ofsted Inspection 

Pheasey Park Farm Children’s Centre-3rd and 14th March 2017 (Now known as Early Years tre) 

 
We are delighted that the Centre has been graded as good and improving in all areas of its work with 

Inspectors clearly stating that: 

 

many changes, including the imaginative development of the outside play space, have been made since the 

last inspection…. 

 

leaders and managers provide strong leadership and have a clear vision to develop a learning community 

where all children enthusiastically participate…. 

 

Staff are highly skilled and provide activities that cater well for children’s individual learning needs.   

 

Children are happy in the nursery and demonstrate by their behaviour that they feel emotionally secure… 

 

Arrangements for safeguarding are effective and children’s good health is  

promoted well… 

 

all groups of pupils make good progress from their starting points and are well prepared for the next 

stage in their learning… 

 

We are particularly pleased that inspectors have noted that staff know the children very well and plan 

effectively for their learning. 

 

We are equally pleased that pupils’ personal development has been recognised and children are happy in 

the nursery and demonstrate by their behaviour that they feel emotionally secure. 

 

Outcomes have been recognised as good and rising and it is our intention that this rapid drive towards 

excellence will continue so that we are recognised as an Outstanding Centre at our next Inspection. 

 

Our provision includes: 

 

Full day child-care which is OFSTED registered, is open from 7.30 a.m. to 6p.m.for 48 weeks of the year 

in the Early Years Centre and in other rooms in the school building:  

We offer:- 

Baby Provision 

Pre Nursery Provision 

Nursery Wraparound 

Before and After School Care  

30 Hour Provision 
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Pheasey Park Farm Primary School and Early Years Centre 

          Vision and Mission Statement       
                               

Our Vision is to develop a learning community where all children 

enthusiastically participate, excel and are proud of their achievements 

across the curriculum. 
 

Our School Motto is Believe and Achieve.                                                    

To learn well a child needs to be: 

* safe and secure 

* motivated and interested 

* actively involved in the learning process 

* able to see the purpose of the learning. 
 

A child will get the best from education if: 

* she/he attends school/Early Years Centre regularly. 

* his/her efforts are valued and supported 

* she/he is able to attain achievable targets. 

* she/he is rewarded for successes 

* she/he is encouraged at home. 
 

To teach well we need to: 

* work well together 

* feel valued and supported 

* be prepared to cater for the needs of each child 

* have high expectations of our pupils 

* expect outstanding professional development 
 

To have an outstanding School and Early Years Centre we need 

to: 

* have outstanding leadership and clearly defined 

policies. 

* work as a team (staff, pupils, parents, governors). 

* promote a caring, well disciplined ethos. 

* have excellent facilities and resources. 

* ensure continuity and progression in the curriculum. 

* maximise the strengths of the staff. 

* develop links with the local community.                          
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Pheasey Park Farm Primary School and Early Years Centre 
 

OUR INTENT 
Basic Principles: 

1. Learning is a change to long term memory 

2. We aim for our pupils to experience a wide breadth of study and have, by the end 

of each key stage, long-term memory of an ambitious body of procedural and 

semantic knowledge. 

 

Curriculum Design and Breadth 

When planning our curriculum we consider our principles, local issues, cultural capital, 

subject topics and high expectations for all our pupils. We ensure that we provide a 

progression model by: 

• recognising children’s prior learning 

• providing high quality and progressive learning experiences 

• allowing the children to develop interpersonal skills 

• building resilience, creativity, problem solving and critical thinking skills 

• developing an awareness of health and safety 

• promoting tolerance and diversity including Cultural Capital and British Values 

 

Our Curriculum Drivers are: 
Possibilities – For pupils to be aware of all opportunities available to them and to have high aspirations 

for their future. 

Resilience – For pupils to have the courage to bounce back from any setbacks or challenges and maintain a 

positive outlook on life. 

Diversity – For pupils to appreciate and understand that each individual is unique and to recognise and 

celebrate our individual differences.  

 

Our Intent, Implementation and Impact is based on locally identified issues and the 

thread of independence runs through all that we do. 
 

