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Section 1.

Health and Safety Duties and the Governors Statement of Intent.

Statutory Duties :

1. The Health and Safety at Work Act 1974 places duties upon employers to safeguard, so far as is reasonably practicable, the health, safety and welfare of their employees (Section 2) and also the health and safety of persons not employed (such as pupils and visitors) who may be affected by work activities (Section 3). Employers also have additional duties under other health and safety legislation such as the Control of Substances Hazardous to Health Regulations, the Provision and Use of Work Equipment Regulations, the Manual Handling Operations Regulations etc.

2. Persons who have control of premises have a duty to take reasonable measures to ensure, so far as is reasonably practicable, that premises and equipment are safe for people using them who are not their employees e.g. pupils, visitors and those using premises on a lettings basis.

3. Employees have a duty to take reasonable care to ensure that they work in ways safe and without risk to health both to themselves and also to others who may be affected by their acts or omissions. They also have a duty to co-operate with their employer to enable the employers to comply with their statutory duties.

-------------------------------------------------------------------

General Responsibilities :

The School Governors and the Local Education Authority continue to have statutory responsibility for health and safety. In view of this it is particularly important that the governing body, the Local Education Authority and individual employees work together to establish health and safety objectives and to ensure that each is aware of their own responsibilities, with the aim of minimising all risks to health and safety within the school.

-------------------------------------------------------------------
Local Education Authority Responsibilities : 
The LEA shall, so far as is reasonably practicable, as required under the Health & Safety at Work Act 1974 and other relevant statutory provisions :

(a) Ensure the health, safety and welfare of all its employees.

(b) Ensure the health, safety and welfare of students and visitors on Education premises.

(c) Ensure the health, safety and welfare of its employees who work at locations controlled by another employer or organisation.

The LEA will continue to fulfil its responsibilities in the following ways :

      -    The issue of a Health and Safety policy (Education and Training Department).

· The issue of Safety Procedural Documents and Guidance Notes as appropriate.

-    The provision of a comprehensive support and advice service.

· The provision of a comprehensive health and safety training programme.

· The provision of a health and safety monitoring / review programme for schools.

-------------------------------------------------------------------

Employee Responsibilities :

All employees have a general duty under the Health and Safety at Work Act 1974 to :

-     Take reasonable care for their own safety and also the safety of others who may be affected by their acts or omissions. 

-      Co-operate with their employer, so far as is necessary, to enable the employer to comply with any duties or responsibilities imposed upon them.

-      Use correctly any item or equipment provided in the interest of health and safety.

-      Report any defective equipment to an appropriate person i.e. Supervisor or Safety Representative.

-      Report any accident or dangerous occurrence at the earliest possible opportunity.

-      Be familiar with and observe at all times all safety policies and procedures.

-      Take reasonable precautions to ensure the safety of all persons in their charge.

Section 1.

The Governors Statement of Intent for Health and Safety:

The Governors shall, so far as is reasonably practicable, take all reasonable measures to ensure the health, safety and welfare of staff, students and other persons on their premises, in accordance with the Health and Safety at Work Act 1974.

To meet these responsibilities the Governors will, so far as is reasonably practicable, pay particular attention to the provision and maintenance of :

(i) The safety of plant, equipment, buildings and safe systems of work;

(ii) Arrangements for the safe use, handling, storage and transport of articles and substances; 

(iii) Appropriate information, instruction, training and supervision to assist all employees, students and visitors to avoid hazards and contribute positively to their own health and safety whilst on school premises;

(iv) A safe workplace with safe access and egress;

(v) A healthy working environment;

(vi) Procedures for emergency evacuation, first aid cover and other emergency situations;

(vii) Adequate welfare facilities and suitable protective clothing and equipment;

(viii) Arrangements for the safe introduction of new plant, machinery, substances and procedures.

The Governors will, so far as is reasonably practicable, ensure that :

(i) The LEA Health and Safety Policy, Safety Procedural Documents and Guidance Notes are observed and compliance is monitored on a regular basis;

(ii) A school Safety Policy, detailing all local arrangements for health and safety, is developed, brought to the notice of all employees and regularly reviewed;

(iii) A Health and Safety Committee is established ( for Terms of Reference see Section 4 (ii) );

(iv) The school has properly considered its health and safety obligations and has made provision for meeting those obligations;

(v) The school staffing structure appropriately reflects the responsibilities for carrying out the stated arrangements for health and safety;

(vi) Health and safety issues concerning the school are identified and appropriate actions taken.

(vii) Regular safety reports are provided by the Headteacher or his representative so that safety arrangements can be monitored and evaluated.

(viii) Appropriate facilities and information are provided for Safety Representatives to enable them to carry out their functions effectively.

(ix) All reasonable facilities and information are provided to officers of the Education Authority, Inspectors of the Health and Safety Executive, Borough Council Safety Officers and any other health and safety official.

Signed : …………………………………………………………     Chair of Governors.

Date : ………………………………..
Section 2

Organisation for Managing Health and Safety in School.

Staffing Structure and Responsibilities :

The Headteacher is responsible for the day-to-day implementation and management of health, safety and welfare within the school.

Teaching and non-teaching staff holding posts / positions of responsibility have a general responsibility for the application of the schools Safety Policies within their own areas of work and are directly responsible to the Headteacher for the application of all health, safety and welfare measures and procedures within their own department / area of work.

Class teachers have responsibilities for the safety of students whilst they are in their charge.

More detailed lists of the responsibilities of the Headteacher, teaching / non-teaching staff holding posts of special responsibility and all employees are set out below.

The Headteacher may wish to delegate some functions to other staff or to re-allocate duties to match the staffing structure of the school. This will not affect the Headteachers overall responsibility for health, safety and welfare within the school.

(i)   Headteacher

The Headteacher (as Site Manager) will ensure that:

· Policies and procedures with regard to health, safety and welfare matters within the school are established in writing, approved by the Governing Body where appropriate and are known, understood and followed by all members of staff, including temporary / supply staff.

· Any health and safety matters raised by the Health and Safety Committee or otherwise, and any guidance from the LEA are brought to the attention of the Governing Body.

· Regular reviews of the safety performance of all areas of the school are undertaken with appropriate action when necessary, and are reported to the Governing Body.

· Accidents, incidents and dangerous occurrences are reported, investigated and, where appropriate, preventative measures are taken. Also that reports are submitted to the Borough Council as per the procedures in Section 3 (i).

· Adequate First Aid provision is made for staff, students and other persons whilst on school premises and also when working, or on organised trips, away from the school.

· Training needs are identified and arrangements made for those needs to be met.

· Necessary arrangements are made to ensure that Safety Representatives can effectively carry out their functions, and that consideration is given to Inspection Reports etc. carried out by Safety Representatives.

· All parts of the premises, plant and equipment are regularly inspected and maintained in a safe condition.

· Goods purchased comply with relevant safety standards and all equipment is installed, used and maintained in a safe manner.

· Any item that is considered to be defective or unsafe, and is the LEAs responsibility, is taken out of use immediately and reported to the Education and Training Department.

· Staff organising and taking part in visits, journeys and holiday excursions have the necessary knowledge, experience and skills so that they will be aware of, and have made arrangements to deal with, any risks involved.

· Contractors working on the premises are closely monitored and that their working practices do not endanger the health or safety of employees, students or other persons on the premises.

· Awareness and co-operation amongst staff with regard to health and safety matters is actively encouraged.

(ii)   Teaching and non-Teaching Staff Holding Posts of Responsibility :

Staff holding posts of special responsibility e.g. Subject Leaders, Bursar, Site Supervisor etc. are responsible to the Headteacher for the implementation of the Health and Safety Policy within their own  area of work. 

To fulfil their responsibilities they will assist the Headteacher :

· In the monitoring of health and safety by inspecting their areas on a regular basis to ensure that safety measures are being maintained and that safety instructions and safe working practices are being followed by staff and students, and making any necessary changes in practice and procedures.    

