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1. ACCIDENT RECORDS AND NOTIFICATION

Accident books, which are data protection friendhe statutory version is ISBN 0 7176
2603 2) must be available for recording the det#ilall injuries etc which occur at
work. An entry must be completed as soon as pasaiér any accident occurs.

The School follows the guidance given in the HSigrimation sheet “Incident-reporting
in schools (accidents, diseases and dangerousrencas).

Under the Reporting of Injuries, Diseases and [Remgs Occurrences Regulations 1995
(RIDDOR) the employer must notify the Health andeBaExecutive (HSE) as soon as
possible by telephone or e-mail of:

= any accidents to employees causing either deatiagr injury

= certain industry related diseases suffered by eyepl®

» dangerous occurrences

= any accidents to members of the public (the “pulticludes pupils) where any is
killed or taken from the premises to a hospitaltfeatment.

Accidents to employees which result in injury cagsabsence from work of more than
three days are reportable within ten days of tlvedaat.

NB. Accidents to pupils which are attributablessme way to work organised by their
school (e.g. an accident in DT or an accident duairthemistry experiment), or the
condition of premises or plant, or lack of or défex supervision, where injury is
suffered and where the pupil is taken to hospatatrieatment, must be reported.
Playground injuries, unless caused by defectivépeagent or premises etc., are not
reportable.

An investigation should be carried out as soopaassible after any accident occurs, so
that problem areas or procedures are identifiecramedial action can be taken if
necessary.

The reportable major injuries, reportable dangemmecurrences and reportable diseases
relevant to the employer are as follows:

Reportable major injuries:

= Fracture other than to fingers, thumbs or toes

=  Amputation

= Dislocation of shoulder, hip, knee or spine

= Loss of sight (temporary or permanent)

= Chemical or hot metal burn to the eye or any patiaty injury to the eye

= Injury resulting from an electric shock or elecatiburn leading to unconsciousness
or requiring resuscitation or admittance to hogffala  more than 24 hours

= Any other injury leading to hypothermia, heat-indddliness or unconsciousness or
requiring resuscitation or requiring admittancéspital for more than 24 hours

= Unconsciousness caused by asphyxia or exposuagmdil substance or

biological agent

= Acute illness requiring medical treatment or loEsansciousness arising from
absorption of any substance by inhalation, ingastio through the skin

= Acute illness requiring medical treatment wheredhs reason to believe that this
resulted from exposure to a biological agent otaxéns or infected material.



Reportable dangerous occurrences:

= Collapse, overturning or failure of load-bearingtpa@f lifts and lifting equipment

= Explosion, collapse or bursting of any closed viessassociated pipe work

= Electrical short circuit or overload causing fireexplosion

= Any unintentional explosion, misfire, failure ofmelition to cause the intended
collapse, projection of material beyond a site lataung, injury caused by an
explosion

= Accidental release of a biological agent likelyctuse severe human illness

= Collapse or partial collapse of a scaffold oveefiaetres high, agrected near water
where there could be a risk of drowning as a result

= Dangerous occurrence at a well (other than a waséd)

= When a dangerous substance being conveyed bysaaebived in a fire or released

= Unintended collapse of any building or structurdemconstruction, alteration or
demolition where over five tonnes of material fallecluding a wall or floor in a
place of work, any false work

= Explosion or fire causing suspension of normal wiorkover 24 hours

= Sudden, uncontrolled release in a building of 100kmore of flammable liquid,
10kg of flammable liquid above its boiling poinKg or more of flammable gas or
500kg of these substances if the release is infka air

= Accidental release of any substances which may darhaalth.

Reportable diseases include:-
Poisonings

= Skin diseases such as occupational dermatitis,cskiner, chrome ulcer, oil
folliculitis/acne

» Lung diseases including occupational asthma, fasrharg, asbestosis, mesothelioma

= Infections such as leptospirosis, hepatitis, antHeagionellosis and tetanus

= Other conditions such as occupational cancer,ioariasculoskeletal disorders,
decompression illness and hand-arm vibration syndro

All accidents, occupational ill health, dangerouswrences and near misses should be
reported as follows:

o Lower School - to the Nurse

0 Upper School — to the Administration Manager

o Wolf House —to a House Parent
The above staff must notify the Estates Managaitlagéportable incidents ie those
reportable to HSE under RIDDOR.

The Estates Manager is responsible for reportirtgeddSE all notifiable incidents.
All incidents must be investigated by the line ngaraof the individual/s involved in the
incident and a copy of the investigation sent tp @her manager responsible for

following up any causes of the incident or any rdialeactions required.

As revised 02.05.08



2. ASBESTOS

All employees who may come into contact with astesturing their work must have
asbestos awareness training.

The asbestos will only pose a risk to health ifd#are released into the air and can be
inhaled. This can happen when the material is eaidn (especially when broken,
sawn, drilled or sanded) or when it is in a poatesof repair.

Legislation effectively prohibits any of our empéms from working with asbestos, but
if in doubt consult the Estates Manager who maw th&e advice from elsewhere.

Asbestos management plans for the School are gdlielEstates Manager.

All those, including contractors, who might wonk or disturb the known ACMs on site,
are formally informed that the materials contaibestos and that they must not disturb
them or carry out work without consulting the EssaManager.

All ACMs remaining on site need to be inspectedifady to check that they have not
deteriorated or been damaged. The frequency ahsipections will depend upon the
condition/location of the material. Any changesha condition of the ACMs will
necessitate a review of the risks involved.

Periodic reviews should be undertaken to checkttfeatomplete asbestos management
plan is working effectively and that relevant enygles are fully aware of its
requirements.

The Estates Manager is responsible for the asbesinagement plan and its future
development. In addition to other things this emypke must induct all other appropriate
employees and contractors and consider whethemaitde work identifying the

hazards may be appropriate in certain circumstances

As revised 30.06.08



3. CATERING

The food safety hazard analysis and cateringassiessment is carried out and held by
Chartwells’ House Services Manager.

The catering contract defines the requiremensfitimission to the School of food
safety audits and health and safety audits.

Obvious defects should be reported as soon asdmEyme apparent.

As revised 06.10.08



4. CONSTRUCTION PROJECTS

Construction Regulations amongst other things iraghgies concerning the safe design
and management of construction projects.

Projects involving a construction phase likelylést longer than thirty days and/or
involving more than five hundred person days of starction work are subject to
written notification to the local office of the Hdaand Safety Executive. Notification
should be made on the appropriate HSE form by kuenkthg Co-ordinator.

Projects

Projects are normally divided into five stagesnaept and feasibility, design and
planning, tender and selection, construction, ardmnissioning and handover and there
are duties and requirements at each of these stages

Safety Co-ordination

A planning co-ordinator must be appointed for ect§. The architect may act as
planning co-ordinator or others may be recommented,in any event, the person
appointed must be competent and willing to act.

Health and Safety File

A health and safety file must be prepared for gachect. The file is basically the
record of health and safety information for the eisdr and a copy must be kept by the
employer for reference purposes.

The health and safety file should contain recarthe built' drawings and plans, design
criteria, details of the construction methods aralemals used, details of the equipment
and maintenance facilities within the structure, intemance procedures and

requirements for the structure, manuals of opegatimd maintenance procedures
together with schedules for plant and equipmeritilesl as part of the structure, details
of the location and nature of utilities and sersjdacluding emergency and fire fighting

systems.

Reviewed with no change 30.06.08



5. CONSULTATION WITH EMPLOYEES

Relevant regulations are:
* Health and Safety (Consultation with Employees)Ragpns (HSCER)
* The Safety Representatives and Safety Committegsl&ens (SRSCR).

Consultation with employees should take place ottemsarelating to their health and safety at
work, including:

* Any change which may substantially affect their Itheand safety at work, for
example in procedures, equipment or ways of wgrkin

» The School's arrangements for obtaining competelg to satisfy health and safety
laws

* The information that the employees must be giverthenlikely risks and dangers
arising from their work, measures to eliminateemuce these risks and what they
should do if they have to deal with a risk or dange

* The planning of health and safety training
» The health and safety consequences of introdu@ngt@chnology.
Employees or their representatives should be gimenigh information to allow them to take a full

and effective part in the consultation process &l School should ensure that any elected
representatives receive the training they needry out their roles.

Employees will be given, via the Staff Handbookfade of the primary Health & Safety
representative for each of the School’s main apéaperation as set out in Part B of the Health &
Safety Policy.

Agendas should be readily available for input fralincategories of employee, both teaching and
non-teaching, and minutes should be made avaitaldd [for discussion].

It will be explained that any employee who wistehkave an input will be given ample time and
opportunity to do so — initially via individual mdyer(s) of the Health & Safety Committee and, in
special circumstances, to the Health & Safety Cdtemas a whole.

As revised 30.06.08



6. CONTRACTORS
GENERAL

Contractors are routinely employed to work onitis¢allation, modification and
maintenance of plant and equipment and in buildpgyations and they must be aware of
the health and safety standards they have to achiev

The Law and the Contract

The Health and Safety at Work etc. Act 1974 plakeges on the employer and the
contractor to protect the health and safety of thein employees and other people who
may be affected by work. When a formal contracisisd it can play a useful role in
defining the rights and responsibilities of eacttypand when agreeing contracts adequate
time and money must be allowed for properly addngdsealth and safety issues.

Selecting a Contractor

A potential contractor must supply a copy of hialtreand safety policy and any relevant
risk assessments and/or method statements. Theddabe evaluated to ensure that they
are compatible with this policy and appropriatetfa particular work to be undertaken and
its location. The documents should adequatelyrdbnerisks in the work to be carried out
and detail the precautions necessary to eliminagatsfactorily control the risks.

To select a ‘competent’ contractor other indicasbrsuld be evaluated, such as inclusion in
‘approved lists', past performance, work undertaksewhere, membership of trade

bodies, accreditation by trade bodies, generathhaat safety awareness, and commitment
to recognised codes of practice.

Contractors should be able to demonstrate thatehgployees are competent in health and
safety matters. This applies to senior managensehss those who will supervise on site.

Contractors invited to submit tenders shall be nfaligaware of the standards of health
and safety management expected of them, the foltpatie examples of the items regarded
as important:

» Clearly established parameters for everyone ingbhlvesluding sub-contractors where
appropriate;

» Employees and pupils' requirements in terms ofsscaad egress and playground facilities
etc;

» The need for ongoing exchange of knowledge conugmisks (written method statements
and risk assessments);

* When contractors are to use our equipment the eguipmust be safe and properly
maintained at handover, thereafter the contratimuld be given the responsibility for
the equipment and its safe use. However it is nopolicy to lend contractors any of
our portable equipment.

» Evacuation and emergency procedures which shouliisbessed and posted and
employees and sub-contractors etc should be migavare of these.



During the work there should be no doubt as to islmanaging health and safety. A
senior manager should be nominated to liaise Wwelcbntractor or his nominee on a day
to day basis and to monitor performance.

On contract completion matters relevant to ongbiegjth and safety should be properly
verified and any relevant documentation shoulddssed over including test certification,
safe operating procedures, maintenance routines etc

The results of safety monitoring exercises shoalé)xchanged.

Essential Information for Contractors

Contractors should be given information conceming

These Health and Safety Policy arrangements antbealrules, so that they can be
complied with as necessary

Items identified as necessary for health andgafet
All relevant hazards known to the occupier of trenpses (such as the extent of areas
where asbestos, flammable liquids, chemicals @sept) and, where necessary for

clarification, technical documentation and diagramsuld be provided to the contractor.

Arrangements for matters such as site demarcaiteraccess, the use of plant and
equipment and the control of exposure to hazardolistances should always be clarified.

It is to be a condition of all contracts that toatractor should appoint a senior member of
his staff to maintain liaison with local management

Contracts should require the contractor to prodfoemation about any sub-contractors to
be used and the methods to be employed to coh&didalth and safety performance of
these sub-contractors.

Planning the Work

Successful use of contractors requires effectimeagement and planning. Health and
safety matters are best considered at the plastagg.

The premises occupier and the contractor shouisider together:

*= Premises/operations which could affect the cordracivork, all known hazards must
be brought to the contractor's attention

= How the contractor's work may affect employeeszsets of the premises. Written
method statements to control risks may be necessary

= Which party has overall responsibility for the gohbf work on site and control of
sub-contractors, those with overall control usulallye responsibility for health and
safety and this must be clear

=  Whether health and safety responsibility is fuligl&learly defined, even if

work areas are not, e.g. during commissioningeefly installed plant, or when
several contractors are working concurrently.
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= Arranging regular site meetings between the cotdracappointee and the premises
representative to ensure that good communicatiemaintained.

Information

The contractor should ensure that his own empfoged any sub-contractors are informed
of the rules for safe working, the local hazards mecessary precautions. All involved
should be clear about the delineation of the coturs’ area of work and any restricted
areas. There should be no confusion over the guoes for contractor's employees during
an emergency, e.g. when the fire alarm sounds.

At Lower School all contractors and visitors whdl\we on site unaccompanied will be
issued with a high visibility green armband marRétSITOR” by the School on arrival
which must be worn on site. Students and staff lshi@port any concerns about persons
on site who are not wearing an armband to a teaBe&eption or Chartwells.

PRACTICAL GUIDANCE ON SAFE WORKING PRACTICES BASED ON
HEALTH AND SAFETY EXECUTIVE ADVICE

The Education Services Advisory Committee of tlealth and Safety Commission (HSC)
has produced a comprehensive set of guidelinesdiBgiContracts Undertaken on
Educational premises - Strategies for the HealthSafety of Staff and Pupils" on matters
which need to be taken into account when buildiogk& are being carried out on school
premises.

Pupils need to be made aware of any risks preségteontract works and additional
supervision at break-time and lunch-time may beired.

The guidelines stress the need for health antydafée given a high priority when
building works etc. are being planned. Properactmust be taken of the needs and
requirements of the school for example:

Access/exit to premises from the street
Access/exit to and within the buildings

Playing facilities

Service arrangements, e.g. food and stores dels/eri
Access routes for Emergency Services.

The HSC expect certain matters to be discussendoaiork commences. Examples are:

Access/exit requirements from the street and tonatidn the buildings

Proposals for the use of scaffolding and ladders

Proposals for separating the work areas from opegsa areas

Proposals for the positioning and fencing of skipd storage areas

Any dangerous, noxious or offensive substancesamegses to be used and the

contractor's proposals for protecting staff andlpup

» Proposals for the contractor's essential serveagstation, telephone, power, parking
etc)

= Whether visitors to the building works need to repmthe school office as well as to

the site office.

= The HSC say that during the course of the wortkigfschool feels that if the contractor
is disregarding safety procedures, or that stafiumils will be put at risk by the
contractor's actions, the school's representdtiveld, if there is an imminent risk to

11



staff and pupils, remove them from the area and ithenediately consult directly with
the responsible contractor with a view to elimingtihe risk.

