Hurworth School
Special Education Needs Policy

Accepted by: Governing Body — May 2009

Senior Leadership Team Lead ReviewerJames Keating
Review Cycle:1 Year

Date for Review:July 2010

Rationale and Obijectives

Rationale

At Hurworth School we aim to raise pupil’'s standaad attainment in all areas of school life
by developing and extending curriculum opportusifier all. Whilst encouraging students to
develop lively and enquiring minds, we also aim stgpport them while they grow in
independence and confidence, academically andllsocia

Hurworth is proud of its inclusive ethos which erd®s and celebrates the ability of all its
students, combining high quality teaching with &aying opportunities in an environment
where tolerance and understanding of others arallgqoportant.

The school welcomes all students, from those withudtiplicity of special needs who may
need specialist support, to those who require ammgnificant challenge to achieve all that
they are capable of. All of our students are eramged to reach their full potential through
excellent teaching and targeted support.

Objectives

These objectives have been written in conjunctidh the aims and objectives of the school
and also within the guidelines laid down in theised SEN Code of Practice.

1. To provide full access to a broad and balancedatom for all pupils within the
school at a level that is appropriate to theirigbdnd needs.

2. To identify and assess the special needs of puajpitsrg transition from feeder
primary schools and within Hurworth School itsetf@ss the whole ability range
and to make appropriate provision in order to nieete needs.

3. To assist departments in the identification of upiith special needs and provide
ideas for them in terms of advice, resources anaogpiate teaching strategies
which will help staff develop to the full, the pat&l of all pupils in their care.

4. To prepare pupils with special needs to take a &t active part in the
community after leaving the school by developing aunstaining strong links with
the Further Education sector and outside agencies.

5. To develop the understanding and skills of thef stameet the need of pupils with
special needs through partnership in and out otldsroom and through INSET.




6. To carry out all assessment and monitoring proasjwas laid down in the revised
SEN Code of Practice, fully involving parents orera of pupils with special
needs in all aspects of their child’s education &ndontinue and extend the good
relationships already established with parents.

7. To develop strong links with the school’'s governimody, particularly the SEN
Governor, and so involve them in the developmert aronitoring of Special
Needs provision in the school.

8. To build on the pastoral and academic links witthi@ school to enable provision
for special needs to be co-ordinated in all areas.

Roles

The Role of Senior Management

The Head Teacher and Senior Management are cordnbitteurthering our inclusive ethos
and creating opportunities for all.

The Learning Support Co-ordinator is a member ef Bastoral Team whose role includes
decision and policy making for the school. Thexam active policy for the monitoring and
assessment of all pupils across the curriculumis Thvolves target setting in all subject
areas. The Learning Support Department works widmbers of staff to co-ordinate the
monitoring of the registered students. It is daolved in the implementation of the Key
Stage 3 Literacy and Numeracy Framework and ratsie@chievement of all students.

The Role of the Special Educational Needs Coordinait (SENCO)

The name of the Special Educational Needs coowdlinatMr James Keating. He is the
SENCo as defined in the revised SEN Code of Peaitd has overall responsibility for
provision for those students on the SEN Regiské.is assisted byirs Melanie Pitchford,
the Coordinator of Learning Support. There are dlsur Learning Support Assistants
working in the Learning Support Department.

The SENCo’s responsibilities include:

e Liaison with all outside agencies concerned witiNgkipils. These agencies include the
Educational Psychologist, Social Services the EVe@ise and the school Doctor and
Nurse.

e Liaison with parents of SEN pupils.

* Preparation of details documentation for moderatow assessment of SEN prior to
statement.

« Liaison with pastoral staff at regular meetingsligcuss any concerns.

* Representing the school on LEA committees eg. Maider and Assessment panel, and
the Head Teacher/SEN group etc.

The SENCo is assisted in the above duties by tleedimator of Learning Support.

The Coordinator of Learning Support responsibilities include:




* The monitoring and assessment of all SEN pupilduding mentoring and half termly
feedback to carers about progress in core suhjeasa

» Liaison with feeder schools, working with the HeddYear 7.

e Liaison with a all student teachers to familiarisem with SEN procedures and practice
at Hurworth School.

* The compilation of the SEN Register and its disititn to all staff. This is updated on a
termly basis.

* The co-ordinator of all aspects of the new SEN edoces.