· By informing their staff of any hazards to health and safety that they are likely to encounter in the course of their work and ensure that they have the necessary information, instruction and training to carry out their duties without risk to health or safety.

· By ensuring that staff and students are aware of the emergency procedures.

· By ensuring that personal protective clothing and equipment is provided, utilised and maintained as necessary.

· By ensuring that adequate supervision is maintained at all times.

· By ensuring that all plant and equipment is regularly inspected and maintained in safe working order and that any defective equipment is removed from use immediately.

The Site Supervisor will assist the Headteacher to ensure that health and safety implications are considered in connection with the security, cleaning and maintenance of the building and also with the monitoring of contractors on site to ensure that their working practices do not endanger the health or safety of employees, students or other persons on the premises.

Section 2

(iii)    Class Teachers:

Teaching staff scheduled to be in charge of classes have the responsibility to assist the Headteacher by:

· Ensuring the safety of pupils in classrooms whilst in their charge.

· Being aware of, and adopting, relevant safety measures within their own teaching areas.   

· Following safe working procedures and ensuring that pupils in their charge have received adequate instruction in, and always follow, safe working procedures.

· Requesting protective clothing, equipment, guarding, special working procedures etc. where necessary and ensuring that any such item provided is correctly used.

· Removing from use, and reporting to the Headteacher, any piece of defective or unsafe equipment. Making recommendations to the Head of Department on safety equipment or improvements to plant, equipment, tools, machinery etc. which is considered to be potentially dangerous.

· Being aware of emergency procedures in respect of fire, bomb alert, first aid, injury etc.

(iv) Site Supervisor (Paul Rawlinson):

As part of their responsibilities, the Site Supervisor will, so far as is reasonably practicable :

· Take a lead role in security of the premises e.g. locking and unlocking of doors and gates, attention to alarms and security systems etc.  

· Check for damage to property and respond to items brought to their notice through the ‘Maintenance Reporting System’.

· Report faults or breakdowns to the Headteacher / Site Manager (Bursar), Education Department Building Liaison Officer, Direct Services Department ‘One Stop Shop’ or Service Contractor as appropriate.

· Monitor the working practices of contractors on site.

· Clear pathways and steps (including to and from car parks) of snow and ice and treat with rock salt.

· Set up / remove items of furniture as required.

· Monitor standards of cleaning and report deficiencies to the Headteacher / Site Manager (Bursar).

· Carry out routine checks on fire equipment and take part in emergency evacuation procedures.

Section 3

Emergency Procedures

FIRE ALERT :

If a child discovers a fire s/he must tell an adult, who will then raise the alarm.

If an adult discovers a fire, s/he will break the glass in the nearest fire alarm point. 

If the fire alarm sounds leave the building, taking your class with you, by the nearest available fire exit in an orderly manner.

If you are a teacher and you have your register with you, take it out of school, otherwise the head or the school secretary will collect them from the office. 

Line up your children on the playground, away from the building. In the event of a suspected gas leak, staff will escort their pupils to the Barrow.

Once you have left the building you should on no account re-enter. 

Local Arrangements for Evacuation are displayed throughout school (see map), staff and all visiting adults are made aware of these arrangements.
First Aid.

FIRST AIDERS IN SCHOOL :

           The Health and Safety (First Aid) Regulations 1981 recommend that there should be trained first-aiders in all establishments. The DFEE has also issued guidance on first aid in schools :  

· There should be qualified first-aiders in all schools.   

· The number of first-aiders should vary appropriately according to the size of the school, its layout and type.       

· All teachers, ancillary staff and children should be made aware of the names and locations of the schools first-aiders. This list should be displayed on the school notice board and kept updated.    

· The LEA should make arrangements for the organisation of courses in the training for and updating of first aid qualifications.

· One person in the school should be designated to be responsible for the co-ordination of first aid in the school. That person must be responsible for maintaining and overseeing the first aid equipment and materials and should co-ordinate the first aid record book and accident report procedures for the school. 

First Aid boxes are located in the First Aid cupboard.

First Aid items for trips and a notice for display on the coach are stored in the First aid cupboard.

The nominated ‘Appointed Person’ for the school is Julie Marr.
Additional guidance on first aid matters is contained in the DfEE publication ‘First Aid for Schools’ which has recently been issued to all schools.

See also First Aid Policy which includes accident / incident reporting procedures
Section 3.

Medical and Health Related Issues

The school admissions forms take account of medical matters such as family doctor, allergies, physical problems etc, and each teacher is issued with a regularly up-dated list of children with health problems. This also indicates which children should wear glasses. All children with identified medical needs have a medical passport which follows them through school.
Asthma:  The school has an asthma policy (copy attached).    See also www.asthma.org.uk

Diabetes: The school has a diabetes policy (copy attached).

Highly infectious diseases  (eg meningitis) : As soon as the school becomes aware that a pupil or member of staff is affected, we shall seek the advice of the Public Health Service and act upon it, keeping parents, staff and others informed as fully as possible.

Allergies: The school has an Allergens policy (copy attached) 

The school should be made aware of children with allergies and this is likely to occur through the normal admissions channels. Most allergies, such as hay-fever, are controllable with inhalers, sprays and drops and the same procedures will take place as laid down in the Asthma policy. Where children have food allergies, all staff, including kitchen staff will be given a list of the children involved and the allergies they have. Where children have an allergy which produces a violent allergic reaction (such as peanut allergy), the school will need very close liaison with the parents and local health team. While we do not wish to refuse such children at our school, the implications of the responsibility upon staff is significant. Should an occasion occur that such a child wishes to join our school it would be necessary to consider these implications very carefully and have full consultation with all parties, including the school governors. 

Aids: If the school is informed that a pupil or member of staff, or a visitor has this disease, we will seek the advice of the Public Health Service and act upon it.

Pupils returning from long holidays abroad and new immigrants: At present this is not a major consideration at this school, since the number of ethnic minority children is minimal. However, occasionally directives and advice do arrive in school and it is important that staff are aware of these. They are read and noted by the SDT and information passed on if necessary. The directives are then kept in the above-mentioned file. 

Head-lice:  This is an increasing and on-going problem, exacerbated by the fact that a small number of parents do not check their children’s heads regularly, nor do they carry out sufficiently vigorous treatment. The school policy is :

-  to send out advice on a regular basis, particularly if there are a lot of parental complaints, 

-  keep a close check on children during the course of the teaching day,

-  send home letters to individuals who are affected, with a warning and advice on how to treat the -  condition and a request not to send the child back to school until treatment has begun,

-  send a ‘head-lice alert' notice home with children in the same class,

-  educate children about personal cleanliness (including hair-brushing) within the curriculum 

nb.  The school is not in a position to check or treat children’s heads themselves nor to allow other parents to do so. Parental permission must be sought for the school nurse to check heads. 

Regular Medical Checks: These are carried out at regular intervals during the school year and at different ages. They are arranged by the school nurse or Community Healthcare Service and include dental check-ups, hearing tests, eye-tests and medicals. Should staff have concerns about individual pupils, they will voice these and the child will be seen at the next check-up, or one will be arranged with the school nurse. The school nurse visits school on a regular basis and is always available for advice. She will visit parents if asked. She is also involved with sex education for the Year 6 pupils. 
Section 3
Asthma Policy 

(See separate Asthma Policy in full)

Pupils with Asthma are welcome in school and will be encouraged to take a full part in all the activities of the school. 

The school accepts the responsibility of advising all its staff (teachers, ancillaries and lunch-time welfare assistants etc.) in practical asthma management. We will seek to make close links with the school nursing service, who will play an important role in educating the staff in asthma management and we will encourage their involvement. 

The school will undertake to ask all parents it their child has asthma or is very wheezy and if they have to use an inhaler. The school will maintain a record of all pupils with asthma and will endeavour to obtain details of every child's treatment from parents, together with 'clear guidance on correct usage'. 

Pupils with asthma, who need a reliever (1)  inhaler should be encouraged to have two inhalers, one at home and the other to bring to school daily. 