On no account should specific advice be giverhbysthool on matters which appear to be
giving rise to risk.

Summary of the detailed recommendations of the HS@ respect of different types of
work:

Work Sites

* Wherever it is reasonably practicable to do sokvaoeas should be physically
separated from areas used by staff and pupilamdcif possible should be
enclosed within a boarded or sheeted perimeteefahleast 2 metres high.

. The contractor should take precautions to elimisattar as is reasonably
practicable the dangers to staff and pupils ariBmm the movement of all
contractors' vehicles about the site.

. Parts of the site that must remain open to theaadrgublic should be provided
with all necessary footways and guard rails to ensafe passage.

. Fire exits must be kept clear at all times.
Access Equipment

. When ladders, scaffolds, cradles, etc., are to lpesition for less than a working
day a clear demarcation of warning tapes shoufatdwaded and maintained at
least 2 metres clear of the equipment. Duringghrsod the equipment must not be
left unattended. When such items of equipmenégaeted and positioned for more
than a working day a substantial barrier shouldrbgided and maintained to
prevent unauthorised access.

. All scaffolds, hoists etc. should only be erectedismantled when the surrounding
areas are clear of staff and pupils. Similarly ieotcaffolds and ladders should
only be moved in occupied or open access areas thvbsa are clear of staff and

pupils

. Ladders and ropes should be secured out of reathldfen and unauthorised
people.

Overhead Working

. When work is undertaken at heights above or adidoesccupied rooms or access
areas the occupants/passers by must be givercaksay protection or such
rooms/areas should be taken out of use for theidnraf the work.

Excavations

. All excavations in open access areas must be abvédrge they are not in
immediate use. All excavations more than one nuktep must be fenced and

appropriate warning signs erected.

Substances
12



. The contractor should provide the school with ratewnformation on any
hazardous substance to be used on site which prigggnt a risk to the health and
safety of staff and pupils. Matters to be congdenclude storage, restrictions on
the use of buildings and open access areas byas@ibupils, restrictions in
working hours by the contractor etc.

. If any of the contractor's work involves the disamce of asbestos, amongst other
things, a written method statement should be adrged parties before the work
begins. If work being undertaken encounters agbéisshould be left undisturbed
and the school contacted immediately.

Stripping Paint

. All paint work which is to be stripped should beated as containing lead unless
it is proved to be or is known to be lead-free

As revised 30.06.08
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/. DEPARTMENTAL SAFETY CODES

Departments engaging in practical work (such aittas management, estate
management, catering, educational visits cooradnativork experience coordination,
art, technology, music, drama, sports, scienceoandpational health) are required to
produce written departmental codes which shouldrdesthe precise arrangements for
safety within those departments. Where appropnaterences can be made to the
overall policy. It will not be necessary for adwito be repeated.

The contents of departmental codes should inclofii@mation in plain English on the
following:

* General objectives of the code and duties of engasyfollowed by a brief
commitment statement to the effect that eyges will promote health and safety;
followed by an outline of statutory requirements

» Status of the code for exampleis a requirement that the code is be complietth wi
by all employees, that a copy is kept in the diepant and that any amendments
iIssued must be added to the departmental copy’

* [The paragraphs could read:
This section of the departmental handbook developsafety policy
requirements. The contents here are designed to &ure that every employee in
this department understands precisely what they anévery other individual
must do to ensure the health and safety of all empyees, all students and all
other persons who are affected by our work activies.

The health and safety objectives of the departmerare to adhere to the law and
to achieve excellent standards of health and safepyactice in our discipline in
accordance with our training and any additional information which is supplied
by the employer. In particular we will comply with the legal requirements for
risk assessment, for the maintenance of safe systewf work and for adequate
regular review of our safety documentation and workng practices.

Each employee who works in this department, eachwdent who studies here
and any others who may be affected by our departmeal health and safety
code, must adhere to the parts of the code which arelevant to them. As well
as being a section of our departmental handbook apy of the code will be
posted in the department and amendments will be pted alongside. A formal
review of the contents will take place annually athe beginning of each
academic year.]

»  Specific requirements such as:
- Health and safety induction training
- Job specific health and safety training

- Compliance with recommendations of HSE - forrege risk assessments to
be prepared for work equipment, security matteedectrical items,
emergencies, personal protective equipment — exdeecisely how risk
assessments are to be prepared and used.

14



- Rules for employees and others

- Restrictions, which might be imposed by the Eygr or the head of
department, and recommendations of professionaébod

- Other safety advice and good practices wetommendations that these are
followed

- Routines for monitoring equipment safety andlike

» Duties of the head of department and all delegat{@hich must be well-defined),
with an outline of the departmental managementrosgéion plus a statement that
the head of department will check that colleagueltow the code and that
delegated functions are carried out.

* Appendices such as
- List of safety texts for reference and furthg@brmation
- List of staff to whom functions have been deteda
- Checklists for routine monitoring

- Notes and schedules for the examination anthtest equipment together
with a log of results

- Lists of equipment for which training is needezfore use
- Training requirements and records

- First aid arrangements

- Accident reporting procedures.

Members of departments should sign that they actteptcode, the delegations and
departmental risk assessments.

15



8. DISPLAY SCREEN EQUIPMENT

Introduction

The aim of this policy is to record how the Schioéénds to comply with the Health & Safety
(Display Screen Equipment) Regulations 1993.

Definitions

DSE: Display Screen Equipment; other terms used incWd®e (visual display unit) or
monitor and all refer to a display screen whichrfempart of the workstation.

User: those employees, part-time or full-time, who aseng Display Screen Equipment for
continuous or near continuous spells of DSE worlafohour or more at a time.

Workstation: the computer hardware and furniture, the officearemment, and the interface
between computer and user.

Requirement

The regulations apply to all display screen equipinused by employees who are defined as
users, including those working from home.

The use of display screen equipment (DSE) by stisdemot covered by the Regulations but it
is good practice for all workstations to complylwibhe minimum requirements.

The School is required to perform and record arssssent of each user’s workstation and to
take the appropriate remedial action. Assessnstatsld be regularly reviewed and users’ re-
assessed when relocating to a new workstation.

Users can request their employer to provide andigragin eye and eyesight test by a registered
ophthalmic optician and this should be repeated fiequency recommended by the optician.
In practice, the user may prefer to arrange theim test with a preferred registered optician and
provide proof of payment to the School for reimleungnt. It is the users’ responsibility to
arrange repeat tests.

Where separate spectacles are recommended for ittsedD®E, the cost of a basic pair of
glasses must also be met by the employer.

All users must be provided with health and safedinting about their equipment but in practical
terms, there is likely to be considerable overlgtwieen the training on the uses of the
equipment, the software etc. and the health anetysafaining. Information on possible ill
health effects such as upper limb pain, eyesigfeéctle fatigue and stress etc. should also be
given.

Note: there is no ionising radiation problem assta with display screens.

Implementation

Using the adopted School checklist and in the presef the user, individual DSE assessments

will be carried out by the School’s nominated Asses, currently the Administration Asst. at
16



Upper School (for Upper School and Wolf House ysansl the IT Technician at Lower School
(for Lower School users). In order to carry owdsh assessments effectively, the Assessors will
require specific training in performing DSE assessts. Prior to assessment, provide a copy of
the HSE Working with VDUs guide to each user.

For the initial assessment of all users, the Schrt decide it is practicable to engage the
services of an external DSE assessor.

The assessor will advise the user on possible mgonents to their workstation, for example,
not using the area under the desk for storage.a$kessor will ask these questions at the end of
each assessment:

» Has the checklist covered all the problems they hease with their workstation?

* Have they experienced any discomfort or other spmpgtwhich they attribute to their
workstation?

* Have they been advised of their entitlement toane eyesight testing?

* Do they take regular breaks working away from therkstation?

The assessor will identify the appropriate remesti@s to be taken and action accordingly, and
annotate and date the checklist. The assessdiolalv-up with the user to ensure that the
remedial action has resolved the problem. Usersemponsible for ensuring they comply with
the regulations and use the workstation as adigdbeir assessor.

Following the initial assessment, a review willégidace on an annual basis.

If a user relocates to a new workstation, a newsssaent will be required. This may come to
light on receipt of a User Account Change Requeshfthe line manager or a colleague.

The completed/annotated checklist will be filedtba user’s personnel file and the date of
assessment noted on the staff database.
Purchasing Workstation Equipment

When purchasing users’ workstation equipment, ttteo8l should ensure this is compliant with
DSE e.g. height adjustable monitors, adjustable@sha

As revised 30.06.08
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9. DRIVING

This policy sets out the arrangements for compbBawih legislation relating to driver safety
and outlines the responsibilities for ensuring tealth, safety and welfare of drivers and
passengers.

Responsibilities

It is the responsibility of all managers to enstirat risk assessments are carried out for all
driving activities and that suitable control measuare implemented to eliminate or reduce the
risks as low as reasonably practicable.

It is the responsibility of all staff who drive part of their job and their line managers to ensure
that these guidelines and policies are followed.

Risk Assessment
All managers responsible for those who drive ad pértheir role should assess the risks
associated with driving and should consider meastare

* Eliminate or reduce road travel (using alternativeans of transport, telephone
meetings, etc.);

* Prevent driver tiredness (planning journeys in adeato include appropriate rest
breaks, raising staff awareness of what to doey thre tired, etc.)

* Promote safer driving (vehicle checks, incidenbrépg, etc.)

* Identify safer routes (avoiding peak periods arghhisk areas)

Drivers should undertake personal risk assessnpatifec to the particular journey prior to
starting out, and during the journey if any unexpdcevents occur (changes in weather
conditions, etc.). Appropriate action should beetalas necessary. These assessments can be
informal and do not need to be recorded.

Vehicle Suitability

All School vehicles will be supplied to a stand#rdt is safe, reliable and fit for use. Drivers of
all School vehicles must ensure that they undertaigelar (at least weekly) vehicle checks.
Services and MOTs must be arranged as requiredsiare that the vehicle remains roadworthy
at all times.

Drivers who use their own vehicle at work shouldswe that it is maintained in a safe,
roadworthy and reliable condition at all times andhnge services, MOTs as required.

Driver Suitability

All drivers must hold a valid driving licence folng category of vehicle they are required to
drive. Drivers who passed their test after 1 Jand@07 are only permitted to drive a certain
category of vehicle. Managers should check thenties of staff who are required to drive as
part of their duties on appointment and annuakyehfter.

Individual drivers who are aware of not being fit @mpetent to drive must notify their
manager immediately. This includes the loss of igiry licence, worsening of a notifiable
medical condition or short-term concerns such asgoender the influence of drugs/alcohol,
tiredness or illness.

Driver Training

18



All drivers should be made aware during their irtéucof their responsibilities when driving at
work. Driver training needs should be consideredhayline manager and training arranged as
appropriate.

Safe Driving
Drivers should drive in a safe manner at all timaking reasonable care of themselves,

passengers, other road users and pedestriangnthides:

Driving only when fir to do so;

Planning the journey;

Deciding whether the journey is required and whetivernight accommodation may be
required;

Building in sufficient time for the journey inclualj rest breaks;

Using a seatbelt and ensuring that all other pagssrdo so;

Driving in accordance with the Highway Code, spkmits and other regulations;

Not doing anything that may be distracting sucteasng, drinking or using a mobile
phone (except with a hands-free kit but even thedy when absolutely necessary);
Parking safely in a well-lit area and ensuring\bahicle is locked when unattended.

Agreed 27.01.09
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10. ELECTRICITY AT WORK REGULATIONS

The employer recognises the importance of theggllRgons and undertakes to comply
with them fully. The Regulations most appropritieour activities and premises cover
the following:

. All electrical systems shall be constructed andmtagned to prevent danger and
all work activities shall be carried out so as twogive rise to danger as far as is
reasonably practicable.

. No electrical equipment shall be used where itsngtth and capability may be
exceeded so as to give rise to danger.

. Electrical equipment sited in adverse or hazardeusironments must be
suitable for the conditions as far as is reasonpiagticable.

. Live conductors should be, as far as is reasonpbdgticable, permanently
safeguarded or suitably positioned.

. Equipment must be earthed or other suitable premautmust be taken to
prevent danger e.g. installation of residual currdavices, use of double
insulated equipment or reduced voltage equipmént, e

. Nothing shall be placed in an earthed circuit cataiuwhich might give rise to
danger by breaking the electrical continuity orraducing high impedance
unless precautions are taken to prevent danger.

. Every joint and connection in a system must be raeiclally and electrically
suitable for use.

. Efficient means should be installed in each systenprevent excess current
which would result in danger.

. Where necessary to prevent danger, suitable méatisbe available for cutting
off the electrical supply to any electrical equiprhe

. Adequate precautions must be taken to preventrigigicequipment, which has
been made dead in order to prevent danger, fromnhiag live whilst any work
is carried out.

. No work can be carried out on or near live eleatrequipment unless this can
be properly justified. If such work is carried pstitable precautions should be
taken to prevent injury.

. Adequate working space, adequate means of acceésslaquate lighting shall
be provided at all electrical equipment on whichnear which, work is being
carried out in circumstances that may give riséager.

. No person shall engage in work that requires tecthkinowledge or experience
to prevent danger or injury, unless he or she Ihaisknowledge or experience, or
is under appropriate supervision.
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Note Technical details on the practical applicatiorthed Regulations are found in the
supporting Memorandum of Guidance issued by thdthlead Safety Executive
and British Standard 7671: 2001 "Requirements fecttcal Installations” (The
IEE Wiring Regulations).

Additional Internal Requirements

. As-installed drawings of the fixed installation aaplpropriate labelling must be
provided and will be modified and updated when Beagy.

. Routine inspections and tests of all wiring anedbelectrical installations shall
be carried out and records of the test resultsimddaand kept for future
reference.

. Temporary systems, for example the stage lightimdjies control gear, should be

inspected and tested after initial set up and eetuthereafter. Records shall be
kept for future reference.

. Access to electrical distribution equipment mustkeet free from obstruction
and areas around this equipment should not befasstbrage purposes.

. All portable electric tools used (generally exchglithose used in the teaching
process but including those belonging to and usgdcdntractors) should,
wherever practicable, be operated at 110 volts.

. Where there is a possibility during the teachingcpss of any persons, including
pupils, coming into contact with live conductorsvaltages above 25v where
injury is likely to result, the teacher in chargesnbe electrically competent and
must work in accordance with the guidance giveHa&alth and Safety Executive
Guidance Note GS23.

. Residual Current Devices shall be provided and rbestested in accordance
with the manufacturer's instructions.

Inspection and Testing of Portable Electrical Equpment
All portable electrical equipment should be maim¢a for safety and tested annually.