* The maintaining of Special Needs files of all pggh the SEN Register.

* The writing, distribution and monitoring of .LE.P’s

* The monitoring of the curriculum provision for 8EN pupils throughout their time at
school.

e The organisation of all external SEN reviews, prapan of review reports, attendance at
the reviews, distribution of the review reportsatside agencies and dissemination of
any relevant information to staff.

* The co-ordination, with the appropriate memberhef Pastoral Team, of internal reviews
for SEN pupils.

e Liaison with feeder schools, the FE Sector andddieers service with regard to SEN
pupils.

» Liaison with the Educational Psychologist and ttieo®ls examination officer with regard
to special arrangements for SEN pupils in GCSES#T exams.

* The co-ordination of Learning Support across theost through the timetabling of in-
class support, withdrawal groups and curriculunpsupwork.

* The maintenance of the school SEN budget, ensueghg for money.

* Preparation of detailed referrals to the Learning@rt Department at the LEA for pupils
with SEN who need intervention by outside agencies.

* Organisation of multi-agency meetings when appleab

» Contact on a regular basis, with parents of SENestts and with those who have general
concerns about their child’s progress.

The Role of the Resourced Provision for Autistic Ppils
Staffing

The Provision has 6 members of staff who have apstskills and expertise in working with
autistic students. Mrs Helen Whitten manages tiogifion and co-ordinates the programme
of support for students. In addition, 5 teachisgistants work with the autistic students to
meet their individual needs and break down learhiagiers to allow them to thrive within a
mainstream educational setting.

All students who access the Provision have a setemf Special Educational Needs, and
close liaison with the SENCo provides a
co-ordinated approach in line with the Code of Bsacand LEA guidelines.

Placement in the Provision

Decisions on placement are made by a multi-pradessiteam, whereby evidence of previous
and projected needs is taken into account, usbaliynot entirely through the annual review




of a statement. Students at the milder end ofgeetrum have their needs met through their
local mainstream school, with access to well trais&ff and resources. Students who access
the Resourced Provision are identified as havingemextreme needs, and are usually

working from level 2 upwards of the National Cuaiiem.

Aims of the Provision

The aim of the Provision is to provide an opportyfor students with ASD to access a broad
and balanced curriculum in conjunction with maieatm provision. By offering a high level

of experienced support, and responding to theierd needs, each student is encouraged to
take advantage of the school community and aawitiOpportunities for more independent
working, greater confidence and raised self-esteeen central to the provision of extra
support.

Principles behind the Provision

* To recognise and meet the needs and strengthsliefdnals characterised within the
triad of impairments.

* To raise the self-esteem, confidence and indepeedainstudents.

* To promote access to a broad and balanced cumiculu

* To promote inclusive education through a child-oeshiapproach.

* To promote effective links with other specialisbyision.

e To monitor and evaluate the progress of ASD stigdent

e To support staff to meet the needs of ASD studendsmainstream setting.

« To provide a multi-agency approach to meeting spaweds, including speech and
language therapists.

* To work in partnership with parents.

» To promote peer support.

e To support the transition of students from one pl*ducation to another.

e To work in partnership with the LEA to provide antiouum of support within the
LEA strategy for ASD provision development.

Strategy for achieving the Aims

* Provide access to a broad and balanced curricditmagh the mainstream school.

* Develop department and whole school strategieuuppat the individual needs of
students, and promote independent working, atteritidask and concentration skills.

* Use the Provision base room to support the devetopraf communication skills,
social understanding and flexible thought processes

* Identify and reduce the potential stress factopearnced by individual students.

» Liaise regularly with parents and develop the uUssooial stories for home/school use.

» Develop in-reach/out-reach opportunities with spleand mainstream schools where
appropriate.

e Assess and review student progress towards indiVidogets.

* Raise peer awareness of ASD through the PHSCEbsglla

» Liaise with primary schools and plan supportedtsigd meet individual needs.

The Curriculum




Students who access the Provision receive a broad balanced curriculum which is

delivered mainly through mainstream classes. Timwiglon base room is used to provide
individual and small group withdrawal support angrently the balance between integration
and withdrawal varies between 78% and 100% integranto mainstream classes. The
curriculum in the Provision base room is designedi¢velop a range of skills that require
direct teaching beyond that available in mainstredasses. The students work with the
Provision staff on a 1:1 or small group basis ideorto support their ability to understand and
communicate with the world around them, and to cedthe anxiety levels of students,
maximising their potential to participate in manestm school. According to need, the skills
which are directly taught include:

« Life skills such as road safety, shopping, findiggur way around the local
community, travelling on public transport.