Pupils, who need preventer (2) inhaler should also be encouraged to have two of these so that they can bring one to school, if one needs to be used during the school day. 

(1)  Reliever inhalers   -  Ventalin, Brycanyl, Salbutamal 

(2)  Preventer inhalers  - Intal, Becotide, Pulmicart 

Pupils need instant access to reliever inhalers at all times. Delay in taking relief treatment can lead to a severe asthma attack and can in rare cases be fatal. The school will try to ensure that any pupil has easy access to his/her inhaler at all times whether in the classroom, the playground, the sports field, the pool, during lunch-time and breaks and on school trips. 

The school will liase with individual parents about whether the child or the teacher should hold the inhaler. The school will aim to allow the pupil with asthma to take a full part in all school activities unless the pupil is severely affected. 

During games and P.E. activities the teachers will be aware of. pupils with asthma who need to use an inhaler either before or during exercise. Pupils will not be forced to participate in games or exercise it they say they are too wheezy to continue. The teacher will ensure that the pupil takes the inhaler to the pool or the sports field. Any teacher who feels that a pupil is becoming too over-reliant on their reliever inhaler or has poorly controlled asthma must report their feelings to either the parents or the head-teacher, who will contact the parents. The school has in operation a no smoking policy to reduce the chance of cigarette smoke from passive smoking triggering an asthma attack. 

If a child with severe asthma needs to use a nebuliser to deliver his/her drugs, the teacher will liase with the parents and the school nurse to ensure correct management of the nebuliser.

If classroom pets are likely to cause problems for children with asthma, the school will ensure that the asthma sufferer does not come into contact with the pets. 

Section 3.

DIABETES POLICY  

Pupils with diabetes are welcome in school and will be encouraged to take a full part in all activities. 

The school accepts the responsibility of advising all its staff  (teachers, ancillaries and lunch-time welfare assistants etc) in practical diabetes management. We will seek to make close links with the school nursing service, as necessary. 

The school will also undertake to develop links with the parents of diabetic children and maintain a record of such pupils. Parents will be asked to provide details of the necessary treatment 

Children with diabetes will be encouraged to bring the necessary equipment (be it a fizzy drink, glucose tablets etc) and these will be kept in the school office or by the teacher or pupil, depending on the age of the pupil and the circumstances (the school will liaise with the parents as to the best course of action). The school will try to ensure that the pupil has easy access to whatever is required at all times, whether in the classroom, playground, sports field, swimming pool or on school trips. 

The school will aim to allow the pupil to take a full part in school activities unless he/she is severely affected, and teachers will be aware of pupils with diabetes particularly during exercise or at the swimming pool.

--------------------------------------------------------------------

ALLERGENS POLICY

Ashleigh Primary School recognises that although most food intolerances produce symptoms that are uncomfortable, some people can suffer a severe food allergy with more serious consequences and in some instances these may even be life threatening. At any time, there may be pupils with sever or moderate food allergies; the most common allergies are to milk, eggs, fish, shellfish and particularly, nuts. 

Common symptoms of an allergic reaction to food include itching in the mouth, throat or ears, a raised itchy red rash (hives), swelling of the face, around the eyes, lips, tongue and roof of the mouth and vomiting. In the most serious cases, a severe allergic reaction (anaphylaxis, which can include breathing difficulties, light headedness and feeling like you are going to faint) can be life threatening. There is no cure for a food allergy, so people with allergies need to avoid the foods to which they are allergic. It is important that children with suspected food allergies see their GP for referral to an allergy clinic for a formal diagnosis. Children with diagnosed severe allergies may be given a device known as an auto-injector pen (e.g. epi-pen) containing a dose of adrenaline to be used in emergencies. 

The school recognises that it has to provide a safe environment and aims to ensure that pupils exposure to allergens is minimised. The school is committee to pupil safety and therefore has created this policy to reduce the risk of children having allergy related events while in its care. 

AIMS; 

 To reduce the likelihood of a pupil with a known food allergy suffering a severe reaction to a specific food while in school. 

 To foster an understanding of and sense of responsibility for the specific needs of the individual members of the school community. 

 To create an awareness of the actions to take should someone with a severe food allergy display its symptoms. 

Parents and Carers 

Parents are required to inform the school of any known food allergies that their child has. This may take the form of a Care Plan in more serious cases. 

Parents should update this information is any allergy is diagnosed at any stage of their child’s education. 

Parents must advise the school of the action that should be taken if their child develops the symptoms of an allergic reaction while in school. 

This information is recorded and stored by the school office in its management information system. 

All members of staff are given the names of children who have specific food allergies, and should seek to check this information at least termly or before planning any trips, or special events that may expose the child to different or new risks. 

Photographs of pupils with severe food allergies are displayed in the kitchen, medical room and in the school office. 

The school will access training to enable staff to recognise the symptoms of an allergic reaction and to respond appropriately. This will include the use of Epipens for children with a known allergy that may lead to anaphylaxis. 

Food Provision in School 

We want to minimise the risk from food allergens as much as possible; nuts are a product for which we need to be especially vigilant as the risk of transference is high, even with the slightest contact for a child at risk.  We will aim to minimise the risk from nuts or foods containing nuts as much as is reasonably possible. 

All parents are asked to ensure that their child does not bring nuts or foods containing nuts into school; this includes snacks, lunchbox items and birthday treats. 

Parents are asked to indicate if their child has any special dietary requirements via the data information sheet which is sent home on a regular basis (yearly) and we encourage parents to communicate with them directly with any questions or concerns. 

In the case of pupils with multiple or unusual allergies, the school may require parents to provide lunches and snacks to ensure the child’s safety. 

Friends of Ashleigh or other groups, will not bring nuts into school, or foods containing nut products intentionally as part of their events. They will communicate with the school office about the risk of pupils with food allergies during their risk assessment process for any event, and will also ask parent to indicate in writing if there are any risks they should be aware of. 

The school will attempt to avoid serving nuts or food with nuts, but cannot guarantee that products with nuts will never be present.  

Risk from Exposure in Other Areas of the Curriculum 

Staff and parents should also plan carefully for children with severe allergies when there is a risk in other areas of the curriculum; 

For example; 

- Use of natural collage materials may include seeds or nuts 

- Junk modelling – boxes that may have contained nuts or nut products 

- Outdoor education and wildlife education 

– bird feed 

Care should be taken to ensure that children always have available to them any medication they may require in the event of an allergic reaction. This includes when out of school on trips and visits.

Managing Individual Needs 

In cases where there is a severe risk of anaphylaxis for a child, the school will establish a Care Plan for that child. The Care Plan will be written by the school, parents, the pupil themselves and other professionals where necessary.  

Priority actions for care in an emergency should be stored with the child’s medication for quick reference.  

This policy was written with support and guidance from http://www.childrensfoodtrust.org.uk/childrens-food-trust/what-we-do/wwd/   

This policy should be read in conjunction with the school’s; 

- Medical policy
- Health and Safety Policy
Smoking Policy

(see separate Smoking Policy)

Smoking is not allowed on the premises.
--------------------------------------------------------------------
Section 3.

Incident / Accident Reporting

Recording and Reporting Accidents / Incidents.

 Minor Accidents : 

(Note : ‘Minor Accidents’ in this case applies only to those accidents where the person involved does not require     

              any medical / first aid treatment and there is no significant injury as a result of the incident).

1. Record in the Accident Book or First Aid Treatment Book  (or school equivalent)

---------------------------------------------------------------

All Other Accidents to Staff and Students : 

1.   Record in the Accident Book or First Aid Treatment Book.

     Complete the Blackburn with Darwen Accident Report Form (BP/209) giving as  much information as possible, particularly in the event of a more serious incident. 

2. Send the completed Accident Report form to :

                                                                                Corporate Health and Safety Unit 

                                                                                                        Town Hall ‘J’ Floor

                                                                                                                        Blackburn 

                                                                                                                          BB1 7DY
       If the accident is considered minor, the report form can be sent via post. However, if the accident is considered to be of a more serious nature, or if the person involved is sent to hospital for treatment, the Corporate Health and Safety Unit   should be informed as soon as possible by telephone  (01254 585219 / 585633).