OUR AIMS: 

To value each individual, enhance self-esteem through social and emotional development. 

• To develop an awareness of self and growth in self-confidence and self esteem 

• To develop self-discipline and an understanding of acceptable behaviour and politeness  

• To develop co-operation, group responsibility and a sensitivity and empathy towards others 

• To build resilience, creativity, problem solving and critical thinking skills 
 

To develop the natural curiosity children exhibit about themselves and their world, and use this to 

foster positive attitudes to learning and life skills. 

• To develop an enquiring mind, independent thought and creative thinking  

• To train pupils to plan and organise work and persevere until a task is complete 

• To assist children to identify problems, investigate them and find solutions 

• To teach children how to acquire information from various sources and record this in a variety of ways 

• To encourage the ability to communicate ideas and information, to express views, make  

reasoned judgements and choices 

• To develop Cultural Capital and equip children with the necessary knowledge, skills, values and attitudes to become 

responsible adults and citizens of the future. 

• to develop life skills in our children which are critical to success by integrating the safe and 

appropriate use of technology across our curriculum during the school day and beyond.   
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To develop each individual to his/her potential by offering a wide range of high quality experiences. 

• To provide differentiated, personalised learning opportunities to meet individual needs  

• To ensure equal opportunity for all, irrespective of gender, race, religion or disability 

• To extend individual talents and encourage a healthy spirit of competition 

 

To develop spiritual, moral and cultural awareness 

• To develop a set of beliefs and values and understanding of right and wrong 

• To promote British Values and develop an understanding of and respect for the religious  

beliefs of others 

• To offer experiences which inspire awe and wonder for children and opportunities for  

reflection 

 

To develop children’s imagination and creativity by offering a wide range of experiences. 

• To develop the skills and understanding to access, appreciate and enjoy the arts  

• To develop the ability to experience emotion and express feelings through the creative arts 

• To encourage creative and adventurous physical activities. 

 

To promote a health conscious, safe and stimulating learning environment. 

• To promote the importance of healthy lifestyle and healthy eating, hygiene and safety 

• To involve children in regular exercise and extend their physical capabilities 

• To ensure that the learning environment is bright, well resourced, orderly, safe and secure   

 

To develop positive relationships between home, school and the community. 

• To involve parents in their child’s learning and in school life 

• To develop links with other agencies and organisations in the community 

 

To provide a broad, balanced, relevant and sequenced curriculum for all children. 

• To provide a wide variety of relevant learning opportunities catering for a variety of learning styles. 

• To provide high quality and progressive learning experience across the Curriculum 

• To provide a balance of academic, creative and physical education and a balance of individual and 

group activities            

  

• To develop specialist teaching where it will support our curriculum intent 
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Rationale 

New Staff, including Early Career Teachers are welcomed to Pheasey Park 

Farm Primary School and full guidance and support is readily available at 

the School. 

 

The Induction period is planned in order to assist the new member of Staff 

in becoming part of the whole school team as quickly as possible, whilst at 

the same time increasing each individual’s personal skills and expertise and 

furthermore aiding their continued professional development.   

 

Introduction 

Following appointment the Senior Staff are informed by the Head Teacher. 

Senior Staff will inform the Year Leader / Phase Leader / Designated 

Mentor of the appointment and necessary details.  Letters of appointment 

will be sent out by the School Finance Manager.  

 

A Mentor will be agreed at this time. 

 

The new member of Staff is invited into the School for a series of visits 

prior to commencing work. 

 

During this time s/he is shown around the School and introduced to the 

Staff and Children. He/she is also given copies of all relevant 

documentation as listed on the following page 

  

Teaching and Teaching Support Staff 

All new Teachers and Support Staff are usually allocated to a particular 

year group under the direct supervision of a Year and Phase Leader. The 

Year and Phase Leader are responsible for introducing the new staff 

member to all School policies and procedures.  

 

Other Non Teaching Staff 

The Personal Assistant will be designated Mentor to all office staff.  The 

Senior Lunchtime Supervisor will be mentor to all new supervisory staff.  

The Catering Manager will be mentor to all catering staff. 

The Site Manager is designated Mentor to all new Premises Staff. 