Visual inspection can detect most defects and lwancarried out by any trained
employee. It should be undertaken as follows:rafteconnection from the mains, the
person carrying out the visual inspection shouttkléor signs of damage such as cuts
and wear to the cable covering; any non-standandsjan the cable; the outer covering
of the cable not being gripped where it enterspilng, such that the coloured insulation
of the internal wires is visible; damage to thegpitself such as cracked casing or bent
pins; any burn marks or staining indicating ovetimgahas taken place and damage to
the outer cover of the equipment. The inspectmuiccalso include removal of the plug
cover to check that a proper fuse is being used,ttie wires are attached to the correct
terminals, that the terminal screws are tight doad there is no sign of internal damage —
however with moulded plugs only the fuse can bekbe.

Testing using an appropriate test instrument tsmlze carried out by any trained
employee.
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It is the School’'s policy to test students’ perdoglactrical appliances like hair driers
and IPODs which are used in boarding houses. &ilp must make available their
appliances for inspection and testing as requiféeir electrical equipment must meet
appropriate UK/EC standards and be suitable fordis{ribution systems (equipment
purchased outside the EC may need to be bannedharedjuipment should be included
in periodic general house inspections.

Systems for maintaining safety should incorporaeeitlentification of each appliance,
the recording of the result of the inspection (andést), the labelling of the appliance
with information indicating that it has been insggetc (and/or tested), the provision of
written instructions to employees and others imtsiing them never to use defective
equipment and procedures for ensuring repair ofadgeah or faulty equipment.

Inspection and testing should be carried out igséesnatic and formal way. Any item which
shows any adverse sign should be taken out ofnseepaired by a competent electrician or

replaced.

As revised 06.10.08

22



11. FIRST AID

Upper School

First Aid Cover

During core hours at least one member of staffi@wveho has completed either a basic (e.g.
Emergency Aid) or extended (e.g. First Aid) traghoourse will be available. Additional first
aid support can be obtained by contacting Firsuftycat The Royal Opera House or by
dialling 999 and calling an ambulance.

Cover During Core Hours

During core operating hours (9am to 6pm, Monda$adturday) The School’s intention is to
have a pool of at least 6 Appointed Persohe have received appropriate training. The
minimum training requirement is a one-day Emergehicycourse. Refresher training or
re-training should be provided according to thentrey provider’s guidelines. If an Appointed
Person leaves the School’s employment, a replademkibe identified and trained as soon as
practical.

Cover Outside Core Hours

Outside core hours, or in the event of no trairtaff being on-site, first aid support can be
obtained by contacting First Security at The R&ypéra House or by dialling 999 and calling
an ambulance.

Cover During Performances and Events

During performances or other events held at th@&8dhvolving more than 50 people, the
event organiser must nominate an individual to terge should a first aid emergency occur.
A trained first aider must also be nominated whq @ a member of staff or a member of First
Security staff (who may be based at The Royal Opexase).

Lower School

A minimum pool of first aiders including the Schddlrse, a member of the kitchen staff, the
Security/Drivers and house parents will be mairgdinrhese staff will be trained to a minimum
level of Appointed Person. A minimum of two firgtlars will be available to cover teaching
time at the Lower School.

Wolf House

All house staff at will be trained to Appointed Ben level as a minimum and one first aider
will be available at all times when students assdent.

Training

All first aid training will be organised by the Adnistration Manager. Upon completion of
training, a copy of the training certificate wik held by the Administration Manager on the
individual's personnel file.

The Administration Manager will be responsible émisuring that an up-to-date list of trained
individuals is available at Reception and in thestFAid Room at the Upper School, and at
Reception and on Chartwell’s notice board at theréroSchool.

The Administration Manager will also keep a recofdhe dates when each individual’s
training certificate will expire, and will arrange-training before this date.
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First Aid Containers

The Administration Manager, lain Coyne and Charsweill be responsible for checking the
first aid containers at their respective locaticegularly (at least once every half-term) and
ensuring that any missing contents are replaced.

The containers must contain a minimum of:
* A leaflet giving general advice on first aid
» 20 individually wrapped sterile adhesive dressings
o 2 sterile eye pads
* 4 individually wrapped sterile triangular bandages
* 6 safety pins
* 6 medium sized (12 cm x 12cm) individually wrapséerile unmedicated wound
dressings
* 2large (18cm x 18cm) sterile wrapped unmedicatedna dressings
e 1 pair of disposable gloves
» Plus any additional appropriate items which thed®tmay require

Travelling containers for off-site events shouldngrise a minimum of:
* A leaflet giving general advice on first aid
» 6 individually wrapped sterile adhesive dressings
* Individually wrapped moist cleaning wipes
* 2 individually wrapped sterile triangular bandages
» 2 safety pins
* 1large (18cm x 18cm) sterile wrapped unmedicatedna dressings
» 1 pair of disposable gloves
» Plus any additional appropriate items which thed®tmay require

School minibuses should have on board a suitabdenipently marked and readily available
container containing:

» 10 antiseptic wipes foil-packaged

* 1 conforming disposable bandage not less thanrisbvade

» 2 individually wrapped sterile triangular bandages

* 1 packet of 24 assorted adhesive dressings

» 3 large sterile unmedicated ambulance dressinddgs®than 15cm x 20cm)

» 2 sterile eye pads with attachments

* 12 assorted safety pins

» 1 pair of rustless blunt-ended scissors

First aid accommodation

A suitable room will be designated on site, (reafbynnear a WC and comprising a washbasin)
for use for medical treatment when required.

First Aid notices

The Administration Manager, lain Coyne and Chalisnare responsible at their respective
locations for ensuring that First Aid notices aispthyed in key positions showing the names
and telephone numbers of nominated First AidersAgmbinted Persons and the location of the
nearest first aid container.

As revised 02.05.08
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12. FLAMMABLE LIQUIDS

The amount of flammable liquids kept in the opeary classroom or working area
should be kept as small as is reasonably pracéc@antainers, when not in actual use,
should be kept in purpose designed metal bins pio@ards. In each area the total
guantity stored should not exceed 50 litres. Ahtainers (whether full or empty) and
cupboards containing flammable liquids shall bet kdpsed when not in use.

Purpose designed bulk stores shall be designed tigalth and Safety Executive and
Fire Authority standards.

Containment facilities shall be signed 'Flammabtlds!

Reviewed with no change 06.10.08

25



13. GAS SAFETY

Regulations cover the safe use of gas for hedigiging, cooking and other purposes
and include natural gas and liquid petroleum g&3)in both, bulk containers and
cylinders and the installation, servicing, mainteseand repair of gas appliances and
fittings.

Qualification and Supervision

No person is allowed to work on gas storage vessdittings (including appliances)
unless they are competent and in membership déss of persons™ approved by the
Health and Safety Executive. This means CORGktergd persons and the employer
must ensure that in-house staff or contractors ingr&n gas fittings are appropriately
CORG il registered.

Standards

The Regulations require that installations, materand workmanship achieve an
appropriate standard of safety. Standards wilinadly be met by using appropriately
CORG il registered persons.

Existing Gas Fittings

No alterations to gas storage vessels or fittcagsbe made which would adversely
affect their safety. This is particularly relevavtiere alterations to premises are being
made. Consideration of gas safety must take plef@dany alteration work
commences and this matter must be included iniskeassessment process.
Emergency Controls and Procedures

An emergency control device should be provided teahere gas is first supplied into
the premises and a notice should be posted adjaxére control device describing the
procedure to be followed in the event of a gasmscd he procedure should be further
committed to writing and should be communicatekep employees.

Maintenance

All gas appliances, installation pipe work and fureust be maintained in a safe
condition.

Landlords

Where the employer acts as ‘landlord’ the emplagast ensure that gas appliances and
flues are maintained in a safe condition, that aheafety checks are carried out and
that records are kept and issued to tenants.

Gas cylinders

Gas cylinders must be stored safely away from mgklin a secure enclosure
with proper warning signs.

As revised 06.10.08
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14. HAZARDOUS MATERIALS REGISTER

The facilities manager or equivalent should mamiihazardous materials register to
indicate the whereabouts (if any) of asbestos, pEadtwork, bulk store for flammable
liquids, store for radioactive sources etc.

The contents of the register should be made knowthé Fire Service and to relevant
employees and contractors before they commencenanly which might foreseeable
affect the hazardous materials and create risks the ‘workers’ themselves or
others. Where significant risk is identified writtesk assessments should be prepared.

Reviewed with no change 27.01.09
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15. INFORMATION, INSTRUCTION AND TRAINING

The provision of health and safety informationstraction and training followed by
appropriate supervision is essential to safe systefrwork and is a requirement of
legislation. Training is mentioned in a numbersettions of this policy but not all
training needs have been identified in the text.

Appropriate induction training shall be providedr fall new employees including
temporary employees. See check list following.

Thereafter employees must be competent in thes tesfuired of them or must be
adequately supervised by competent persons. Sommes fof specific training are
required by legislation such as training and degtfon for persons who use chainsaws.
Some forms of training are very strongly advisedhsas for those who are instructing
or supervising high risk sports.

Where the need for further specific training andtiuction is identified it must be
provided.

Comprehensive training records shall be maintained

Safety information especially concerning the ressaf risk assessment shall be provided
to employees and others as appropriate.
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Health and Safety Induction Training — checklist

NaME[....cieie i ] [Department........................ ]
Y N
Please tick
1 Demonstrate how to activate the fire alarm afpllaee nearest 0 0
to the inductees work location.
2 Explain the fire procedure. = O
3 Walk the emergency exit nearest to the work looat 0 0
4 Identify the emergency exit routes signs. 0 0
5 Explain how to contact a First Aider. = O
6 All accidents and near misses which happen akwbould be 0 0
reported. Identify where the accident book is ledat
7  Explain how to access the health and safety yolic 0 0
8 Detail any job specific health and safety tragnihat is required. = O

NB
The checklist can be made “self taught”. The wagdhould be amended accordingly.
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16. INSPECTIONS, MAINTENANCE AND REGULAR
SAFETY ACTIVITIES

Competent persons must inspect, examine and nrathtifollowing plant and equipment as
necessary at appropriate intervals.

Gas fired boilers and appliances.

Radioactive sealed sources

Electrical installations

Portable electrical appliances

Fire alarm systems (including automatic fire desesctand electromagnetic door
releases etc.) and emergency lights (includingelbatt and battery charging
systems)

Fire extinguishers and other emergency fire fightguipment

Fire alarm call points - weekly tests

Fume cupboards and any other local exhaust veatilétEV) equipment

Lifts, lifting gear, lifting equipment and hoists

Trees

Swimming pool plant

Swimming pool water quality

Compressed gas containers (which are owned byctieobh and/or safety devices
attached

Fixed and portable pressure systems including gaskstorage facilities
Emergency stop buttons

Gymnasium equipment (including fithess machinesl) @ay equipment

Access equipment including scaffold towers and ¢éasli$tep ladders

Guards, safeguards and safety devices fitted tok weguipment (including
machines)

Water systems (legionella control)

= Premises, fabric of building, fixtures & fittinggdefect reporting procedures also
required)

Other regular actions required:

Health & Safety Policy shall be reviewed annually.
Risk assessments shall be reviewed annually.
Departmental codes shall be reviewed annually.
Disaster Plan shall be reviewed annually.

Fire Safety Risk assessment shall be reviewed #gnua

o 0O O0OO0Oo

The employer will arrange for additional inspec@nd risk assessments to be carried out as
and when required

As revised 06.10.08
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17. LEGIONELLA PREVENTION

A competent person must regularly assess the aisk@ciated with potential legionella
proliferation in the hot and cold water serviced ahrisk water systems in accordance
with the HSC Approved Code of Practice and Guidabegionnaires Disease — The
Control of Legionella Bacteria in Water Sys# ISBN 0 7176 1772 6. The written
risk assessment(s) and control measures are thensbility of the Estates Manager.

No evaporating cooling towers or condensers will besabered for installation in the
future.

Reviewed with no change 27.01.09
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Introduction

Proof load test certificates must be availablelifting equipment.
and lifts (goods and passenger types) shall beotighly examined by a competent

18. LIFTING OPERATIONS AND LIFTING
EQUIPMENT REGULATIONS 1998

person and records of these inspections are kept

Lifting equipment

Lifting tackle

Except for fibre
Rope and fibre

Specifying safe
working load

Item of Test & Thorough Certificate of Periodic
Equipment Examination Test & Thorough
Prior to Use Examination Examination
Chains, ropes and YES YES Usually at least every

6 months

Lifting machines

Specifying safe

Hoists and lifts NO NO Usually at least every
6 months
Cranes and other YES YES Usually at least every

14 months

working load

Regular maintenance should be carried out on $)oists, cranes and other lifting
machines. Lift motor rooms must always be kepkéacand the keys should be kept in
the care of a responsible person.

DURING NORMAL ACTIVITIES THERE IS ONLY VERY LIMITE D
APPLICATION OF THESE REGULATIONS.

Definitions

"Lifting equipment” means work equipment for lifjror lowering loads and
includes attachments used for anchoring, fixingupporting the equipment. It
includes a range of equipment from an eyeboltdaae.

. "Load" includes a person.
. "Accessory for lifting" means equipment for attawhioads for lifting.
. Examples of the types of lifting equipment andirdt operations covered
include:
. A passenger lift
. A rope and pulley used to raise a bucket of cement
. A dumb waiter
. A vehicle hoist
. Ropes used for climbing or work positioning e.grinlg arboriculture a

front-end loader on a tractor used for raising kEweering loads such as
bales of hay or drain covers.
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Key Requirements

The primary requirements imposed by the Regulatameson the employer but
apply also to a self employed person in respetftolg equipment used at work
and to any person who has, to any extent, contridtiag equipment, the way in
which lifting equipment is used, or to a persomwatk who uses, supervises or
manages the use of working equipment.

Lifting equipment must be suitable for the purpasd of adequate strength and
stability for each load and every part of the lo&aything attached to the lifting
equipment and used in lifting must be of adequatngth. Lifting equipment
must be maintained for safety.

Where lifting equipment is used for lifting perspns must be designed to
prevent any persons using it being crushed, trgpgtedck or falling from the
carrier and so that any person trapped in theezaginot exposed to danger and
can be freed. Employers must ensure that theradeguate emergency warning
devices in passenger lifts and that procedurest ewisfacilitate rescue by
competent persons.

Lifting equipment must be positioned or installedsuich a way as to reduce the
risk of the equipment or the load striking a persamof a load drifting, falling
freely or being released unintentionally.

Machinery and accessories for lifting loads mustclearly marked to indicate
their safe working loads and lifting equipment whis designed for lifting
persons must be appropriately and clearly markedhts effect. Lifting

equipment not designed for lifting persons but whimight be so used
inadvertently, should be clearly marked that ha¢ designed for lifting persons.