---------------------------------------------------------------

‘Bumps’ to Head :

1.   Record in First Aid Treatment Book.
2. Hand 'Bump to Head' letter to Parent / Guardian.

3.   If more than a slight bump record and report as above.

--------------------------------------------------------------
Visitor and Contractor Accidents :

All accidents to visitors and contractors must be reported to the Headteacher who should make a record and report, in line with the above procedures.

---------------------------------------------------------------

Off-Site Incidents :

Injuries to staff and students occurring on school sponsored or controlled activities off the school premises (e.g. field trips, sporting events, holidays etc.) must be reported if the incident arose out 

of, or in connection with these activities
	PRIVATE

	ACCIDENT / NEAR MISS / VIOLENCE TO STAFF - Report Form

Confidential

(Please continue on a separate sheet if required).


	EXAMPLE

	
	1.    DETAILS OF INJURED PERSON :
	

	Name  :     A. N. Other
	Age :   6
	Date of Birth :   1. 1. 94



	Address :   222, High Street, Blackburn



	Occupation :   School Pupil


	Dept. / Section / School :   St. Boadicea’s Primary School

	Member of Staff
	 
	Pupil / Service User
	(
	Youth Trainee
	 
	Employed by other organisation
	 
	 Member of Public
	 


	2.    DETAILS OF INCIDENT :
	 
	4.   ACTION (by Supervisor / Manager)

	Date :   2. 12. 99
	Time :   10 : 15
	
	Investigation :      (
	Review Practices / Procedures :

	Location :   Junior Playground
	
	Staff Counselling :
	Training / Review Training :

	Type of incident (tick one only ) : 
	Injury :     (
	
	Police Informed :
	 T.U. Safety Rep. Informed :

	Near Miss :
	Violent Incident :
	Dangerous Occurrence :
	
	H&S Officer Informed  : (


	What happened ?

· Alan fell over whilst playing football and banged his head.


	
	5.  Supervisor’s / Manager’s Comments :

	
	
	Investigation : 

                      -     Alan said that he tripped over a drain cover whilst playing football, the area was checked and the drain cover was found to be loose and sticking up slightly.

	
	
	

	Names of witnesses : or other people involved (e.g. assailant in violent incident) :

             -  Mrs. H. Clinton        (Welfare Assistant)


	
	


	3.     EFFECTS OF INCIDENT :
	 
	Support :

                   -        The parents were not informed immediately as it was only a very minor injury.  A ‘bump to head’ letter was issued to his mother when she collected him from school.

	Injury / Damage :

· Bruising and small cut to forehead.


	
	

	
	
	

	Treatment :

· Cleaned and dressed by First-Aider.


	
	Control :

                 -    Repairs have been arranged and a temporary barrier has been put around the drain until they are completed..




	Has the injured person had to stop work as a result of the incident :  Yes / No


	 

If YES, when did he / she stop ?      n/a

	When is he / she expected to return , if known?                n/a                                           (If not known forward the information when available).                  


	 


	PRIVATE
Form Completed by :    Ms. V. Strict


	Date :  2. 12. 99
	Job title / occupation :    Headteacher
 

	PRIVATE
Injured Person :    

	Date :  


	 Job title / occupation :


Copies to :   Health & Safety Officer,  Line Manager,  Trade Union Safety Rep.

Section 3.
Procedure and Contact Telephone Numbers

For Use in the Event of a Major Incident. 

See Schools Emergency Plan Dec 2020
                If an incident is likely to be considered serious the senior member of staff on the scene should normally inform the Headteacher. The head will then make a decision as to if the incident is sufficiently serious to require outside assistance. If it does require outside assistance, or is likely to involve press interest the Headteacher should :

a. Ensure that the relevant outside assistance has been summoned.

b. Detail a member of staff to direct the emergency services on arrival.

c. Contact the Director of Education and Training :  

Jane Ivory  01254 588888 
If the Headteacher considers counselling services may be appropriate they should contact :  

Principal Educational Psychologist 

Critical Incident Response Team 

01254 666887
Section 3.

CRISIS MANAGEMENT         (For information only)
Introduction : 

                        Although schools are considered to be low-risk establishments in the area of major crises, emergencies can, and do arise. At the lower end of the scale, the most common crisis faced by schools is the need to help individuals cope with bereavement after the sudden death of a pupil or member of staff. However, more recently, schools have seen many extraordinary and unthinkable crises (examples are always covered by the media). If schools are unprepared for the aftermath of such crises, the after-effects can be as traumatic as the incident itself. 

Many different types of crises can affect schools and they fall broadly into two categories : 

1. In-school crises -    *  death of a pupil or staff member, through illness or accident.                                                       

                                    *  fire                      

                                    *  a deliberate act of violence such as a knife attack or the use of a fire-arm.

2- Out of school crises -   *  deaths or serious injuries on school trips,
                                  *   national tragedies affecting many schools (eg Lockerbie, Hillsborough, Herald of Free Enterprise etc).                 

                                          *   civil disturbances including acts of terrorism. 

There is also the possibility of a local crisis (e.g. major flooding, fire etc) where families may have to leave their homes and the school is required as a communal base. There are three stages of crisis management and these need to be considered by the Senior Management Team and the Health and Safety Committee. 

1. Pre-incident Management
 The SMT and / or the H & S Committee should :  

· make risk assessments of activities in as many areas of school life as possible so that hazards   

      are identified.

· ensure that all and pupils know what to do and where to find help in an emergency

· establish evacuation procedures and control actions for events other than fire drills (e.g. bomb alerts) and, if possible, carry out drills and discussions with pupils and staff.

· identify support agencies and others who can help (see previous page). 

Teachers outside school borders with a group of children must leave all essential information with the school and for residential trips, that information should go home with a senior member of staff. 

2. Incident management 

Uncertainty leads to rumour and counter-rumour. In consequence, the first task, should a crisis occur, is to gather as much evidence as possible and to relay it to those who will be involved in controlling the flow and exchange of information, those dealing with enquiries and those who must inform relevant personnel. It is essential that the truth is told simply and without fabrication.

A room should be designated as an incident centre with, if possible, telephone and fax communication. 

Roles and responsibilities for staff should be established :

(i) One member of staff should be responsible for co-ordinating and liaison with the emergency services once they arrive.         

(ii) A different member of staff should deal with pupils and staff on site and make decisions which will keep disruption to a minimum and keep staff informed.       

   (iii)      Another member of staff should deal with those directly affected, being responsible for compiling lists of casualties, finding out who was involved and keeping close families informed.

(iii) One person should be responsible for communicating with the media and it is advisable for that person to have training, as it easy to make very public mistakes. 

(For information only)
         Managing the Media 

                                  It is important for children, parents, staff and especially the Headteacher to be protected from the glare of publicity which will ensue, since reporters are always looking for a story and any tiny piece of information will be used to make headlines. Rumour and supposition will be treated as fact, therefore, good, clear communications are imperative. If possible, a press officer, skilled in dealing with the press and, hopefully with some training should be appointed to deal with media attention. Anyone emotionally involved should not talk to the press.

                                 If possible, good relationships with the media should be built up before any crisis, so any opportunities for the schools successes to be celebrated should be used to develop the support of the press. 

Post-crisis Management    

                                       A major crisis will have traumatic effects upon people's lives. Such an incident should not be forgotten or ignored. Anniversaries serve as a reminder, funerals and legal processes will need to be attended and people supported.    

· Initially, it is important to restore a sense of security to the school and to those whose lives were affected.     

· Staff should be debriefed and then normal routines returned to as soon as possible.     

· Support systems should be set up for children, staff, parents and members of the community who need to talk and to share their feelings (counselling services and specialist treatment may be necessary).