* Learning how to make choices and decisions.

e Social skills such as working in a group, recogrmgsand respecting the needs of
others, appropriate behaviour.

 Language and communication skills such as recagpishe feeling of others,
understanding the thoughts and opinions of othetspreting language correctly and
the use of body language and gesture.

Mainstream classes are grouped to ensure thatspapel placed in a class with those of
similar ability. To support the students in theims&ream classes support staff work with the
teachers to plan appropriate work and strategiesiéet each student’s individual needs.
These include the use of differentiation, wholesslaupport and withdrawal as appropriate,
work schedules to motivate completion of tasks stnategies/resources to reduce anxiety of
students (e.g. noise or crowd stress).

Transition Arrangements

In addition to procedures carried out by the Heaear 7, liaison with the feeder primary
schools is established at an early stage by thisiuRrovision Manager. A series of visits to
the relevant primary schools provide an opportufatyProvision staff to work with students
within their current setting. From this initial i@act several visits to Hurworth School enable
the students to become familiar with the Provisidthin the context of the school.

A package of visual information is developed wikte tstudent during the transition visits,
including the use of photographs, text and a vigeording for home use.

Information Sharing on Student Intake

Once a child has entered school in year 7 and thde@very subsequent year all relevant
information about the individual is shared withfstarhis information will typically include
student strengths and weaknesses, actual needblposisategies for teachers to use when
meeting that need and any other required actiomhsore that the student thrives in school.
In addition to this each student with a statemdnspecial educational need will have a
‘reasonable adjustment’ list prepared for them thatines what lengths school will go to in
meeting the needs of the student. These are shatledparents and student before being
placed into the student file.

SEN Staff File




Each year a SEN file is prepared by the Coordinatdrearning Support for all staff. This
file includes details on all students who are pllaoe the SEN register. Typical details listed
are Key stage 2 and 3 attainment levels, learngegls, hobbies, interests and strengths and
medical needs.

There are also detailed notes on the conditiortsstidents may have and how staff can best
meet their needs and support them in the classroom.

A list of students with statements of special nesdaso included along with the nominated
member of staff responsible for their welfare.

The SEN file is distributed to all staff on thestiday of the September term. The information
is also discussed with staff and great care istaieensure that all staff and adults other than
teachers have sufficient information about eacldesits to help them settle and meet their
academic and social needs.

Identification, Assessment, Monitoring and Review Rcedures

All procedures are carried out in line with the €ad Practice and LEA guidelines.
Admission Arrangements

The Head of Year 7 works closely with feeder priynschools. He visits the primary schools
and gathers the information available on thesedddnl. Any relevant information is then
passed to the Coordinator of Learning Support whrtacts all feeder schools to discuss in
detail any children who are on the SEN registewbo need special support of some kind
during transition to secondary school. Informatsuch as IEPs and reports by outside
professionals are collected and visits to schodlatee lunch and take photos are arranged for
those students who may be anxious about leavingdlteschool.

The Coordinator of Learning Support also attends Annual Reviews held in the primary
schools in Year 5 and 6. Before entry, the feediools pass on SATs results in the core
subjects to the Head of Year 7. All this informatiis used to place children in mixed ability
and mixed social tutor groups and in streamed tegajroups before entry to school. Any
relevant information regarding children with Spédieeds is passed to the teachers of the
various groups and to the new Year 7 tutors as ssomossible. Extra information is
provided in the Red SEN files which are given icstdff in September each year.

Identification

Children with Special Needs are identified bothobefand on entry to school. During their
school career other children are identified as mapecial educational needs by teaching
staff and parental concerns which might arise Ipastorally and academically.

The most able children are identified by staff ofioamal basis during their first term in
school using information from primary liaison, tessults and recommendations from subject
staff etc.




Assessment

Children with learning difficulties are assessedtliy Coordinator of Learning Support and
an IEP is drawn up for those children with a Stateimof Special Educational Needs
following discussions with teachers, parents, ekragencies and the child concerned.
Further diagnostic testing is carried out as andrnwiecessary.