The employer must ensure that every lifting operatinvolving lifting
equipment is properly planned by a competent perappropriately supervised
and carried out in a safe manner by a competesbper

The employer must ensure that before lifting eq@ptms put into service for the
first time it is thoroughly examined, unless eittidras not been used before and
has an EC declaration of conformity or, if it igs@bed from the undertaking of
another person, it is accompanied by physical edié®f its condition. Physical
evidence must be checked before use of the equipmen

Where the safety of lifting equipment depends anitistallation conditions, the
lifting equipment must be thoroughly examined aiftstallation and before
being put into service and after assembly and bdfemg put into service at a
new site or a new location.

Lifting equipment which is exposed to conditionsisiag deterioration liable to
result in dangerous situations must be thoroughkignmened by a competent
person. In the case of lifting equipment for fijipersons (e.g. a passenger lift)
or an accessory for lifting this must be at leasrg six months; in the case of
other lifting equipment (e.g. a dumb waiter) assteavery 12 months; or in either
case in accordance with a scheme of examinatiothofough examination also
must be carried out each time that exceptionalinistances liable to jeopardise
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the safety of equipment have occurred. The compegiersons are normally
engineers employed by the insurance company.

. If appropriate, lifting equipment must be inspectada competent person at
suitable intervals between thorough examinationsspections are required
where the safe operation of the lifting equipmerdependant on its condition in
use and deterioration (examples are effects suchthas elements, the
environment, frequency of use or probability of pmmng) would lead to
significant risks to the operator or other persons.

. The employer must ensure that no lifting equipmeates their undertaking or,
if obtained from some other person, is used inrthedertaking unless it is
accompanied by physical evidence that the lasotigit examination has been
carried out.

. The employer should know that reports of thorougangnations must contain
prescribed particulars and if the examiner disceaedefect which might present
danger to persons, he must inform the employehfath and send a copy of his
report to the enforcing authority.

. Records of thorough examination of lifting equiprmerust be kept for reference

purposes and normally for the life of the liftingugoment (or if the lifting
equipment is only temporary, until it is moved &lkere).

Reviewed with no change 02.05.08
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19. MANUAL HANDLING AND LIFTING

Over a quarter of all accidents reported natignadich year are associated with injuries
caused during lifting and handling work and the M&n Handling Operations
Regulations 1992 are designed to reduce this tofdle legislation primarily affects
employees, not pupils, but pupils should neverdogiired to undertake manual handling
operations likely to cause injury.

The employer should comply with its statutory duoy avoid the need for manual
handling operations involving a risk of injury, $ar as is reasonably practicable.
(Manual handling operations are not banned). Assents of the risks in those manual
handling operations which cannot be avoided shbaldarried out.

A large number of manual handling operations goeanh day at school and in the
offices. The intention is to target operations abhcannot be eliminated and which are
liable to present a risk of injury and it is thiategory which will be given further
specific assessment.

Specific assessments will consider the factorevibelAn assessment is simply a way of
analysing the risks and pointing the way to prattsolutions.

The task . How will the load be manipulated?
. What posture will be adopted?
. Is stooping or stretching involved?
. What distance is the load to be handled?
. How many similar tasks are to be carried out?
. How many people are involved?

The load . Weight
. Bulk or size
. Stability, centre of gravity
. Is it sharp or difficult to grasp?
The environment . Amount of space around the adjpera
. Type of floor or work surface

. Lighting etc.

Individual capability . Adequacy of training

Strength of person

Male or female and age

Existing health problems of the employee

If female, whether ‘new’ or expectant motksze
section on risk assessment).

The assessment will indicate the best way to retheesk of injury. A typical list of measures
to be considered is:

. Eliminate

. Automate

. Mechanise with handling aids

. Share the load

. Reduce the weight of individual items
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Train the employees concerned

Reviewed with no change 30.06.08
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20. NOISE CONTROL

The Control of Noise at Work Regulations identifibe following exposure limit values
and action values.

* The lower exposure action values are —

A daily or weekly personal noise exposure of 80(dBveighted); and a
peak sound pressure of 135 dB (C-weighted).

* The upper exposure action values are —

A daily or weekly personal noise exposure of 85(ABveighted); and a
peak sound pressure of 137 dB (C-weighted).

* The exposure limit values are —

A daily or weekly personal noise exposure of 87(ABveighted); and a
peak sound pressure of 140 dB (C-weighted).

s Where the exposure of an employee to noise varagkaedly from day to day, an
employer may use weekly personal noise exposuptaoe of daily personal noise
exposure for the purpose of compliance with thesguRations.

s In applying the exposure limit values but not iplgmg the lower and upper
exposure action values, account shall be takeheoptotection given to the
employee by any personal hearing protectors proMethe employer.

A risk assessment must be carried out if any engaay likely to be exposed to noise at
or above the lower exposure action values. A pessiaily noise exposure depends on
both noise level and length of exposure.

If the workplace is intrinsically noisy, i.e. it gggnificantly noisier than one would
expect from the sounds of everyday life, it is jiassthat the noise levels will exceed
80 dB. This is comparable to the noise level bligy street, a typical vacuum cleaner
or a crowded restaurant — you will be able to ltbnversation, but the noise will be
intrusive. Working in an environment of 80 dB @aght hours will result in exposure at
the lower exposure action value.

To get a rough estimate of whether a risk assedssiegquired - see table below.

Test Probable noise level A risk assessment will be egdthe noise
is like this for more than:
The noise is intrusive but normal

conversation is possible 80 dB 6 hours
You have to shout to talk to someone

2m away 85 dB 2 hours
You have to shout to talk to someone

1m away 90 dB 45 minutes

Reviewed with no change 27.01.09
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21. PERSONAL PROTECTIVE EQUIPMENT (PPE)

PPE covers items such as head protection, eyecfiooterespiratory protection, foot
protection, hand, leg and arm protection and ptieclothing for the body.

This employer will:
. Provide PPE to employees (free of charge) and pdgpwhenever it is identified
by risk assessments that health and safety rigke@radequately controlled by

other means

. Select PPE suitable for the risks, the employee, ghpils and the work
environment

. Maintain the PPE and provide suitable accommoddtiostorage
. Ensure that the PPE is properly used (by traiaimgjinstruction as necessary).

Heads of departments and managers are requirasisess where and how PPE should
be used and maintained.

PPE for use at work should only be supplied ifsitcertified as complying with a
relevant standard and 'CE' marked. A competentdRipglier should always be chosen.

Maintenance of PPE can involve cleaning, disindecttesting, examination, repair (and
replacement).

The employer should ensure that suitable storag®PE is provided so that the PPE
can be safely and hygienically stored when it isinase.

Users of PPE should be instructed/trained in dlewing:
. The risk which the PPE protects against.

. How to use the PPE. (If tight fitting respiratomptective equipment is used as a
COSHH control measure then fit testing is requijred.

. The way in which the PPE is to be maintained aackst
Training records should be kept.

Employees have duties to use PPE in accordantethettraining and instructions, to
take reasonable care of PPE and to report anylasisvious defect in the PPE.

Eye Protection

EN 166 (and the rather aged British Standard 2Q@®yides for grades of eye
protection, varying from the basic impact graderatection against chemicals, dust and
motel metal. The specified use for any particidge protection is indicated by an
addition (number or letter) after the standard nentut if no number appears after the
Standard number then the eye protection is forchass.
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Three kinds of eye protection are suitable fomaical hazards found in schools -

. Safety spectacles (EN 166.F or BS 2092 basic gradbese do not offer
complete protection against splashes from the sideslow.

. Goggles (EN 166.3 or BS 2092 ‘C’) - these providéually complete protection
against splash injury to the eyes.

. Face shields (EN 166.3 or BS 2092 ‘C’) - theseqmthe whole face.

In schools spectacles to EN 166.F or BS 2092 wtalde for most of the operations in
which pupils are engaged. However, goggles musivedable and must be worn when
there is a particular risk and face shields shdaddworn when large quantities of
chemicals are dispensed, used, disposed of, oredleap after spillage or when
significant damage to the face could occur. Sietapectacles, goggles or face shields
must be worn by employees, technicians, pupilstorss and others whenever they
observe or take part in any operation involving noleals (including operations and
experiments in fume cupboards), or wherever thera ieasonably foreseeable risk of
dust, sparks, chemical splashes or flying participsing the eyes. Face shields may be
needed for a small number of ‘A’ level experiments.

Art, craft and other activities such as pestiggeaying and use of a strimmer can also
give rise to risks to the eyes and therefore theglrier adequate protection.

The eye protection supplied must not only proégginst the risk but must also be
suitable and comfortable for the wearer.

Protective Clothing

Where appropriate, overalls to protect clothingl @are arms should be worn by
employees, pupils and others in workshops, laboestorooms used for technology and
other practical subjects, and during cleaning, teaiance, kitchen and grounds work.

Safety footwear should be supplied as necessary.

Maintenance stahould beprovided with overalls to protect against dirt, taonination
and substances.

Grounds men/Gardeners shall be provided with digemrmade from tough fibre,
waterproof jackeéind safety footwear if heavy or hazardous equipnsamnsed.

For some operations with hazardous substancesasugte of chemicals for treatment

of swimming pool water and application of pestisi@ad with equipment such as
chainsaws, a full set of appropriate protectivehsig must be made available.

Reviewed with no change 02.05.08
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22. PESTICIDES

There are legal controls on the use of pesticittessafeguard people and the
environment.

Pesticides are:

. Products used to control or destroy unwanted cregstuplants and other
organisms

. Timber treatment products

. Chemicals used for the control of growths on magonr

Purchase of Pesticides and Limitations on Use

Only pesticides which are currently approved (&ade approval numbers) may be
advertised, sold or supplied in United Kingdom.clE@aroduct is assigned conditions of
use and is assigned to a field of use. The laiteitsl how and where the particular
pesticide may be used, e.g. in agriculture, indtoyeor as a wood preservative.

The product approval number, fields of use andditmms of use are given on the label.
Conditions of use include requirements as to openatotection and must always be
observed. Only approved pesticides should be used.

Storage of Pesticides

Pesticides are to be stored and transported safely

The pesticide store must be large enough to Hwdntaximum capacity of pesticides
likely to be kept at any one time. The store stiauleet the following criteria and

should be:

. Suitably sited

. Of adequate capacity and construction

. Designed to hold spillage

. Adequately lit if necessary and ventilated

. Resistant against fire and if possible frost

. Designed so that containers can be safely stackddhaved in and out

Kept locked except when in use.
Storage of Personal Protection and Protective Clbing

This should be stored in a locker separately fodiner clothing.
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Use of Pesticides

Everyone who uses a pesticide must be competedbteo and employees must be
provided with sufficient instruction and guidanceeinsure that products are used safely,
efficiently and humanely.

Safe and competent use of pesticides involveskaassessment of possible problems.
Amongst other things which should be considered are

. Correct protective clothing (in particular corragpe of gloves, overalls and
respirators if required)

. How to avoid spray drift
. The need to warn neighbours and others who maylpp$e affected
. Application records should be maintained.

Certificates of Competence

Employees born later than 31 December 1964 and apiply pesticides approved for
agricultural use must hold a Certificate of Competeunless working under the direct
and personal supervision of a Certificate hold@ertificates are issued by the National
Proficiency Test Council.

Disposal of Pesticides

Users shall avoid building up stocks of leftovesticides and surplus dilute spray being
left. However, some disposal of unwanted pestgigerhaps in the form of container
washing, will often be necessary. These can bpoded of by using a spray in

accordance with its approved field of use.

Concentrated unused pesticides should only be skspof via a competent contractor
(the dumping of unwanted pesticides or contaireeioffence) and the requirements
of the current Environmental Protection Act inchuglithe "duty of care” must be
complied with

Reviewed with no change 06.10.08
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23. PREMISES

Workplace Health, Safety and Welfare Regulationsceon basic workplace conditions
and include the following requirements:

. Ventilation - workplaces need to be ventilated wéin which is, as far as
possible, free of impurity.

. Temperature - normally this should be at least égreles Celsius. One or two
thermometers should be available to enable the éemtyre to be taken by any
employees who wish to do so.

. Lighting - this will be sufficient to enable peopte work without risks to health
and safety. Outdoor routes used by pedestrianseug after dark.

. Cleanliness - floors and indoor traffic routes dddue cleaned at least once per
week.
. Window cleaning - only window cleaners who are cetept to clean safely

should be appointed.

. The employer recognises that it has duties to ensafie access and egress to the
windows, to ensure that any contractors' employaes not affected by the
environment they are working in (such as adjackatrdcals or machines) and to
ensure, if anchorage points, access devices anthisame provided, that these
are tested at regular intervals and are properiptaiaed.

. Room dimensions and space - a minimum space ofilit metres per person is
normally required but this does not apply to roarsed for classes and meetings.

. Workstations and seating — will be safe and corafidet (requirements for users
of display screens are covered separately).

. Conditions of floors and traffic routes - theselWwi kept in a safe condition and
have anti-slip qualities in high risk areas. Thisra requirement to keep floors
and traffic routes free of obstructions which magsent a hazard or impede
access.

. Low level glazing - all areas in which there is Idewel glazing (including
Georgian wired) have been inspected; risk assessrhane been carried out to
identify all non-safety glass which by its locatioreates risk to employees or
others; and a programme of protection/upgradingoleas introduced for all non
safety low level glazing located in areas wheredhe a significant risk of injury
occurring.

. All new buildings, extensions and repairs to ergtbuildings involving low
level glazing are to use glazing to standards reeenued in the current edition
of the Building Regulations.

. Provision of guarding or other protection - thiseguired at any place where any
one might fall 2 metres or more e.g. from a window.
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. Signed gas shut-off valves and electric isolatrtches should be provided in
the high risk areas and departments.

. A high standard of tidiness must be maintained.

. Sanitary provisions - the legislation lays down thi@imum numbers of sanitary
conveniences to be provided for people at work, feogn 6 -25 employees - 2
water closets and 2 hand wash basins, for 26 -ngflagyees - 3 water closets
and 2 hand wash basins. This regulation doespmy & the pupils as they are
not covered by the legislation.

. Facilities - accommodation for employees' clothargl facilities for rest and
eating meals shall be provided.

. Smoking shall be prohibited.

The Workplace and Associated Equipment, Devices@ystemshould be maintained
in an efficient working order and in good repair.

A workspace inspection shall be arranged on anarbasis and a written defect
notification procedure organised.
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24. PRESSURE VESSELS AND ASSOCIATED
EQUIPMENT

This section applies to compressed air and steaterss, including steam equipment
found in kitchens and air receivers used in maemes[and bulk LPG installations].

. Safe operating limits of pressure equipment andtptaust be established.

. Suitable written schemes must be drawn up for #réogic examination of all
pressure vessels, safety devices associated wém tand any associated
potentially dangerous pipe work.