· Monitoring the situation on a regular basis is important. 'Survivor guilt and major behavioural changes due to post-traumatic stress disorder must be watched for, while young children may show signs of regressive or anti-social behaviour. 

Those most likely to be affected by a crisis are:                                  

· Those whose lives were at greatest risk                                  

· Those who witness death and carnage (either a violent act or accident).                                 
· Children from unstable homes.                                  

· Less able children.                                  

· Very young children who may continue to relive the event until they are mature enough to cope with it. 

Staff Training

                 Staff should : 

·    be aware of the contents of this policy and be given opportunities to discuss it.

·    be given opportunities to discuss various scenarios and how to deal with them.

·    practise and test procedures until they work.

·    know and understand their roles and that of others.

·    be given alternative roles in the case of staff being made unavailable by the crisis.

·    where possible, be trained to handle their responsibilities

         Important Actions :

· Don’t panic.

· Do not accept liability.

· Do not say anything in the heat of the moment which might incriminate yourself or          

                  others, or invalidate insurance. "We regret this incident has occurred and a full    

                  investigation is being carried out” is a safe stock phrase.

· Get help.

· Keep people informed. 

Section 3.
Risk Assessment

(see Whole School Risk Assessment Folder)

General

Assessments of the risk to the health and safety of the staff, pupils and other visitors to the school site will be carried out in accordance with the guidance notes issued by the Corporate Health and Safety Unit. Training in risk assessment techniques etc. is available from the Corporate Health and Safety Unit on request. Risk Assessments are stored in the Health and Safety Folder on the T drive, accessible to all staff.
------------------------------------------------------------------
Display Screen Equipment

The provision, use and assessment of all workstations and display screen equipment shall be in accordance with the Safety Procedural Documents and Guidance Notes issued by the Corporate Health and Safety Unit 

Operator and Workstation Assessments will be carried out on request by a member of the Corporate Health and Safety Unit or by a member of the Education and Training Department who has undergone appropriate training.

------------------------------------------------------------------
Manual Handling.

Where any task requires persons to carry, lift or otherwise handle a load where there may be a significant risk of injury an assessment will be made in accordance with the guidance notes issued by the Corporate Health and Safety Unit.

Any member of staff who may be required to participate in any type of manual handling operation will receive training in assessment and manual handling techniques. Training can be arranged through the Corporate Health and Safety Unit.

In the event of a complex handling task or a task which involves significant risks the Corporate Health and Safety Unit should be requested to carry out a formal assessment and any control measures identified will be incorporated into a written procedure for that task.

Fire Risk Assessment.

The Fire Risk Assessment for individual schools will be carried out in conjunction with the     

Corporate Health and Safety Unit. 

In the meantime schools should ensure that :

a. there are adequate means of detecting fire.

b. there are adequate means of raising the alarm.

c. all escape routes and fire exits are available and unobstructed.

d. all fire doors and fire exits are adequately maintained and not wedged open, or otherwise retained.

e. all fire safety systems are regularly tested and also inspected by a ‘competent person’.

f. all personnel are aware of the fire procedures, evacuation routes and assembly points.

g. all personnel should take part in a fire drill at least once every term.

h. combustible waste materials should not be allowed to accumulate inside or outside.

i. external waste bins are adequately secured away from the building. 

j. all operations or equipment that may provide a source of ignition are adequately controlled.

Control of Substances Hazardous to Health

These can include :

· substances supplied which are labelled very toxic, toxic, harmful, corrosive or irritant,

· substantial concentrations of dust of any kind,

· micro-organisms that can cause illness,

· substances not  covered by the above categories but which present similar hazards.

The presence of any of these substances must be kept to a minimum, less harmful alternatives provided where possible and suitable control measures adopted i.e. potentially harmful substances should be kept locked away to prevent access by children and only used in strict accordance with the manufacturers guidelines.

An inventory of all potentially harmful substances used in school should be compiled and maintained. Only substances that are included on the inventory and for which suitable safety information has been obtained (i.e. hazard data sheets), and appropriate control measures developed, should be used in school.

Managing Contractors

Contractors on site must observe their own Health and Safety Code of Practice (or equivalent) whilst having due regard for the Health and Safety of all staff, students, pupils and visitors within the school.

Local Rules :

· Contractors must be informed of any particular hazards that exist in the school (e.g. asbestos, fragile roof materials, location of services etc.) prior to starting work.

· Contractors must only enter the school premises at times and in the manner agreed with the Headteacher / Deputy Headteacher or Site Supervisor.

· In the event of any work being carried out which may increase the risk of fire or make any escape route unavailable (even temporarily) , a full assessment of the risks must be carried out and suitable additional control measures must be put in place and all members of staff informed.

· The Headteacher must be kept regularly informed of progress or difficulties encountered and any changes to the agreed plan of work.

· Contractors must exercise extreme caution when moving vehicles on site.

· At all times the contractors working area must be maintained in a safe condition and wherever possible segregated from the rest of the schools activities. Where segregation of the area is not reasonably practicable, adequate measures must be taken to ensure that staff and pupils are adequately protected.

· Appropriate materials, equipment and safe working practices must be employed at all times. 

· Tools and equipment must not be left unattended where they may be accessible to the children. 

· Any potentially hazardous substances used for the task must be adequately controlled and  securely stored away when not in use.

· School equipment must not be used by the contractors.

· Contractors must not have contact with, or speak to, any of the pupils other than if pupils have, or are about to, put themselves in danger.

· Contractors must ensure that they are aware of the school emergency procedures and abide by them at all times. Contractors to be given ‘Safety Rules for Contractors’ document when on site.
Section 3.

Equipment and Maintenance Procedures.

A policy for equipment management and maintenance will be developed in accordance with guidance notes issued by Blackburn with Darwen Borough Council and implemented as part of the school Health and Safety Improvement / Action Plan. 

Lone Working in Schools
(see Lone Working Policy Sept 2021) 
· Identify all situations when lone working may occur:
     i.e. site supervisor or cleaners during evenings & holidays, preparation work by teaching staff, late working by Headteacher etc.

· Identify tasks / activities that are to be conducted:
     prohibit ‘high risk’ activities for lone workers  (i.e. ladder-work,  excessive manual handling, late / lone meetings with parents or other potentially violent situations etc.)

· Risk Assessment for remaining activities that are to be allowed    

      with the development and implementation of appropriate control measures.

Additional issues to be considered in the risk assessment should include:

· Systems for emergency communication         

      Who ?   -    How ?   -   Response ?  

· Are an adequate number of emergency exits available in the event of a fire?      

      i.e. not dependant on a single means of escape when rest of school is ‘locked down’.

· Monitoring systems                   

       i.e. how long before someone would be reported missing ? 

· Are female workers especially at risk?     
                   i.e. vulnerable due to pregnancy, increased risk of risk of violence, lifting etc.

· Is any person who may be working alone medically fit to do so ?

· Has the person working alone been adequately trained for the proposed task ?

· Is all equipment that may be used in good condition and adequately maintained?

· Is access to hazardous substances adequately controlled?        
      i.e. available to trained, authorised personnel only

· Is access to potentially dangerous machinery adequately controlled?            
      i.e. available to trained, authorised personnel only

· Is there any past experience of problems with the proposed task / activity?

Section 3.

SAFETY AND SECURITY POLICY

Philosophy :

                               A safe and secure environment is a prerequisite to quality teaching and learning. At the same time that environment needs to be warm and inviting to children, staff, parents and visitors. A legal responsibility also rests with both employers and employees:

Aim :
               To create and maintain a safe and secure environment conductive to high quality teaching and learning.

Objectives :

· To develop and maintain safe working practices and procedures with afford the maximum level of safety and security and minimise both personal risk to pupils, staff, parents and visitors and intrusion to school premises.

· To identify specific areas of responsibility relating to safety and security.

· To sustain relationships with parents based on confidence and trust.

· To monitor and evaluate practices and procedures in the light of experience and respond to changing circumstances.

· To maintain school premises to the highest possible standards.