The Early Years Centre Managers will allocate either a Manager or a Room 

Leader as mentor for all Early Years Centre Staff. 
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Early Career Teachers 

A designated Mentor will be available for ECTs to offer ongoing guidance 

and support and to monitor the progress of the ECT.  

 

A Programme for the Induction of ECTs and Support Staff is fully 

supported and followed.  A series of regular meetings will be arranged 

between the ECT and Mentor for discussion, training and support. The 

Mentor will build upon the ECT’s Previous experience throughout the 

induction period.  The programme of support will include regular meetings, 

external courses, internal training, formal and informal classroom 

observations and reports and ongoing monitoring, evaluations and reviews. 

 

Other Policies for Monitoring, Supervision and Ongoing Support: 

All Staff are subject to read, understand and follow the following Policies 

and Procedures as relevant to the post: 

 

Monitoring 

Appraisal 

Teaching and Learning 

Equal Opportunities 

Safeguarding and Child Protection 

Staff Code of Conduct 

Social Networking 

Remote Learning and On Line Safety 

Behaviour Policy 

Radicalisation and Extremism Policy and Guidance  

Data Protection 

 

Documentation 

The new member of Staff is provided by the designated Mentor with all 

the relevant paperwork according to their role including the following: 

 

Timetable 

Rotas 

Staff Handbook 

Governors List 

Holiday Dates 

School Development Plan 
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Latest OFSTED Report 

School Policies including Safeguarding and Emergency Procedures and 

Behaviour 

School Schemes of Work 

Class Lists and Records 

Planning Documentation 

Details of Statutory Induction Arrangements. 

Job Description 

Office Procedures and Guidelines 

Premises Procedures 

Uniform if relevant 

Job Description is provided by the Head of School. 

Prospectus 

Staff List 

Work Diary 

Child Protection 

Data Protection 

 

SAFEGUARDING CHILDREN 

     Safeguarding and promoting the welfare of children is defined as:  

 

Safeguarding and promoting the welfare of children is everyone’s 

responsibility. Everyone who comes into contact with children and their 

families has a role to play. In order to fulfil this responsibility effectively, 

all professionals should make sure their approach is child-centred. This 

means that they should consider, at all times, what is in the best interests 

of the child. 

 

Safeguarding and promoting the welfare of children is:- 

 

• protecting children from maltreatment;  

• preventing impairment of children’s health or development;  

• ensuring that children grow up in circumstances consistent with the 

provision of safe and effective care; and  

• taking action to enable all children to have the best outcomes.  

Children includes everyone under the age of 18. 

Designated Staff for Child Protection are: 
Designated Safeguarding Leads (DSL) 

School and Early Years Centre 

Mrs S Arnold  Mrs L Smith 

Miss T Ilsley 
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Deputy Designated Safeguarding Leads Mrs N Willis   Mrs A Welter 

Mrs S Mayou 

Executive Head Teacher Mrs S Lanni 

Head of School Mrs S Arnold 

Chair of Governors Mrs K Bill 

Safeguarding Governor Mrs M Wood 

Single Point of Contact (SPOC) Mrs S Arnold 

Children in Care Mrs N Willis / Mrs S Arnold 

SENCO Mrs S Mayou 

Designated Lead for On Line Safety Mrs L Begum / Mrs L Eveson 

Early Help Mrs N Wilcox / Miss A Zentani 

Attendance Lead Mrs S Arnold / Mrs T Ward 

 

Staff are required to read and understand the Child Protection Policy 

including the relevant referral processes and must inform the 

DSL/Assistant DSL IMMEDIATELY if they have any cause for concern 

regarding any child.  This includes anything said by a child or anything 

seen/observed by an adult.  This also includes children who go missing from 

education.  The Head/Senior Assistant Head Teacher/Early Years Centre 

Managers are the designated persons for looked after children / Children 

in Need and he / she will attend all necessary training and ensure that all 

staff remain fully informed.   

 

In particular Staff MUST take note of the guidance on the next page if 

and when any child makes a disclosure and a record of the disclosure, on 

the agreed sheet, available in the Staffroom, must be completed 

immediately and presented to the Head Teacher. 