. Where the pressure x volume of the pressure systgneater than 250 bar litres
or the vessels contain steam, these written schemilesbe certified by a
competent person and the examinations will be edrout by a competent
person at the intervals set down within the schenfidsually the competent
persons will be the engineers employed by the eyep®insurer.)

. Records shall be kept of examinations and tests.

. Adequate operating and emergency instructions bleghrovided.

. Proper maintenance must be carried out and recorded

. All regulators, flashback arrestors and other eqpaipt used in conjunction with

compressed gas containgesmd the compressed gas cylinders themselves if
these are our property] shall be regularly inspected and maintained. Qeats
contractors will normally be engaged for this work.

. Any pressure cookers and small autoclaves shaiidpected and tested annually

in accordance with the CLEAPSS recommendationsagpdopriate records kept
by the department.

Reviewed with no change 27.01.09
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25. PUPIL SUPERVISION

The purpose of this policy is to offer guidancealicstaff about the appropriate supervision of
all students throughout the school day.

Staff have a duty of care to the students, whidfagsed on the principle of loco parentis. This
can be thought of the standard of care expectpduolent parents in the care of their children.
In order for staff to carry out their duties efigety they must be given the resources to;

- formulate the overall aims and objectives of theost and policies for their
implementation.

- carry out their professional duties effectively.

- ensure the maintenance of good order and disciptiadl times when students are
present on the school premises and whenever tierggiare engaged in authorised
school activities whether on the school premiseslsewhere.

- make arrangements for the security and effectipesision of the school buildings and
their contents and of the school grounds.

Negligence

If a claim for negligence is brought against a memds staff it is important to be able to show
that a structured supervision plan exists, is knanth understood by all involved, and that
adequate care was being exercised at the timeeahtident. High standards of supervision
must be maintained at all times.

Any injury to a student would not in itself be grals for a successful action against a member
of staff. It is necessary to show that there hanleegligence by the school which has resulted
in the injury sustained by the students. The engrldg/responsible for any negligent acts of
their employees committed in the course of theipleyment. However if anything happened to
a student, the cause of which could be attributesbime lapse in the standard of appropriate
care, the member of staff could incur some legdility.

Supervision Before School

Students are supervised by house staff until 8.2@d1&.20am academic staff take registration
and the school day commences

Lower school Boarding

All Students living at White Lodge are supervisgdhbuse staff at weekends and between
4.00pm (or when the dance curriculum ends for thg dntil 8.20am. The house staff team is
led by a Head of Boarding and an Assistant to tead-bf Boarding. Each year group is
supervised by a named member of the house staff. tea

Lower School Day

Students are woken by a member of house stafb@aim. Breakfast takes place between
7.30am and 8.00am. The school day begins at 8.20#megistration by academic staff. The
Students are supervised by academic staff duriadeawic lessons and ballet staff during ballet
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classes. Academic staff organise supervision aittieme and lunch times. There is one
member of staff on duty for each of these periodayawith assistance from our Gap Scheme
staff. From 4.00pm the Students are supervisedhgdstaff during free time and ballet staff
during ballet classes. From 6.30pm the Studentsigrervised by house staff.

Upper School (Wolf House)

All students living in Wolf House are supervisedilstin the house by house staff who are on
duty or on call at all times. All students are rieed to be in Wolf House by 10.30 pm Mondays
to Friday and 11pm on a Saturday evening. At timlesn the students are traveling to and from
school or are away from the school enjoying thee ftime they are required to have contact
details of the school and or Wolf House with thentcase of an emergency. The Upper School
handbook makes it clears to students and to paitesitsit these times the school is unable to
provide close supervision.

Students usually arrive at school between 8 andwhen they sign an attendance sheet. Their
attendance is recorded at the start of each aréiati academic class and absences followed up
by staff immediately.

The Wolf House staff are to inform the school atadent’s absence by contacting the School
Secretary by 9.30am.

Upper School (other accommodation)

Students living in privately rented accommodationvih their parents/guardians are not
supervised when away from the school building alffiothey are required to carry school
contact details in case of emergency. Once théyeaat School they follow the same
procedures as Wolf House students as detailed above

Responsibility during the Day
Unexplained Absencé&he responsibility to ensure that a day or bogrdtudent attends school

regularly is that of the parents, guardians andding staff. The school will seek to contact
parents when children are absent from school withotification.

Leaving the school site

Lower School.

Students should not be allowed off site during sthours unless there is clear evidence of a
request from the parents or guardian or schooleniday students will be collected by their
parents from reception at White Lodge during themmer months when the park gates are
opened. After dusk, and gate closure, the Deputdhall arrange for students to be
transported to the appropriate park gate.

ErrandsStudents should not be sent off site on a persmnahd on behalf of a member of staff.
This includes children collecting items from caesked in the school car park.

llinessWhen students are taken ill during the schooltdayschool will contact the parents or
guardian whether at home or at work. Informatioawulrontacts is kept in the school office.

EmergencyNo class of students should be left unsupervisedriy reason. In the case of an
emergency please send for an adult to help if exashalone. Please send a student using the
emergency red card to the school office.
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Lesson TimeStudents should be supervised at all times. Staddould not be left in
classrooms or studios without supervision. Studatténding clubs and extra curricular
activities should not be left in school unattendgiidents should not move furniture,
televisions or other heavy objects.

Undesirable People

Lower School

All Staff are required to sign in and out and tcawan identification badge. All visitors to the
lower school are expected to sign in and out. ¥isiare required to wear a temporary
identification badge. Contractors will be issuethva Royal Ballet School florescent armband.
All staff should check strangers on the premisesraport to the school office if there is a
concern. Parents are not allowed to approach emlfiom other families to sort out disputes or
arguments. Staff should report any concerns tetheol office.

Upper School

All visitors to the Upper School are expected gnsn and out at reception and to be supervised
by a member(s) of staff throughout the duratiothefr visit. All staff should check strangers

on the premises and report to reception if theeedsncern. Parents are not allowed to approach
children from other families to sort out disputesamuments. Staff should report any concerns
to reception.

Supervision during breaks
Lower School
Morning breaks

« There must be adequate supervision both indoorgatabors through school beak
times.

« A duty rota for break time supervision will be desged in the staff room.

« Duty teachers will "patrol” around the school.

« Part of the induction of new staff will include éapation of supervisory
responsibilities.

« Duty teachers should begin supervision promptly

- Staff should leave the staff room promptly to swjsr students arriving back into class.

« Staff should support each other in maintaining adésjlevels of supervision during
inclement weather.

Midday Supervision
- The legal duty of care over pupils who remain &ost during the midday break still
exists.
« The level of supervision provided will ensure tlealh and safety and welfare of the
students.

+ Assisted by teachers who have volunteered for lumehduty. Should we delete this?

« The Deputy Head is responsible for monitoring Iumok supervision.

« Where the behaviour of a student during the lunelalbthreatens the health and safety
and welfare of others, the student may be supehdsectly or suspended for
lunchtimes.

« Guidance on lunchtime supervision is found in tteff$Handbook.
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Supervision after School

- Teachers should be satisfied that day studentsleéivbe school site appropriately.

« If for any reason Lower School day students hawéren met at the end of the day
they should wait in the reception area rather gtand outside school.

« Any Lower School day student left at school atehd of the school day is the
responsibility of the parents. If they neglect taka provision for their safe return home
Social Services will be contacted.

- Parents should be given notice of Lower Schoolslaglents who will be late home
through participation in after school activitieh€ly should be given adequate notice of
any changes to arrangements such as cancellafiolasce classes, school clubs and
fixtures. Every effort should be made to contaetplarents during the day. If for any
reason a parent cannot be contacted the studentremugin at school until the agree
time of collection.

Supervision of Special Activities
Art and Craft/ Science and Technology

Teachers should consider the organisation of tngesits involved in practical activities.
Consideration should be given to the number ofesttglwho can be reasonably controlled and
supervised when organizing practical activitiesadreers should take all necessary precautions
including:

« wearing masks and goggles

- training in the use of tools

« carrying glass objects

« carrying hot substances

« completing science experiments

Please follow the procedures listed below:

« Students should be supervised carefully when ustiagp equipment such as scissors
and craft knives.

- All craft knives should be accounted for at the ehthe activity and stored in a safe
place.

- Students should not have direct access to crafekrand sharp tools.

« Teachers should make sure that students know hoxsetdools correctly.

- Teachers should ensure that there is an approjeiskof supervision when using glue
guns.

- Students should be supervised directly when hagdjiass objects.

« Where at all possible the use of glass contairterald be avoided.

« In all lessons where an element of risk is involaedappropriate risk assessment should
have been completed

As revised 06.10.08
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26. RISK ASSESSMENT

The Management of Health and Safety at Work Reguist1 999 require a broad risk
assessment of work and activities. All reason#inigseeable risks should be assessed
as should other risks which are identified by si@biealth and safety regulations in
particular the risk of fire. The requirements lué safety policy documentation, together
with documented regular inspection and assessragimes, form the basis of a broad
risk assessment.

Assessment should take into account risks faceall®mployees, particular employees,
students and other persons who may be affectedbly activities: for instance, the
employer is required to take account of risks tpleyees who are new or expectant
mothers; and pupils and employees with known agwifizant health and temperament
problems need to be identified so that specifiess®ents can be carried out to ensure
their reasonable safety.

The School’s approach to the management of ristks is

= Consider all tasks, activities and situations

= Identify the hazards that are, or may be involved

= Identify those who may be exposed to the hazandfyding those particularly at
risk

= Analyse the severity and likelihood of exposure 33 from hazards

= Determine whether existing measures adequatelyaldhe hazard

= Asses the risks and decide on the risk levels

= Consider appropriate and suitable measures thaefimaynate or reduce risk in
line with the basic principles of risk control

= Implement the risk control measures

= Ensure control measures are communicated fullyetid is order that the risks
are appreciated and how the measures will be @tedinto their tasks

= Monitor the measures for suitability and effectigss

= Review and introduce any corrective actions

The Management Regulations also require the emptoyestablish detailed written
procedures to deal with foreseeable situationsabiald present serious and imminent
danger. Fire is the main matter to be considef@iher risks include bomb threats,
inadvertent mixing of chemicals used for swimmirgis and gas leaks. All procedures
should be regularly practised.

Risk assessments and procedures must be keptdate@nd therefore should be
reviewed regularly.

Heads of departments, line managers and supendsergsponsible for assessment and
for producing written risk assessments. Theseoresple persons should review risk
assessments and carry out an inspection of theiraseas of responsibility at least
annually. Written risk assessments should be fatedto the appropriate senior
manager on the following list: Chief Administrati@ficer, Academic and Pastoral
Principal, Head of Lower School and Assistant Oiivec

NEW AND EXPECTANT MOTHERS AT WORK - a "new or expectant mother" is
an employee who is pregnant, who has given birthimihe previous six months, or
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who is breast feeding. The employee must havdiedtnanagement in writing that she
is pregnant (but there is no statutory obligatianifer to do so). 'Risks' include those to
the unborn child or child of a woman who is stilélst feeding, not just risks to the
mother herself.

If there is significant risk to the health and $afef an identified new or expectant
mother the following actions will be consideredhie order given: removal of the
problem; prevention of exposure; control of expesur

In the unlikely event of a significant risk sti#maining then management will take the
following steps to remove the employee from thk:ris

= Temporary adjustment of the working conditions antiours of work, or if it is
not reasonable to do this, or if this would notidube risk then —

= Suitable alternative work if any is available viak offered, or if that is not
feasible then —

= The employee will be suspended from work (with daale) for as long as
necessary to protect her safety or health or thiaéochild.

These actions will only be necessary where asahidt of a risk assessment there is
genuine concern. Before offering alternative emplent or paid leave, or if there is
any doubt, professional advice should be sought.

The risks will be kept under review as they magrage, for example, as pregnancy
progresses.

Any new or expectant mother, in order that her gafety or health, or that of her child
may be protected, is asked to inform a suitableagenif or when she becomes a new
or expectant mother.

A “New and Expectant Mother Risk Assessment” fosnavailable from the
Administration Manager and should be completedhieystupervisor and line manager
concerned and returned.

YOUNG PERSONS AT WORK - the Regulations require formal written risk
assessments for young people (i.e. those undeed8 pf age) but do not otherwise
demand more than that which is already needed élyrhand safety legislation.

Where the employer employs young people (youngopsren work experience are
designated as employees for the purpose of headtisafety legislation) or if they are to
be employed a copy of the Health and Safety Exeeytublication "Young People at
Work" should be obtained and consulted.

Before young people start work a written risk assesnt must be carried out.
In carrying out the risk assessment, the followimgst be taken into account:

= The inexperience, lack of awareness of risks amdatarity of young persons

= The fitting-out and layout of the workplace and therkstation

= The nature, degree and duration of exposure toigadyiological and chemical
agents

= The form, range and use of work equipment and #@neiwwhich it is handled

= The organisation of processes and activities

= The extent of the health and safety training predicor to be provided, to the

young persons
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= Young people must be protected from any risks ¢ir thealth and safety which
are a consequence of their lack of experience nalbsaef awareness of existing
and potential risks, or immaturity.

Parents and those with parental responsibilitys@rool-age children (ie under 16 years
of age) must be given information (a copy of thé&tem risk assessment will suffice)
about risks identified by the assessment, the ptatige and protective measures, and
any risks notified where the workplace is shareith\@nhother employer. The young
people themselves should be similarly informed.

FIRE PRECAUTIONS - The Regulatory Reform (Fire Safety) Order reggithat
precautions to prevent injury in case of fire aaedal on the results of risk assessment.
The risk assessment must be fully documented.

Structural precautions shall be as far as pradgdabtaccordance with HM Government
guidance.

Suitable fire alarms, automatic fire detectors fimedfighting equipment shall be provided
to the extent that these are appropriate.

Non-automatic fire fighting equipment shall be Baaccessible, simple to use and its
location indicated with signs. Relevant employ&®al be trained to use the equipment.

Emergency routes and exits shall lead as safelglmectly as possible to a designated
assembly point and shall be adequate in numbediamehsions to enable satisfactory
evacuations. Emergency routes and exits shatideated by signs and shall be provided
with emergency lights. Emergency routes and skitdl be kept clear of obstructions and
readily combustible materials.

Advice on the display of materials on fire exit tesishould be given on the risk
assessment.

Fire exit doors shall be hung conventionally an@rmecessary shall open in the direction
of escape. Fire doors shall be properly maintaisigtied and shall not to be propped
open. Fire exit doors must always be open or biyagpened without a key during times
when the premises are occupied. Final fire exatrsighall be fitted, wherever practicable,
with appropriate emergency exit door furniture.

Fire evacuation instructions shall be clearly digpt in key areas. Employees and pupils
shall receive fire procedures training includiragring for emergency evacuation, for
calling the emergency services, use of fire exisigers and similar.

Fire training records shall be maintained.