Children with emotional or behavioural problems aeferred to the pastoral staff and
counselling or behaviour support services.

All staff must include any children with Special dedtional Needs in their lesson planning,
showing what resources, support or differentiatedienials are to be used.

TA’'s who support students with SEN are expectedliagse with teachers and make

themselves fully aware of lessons and objectivéSmethese students. They are there to
support the students and the teacher in the masbppate manner whether this is individual

support of a student, small group work or wholesl®am teaching.

IEP's, for those students with Statements of SEB pat onto the schools computer system in
a secure site by the Coordinator of Learning Suppé& maximum of 3 targets are set for
each child. At the end of each term the staffimvéged to decide which targets have been met
or are no longer appropriate and which new targetd to be set in order for the child to
progress.

A hard copy of the IEP is kept in the pupils filedaanother is sent to parents. Parents are
asked to comment on the appropriateness of thetsaemd report back to the Coordinator of
Learning Support if any changes are to be madee darning Support staff will sit with
students and discuss their new targets to maketlseiyaunderstand why they have been given
and what they can do to achieve them.

For children at School Action Plus or with Statetseof SEN, regular help is sought from
external agencies. They provide help with assessmt children when necessary and
specialist equipment if appropriate.

All staff are given a copy of the Special Needs iReg and details of any children with
medical conditions.

Assessment of Special Provision

A small reading scheme involving students in yea& B is provided to encourage and

support those children who have a low reading tgbiliThe sessions are run by a Teaching
Assistant and supervised by the Coordinator of miegr Support. During this time, any

children who are seen to be exceptionally weak lsanselected for specific regular 1-1

withdrawal work with a Teaching Assistant in the NSBepartment to concentrate on

improving their literacy skills.

In KS4 a small group of pupils undertake an ASDAMNIrse as part of their studies. This
course provides an alternative external accreditato GCSE for students. All work is
assessed by the ASDAN co-ordinator, who attends A$[Mnoderation meetings. Bronze
and Silver Awards are gained if sufficient modut@se been completed to a certain standard
and key skills have been demonstrated and verified.




A lunchtime club for our more vulnerable childrepecates every day. This is supervised by
a Teaching Assistant and promotes social activiied games in a friendly and safe

environment. Each child has a membership cardt@ndroup is reviewed at the end of each
term.

The learning support base also acts as a spegpbdguoom for our students with ASD. It is
available every morning, breaks and lunch and aggiiat social area where lockers are kept
and staff are available at all times.

Monitoring

All students with Special Educational Needs, eithe@arning, emotional or behavioural

difficulties or those who are the most able, arenitaved by the Learning Support

Department. Children with ASD are monitored by éteM/hitten who manages the ASD

Provision in school. Literacy skills are teste@mvyear by the English Department and a list
of reading and spelling ages is provided to aff sta

In-class support is arranged by the CoordinatoLedrning Support. Students in need of
support are identified each term and support scated to departments, core subjects having
priority. Those students with ASD have their owedfic Teaching Assistants and their
support timetables are arranged by Helen Whitten.

In-class support is monitored by means of an ewaludorm given to staff at the end of each
school year and by regular observations carried yuthe SENCo and Coordinator of
Learning Support.

External Reviews

All pupils with a Statement of SEN must have anumtrexternal review of their statement.
The Coordinator of Learning Support is responsiblethe organisation of these reviews.
She contacts all the appropriate agencies and H# and collects reports and comments
from teachers, doctors, EPs, social services attaayone else involved with the welfare of
the pupil. Copies of these reports are circulébeelveryone who is invited to the review two
weeks prior to the meeting.

The review is hosted by the SENCo and is attengeplabents, the Educational Psychologist
and any other relevant agencies. The pupil is @gibed but is not forced to attend. The

Coordinator of Learning Support completes the gppate forms and adds to or amends the
statement as appropriate. From Year 9 onwardsCtdmmexions service and FE colleges are
also invited to attend to give advice to studemitsua choices after leaving school. A new
person centred review is currently being developednclude the student more in their

review.

After the review, relevant information is passedi@istaff and a copy of the review reports is
sent to all those who attended as well as the @mld Services Department at the Town
Hall. A copy of all documentation is kept in thEI&files in the Learning Support Office.