 

If any child discloses information with regard to bereavement or serious 

illness of parents/carers please ensure that Class Teacher, Year Leader 

and SMT are informed.  The child must be given the opportunity to talk 

about the situation with the Learning Mentor. 

 

The School’s procedures for staff recruitment and voluntary 

helpers/students fully comply with the Local Authority’s recruitment 

procedures including pre-employment screening.       

               

All staff and volunteers will receive Safeguarding Children and Young 

People training.  Level 1 is delivered annually-see calendar of dates. 

The key elements of our training are:  

  

Induction Training – this is mandatory and will include;  
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• Our child protection and safeguarding policy; • Our behaviour policy; • Our 

staff behaviour policy (code of conduct); • Our safeguarding response to 

children who go missing from education; and • the role of the designated 

safeguarding lead (including the identity of the designated safeguarding 

lead and any deputies).  

  

Our Designated Safeguarding Leads (and deputies) will attend training 

every two years; and in addition to formal training, their knowledge and 

skills will be refreshed at regular intervals, at least annually.  

  

All of our other staff will receive regular safeguarding and child protection 

updates as required to provide them with relevant skills and knowledge to 

safeguard children effectively.  

  

Safer Recruitment training is available to all relevant staff and Governors 

who are involved in the recruitment process.  

 

 

Disclosure – Guidance for Staff 

Child Protection can be around any type of abuse-physical, emotional, 

neglect, sexual. 

If at all suspicious please complete a Disclosure Form – available in 

Staffroom and return to Head/Designated Teachers. 
 

If a child discloses do: 

• Reassure 

• Find a quiet place to talk 

• Listen 

• Ascertain-who, what, where, when. how 

• Make notes 

• Inform child you will need to inform others 

• Offer support 

• Complete CP form and return to designated teacher immediately 
 

 

Do not: 

• Question directly 

• Pressure 
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• Ask leading questions 

• Promise confidentiality 
 

Please read Keeping Children Safe in Education on Part One and Appendix A 

on the following pages. 

Please also read the following policies listed earlier in this document. 

 

DATA PROTECTION 

Staff must be aware of the Data Protection Act and the guidance around     

sharing data and safeguarding children and individuals at risk.  

 

STAFF CONDUCT 

Staff should be aware that behaviour in or out of the workplace could   

compromise their position within work in relation to the protection of  

children, loss of trust or confidence or bringing the employer into  

disrepute.  Such behaviour may result in the prohibition from  

teaching by the Teaching Regulation Agency. 

 
 

OUTLINE OF SCHOOL DAY 

 

School Times    

8.45am - 11.45am and 12.30 pm - 3.30pm        Nursery  

8.40am - 12.15pm and  1.10 pm   - 3.25pm       Reception/Key Stage 1 and 2 

 

7.30am – 6.00pm              Early Years Centre 

 

Teaching and Teaching Support Staff are required to attend sessions 

including INSET during the times indicated within the Staff Handbook. 

 

Absence 

Please contact the School office at 8:00 am or as soon as possible in the 

event of absence. 

Early Years Centre staff please contact the Early Years Centre at 7:15 am 

in the event of any absence. 

 

School Curriculum 
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The School caters for children from Nursery to Year 6. The curriculum 

incorporates the Early Years Foundation Stage and National Curriculum for 

Key Stages 1 and 2.  A range of Extra Curricular Clubs are provided. 

 

All teaching and support Staff undertake an Extra Curricular Club and 

attend weekly Staff Meetings after school. 

 

Early Years Centre 

The Early Years Centre was formally designated on February 8th 2007, 

recognising it as a facility to deliver a core of integrated services to 

families with children under five.  

 

Full day child-care which is OFSTED registered, is open from 7:30 am to 

6:00pm for 48 weeks of the year in the Early Years Centre and in other 

rooms in the school building: The team of practitioners in the Centre also 

offer:- 
Full day child-care which is OFSTED registered, is open from 7:30 am to 

6:00pm for 48 weeks of the year in the Centre and in other rooms in the 

school building:  

We offer:- 

Baby Provision 

Pre Nursery Provision 

Nursery Wraparound 

Before and After School Care  

30 Hour Provision 

Holiday Club for school aged children 

 

DRESS CODE 

All Staff are required to dress in a smart and professional manner at all 

times.  Please refer to the Staff Handbook for further information. 