There shall be a practice evacuation at least ateen These shall be recorded in the fire
logbook.

Fire alarm systems (including fire alarm call psiabd automatic detection), emergency
lights and fire fighting equipment shall be insecttested and maintained. Records of
testing of fire alarm call points, periodic testmigemergency lights, periodic inspection of
fire fighting equipment, periodic testing of firaan systems and all ‘fire’ maintenance
and periodic inspection of fire exit routes shalldept along with the fire safety risk
assessment by the Estates Manager.

As revised 02.05.08
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27. SECURITY AND LONE WORKING

Personal security should be the subject of writted ongoing risk assessment. The
employer should liaise with the police as and whecessary.

Lone working should be the subject of written resgsessments. Both the physical
conditions of work and the likelihood of personallgnce should be assessed. Control
measures should address the need for work safétyebsafety devices and additional

staffing is introduced.

As far as is reasonably practical premises shbeldecure, access should be controlled
and trespassing on the premises should be prevernfedhelp achieve this end the
cooperation and vigilance of employees and othen®qguired but no one must place
themselves in personal danger.

Anything untoward seen or suspected on or neapmmises should be reported and a
written record should be kept of all incidentsrefspass or violence.

As revised 06.10.08
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28. SIGNS

Following risk assessment, if there is any sigaific risk remaining after the
introduction of control measures then appropriafety signs may be needed to warn or
instruct on the residual risks and/or the measiinasare required for protection.

. The Signs to be Used

The signs must contain a pictogram appropriatethi® message they are
conveying (they cannot be text alone) and mushlike following colours -

. Prohibition signs are round with a black pictograsn a white
background, red edging and a diagonal line.

. Warning signs are triangular with a black pictogram a yellow
background.

. Mandatory signs are round with a white pictogramadisiue background.

. Emergency escape and first aid signs are rectangulaquare with a

green pictogram and white letters on a green backgt.

. Fire fighting equipment signs are rectangular onasg with a white
pictogram on a red background.

Information on all of these signs can be foundany up-to-date safety signs
catalogue.

Road traffic signs including speed restrictiognsi are required on internal
roadways.

. Where to Use the Signs

Signs should be used to identify risks, idenphgcautions to be taken and to
clearly mark escape and exit routes to be usednergencies. Signs should be
positioned where they are clearly visible.

Visible pipes and containers, containing or tpam8ng hazardous materials,
must be labelled near valves and joints and abredse intervals.

Fire-fighting equipment must be identified with @ppropriate sign and a
location sign should be posted where such equipmdapt

Reviewed with no change 27.01.09
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29. SPORTS, GAMES, PHYSICAL EDUCATION, DANCE
and ACTIVITIES

The same general principles of care apply durin@aRiEdance as to other school activities. It is
very important that the Teacher should considenfacsuch as:

safety of apparatus being used

condition of the floor

suitability of student’s clothing

whether the exercises and activities are withinctqgability of the student

whether the activity is being taught properly, artzular gymnastics

whether the pool temperature is correct and thé gty maintenance regime has been
completed

Please follow the procedures listed below:

Staff should wear appropriate clothing.

Students should not be allowed to wear watchesveeljery.

Studs in ears should be taped over.

If valuables are handed in to a member of stafsfde keeping the school is accepting
responsibility for them.

Students should not be allowed in the studio bettoeestart of a PE lesson without
direct supervision.

Students should not be handling PE equipment witlimact supervision.

Students should be trained to work quietly anceavé the studio in an orderly way.

Students not taking part in games or PE remaimasgonsibility of the teacher taking the
lesson. Students not taking part in swimming shagltbmpany the class to the pool, if
appropriate.

In the event of an accident any action for damagasdd be unlikely to succeed if the teacher
could show that he/she had employed reasonable care

As revised 06.10.08
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30. STATUTORY NOTICES
"Health and Safety Law" posters ISBN 0 7176 248&5displayed.

Current Certificates of Employers Liability Insae are displayed.

Reviewed with no change 27.01.09
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31. STRESS MANAGEMENT

Introduction
Stress may give rise to ill health cdiodis that can occur when there is an unresolved
mismatch between perceived pressures and theyabilttope. Management recognises
that pressures at work can trigger iliness.

To alleviate perceived pressures aagas practicable employees should be involved in
problem solving processes.

In addition, strategies have been dgpe on the following topics:

. Induction training, career development and trainimgrkload, resources,
and relations with disruptive pupils

. Management style, and methods of communications
. External factors (such as political and communigeztations).
Risk Assessment

Regular risk assessments for potestiaksors should follow the five steps to risk
assessment process. Factors to be consideredédnsass are:

. Demands - such as workload and fear pbsure to physical hazards

. Control - the degree of control an &yee has in the work that they do
. Relationships - in particular harassment olying

. Change - in the way organisationalhgjgais managed and

communicated

. Role - whether an employee undadsaheir role, in particular if any
employee has conflicting roles.

. Training - whether training has beeovpted to enable employees to
undertake the core functions of their job

. Support - provided by peers and lineaggers
. Individual
Factors - whether allowahas been made for individual differences.

Individual employees or groups of empj@es

Assessment should also be carried out on requaestdn individual employee, when an
employee has been absent on a stress relatedgidineswhere an individual job with a
high level of stress has been identified.

Introduction
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Stress may give rise to ill health conditions et occur when there is an unresolved
mismatch between perceived pressures and theyabilttope. Management recognises that
pressures at work can trigger illness.

Line Managers should be vigilant as to possiblesswors or signs of stress by individuals, for
example, working long hours or unusual behaviour.

To alleviate perceived pressures employees shauidvolved in problem solving processes, as
far as is practicable.

Strategies will be developed on the following t@pic

* Induction training, career development and trainmgrkload, resources, and relations
with disruptive pupils

» The annual appraisal discussion will if appropriatdude a discussion on specific
pressures of the job role. Line Managers shouldicier modification of the role to
better manage or mitigate stress

* Management style, and methods of communication

Potential Stress Factors

* Demands - such as workload and fear of exposypéysical hazards.

» Control - the degree of control an employee hakenvork that they do.

* Relationships - in particular harassment or buglyin

» Change - in the way organisational change is mahagd communicated.

* Role - whether an employee understands their iolgarticular if an employee has
conflicting roles.

» Training - whether training has been provided tald® employees to undertake the core
functions of their job.

» Support - provided by peers and line managers.

» Individual Factors - whether allowance has beenaerfadindividual differences.

Taking Action

If stress is identified or suspected, then theashould be brought to the attention of, and
discussed with, the line manager or a senior mewisaff.

As revised 06.10.08
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32. SUBSTANCES HAZARDOUS TO HEALTH

The Control of Substances Hazardous to Healtruleegns 2004 apply to activities
where hazardous substances are used and to astiwithich produce hazardous
substances.

Hazardous substances are often used in sciartc@ottery, technology,
cleaning work, office work, maintenance work andugrds work. Additionally,
hazardous substances can be produced by work suckoadworking (dusts) and
welding (fumes) and legionella bacteria may repoedn hot and cold water systems.

The Regulations require an assessment of tke tes health associated
with exposure to hazardous substances before eepgdognd others (including pupils)
are exposed.  Model written assessments areablaifor some areas of work, e.g.
CLEAPSS Risk Assessments (for technology) and CLE&Mazards (for chemistry),
and these can be used if they are customised éopditicular circumstances found in
the school. However it is likely that for many hedous substances models will not be
available and therefore full risk assessments helle to be prepared. After evaluation
of the risks the Regulations require provision amntenance of control measures, and
if appropriate, monitoring of exposure and healttvsillance.

Hazardous Substances will often comprise:
. Substances classified as being very toxic, toxarmiul, corrosive, irritant,

sensitising, carcinogenic, mutagenic, or toxic &production - these are
commonly labelled with a hazard pictogram

. Substances with a workplace exposure limits (WEL)
. Biological agents

. Dust of any kind when in significant quantitiesaiin

. Substances similar to those above.

Assessment of Risk to Health

The requirement is to make a suitable and sufficessessment of the risk created by
each hazardous substance or area of work involvamardous substances and of the
steps that need to be taken to control exposussegsments must be reviewed annually
and when previous assessments are no longer Vatithstance after there have been

significant changes to the work or the informat@anthe substance has been altered. A
form, which can be used for written assessmenfgapg at the end of this section.

Managers and heads of departments are respomfsibdmsuring that all the hazardous
substances within their areas of control are idiedti(inventories can be useful) and
assessed. Technical information is available froenstuppliers of the substances and this
should be obtained and used as a basis for assgssWerkplace exposure limits must
be identified and taken into account, as an indicat risk.

Assessment MUST consider:
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. Whether it is practicable to use a non hazardowasless hazardous substance

. The risks of exposure to the substances e.g. im gadicular activity, taking into
account the age of user, temperament and undersgaafiuser, the method of
use, the quantities, the dilutions, and the locatiovolved

. Risks associated with storage and spills of substan spill kits will be needed
in some areas.

Collections of hazard data, even CLEAPSS modelessssents if not clearly
‘personalised’, or the use of risk assessmentsdesigned for the particular work
undertaken are insufficient risk assessment td thi requirements of the law.

Control of Exposure

As far as possible exposure to hazardous substanast be prevented or adequately
controlled by measures other than personal pregatiquipment. This means the
provision of control measures such as adequataiolgand local exhaust ventilation

(LEV), for woodworking machines and for brazing geeses and (fume cupboards) for
science.

Control measures must be well designed, effeendeproperly used.

Where tight fitting respiratory protective equipmgRPE) is provided to supplement
any control measure, it must be suitable for tharere(the fit must be tested) and the
likely exposure. Personal protective equipment (PR&st be ‘CE’ marked, the wearer
must be trained to use the PPE, and it must beegsomaintained and stored.

Maintenance of Control Measures

Control measures including PPE must be well maiath

Engineered controls must be thoroughly examined tmsted. In the case of LEV
equipment this must be carried out at least onavény 14 months and there must be a
visual inspection weekly.

Non-disposable RPE must be inspected once perhmnant if appropriate tested, at
suitable intervals.

Records of all inspections, examinations and t@stsild be kept for at least 5 years.
Monitoring of Employees' Exposure

Monitoring of exposure shall be carried out whieis necessary to ensure that exposure
is being adequately controlled. Records of the mooinig carried out shall be kept for at
least 40 years in the case of the personal exposfitdentifiable employees/others and
for 5 years in any other case.

Health Surveillance

Health surveillance needs to be carried out wheretis the likelihood of an identifiable

disease or adverse ill health effect occurring thwede are valid techniques for detecting
signs of the disease or the effect.
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Employees should have reasonable access to #adthirecords which shall be kept for
at least 40 years from the date of the last entry.

Information, Instruction and Training

Employees and others exposed to hazardous substanist be provided with sufficient
information, instruction and training for them toderstand the nature of any risks
created by the exposure and, if required, the ptemss which need to be taken and how
to use any control measures.

Conclusions

Carrying out the assessment work is a vital pidompliance with the Regulations and
the purpose of carrying out assessments is to erkat sensible decisions are reached
about how to remain healthy alongside hazardoustanbes. The precautions which
are to be taken are determined by the nature andebree of risk in the circumstances

of each case. An assessment form follows on tRepege. Heads of departments and
managers may wish to make use of this or prepaiedivn.

COSHH ASSESSMENT FORM

Area:

Procedure:

Substances and Hazards (including any WEL):

Control Measures Necessary:

Checks on Controls:

Disposal Procedures:

Emergency Action:
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Conclusions:

Name of Person Carrying out Assessment:

Date:

Reviewed with no change 06.10.08
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33. SWIMMING POOL - Lower School

Pupil supervision

Whenever pupils and employees and others are tisingool area there must be
at least one competent life saver present.

Pool safety rules (for example, pupils must notaggthing in the pool area,
misbehave either in the water or on the pool-gides off the side or ends of the
pool and they must not run round the pool edge)}t e spelled out clearly and
then enforced. A copy of the rules is to be founithin the Pool Safety Operating
Procedure and is to be posted at the pool entrance.

There needs to be a clear and simple communicayistem between teachers
and pupils in the water, usually by way of a wigistThe pupils must also know
who to report to if something is wrong.

Pupils should always be counted before they ehtemiater and on leaving the
water to ensure the pool is clear at the end oféssion and at other times when
appropriate.

There should be adequate life saving and firsegidpment and a telephone at
the pool-side.

When pupils are in the pool, the lifesaver at thelfside must be able to see the
whole class at all times, the lifesaver shouldliie & carry out rescue
procedures from the pool-side and should not dgetthre water if that would
leave no lifesaver on the pool-side.

Pupils must be advised of changes in depth anddktention drawn to the
markings on the pool-side.

No animals should be allowed in the pool area.

Hygiene

The safe operating limits of the pool pH and frelne in particular must be
established and regular testing must be carrieddtrecords kept.

When in use, the swimming pool and adjacent areal§Ise cleaned as necessary and at
least once a week.

Operating Procedures

The Normal Operating Plan (NOP) should comprise:

Details of the pool(s) - dimensions and depthgufes and equipment and a plan
of the building. The plan of the building may ind€ positions of pool alarms,
fire alarms, emergency exit routes and any otHerwaat information.

Potential risk - an appreciation of the main haganad of users particularly at
risk is required before safe operating procedoaesbe identified.
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. Dealing with users - arrangements for communicadalgty messages, poolside
rules for users and for lifesavers, controllicgess.

. Lifesaver’s duties and responsibilities and spesiglervision requirements for
equipment, etc; lifesaver training; and numberkfe$avers for particular
activities.

. Systems of work including lines of supervision|-@alt procedures, work

rotation and maximum poolside working times.

. Operational systems - controlling access to a popbols intended to be out of
use including the safe use of pool covers.

. Detailed work instructions including pool cleanipigpcedures, safe setting up
and checking of equipment, diving procedures atithgeup the pool for galas.

. First-aid supplies and training, including equipteguired, its location,
arrangements for checking it, first aiders, firgt4aining and disposal of sharps.

. Details of alarm systems and any emergency equipmeintenance
arrangements - all alarm systems and emergencpraequt provided, including
operation, location, action to be taken on heattiregalarm, testing arrangements
and maintenance.

The Emergency Action Plan (EAP) should compriseadb be taken in the event of a
foreseeable emergency, for example:

. Discovery of a casualty in the water;
. Serious injury to a bather;

. Emission of toxic gases;

. Structural failure;

. Lighting failure;

. Outbreak of fire (or sounding of the alarm to e\aetthe building);
. Disorderly behaviour (including violence to staff);

. Overcrowding;

. Lack of water clarity;

. Bomb threat.