· To liaise with external bodies and agencies, including Property Services, Fire and Police Services and wider community, as appropriate.

We shall endeavour to achieve our objectives by :

· Agreeing guidelines for all staff which raise awareness and indicate best practice.

· Personal Incident Log (office cupboard)

· Maintaining an Intrusion and Vandalism Incident Log (Headteacher’s computer)
· Enlisting the help of parents, neighbours and neighbouring premises and providing information for them.

· Conducting Risk Assessments as appropriate.

· Identifying safety and security matters for consideration by the safety committee.

· Maintaining good relationships with external agencies and the wider community.

PERSONAL RISK FROM VIOLENCE :

We define violence as :

   any form of physical injury

   threatening and aggressive behaviour verbal abuse

   sexual abuse

See :  Accident / Incident Reporting Procedures

Section 3.

SAFETY AND SECURITY POLICY
GUIDELINES FOR WELFARE STAFF : 

· Keep the whole play area and all the children in your sight by circulating throughout the area.

· Be aware of the position of other members of staff - occasionally they may need your assistance - be ready to help.

· NEVER allow a child to leave the premises without first checking and getting permission from Headteacher or Deputy Headteacher - even if an adult claims to be a parent or relative.

· Keep the school gates closed as far as possible.

· Be aware of members of the public (including other children & youths) using the school grounds - they may or may not be a danger to the children or staff.

· If a member of the public approaches a child make enquiries and ask whether they need assistance.

· If a member of the public becomes abusive or aggressive get help from another  welfare assistant or other member of staff.

· Try to remove children from a difficult situation.

· Try to remain calm - retaliation may make the situation worse.

· Be aware of your own safety.

· Report any suspicious person or occurrence (e.g. if a person regularly watches the children from the road) to Headteacher and / or Deputy Headteacher.

· Report any serious incident of abuse or aggression to the Headteacher so that action can be taken and a record kept in the Personal Safety Incident Log.

· Should a stray dog enter the school grounds send for help, try to remain calm, try to remove children from the area and be aware of your own safety.

Section 3.

SAFETY AND SECURITY POLICY

GUIDELINES FOR SITE SUPERVISOR & CLEANING STAFF :

· Ensure that classroom keys are made available and / or stored, as appropriate.

· Lock / unlock doors and gates at agreed and appropriate times.

· Check that all security locks are in place before leaving the premises.

· Secure all substances hazardous to health.

· Maintain a log of incidents of intrusion and / or vandalism.

· Assist in the maintenance of the Premises Defects Log.

Personal Safety :

· Be aware of members of the public using the school grounds - they may or may not pose a threat.

· Ensure that school is as secure as possible whilst at work, as well as before and after the normal school day.

· The Dog Warden should be contacted for assistance in the removal of stray dogs. Other dog owners may be invited to remove their animals and the Dog Warden informed.

If a parent or member of the public becomes abusive or aggressive :

· Try to remain calm retaliation may make the situation worse.

· Invite the aggressor to see the Headteacher.

· Be aware of your own safety.

· Report all incidents.

Caution should be exercised when answering an alarm call out :

Under no circumstances must a member of staff responding to an alarm related call-out enter the premises until the emergency services are in attendance.
Section 3.

SAFETY AND SECURITY POLICY

GUIDELINES FOR ADMINISTRATION STAFF :

· Ascertain as far as possible the names and reasons for visit of all persons entering the school.

· Maintain a record of the above by ensuring that appropriate entries are made in the Visitors Book.

· Be prepared to telephone for help from Police / Ambulance / Fire Services and other sources such as the Dog Warden etc.

· Ensure that you are aware of who the school first aiders / nominated persons are, and how to contact them.

· Ensure that you are aware of the school accident / incident reporting policy and that any such incidents are reported promptly.

· Office computers to remain secure using password protection.

If a member of the public or a member of staff becomes aggressive or abusive  :

· Try to remain calm retaliation may make the situation worse.

· Invite the aggressor to see the Headteacher.

· Be aware of your own safety.

· Report all incidents.

Money :

· Money should always be counted out of sight of children and members of the public.

· Never leave money unattended in the school office.

· Money must be banked regularly and not allowed to accumulate.

· Money should be stored at all times in the safe.

· Never put your own personal safety at risk in order to safeguard money.

Section 3
SAFETY AND SECURITY POLICY

GUIDELINES FOR TEACHING  /  NON-TEACHING STAFF :

Playground Duty / Outdoor P.E. / Extra Curricular Activities :

· Be aware of youths / adults using or entering the school grounds. 

· Be aware of adults watching children on a regular basis and report any suspicious persons or occurrences immediately.

· Ensure that the gates remain closed and locked whenever possible.

· If stray dogs enter the school grounds remove the children from the area and seek the help of the Dog Warden if required.

 If a parent / member of the public or another  member of staff becomes aggressive or abusive  :

· Try to remain calm, retaliation may make the situation worse.

· Try to remove children from a difficult situation.

· Invite the aggressor to see the Headteacher.

· Be aware of your own safety.

· Report all incidents
Section 3.

Premises Issues
The responsibility for the security of the premises, i.e. that the school is securely locked at night, lies, by devolution, with the site supervisor. He will ensure that the buildings and grounds are secure each evening. 

All teachers are requested to see that all windows in their classrooms are secure before leaving the premises. 

If doors are not locked, locks are broken or windows will not fasten, please report these either to the head-teacher or the site-supervisor. It is important that any damage to the building, fences, gates, out- buildings and paths etc. are reported to the head-teacher or site-supervisor at once, with special regard to anything which may cause injury i.e. broken steps, broken flags, missing grids etc.

KEYHOLDERS  (to be contacted in this order): 

Paul Rawlinson (Site Supervisor)  07805241174
Ian Matthews (Headteacher)   01772 624680    07751131616
Jenna Harty (Deputy Headteacher)  07929185940
Janine Campbell (Bursar) 01254 705681    07860760470

Note :

             If ANY member of staff or Governing Body is called out as a result of alarms being activated they must not, under any circumstances, enter the premises on their own, until the emergency services (if they have been called) or another member of staff are also in attendance
Section 3.
School Trips and Educational Visits 

(see Educational Visits and Activities Policy)

· All trips must be thoroughly researched in advance. it is a good idea for staff to visit the proposed venue beforehand, if possible.

· The head-teacher's approval of all trips must he sought and he must authorise all trips. 

· A standard form must be completed by all staff for all trips and this must be counter-signed by the head-teacher. The form will state:-     

1.  destination       

2.  purpose of trip       

3.  date of trip       

4.  time of departure from school       

5.  time of return to school       

6.  number of pupils involved       

7.  names of accompanying staff and other adults       

8.  type of transport (and name of coach or travel company if appropriate)

9.  cost per pupil.

· Information concerning the trip must be given to parents and the written approval of parents must be sought. 

· The governing body must be informed of all trips and visits. 

· The approval of the governing body must be sought if visits include overnight stays. 

· A parents' meeting must be held if a trip is residential, this meeting need not happen prior to parental agreement to the trip. 
For residential trips parents must be informed about:

1.  dates and times of departure and return.              

2.  full address and telephone numbers of venue.               

3.  list of participating pupils with addresses and telephone numbers.               

4.  mode of travel and name of coach or travel company.              

5.  cost and what it covers.               

6.  amount needed as deposit.               

7.  date after which deposit cannot be refunded.               

8.  pocket money.               

9.  insurance cover.             

10. need to know about children with health needs.             

11. names of staff responsible for money.             

12. staff accompanying the party.

13. staff contact at home. 

EMERGENCY PROCEDURES FOR SCHOOL TRIPS

When out on a trip, the member of staff in charge must ensure that a First Aid kit is taken and that the coach carries a notice, detailing the school name, address, destination and emergency phone number(s) in case of accident. He/she should also carry a list of children on the coach and the adult helpers involved.                 

The DfEE guidance publication on Educational Visits is available in school and should be used as the main source information and standards required.