Pastoral Liaison




Most minor behavioural problems are dealt withaauf tutor level. If the behaviour becomes
a concern that affects the pupil’s education ot tifaother students then the SEN staged
procedure is employed and the Pastoral Team an&EMCo become involved. Pastoral
PSP’s are written by the pastoral staff and théopalsreviews are organised by them.

All documentation regarding pupils on the stagedcpdure are maintained in both the
pastoral and SEN files.

There is a weekly discussion meeting for pastooalcerns attended by the Pastoral Team.
This is chaired by the Deputy Headteacher/Head astd?al. Relevant pastoral and SEN
information is then passed on to all staff.

The SENCo and the Pastoral Team meet regularlistusis any serious concerns.

Provision and Resources

Provision
Curriculum Access.

The SEN pupils within the school are given full @ to the National Curriculum at a level
appropriate to their needs. (Dissapplication haly been provided in cases of long-term
illness). All children in KS3 are taught withinrshmed teaching groups, the lower ability
groups being smaller.

In KS4 the teaching groups are generally smaller streamed where it is viable. In Maths
and English they are streamed and in Science teesesmall single science group. Most
departments are exploring or using alternativeetitation at this level.

There is in-class support throughout the schodicated on an annual basis. All
departmental policy documents include provisiontfe most and least able pupils. Limited
withdrawal is provided in KS3 for individual or sthgroups of pupils who have statements
because of severe numeracy, literacy problemssaessrelating to ASD. They use individual
learning plans for individuals in their care.

There is an established Group Reading Scheme floreh who need extra reading practice
and pupils are encouraged to read during registraime.

The department produces, if needed, differentiateterials for staff to use with the pupils
that they are supporting. All departments havees&c¢o IT facilities and are encouraged to
use them with SEN pupils where appropriate.

Full information and strategies for dealing with’NbRupils are given to all staff in a red SEN
file. This is updated every year and includes pertraits of the students and medical
information.

Support is provided for SEN pupils in both interaad external examinations in the form of
reading papers, amanuensis where necessary aadimet

Resources




We have 4.5 full time Teaching Assistants in ma@eh SEN support and a further 5
teaching assistants supporting students who atitessesourced provision for ASD.

There is a small SEN teaching and resource basehvidiequipped with 2 computers and a
selection of educational software aimed at studewits special needs. Other specialist
resources include multi-sensory programmes, recorsi®ry tapes and books, STILE
material, games, puzzles and practical equipment.

There is an established Group Reading scheme wiaista separate resource box of reading
books which is added to regularly.

Celebration of Achievement

The school puts considerable resources into tleia. aifhere is an annual evening organised
that aims to celebrate the achievement of as mapispas possible within as wide a field as

possible. Achievements of pupils are recordedligplay boards in the school hall and in

displays around the school. The aim is to encauabpupils to achieve their best and to

celebrate their own achievements and those of @ther

Most departments within the school provide rewaatsachievement, progress and effort.
These are additional to the school’'s reward syst@ilme Learning Support Department feel
that this is very important, particularly with pigiwho experience difficulties with their
learning and behaviour. The department providesown system of rewards for children,
such as certificates for pupils who have signifttammproved their reading skills.

External Links

Links with External Support Services

Regular contact is maintained by the SENCo and gbkool with the Educational

Psychologist, the Connexions Service, Medical $esyi the Educational Welfare Officer,
Social Services, Behaviour Support and the Leariagport Service on both a formal and
informal basis.

* Formal multi-agency meetings are held with outsigencies to discuss pupils causing
concern.

* The Educational Psychologist liaises with the SEN{Dd Coordinator of Learning
Support to organise external review, case confee@nd the referral of individual
pupils.

* The Head of Careers and the SENCo liaise with te p6 sector concerning pupils
with special needs.

* The pastoral team liaise with the EWO.

 The Learning Support Dept. works with the LearniSgipport Services eg.
assessments for exams, where necessary.

« All arrangements with external agencies regardorgnél reviews are organised and
co-ordinated by the Coordinator of Learning Support

» Help and guidance is sought from external agerforestudents at School Action Plus
and the Coordinator of Learning Support and/or plhastoral team regularly attend




meetings concerning individual pupils which areamiged by external agencies, such
as Social Services.