The procedure should make it clear, if it becomexsensary, how to clear the water or
evacuate the building. To ensure the effectivenéssnergency procedures the school
should ensure:

All staff are adequately trained in such procedures
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. Notices are displayed to advise the users of tfemgements;

. Exit doors, signs, fire-fighting equipment and li-ggass call points where
provided, should be checked regularly to ensurg dine kept free from
obstruction;

. All fire exit doors are operable without the aideokey at all times the premises

are occupied.

The normal and emergency operating procedure®dre kept on display in the
swimming pool area

As revised 06.10.08
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34. VEHICLES ON OUR PROPERTY

Pedestrian safety is one of our highest priordied the safety of pedestrians must take
precedence over convenience for vehicles. Whepraeticable pedestrians must be
provided with dedicated footpaths and the needgdbicles to reverse should be
eliminated. Speed restriction signs should be poste clearly visible and every effort
should be made to ensure that they are observed.

Parking areas need to be clearly signed.
When manoeuvring and reversing drivers must keepind the fact that students are the
main users of the premises. Students can fabhserve vehicle movements and may be

small in stature and more difficult to observe thdalts. Great care is therefore required.

Minibus, coach and delivery vehicles drivers sdaaoid reversing movements
wherever practicable and must obtain adult lookduteese manoeuvres are necessary.

At Lower School students are not permitted tothsefront car park area other than for
supervised arrivals and departures

As revised 30.06.08
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35. VIBRATION CONTROL

The Control of Vibration at Work Regulations set e)posure limit values and action
values:

* For hand-arm vibration, the daily exposure limitueais 5m/s2 A(8) (ELV) and the
daily exposure action value is 2.5m/s? A(8) (EAV)

* For whole-body vibration, the daily exposure livatiue is 1.15m/s? A(8) and the
daily exposure action value is 0.5m/s2 A(8).

Employers:

» Must ensure that employees are not exposed totibrabove an exposure limit
value

» If an exposure limit value is exceeded, employeustni) reduce exposure to
vibration to below the limit value, (ii) identifjzne reason for that limit being
exceeded, and (iii) modify the measures takenewgmnt it being exceeded again.

These requirements are subjectrémsitory provisions. They do not apply until 6 July
2010 where work equipment is used which (a) was firovided to employees prior to 6
July 2007 by any employer and (b) does not peromntgiance with ELV. However if
such equipment is used the employer must takeaiettount the latest technical
advances and organisational measures viz. - wher@ot reasonably practicable to
eliminate risk at source and an ELV is likely torbached or exceeded, the employer
must reduce exposure to as low a level as is reédppracticable by establishing and
implementing a programme of organisational andrm®eh measures which is
appropriate to the activity.

It is interesting to note that the regulations gppla self-employed person as they apply
to an employer and an employee as if that self-ey&gol person were both an employer
and an employee.

Health surveillance

Where risk assessment indicates that there i& &aithe health of employees who are,
or are liable to be, exposed to vibration or emeé&syare likely to be exposed to
vibration at or above an exposure action valueethployer must ensure that these
employees are placed under suitable health suaed!

The health surveillance should be appropriate atehded to prevent or diagnose any
health effect linked with exposure to vibration wéhe exposure of the employee to
vibration is such that (a) a link can be establishetween that exposure and an
identifiable disease or adverse health effectt(is) probable that the disease or effect
may occur under the particular conditions of wankl éc) there are valid techniques for
detecting the disease or effect.

The employer must also ensure that a health rasoréide and maintained and that the
record or a copy is kept available in a suitablenfo
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Information and training

Where (a) risk assessment indicates that thereis& & the health of employees who
are, or who are liable to be, exposed to vibratio(b) employees are likely to be
exposed to vibration at or above the an exposureracalue, the employer must
provide employees with suitable and sufficienbmiation, instruction and training on:

* The organisational and technical measures taken,

* The exposure limit value and action values,

* The significant findings of the risk assessmentluding any measurements taken,
with an explanation of those findings,

* Why and how to detect and report signs of injury,

» Entitlement to appropriate health surveillance asgurposes.

Reviewed with no change 27.01.09
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36. VISITORS

The management of visitors should be subjectrigaous risk assessment and the risks
managed accordingly

Each of the School premises has difterisitor arrangements.

All visitors will need to be given safety informati including fire evacuation
arrangements.

Upper School
= All visitors are dealt with at Reception and arkealsto sign in and out and are
accompanied in the building as necessary. Theigsued with a visitor badge.

Lower School

= All visitors are directed to Reception or Chartwelhd outside normal hours to
Security.

= Visitors will usually be asked to sign in and ontlde given a visitor badge.

= Contractors who are vetted to work unaccompanieith®site will be issued with a
hi-visibility green “Visitor” armband

= There are specific times of the day when no peraomallowed in dormitory areas.

Wolf House
= All visitors are met at the front door and accom@ain the building as necessary

As revised 06.10.08
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37. VISITS AND ACTIVITIES OUT OF SCHOOL

INTRODUCTION

Members of staff in charge of and assisting withosl visits must be conversant with:

. This part of the policy
. Any other more detailed school rules

Plus as appropriate:
. Safety in Outdoor Education (DfEE).

. Health and Safety of Pupils on Educational VidiSE) (www.dfee.gov.ul

Together with the following three supplements:

. ‘Standards for LEAs in Overseeing Educational gisit
. ‘Standards for Adventure’
. ‘A Handbook for Group Leaders’.

All trips and visits shall be preceded by assessietime risks involved. The school shall
prepare written risk assessments and written agraagts for individual visits and
activities. Where necessary, staff training shalpbovided. Risk assessment training must
include information on generic assessment, speafgessment and ongoing assessment.
The risk assessments and arrangements shall inclugderation of matters such as
hazardous activities, fire precautions and firecpdures, pupil supervision, transport, pupil
free time etc. Final authorisation for each visials be made by the Director/Assistant
Director or theVisits Coordinator (VC); the latter should be alwdye consulted at the
planning stage of each visit.

GENERAL FUNCTIONS OF THE VISITS CO-ORDINATOR (The H ead of Lower
School and the Academic and Pastoral principal atie Upper School)

The functions are to:

* Formally review own training requirements on anuwairbasis and report to the
school health & safety co-ordinator.

» Liaise with the employer to ensure that educationsits meet the employer’s
requirements including those of risk assessment.

» Support the Director and Governors with approvdl ather decisions.

» Assign competent people to lead or otherwise sigeeavvisit.

» Assesses the competence of leaders and other pdofissed for supervision of
visits. These may need accreditations from an dingrbody. It may include
practical observation or verification of experience

* Organise the training of leaders and the othertsidoing on a visit. This will
commonly involve training such as first aid, hazandireness, etc.

* Organise thorough induction of leaders and otheltsthking pupils on specific
Visits.

! The ‘forms’ contained in this or the forms at thlef this section should be used to formaliseatii@angements

for visits.
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» Ensure that Criminal Records Bureau disclosuremarkace as necessary.

* Work with the group leaders to obtain the consentefusal of parents and to
provide the details of the visit beforehand so teatents can consent or refuse
consent on a fully informed basis.

* Organise the emergency arrangements and ensuedastasT emergency contact for
each visit.

» Keep records of individual visits including repoofsaccidents and ‘near-accidents’
(sometimes known as ‘near misses’).

* Review systems and, on occasion, monitor practice.

PLANNING A VISIT

It is important that sufficient time is allocatemlthe preparation and planning of a visit to
ensure its success and safety. A reconnaissanmiadly advisable to enable the party
leader to identify any potential hazards.

STAFF PUPIL RATIO

When arranging staffing for any trip, account skiohé taken of the temperament of
pupils, the nature of the activity and the locatato. In general it is recommended that
there should be a minimum of two members of stabanpanying visits in the ratio of
not less than one to twenty pupils in Upper Sclaow one to ten pupils in the Lower
School. However, the staffing ratio will dependuoghe risk assessment and the Visits
Coordinator may make exceptions, for instanceekternal ballet commitments and for
small sixth form groups.

Wherever possible, all members of staff accompanyire visit should be teachers
employed by the school but the VC may allow membétke House staff to lead the visit.
The ratios described are recommendations. The WMMevresponsible for ensuring that
groups are adequately staffed. When consideriagatio of staff to pupils necessary for
any particular visit the following points will baken into account:

The ages and temperaments of the pupils involved

The length and purposes of the visit

. The method of travel

. The nature of the locality and the activities taibeertaken
. Whether or not any hazardous activities are invblve

. Any special needs of any pupils taking part.

If a joint visit is arranged with another schooltlat both staffs share supervision,
members of staff of the other school may be indudecalculating the appropriate staff
pupil ratio.

If female pupils are going on the visit a male emgpk should be accompanied by a female
employee and vice-versa. However if complianceldvoesult in difficulties in staffing

small groups of pupils, the Head Teacher has disarén this matter in the light of the
nature and duration of the proposed visit and thes aof the pupils concerned. The
requirement is primarily for the protection of emyses.
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PARENT AND OTHER ADULT HELPERS

Whilst it is accepted that other suitable adulty mplay a useful role in connection with

accompanying school visits they should not be takEnaccount in the calculation of the

minimum number of staff required to supervise trmug as set out above. The VC may,
however, make exceptions to this general rulenfstiance for

. Groups of 20 or more pupils where there are att la@s members of staff
accompanying the group

. Sixth form outings.

A qualified teacher or member of the House staffegfistered chaperone should be in
charge of the party, and at least half the supawishould be staff.

Parents or other suitable adults should only lmsvall to accompany the visit if:

. Their inclusion is expressly approved by the VC vehould reserve the right to
refuse any offer of help. (Staff being accompaigtheir husband and/or children
should be discouraged except in special cases.)

. They have been informed of the nature of the wisd made aware of their duties
and responsibilities.

INFORMATION CONCERNING VISITS

Parents must be fully informed in writing about th&it well in advance. If appropriate,
parents and pupils should be invited to the schmaliscuss details with the organisers.
Where possible the VC or a senior member of thehiag staff who is not involved in
the visit should also attend to give an objectiwand independent advice.

Written information should include safety itemslsas the following:

. Accommodation type and meal arrangements
. Travel arrangements including time of return
. Activities (include remote supervision, if relevipand visits in which pupils will be

allowed to participate

. Insurance cover and name and address of insurers
. Health formalities (e.g. inoculations)
. Names of party leaders and members of staff acaoyimqaparty and address and

telephone number of party leader at destinatiorefe/there is none, for example in
case of some exchange visits, details of a contanber in UK must be given)

. In case of pupils under 16 on day of commencemenrts@, contact number of
pupil must be given (if pupil staying in familyntay not be possible to give this
information immediately in which case further infation will need to be given)
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. Advice on clothing and equipment (if school unifoigr not worn, means of
identification in an emergency are recommended)paatet money

. Code of conduct and detalils relating to standatokbfviour expected from pupils
during visit, including rules of smoking and alcbho

Parents should also be advised that the Head Tresw®zves the right to exclude a pupil
from a visit on behavioural or medical grounds.

CONSENT FORMS

A pupil may not be allowed to participate in a sahasit unless an appropriate consent
form has been signed by his/her parents/guardidmetnrned to school.

Parents may basked to sign a blanket consent form at the stad&ch year. This may be
used to cover local visits that will take place idgrnormal lesson times under the
supervision of school staff and it may be appraerfar school sports fixtures where the
school issues information to parents of the sjpeddy-to-day arrangements, for instance
by use of fixture listss/homework books etc.

It is important to note that a blanket consent fahould not be used for any visits
abroad and any that involve any hazardous actvitie

With blanket consent forms there is no possibdityarents providing up to date medical
(or contact) information. If used, the membertaffsesponsible for each visit must ensure
he/she is aware of any medical condition affecting pupils at the time of the visit.
Procedures must be drawn up to ensure these ae lImpthe member of staff concerned.

EMPLOYEES CONVEYING PUPILS IN PRIVATE CARS OR MINIB USES
It is recommended that, where possible, pupils Ishieei transported in a coach, minibus or
by public transport and that the use of privats saould be discouraged. Before allowing

a member of staff to drive a minibus or to usehleisbwn car to transport pupils, the VC
should check as appropriate that the member df staf

. Has a satisfactory driving licence (employees nbusiy any endorsements to the
attention of the VC).

. Has fully comprehensive insurance which coverdaisthe purposes of his/her
employer's business.
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Only those school employees who have attended assegd a formal minibus driving
course and test should be allowed to drive mintbaseimilar.

Whenever employees are driving the risk assessraleviant to the trip must also address
the problem of driver fatigue.

HAZARDOUS ACTIVITIES

Where hazardous activities are involved it is ingnalrto ensure that appropriate members
of staff accompanying the visit are qualifiethd competent and that all equipment used is
to the appropriate safety standards and properlntaiaed. Where possible, these
activities should be undertaken at a specialistreamhere properly maintained equipment
and qualified and competent staff are availablés important that parents are informed in
writing of any hazardous activities involved andttthese are specifically mentioned when
applying for travel insurance e.g. mountain walkingck climbing, water-sports, pony
trekking etc.

The VC must be provided with written evidence tivadtructors and supervisors are

qualified and competent and that risk assessmeuws heen carried out and that any
activity centre to be used has a licehemd must be provided with a copy of the centre's
Health and Safety Policy.

SHARED RESPONSIBILITIES
Residential Centres

The centre’s safety policy and risk assessmentsigihe obtained in writing and checked
at the initial planning stage.

Likely, there will be times when centre staff wile responsible for the pupils and
in accordance with DfEE guidance these times (anghat circumstances) should be set
out and agreed in writing prior to the start of #t. Pupils must know who is in charge
at any given time.

If, as in the case of some field trips, the visiuinaccompanied, then this must be made
clear to parents and the Head Teacher must béeshtisth the safety procedures.

Joint Trips with other Schools
There should be one overall party leader and the stiGuld be satisfied with the

procedures in place for the partner school. Thpaesibility of the staff of each school for
the pupils of the other should be agreed and miade to the pupils.

2Qualifications must be those approved by the sfamtisity’s national governing body. See BAALPEaf8
Practice in Physical Education’ ISBN 1 87 1228 09 Qualifications must be checked in advance byptiey
leader.

3Activity centres providing caving, climbing, trekilg (foot, pony, bicycle or ski) or water sportsh@tthan rowing)
and associated activities must be licensed.
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FIRST AID AND MOBILE PHONE

A first aid kit and mobile phones should be caraed ideally, there should be trained first
aid personnel in every group involved in traveheTrequirements for first aid should be
included in the risk assessment.

REGULAR ROUTINE CURRICULAR ACTIVITIES OFF THE SCHOO L
PREMISES UNDER THE SUPERVISION OF SCHOOL STAFF

These include PE and Dance activities that doaket place on the school premises. Itis
not necessary for parents to sign a consent fortmése activities and the VC may take
parent and other adult helpers into account wheiditg) on the number of supervisors
required for the journey provided a teacher isharge. The ratio of pupils to teachers for
the actual teaching of the activities should be@muate to the activity being
taught/experienced.