                                                                                                                                                                                                                                     Reference No.   R.A. / 1
   EXAMPLE  .

HEALTH & SAFETY RISK ASSESSMENT

Dept. :   Education and Training Dept.           Section / Unit / School :   St. Elsewhere Primary           Location :    n/a
	Activity :   Farm Visit




	Significant Hazards
	How they may arise
	People at Risk

	1. Transport related incident.

2. Contracting e-coli or similar infection.

3. Animal bites, scratches, kicks etc.

4. Severe allergic reaction

5. Food poisoning or similar

6. Slips, trips & falls

7. Farm machinery

8. Falls from farm transport (trailer rides etc.)


	1. Road traffic accident – no seatbelts.

      Poor / unsafe behaviour on transport.

2. Direct contact with animals (or animal ‘by –products’) without adequate hygiene provision, possibly inadequate supervision.

3. Poorly managed / inappropriate contact with animals

4. Contact with animals, feed-stuffs, hay, farm produce etc.      

5. Sampling  farm produce (i.e. unpasteurised milk / cheese etc.) 

Poor hygiene standards in ‘unregistered’ farm shop. 

6. Slippery floor surfaces

      Inappropriate footwear

      Poor standard of housekeeping

7. Equipment not adequately segregated from visit areas.

8. Inappropriate transport, inadequate supervision.


	All pupils and staff.

All pupils and staff.

All pupils and staff.

All pupils and staff.

All pupils and staff.

All pupils and staff.

All pupils and staff.

All pupils and staff.




	Current Control Measures
	New Control Measures Needed
	Action Date

	1. -  Only approved transport companies are employed.
-  All vehicles must be fitted with sufficient seat-belts for pupils and all accompanying staff.
-  Current supervision level is one member of staff for every eight pupils (under eight years old). 

2. -  Trips are only arranged to farms that have made adequate, readily available hygiene  
          provision (pre- visit checks by member of staff).
      -  All staff made aware of the need for hand-washing etc.
3. -  Trips are only arranged to farms that have made adequate arrangements for visits by school  
          parties  (pre- visit checks by member of staff).
4. -  Information re- allergies is requested on the Parental Consent form that is required for each    
         trip. Subsequent actions are planned accordingly.
5. -  School policy not to allow pupils to sample any produce other than that available in a  

         registered shop.

6. -  Trips are only arranged to farms that have made adequate arrangements for visits by school  
          parties  (pre- visit checks by member of staff).                   

      -  Accompanying staff made aware that the group should not enter any area where the  

        ‘housekeeping’ is obviously inadequate or pathways excessively muddy etc.

      -  Parents informed that suitable footwear must be provided for the trip.

7. -  Trips are only arranged to farms that have made adequate arrangements for visits by school   

          parties  (pre- visit checks by member of staff).

      -  Accompanying staff made aware that the group should not enter any area where there is  

          uncontrolled access to farm machinery / equipment.

8. -  School policy not to allow pupils to ride on any farm transport that has not been specifically  

         adapted for the purpose i.e. adequate seating, handrails etc.

General:   A nominated member of staff will take the school ‘travelling’ First Aid Kit on all trips.

                  A nominated member of staff will take the school mobile telephone on all trips.

                  No ‘unplanned’ or ad-hoc activities will be allowed by the accompanying staff.
	· Increase level of supervision to ?         (this needs to be appropriate to each group and must be carefully considered). 

· May be backed up by the provision and use of ‘wet-wipes’ etc. but not as a substitute for soap & water.

· n/a

· n/a

· n/a

· n/a.

· n/a.

-     n/a.


	Before each trip.

n/a

	Relevant Guidance:

Guidance on Educational Trips and Visits’   DfEE publication.
‘Avoiding ill-health at open farms – Advice to teachers’.   HSE Information sheet.
	Assessment completed by :   Mrs. H. Teacher           Date :   01. 01. 2001    Proposed Review Date :       01. 01. 2002


Parental Consent Form

	Visit to :
	Date of Visit :


	Child’s name :
	Date of Birth :                             

	Address :

	1st Emergency tel :                              (day/evening/both)
	2nd Emergency tel :                              (day/evening/both)


MEDICAL INFORMATION
 Please complete as appropriate

S/he  does / does not  suffer from any pre-existing medical condition requiring treatment.

S/he suffers from :  …………………………………………..which may require treatment during the trip.

S/he suffers from : …………. ……………………………………… which may affect him/her taking part  

                                                                                                              in certain activities during the trip

S/he is taking the following prescribed medicines ……………………………………..………………….

Known allergies e.g. antibiotic, plasters, food etc ………………………………….………………………

NHS Medical card number  ………………………   Date of last tetanus injection (if known) ……………

Doctor details : Name : ……………………………………….…………… Tel: …………………………

Address  …………………………………………..……………………………    Postcode………………

PARENTAL CONSENT

I have read the letter dated …………………………  and give consent for ………………….……………..

to take part in the above named trip and I also agree to his/her taking part in the activities described.

I undertake to inform the group leader if s/he or any family member or other person with whom they have had close contact is known to have or contract any infectious disease within 21 days prior to the trip.

In the event of an accident, I consent to any emergency medical treatment  including the use of anaesthetics and / or blood transfusion.

Signature  of  parent / guardian ………………………………….….            Date ……………………

· Please include any additional information you may wish to give.

NOTE: If within two days prior to departure, your child becomes ill, s/he should see a doctor and the             

             group leader should be informed if necessary.

A COPY OF THIS FORM MUST BE TAKEN BY THE LEADER ON THE VISIT, THE ORIGINAL FORM SHOULD BE RETAINED BY THE LIAISON OFFICER.

Section 3. 

 Lettings & Hirings

(See Lettings and Hirings Policy)
Emergency Instructions and Procedures : As in general guidance.
See also ‘Security of the Premises’
Section 3.

POLICY ON BULLYING  
(see separate Bully Policy)   

A Definition of Bullying:

                                              Different people within a school community may define bullying in different ways. Therefore, it is important to have a common definition of bullying that everyone in school understands and accepts.                        

                           'Bullying is the wilful, conscious desire to hurt someone else'.

'Hurt’ in this context can be in the physical sense or emotionally through verbal malice or exclusion of the victim     

Bullying or falling out? :

                                           Research by Childline has shown that the bully tends to focus on the younger, smaller, timid child whom they perceive as different. A 'bossy' child will boss whoever is around at the time and will, in time, grow out of their bossiness as they become more self-controlled and learn social skills of negotiation and compromise. By contrast, the bully increasingly relies on force and threat. Similarly, there are instances when children disagree and fall out, resulting in name- calling and telling tales. Such behaviour, while unacceptable, does not constitute bullying. 

Action to Combat Bullying:

                                               The important message is, that staff must investigate each and every incident or complaint. Often, if it is not bullying, it can be sorted out quickly to everyone's mutual satisfaction. The emphasis should be on vigilance by staff and other adults to ensure that bullying, in its understood form does not take place. It is vital that all allegations of bullying are taken seriously and action is taken. Very often, to bring such incidents to the attention of an adult has taken great courage on the part of the victim. To have the incident dismissed or forgotten can give the message that bullying is acceptable or not important

 It is important for both victims and witnesses to recognise that the notion of  ‘telling' is not ‘sneaking’. Silence and secrecy nurture bullying. 

There is no such thing as a typical bully and it is important that we do not have any preconceptions, otherwise we will not recognise bullying. However, there are typical characteristics of bullying :

         .

* Bullies tend to have assertive, aggressive attitudes over which they exercise little control.            

* Bullies tend to lack empathy; they cannot imagine how the victim feels.          

* Bullies tend to lack guilt; they rationalise that the victim somehow deserves to be bullied. 

* A successful bully will carry on bullying. 

Where bullying does occur, adults must ensure that. the victim is supported. Since the school encourages children not to keep silent and a child has had the courage to speak out, we must take steps to stop the bullying from continuing.