 

EMERGENCY PROCEDURES 

If the fire alarm is activated (continuous siren)then please leave with your 

class via the nearest exit. 

If lockdown is activated (5 rings of class change bell) all children and staff 

to lower themselves under the desks/tables. 
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INDUCTION DAY 

New staff will be required to attend an induction day prior to their start 

date to be arranged with the School or Early Years Centre Lead Staff. 

 

Mrs S Lanni 

Mrs N Willis 

September, 2021 
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Pheasey Park Farm Primary School and Early Years Centre 

 

Prompt Sheet for Staff Induction 

 
Showing of Premises: 

• Complete a brief walk round with staff member giving an overview of all 

rooms and areas. 

• Make introductions to staff 

• Include outdoor areas and discuss any health and safety issues. 

• Ensure procedures are clarified for: 

Emergency Evacuation 

First Aid 

Health and Safety including Security 

Food and Hygiene 

Roles and Responsibilities 

Safeguarding & Child Protection 

Data Protection 

Weekly Meeting with Mentor 

Appraisal 

Staff Meetings 

CPD 

Dress Code 

Professional Conduct 

Roles and Responsibilities 

School Systems 

Calendar of Events 

Staff Handbook including Code of Conduct 

Induction Policy 

Start Date 

Meeting with DSL re Child Protection/Safeguarding-to be organised-Agree next 

date for Level 1 safeguarding Session 
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PHEASEY PARK FARM STAFF INDUCTION 

 

Name ..........................................................................    Date of employment……………….......................................... 

 

Date Task Induction by 

signature 

Received by 

signature 

 Safeguarding   

 Child Protection and Safeguarding Policy   

 Behaviour policy    

 Staff Code of Conduct    

 Our safeguarding response to children who go missing 

from education 

  

 Role of the designated safeguarding lead (including the 

identity of the designated safeguarding lead and 

deputies 

  

 Security   

    Fob and Badge  allocated   

    Car registration                                               

    Email address and Family/SIMS log in allocated   

    Photograph taken for Staff ID Badge   

    Email allocated   

    Laptop/Device   

    Telephone Number to Text System   

 Showing around premises:   

  Indoors   

  Outdoors   

  School   

    

 Emergency evacuation:   

  Fire exit   

  Fire procedures/Lockdown procedures   

  Assembly point   

  Record keeping   

  Fire drills   

        Lockdown   
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  Raising alarm   

    

 First Aid:   

  Location of First Aid kits   

  First Aiders identified   

  Emergency procedures   

  Recording information   

  Informing parents   

  RIDDOR   

  Maintaining stock   

  Administration of medication   

  Medication storage   

 Health & Safety:   

  Prevention of accidents   

  Cleaning of toys & equipment   

  Checking toys & equipment   

        Infection Control   

  Risk assessments   

  Records   

    

 Food & Hygiene:   

  Storage of drinks & snacks   

  Special dietary requirements   

  Hygiene of cloths and area to be used   

        

       Kitchen hygiene 

  

    

 Roles & Responsibilities:   

 Working hours   

 Days, shifts   
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 Holidays/Leave of absence   

  Beginning and end of day expectations   

  Weekly CPD sessions   

  Personal items   

        Famly – including observation expectations/next                        

       steps/accessing children’s personal information 

  

        Planning expectations 

 

  

        Key Person/Staff member role and expectations 

 

  

        Absence procedures 

 

  

    

      Safeguarding & Child Protection   

      Whistle blowing    

      Reading and understanding Policies   

      Reading and understanding Procedures   

      Maintaining confidentiality   

    

 
      Training opportunities/needs/requirements 

  

       The importance of involving parents   

       Arrangements for weekly mentor meetings 

 

  

       Probation/supervisions/responsibilities/appraisal 

 

  

       When/how to liaise with other agencies   
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