Links with Other Schools

Primary liaison is carried out with the feeder swhby the Head of Year 7. The
Coordinator of Learning Support then follows this with detailed discussion with the
teachers concerned of all SEN pupils in Year 5 &$he also attends Year 6 reviews,
where possible, to gauge what support may be nedwleayg transition and to introduce
herself to parents and other professionals involwéth particular pupils. Liaison is
carried out as details above with the post 16 sgctiso.

The Coordinator of Learning Support attends trajrsessions with other SENCos in the
LEA and feeds back relevant information to staffschool. Links have also been

established with other schools including local sgeschools so that their expertise can be
sought if necessary.

SEN In-service Training

Teaching Assistants are encouraged to attend ektezourses when appropriate.
Departments can also submit bids to the SENCo HerTA’'s to attend SEN courses
which are relevant to their subjects.

There is an identified amount of money specificdtly SEN in the GEST budget. The
use of this for INSET is co-ordinated by the Depiitgadteacher and the SENCo.
Internal INSET for staff is provided by the depagtits when a need is identified by the
senior management or the SENCo.

Parents

The school sees partnerships with parents andscasevital to the success of all pupils
and particularly those pupils with special needsjefined in this policy.

Contact is made with all new SEN pupils informadltythe Parents Evening for Year 6
parents and pupils. Formal contact is then matér #fese pupils enter school and are
assessed and after identification of other pupileng their school career. Parents of
pupils receiving additional SEN support are comddby the Coordinator of Learning
Support on a regular basis to make them aware yYpeogress, assessments to be done,
IEP targets etc. Parents are always encouragedntact her if they have any concerns
about their child’s education or if there are anglglems school need to be aware of.

All pupils have a school planner which is useddoord homework, attendance, red star
awards etc. as well as providing a link with pasenit is checked regularly by tutors and
Heads of Year and parents are invited to useatrmgans of communication with school.

Formal contact is made, in line with the revisedNSEode of Practise, at all stages of the
referral and assessment procedure and full paremfalvement is encouraged at all

stages of this process. Parents are invited tageaiew meetings, both internal and

external, for their children.

The SENCo is available for consultation at all R&sd=venings.




The pastoral team is kept informed by the SENCoG@makdinator of Learning Support of
any contact with parents. Parents are also engedrto help with all aspects of work
engaged in by pupils at home and to help with mlog access to the curriculum,
particularly at KS4.

Complaints About Provision

There is open access for parents to contact thel,Heaputy Head, Pastoral Team,
Coordinator of Learning Support and the school Doot Nurse should a problem arise.
Indeed, parents are actively encouraged by theosthalo this.

If a problem cannot be resolved through normal sthmcedures, a parent may then take
a complaint to the governing body, particularly t@evernor responsible for special
needs.

There is also further support available from theeRta Partnership Service. Contact
details are as follows :

Sue Hall

Harewood House

01325 254548

E mailsue.hall@darlington.gov.uk

Evaluating the Effectiveness of the SEN Polic

The effectiveness of the policy is evaluated usiggfollowing criteria:
1. The monitoring of the academic and social progoégbe children with learning
and behavioural difficulties by academic, pastamad learning support staff on a
regular basis, inline with the revised SEN Cod@ctice.

2. The monitoring of the use of differentiated matsriat both ends of the learning
spectrum, by the Learning Support staff.

3. The monitoring of the development of teaching aatning styles of members of
staff. The monitoring increases staff awarenesallgbupils with special needs,
including the most able.

4. The monitoring of links with outside agencies.

5. The monitoring of links with the governing body.

6. The monitoring of the development of pastoral, aoaid and learning support
links.




7. The annual monitoring of the effectiveness of iassl support, both by the support
teacher and the teacher being supported.

8. Regular monitoring of SEN pupils through discussiarith parents.
9. Production of the SEN Department SEF.
Methods of Evaluation

* By regular review meetings.

* By questionnaire, teacher and teaching assistasreftions.

* Through an annual meeting with all external agencie

* By an annual meeting with the Deputy Head and Gueresponsible for Special
Needs.

* Atregular meetings with the pastoral staff anchvifite heads of departments.

* At parents’ evenings, review meetings etc.

NOTE: Minutes of all meetings are kept as documugnevidence.

Confidentiality of Information

SEN Register

Medical records

SEN files

Review documents

The above documents are either in SEN files, ooif available to all staff. However, all

staff are made aware of the confidential naturéhisf information and of the fact that it
must be treated appropriately.