While we recognise that those who bully need our help also, they must learn to accept the consequences of their actions. If necessary, parents will be invited to discuss incidents with the Head-teacher and. a constructive plan of action will be drawn up. 

Bullying is discussed with the children during PSE, Circle Time and Assemblies, so that all are aware of what bullying is, and that it will not be tolerated. Within the school is a variety of resources on the handling of bullying which give suggestions for 'No Bullying' zones and strategies that may be used should bullying become a serious problem
Guidance for all adults:

If you come across or have bullying reported to you:   

*  Remain calm, you are in charge.

*  Take the incident or report seriously.

*  Investigate fully and take action as quickly as possible.   

*  Reassure the victim and offer concrete help.   

*  Encourage the bully to see the victims point of view.  

*  If appropriate, punish the bully. However, take care, as to react aggressively or punitively can   

    give the message that it is alright to bully if you have the power.   

*  Explain clearly the punishment and why it is being given  

*  Inform the Head-teacher 

If bullying is persistent, then the Head-teacher will inform the child’s parents and, between them, a constructive plan of action will be drawn up. Often, the bully needs as much help as the victim. 

If schools are to combat bullying it is important that: 

Victims are encouraged to report incidents.

Witnesses should report what they have seen, in confidence if they so wish 

· Action should be taken quickly 

· Children at risk should be followed up and monitored.

· We recognise that our greatest resource is the vast majority of children who find bullying unacceptable.
Section 4.

Monitoring Arrangements.

In order to assist the Headteacher in managing their responsibilities Health and Safety Monitoring should take place on a regular basis and Monitoring Reports should be submitted to the School Health and Safety Committee, the Governing Body (if not represented on the H&S Committee) and to the Safety Representative for the area / department.

A full review of the Health and Safety Policy, procedures and implementation will be carried out by a member of the Corporate Health and Safety Unit either at the request of the Headteacher or at least on one occasion during any three year period.

(i) Safety Representatives.

As part of their ‘Rights and Functions’ Safety Representatives may :

a. Investigate potential hazards and dangerous occurrences and examine the causes of accidents at the workplace and make appropriate representations to the Governing Body or the LEA.

b. Carry out investigations following notification of accidents providing that it is safe     

      to do so.

c. Investigate complaints by any employee that he / she represents relating to that persons    

      health, safety or welfare and make representations to the employer.

d. Carry out inspections of the workplace every three months, providing that the        

      employer is given reasonable notice of their intention to do so, and when there has  

      been a substantial change in conditions of work regardless of whether an inspection 

      has been carried out in the preceding three months.

e. Receive information and reports from the Health and Safety Executive when these are     

      provided.

      The employer shall provide reasonable facilities and assistance to enable the Safety  

      Representative to carry out the above.

(ii) School Health and Safety Committee (school)
a. Constitution :                                                     

-     Representative(s) of the Governing Body  Mr. I. Matthews, Mr. L. Campbell, Mrs. D. Thompson, Mrs. S. Hartly, 
-     Headteacher                                       Mr. Ian Matthews
-     Safety Representative(s)                    Mr L. Campbell
-     Representatives of Teaching / non-Teaching Staff     Mr Matthews, 
    b.  Terms of Reference : 
· To monitor the implementation of Health & Safety Policies and safety procedures throughout the school.

· To review safety measures and to advise the Headteacher and Governing Body of any necessary changes to those measures. 

· To advise on arrangements for the dissemination of information on health and safety matters to all staff and pupils.

· To receive reports of accidents and dangerous occurrences and to draw the attention of the Headteacher and Governors to any necessary preventative / remedial actions.

· To receive reports from the LEA, Safety Representatives and external health and safety agencies and advise the Governors and Headteacher of any necessary preventative and / or remedial actions arising from those reports..

· To advise on arrangements to protect the health, safety and welfare of staff, pupils and visitors to the school, and to review / revise these as necessary. 

· To review progress on specific health and safety objectives that may have been set by the Governing Body and / or the Health and Safety Committee.

· To assist in the regular reviews of the School Safety Policy.     

(iii) Health and Safety Consultative Group  -  Education & Training (Local Authority)

Constitution & Terms of Reference

1. 
Title & Status:

1.1 The Group shall be called 'The Education and Training Department Health & Safety Consultative Group'  (hereinafter called 'The Group') 

1.2 The group shall be a consultative body, concerned with promoting a co-operative approach to the management of risks to the Health & Safety of employees and other people who may be affected by the work of the Department.

2.
Membership:

2.1
Membership shall comprise:

a) The Assistant Director of Education and Training (Planning & Resources) in the chair.


b) Two managers from each of the following sectors of the Department: 

i) Quality & Development,

ii) Planning & Resources,

iii) Learning Support.

c)
The following persons in an ex-officio capacity. 

i) The Client Services and Premises Manager.

ii) The Council’s Health & Safety Manager.

c) One representative each from the following school sectors

i) Nursery Schools,

ii) Primary Schools, 

iii) Secondary Schools,

iv) Special Schools.

e) Safety Representatives appointed by the Recognised Trade Unions and Teacher Associations.

2.2 If any member is unable to attend a meeting of the Group, he or she may nominate a substitute.

2.3 Any member may be accompanied by a person or persons in an advisory capacity, subject

to approval by the Chair. Such persons may only speak if invited by the Chair.  

3. 
Objectives

3.1       To establish a regular method of consultation between the employers and employees with a  view to promoting a co-operative approach to the management of Health and Safety within the Department and its activities. 

3.2       To investigate hazards and develop policy with a view to the control of risks to Health, Safety and welfare of employees and third parties arising from the Department's activities.

3.3       To review the implementation and effectiveness of the Department’s Safety Policies & Procedures, and to consider and propose modifications to them. 

3.4       To consider any relevant matter referred to it by the Council, any of its Committees, sub-Committees, or by any of the Safety Representatives or managers on the Committee. 

3.5      To submit advice and make recommendations to Departmental Management on all matters relating to the Health Safety & Welfare of all persons employed by the Department, and of persons who may be affected by the Department's  undertakings.

3.6      To consider the Department's response to developments in legislation, technology or other fields which have a bearing on the management of Health & Safety within the Department.

4.
Conduct of Meetings

4.1
Meetings shall be held quarterly, except in cases of emergency, as agreed by the Chair.

4.2       The agenda shall be submitted by the secretary to the total membership not less than 7 days before the date of the meeting, except in cases of emergency as defined in 5.1 above. 

4.3       Items for the agenda shall be submitted to the secretary not less than 21 days before the meeting.  Matters submitted after this date shall only be accepted if they require urgent attention, as judged by the Chair and Vice-Chair.

4.4      Urgent matters of Health & Safety should normally be addressed in the workplace as they arise to ensure that they are dealt with quickly.  It is inappropriate to wait for a Consultative group meeting before raising such issues.

4.5      If a person submits an item for the agenda, it will only be removed with the consent of that person, provided that it is within the objectives of the Group, as detailed above.  The Chair shall decide on the eligibility of an item.

4.6      If a person submits an item for the agenda and does not attend the meeting or nominate a suitable replacement, the item shall not be discussed unless the Chair rules that it be discussed. 

4.7      A quorum of the Group shall be 6 members.

4.8     Draft minutes shall be issued following the meeting, and sent to members of the Group and Union and Teacher Association secretaries. Minutes shall be approved at the next meeting of the Group and signed as a true record by the Chair.  If an amendment is needed, the amended minutes will then be distributed to the members and secretaries. 

4.9      Amendments to the Constitution of the Group, and to the Departmental Health & Safety Policy will be made by the Management of the Department only after discussion at a meeting of the Group. 

5.
Working Sub-Groups

5.1 The Health & Safety Consultative Group may appoint Working Sub-Groups to carry out any task within the overall objectives of the group.  These groups may include nominated employee representatives or officers, or any combination of the above.  The chair of a Sub- Group shall be appointed by the Chair of the Health & Safety Consultative Group. Any Sub- Group shall report, in the first instance, to a meeting of the Group.
Written by: IM/JC
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