With the consent of parents, pupils considered gosbfficiently responsible, may be
allowed to walk unaccompanied to where the actiwitire carried out. The arrangements
must be included in a risk assessment.

SHORT DURATION OUTINGS FROM BOARDING HOUSES

When pupils are leaving site for short periods wilikir tutor or unaccompanied (for
instance for shopping or going for a run) the mupilust use the signing ‘in/out’ system
and when the tutor accompanies the pupils s/helétemsure that telephone contact with
the school will be possible.)

RESIDENTIAL VISITS and TOURS
All visits involving a period of residence needs®planned well ahead.

At home or abroad residential visits will includeripds of time which are not taken up
with organised activity. Pupils may want to ledkie group accommodation in order to
shop for souvenirs, to take a walk, or to have@afucoffee at a cafe. After careful risk
assessments guidelines must be laid down by thg Peader and clearly understood by
all members of the party. The following points m@yelpful:

. Pupils should never be allowed to wander unsigezl alone

. The geographical area in which pupils are allowedvander should be clearly
defined

. A time limit should be set in proportion to the agfethe pupils. Anyone who

returns late should understand that he/she wikegently be penalised. Before
dispersal, everyone should know where a membeafifan be found during the
whole of the period and exactly where the group ireassemble

. If pupils are leaving from and returning to theugg@ccommodation, a signing in
and out book should be used
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Pupils should only be allowed out of group accomatiod after the evening meal
if it is appropriate to their age etc. ‘Youngeupis must only go out in escorted
parties accompanied by members of staff

If the party is staying in a hotel or near shogs @upils should be reminded that in
the UK it is an offence for persons under 18 to blophol in public houses, off

licences or shops. Other laws apply abroad. Pawerd pupils should be clearly
informed of the school's policy in connection weinsumption of alcohol

Pupils away from home may well strike up acquaicgawith pupils from other
school parties or people from the locality. Thaés de a problem if it leads to
proposed meetings at times when the group is seddose engaged on organised
activities or safely in their accommodation.

The group register should be checked regularlyasayeal times and whenever the
party is about to move from one venue to anothers often convenient to give
small group of pupils responsibility for one anatheeporting to the leader if
anyone is missing

Members of staff should accompany pupils on botivard and return journeys in

accordance with the ratios given previously. Wheaeel is by air, it is acceptable
for there to be a lower ratio of staff to pupils tre flight, provided that the

appropriate number of staff accompanies the pupilshe departure gate and
additional supervisors are available when the pantyet by the host school or tour
company representative at the point of arrival.

The Party Leader should check the fire exits in gnoyp accommodation and ensure that
pupils are aware of them and of the fire procedutkpossible a fire drill should be held
on the first evening, before bedtime.

TRIPS ABROAD

Some special additional precautions are necessafgreign visits.

Insurance Cover

Health

A check should be made to see whether specificapteons are required.
Parents and pupils should be carefully briefed ay health and hygiene
precautions which are necessary in the regions ewlibe pupils will be
travelling.

Items to keep in mind:

. Tap water is not always safe to drink

. In some localities, salads may need to be avoidhed feuit should be
carefully washed in purified water or peeled.

. The strength of the sun should never be underdstimaspecially at high
altitudes, and pupils should use sun protectioamrand may need a hat
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. Rabies can be transmitted by bites or scratchesifitected cats, dogs,
foxes and farm animals.

Funds

Careful estimates should be made of the neech&ir in the currency of the
country to be visited. Staff should have suffitiemds in appropriate form to
provide for all anticipated needs plus an emergdmog which would purchase at
least 2 return tickets to the UK and cover immedmedical costs. If further funds
are required, the group leader should telephone tbentact member of staff
and/or the school office for assistance.

Foreign Customs

Pupils should be advised beforehand of any logstioms they may meet
which might surprise them and warned of the pdggibf giving offence.

EXCHANGE VISITS

These usually involve groups of pupils travelliogat foreign country and staying with a
host family and may be organised by a specialistpamy or in conjunction with a school
in that country. The following points should bermin mind:

The VC will normally expect a member of staff toresident in the country during
the stay and will consider whether appropriate @uoces exist for contacting
school and parents in case of emergency.

Parents should be fully informed of the arrangesemtd given all necessary
details in connection with the host families.

Members of staff should accompany pupils on botiward and return journeys in

accordance with the ratios given previously. Wheaeel is by air, it is acceptable
for there to be a lower ratio of staff to pupils tre flight, provided that the

appropriate number of staff accompanies the pupilshe departure gate and
additional supervisors are available when the pantyet by the host school or tour
company representative at the point of arrival.

Unambiguous instructions must be given to pupilsceming their own safety and
any uncertainties they might have about their cafatg or wellbeing.

A member of staff should be present in the localityupils should be given

details of the member of staff’'s telephone numbyestber contact arrangements
and it should be made clear to pupils and hostlf@snivhen the member of staff
will be available at an agreed location.

Host families should be aware of the procedurdsetéollowed and the persons to
contact in the event of any accidents, illnesseslems or difficulties such as bad
behaviour. Whenever a member of staff is advidethe@illness of/accident to a
pupil s/he should personally investigate immedyageid if the situation warrants
inform the pupil’s parents straight away.

If activities are planned with a foreign schooljstimportant that the extent of
responsibility of that school’s staff is agreecadvance and that pupils know when
the foreign school staff are in charge and howatatact their own teacher if s/he
are based at a location remote from the pupils.
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. Although some students might be over 18, whilsteggnting the school the
conditions above still apply.

TRAVEL GUIDELINES

In advance of the trip, pupils should be given clegfety instructions based upon the
risks associated with the particular type of traedbe used.

EMERGENCY PROCEDURES

Part of the written arrangements or risk assessnfenthe visit must include details on
how to contact the school or a designated senianbeeof staff.

Serious or Fatal Injury — Emergency Procedures

An emergency is unlikely to occur in circumstana®ere the following procedures can be
carried out to the letter, but staff accompanytrg party should be familiar with them and
should be able to adapt them to the situation irchwthey find themselves and a copy of
the procedures should be taken on each visit.

The party leader (or staff member in charge of ksudd-group if out of contact with party
leader until party leader can be contacted) should:

. Establish the nature and extent of the emergency

. Call whichever emergency services are required

. If there are injuries have appropriate first aidhadstered

. Make sure all other members of the party are adeoluior and are safe

. Establish the name(s) of the injured

. Advise_ other party adults of the incident and thatergency procedures are in
operation

. If possible arrange for an adult from the partyatcompany the casualty to

hospital. If this is not possible, ask the polibe name and address of the
hospital concerned and write it down

. Ensure that the remainder of the party are adelyus@ervised throughout. It
may be necessary to arrange for their early radtubase

. Arrange for one adult to remain at the incidené dd liaise with emergency
services until the incident is over and membershef party are accounted for
discourage pupils from contacting their parentsil utmtey are briefed/until
contact is made with the VC, emergency contact tpomdesignated senior
member of staff

. Commit to writing full details of the incident -

Name(s)
Nature, date and time of incident
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Location of incident
Details of injuries
Details of police who attended/witnesses namellresses (and telephone

numbers if possible)
Action taken so far
Telephone numbers for future communication.

In any shared responsibility situation, the emecgeprocedures should be agreed in
advance with the centre/other school involved.

Procedures for Other Accidents/Incidents

Complete the school accident/incident report fonmcammit to writing full details as
above.
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MASTER CONSENT FORM
of Parent/Guardian for short visits - side 1

Please complete this form giving all relevant dstdi will be referred to every time your son/datey
participates in either an off site visit within teehool day, between 8.00a.m.and 4.30p.m., ora loc
evening visit.

You will be given written information concerningezy proposed educational visit for your
son/daughter and asked to sign a separate sharissésn form in each case.
Name of PUPIl: oo FOrm: o

Home address:

................................................................................. Home telephore....................
................................................................................. Work telepham@ .................ooooo,
................................................................................. Mobile teleplgono:...............ccooeeee,
Alternative emergency contact:

NBMIE. e Tel .no:

X0 [0 | 12T ST PTP PP PPPPRRRTRN
My son/daughter’'s mobile telephone NUMDET: ...

Medical information:
a. Does your son/daughter have any special dietanyineagents?

b. Has your son/daughter suffered from any of theofaithg?

Asthma or bronchitis YES/NO
Heart condition YES/NO
Fits, fainting or blackouts YES/NO
Severe headaches or migraine YES/NO
Allergies to any known drug YES/NO
Other allergies, e.g. food, materials YES/NO
Other ilinesses or disability not named YES/NO

If the answer to any of the above is YES, please details below:

C. Is your son/daughter currently vaccinated agaatanus? YES/NO

Date of injection  ........cccccvvvivvvviiiiiiiiiniininnns Date of booster ............ccceeeii
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MASTER CONSENT FORM
of Parent/Guardian for short visits - side 2

d. Is your son/daughter prone to travel sickness? S/XBD

If YES, please give the name of travel sickneds pibrmally administered (by yourself) if any.

e. Please give your family doctor's name, addresgelaghone number:

N F= T TSP TUUUPPPPPRURR

Is your son/daughter now receiving medical or suaigireatment from your family doctor or hospital
and/or has he/she been given specific advice km#dh emergencies?

YES/NO

If YES, please give details below and supply a aiceletter confirming the treatment and that your
son/daughter is fit to travel.

f. Please write here any further information which feel may be of assistance to the staff in
charge of an educational visit.

Transport

| consent to the pupil traveling by any form of paliransport and/or in a motor vehicle driven bg t
party leader or any other responsible adult menabahe party who is authorized by law and duly
insured to drive.

Accident/lliness

I consent to the pupil receiving medication asringed and any emergency dental, medical or surgica
treatment, including inoculations, general or lcmadsthetic, surgery or blood transfusion, as densd
necessary by the medical authorities present.

Remotely supervised time (senior school only)

| consent to my son/daughter having remotely supedvfree time in the daytime in a group of pupils
with the prior permission of the party leader

Personal effects of the pupil

| acknowledge that the pupil will be responsible tbe safety of his/her own money and personal
effects. | will not hold the school responsible li@gses unless caused by the negligence of thelscho
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MASTER CONSENT FORM
of Parent/Guardian for short visits - side 3

Insurance

I understand the extent and limitations of the iasae cover provided, and know of no informatioat th
may affect the insurance.

Signature of parents/guardians

I, the undersigned who have parental responsibititythe above named pupil have completed the
information requested above and overleaf. | haas rand understood and | consent to the matters set
out above and overleaf.

| agree to inform the school as soon as possibEngfchanges in the medical or other circumstances
between now and the commencement of any journey.

Relationship to pupil: ... D= 11

| the above named pupil promise to observe thel mapie of conduct for visits. | will do my best to
ensure the safety of myself and other membersyfparty. | will obey the laws of the country. Illw

at all times act with courtesy and considerationdiners and do my best to uphold the good name of
the school.

Signed by the pupil: ... D= 1

THIS FORM WILL BE KEPT IN THE SCHOOL OFFICE AND AC OPY WILL BE TAKEN BY THE
PARTY LEADER ON ANY EDUCATIONAL VISIT
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Check List for Party Leader

NB. No bookings should be made until the Head asngapproval for the visit/activity and the dakes/e been
checked to avoid clashes with other events or itapbrclasses and relevant staff informed via th# steeting.

Proposed visit:

Day and date Staff party leader
Destination Accompanying persons
Depart am./pm.| Year group

Return am./pm.| Number of pupils

Staff : pupil ratio

Check list of action to be taken:

Action

Tick +date

Comment

Agreed by Head

Checked by ........ for feasibility

Checked with calendar

Checked with staff

Initial costing done

Parents informed in writing

Permission forms sent

Copy of master permission form received for eaghilpu

Risk assessment completed**

Meeting with parents arranged, (residential only)

Date & time:

Coach booked

Minibus booked

Drivers:

Other transport booked

Canteen informed

Packed lunch ordered

Pupil list for notice board

Office staff advised, travel form completed

Pupil emergency contact numbers obtained from @ffic

........... informed if out of regular school hours

Pupil medical details checked

Adequate first aid cover, medical kit/ sick buckets ordered

Nominated staff in charge of|
first aid:

Awareness of site prior to intended trip/activity

Visit evaluation form ready to be completed

Cortpkfter visit

* A consent form is required for residential trifsteign visits, field trips, visits involving ahg journey
and visits out of school hours (except sixth forraréng theatre visits and regular PE fixtures).

All other short local visits may be covered by thlanket form' once this has been set up and sightitk start of
the academic year. In these cases only the shortigmon form is necessary.
Every off-site activity requires a separate parenthsignature via one or other of the permission forrs.

* If the risk assessment has been carried outpreaious year this should be thoroughly reviewed may

then be used.

| Action: Party Leader must keep this on file. COPY t0 ......ceeeeveeveerveerinnnnnnnnn. fore departure.
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Application for the Approval of an Educational Visit

This form should be submitted to the Headdlroff-site activities before pupils are notifiedamy bookings
made.

Party Leader: Department:
Year Group: Number of pupils:
Adult/Pupil ratio:
Total number of accompanying staff, including party Names of ALL other accompanying persons:
leader: [Adults must be list 99 cleared and evidence for 1h
included; residential trips require full CRB]

Date and time of visit:

Venue and purpose of visit:

Details of visit, including travel arrangementsy diree time and any potentially hazardous actisitie

Cost per pupil: Additional cost to School:

A costing sheet should be submitted for residetrijad (incl. paid cover if needed in Junior Schools)
For residential Visits:

. Nature of accommodation

. Outline of any hazardous activities

Other relevant information:
. Name of organisations, e.g. coach company, triave!
. Awareness of site, e.g. previous visit

Approval is given to proceed with arrangementslias visit as outlined above.
N.B. Any changes to the above must be communidatéue Head for approval.

Signed: Approved subject to risk assessment and all

DfES recommendations being carried out.
Date:
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Risk Assessment Form

YT o | TP
Date: i Number of pupils:  ................ Year: ...
Party Leader: .......ccccvvviiieiiiiiiiieeeenn, Person in charge of first aid: ........ovevvviiiiiiinnnnn.
(@1 0= ] L PO
Duty Officer: ..., Tel. No:

MODIIE: e
Date of approval from the Head: .........oeii i erre e e e e
Assessment undertaken: ................... ONEI o —————————

DA e

Review date: ..o

Hazard identification:

Identify all hazards which have the potential toyda or others harm.

Evaluate the Risk - the chance that someone whidomed by the hazard- as Low,
Medium or High

For example: theatre trip = Low Risk; elfi work on sheltered shore = Medium
Risk; cliff work, unprotected ramparts = HighsRi

Describe the control measures put in place to msenthe risk so the possibility of
harm is unlikely.
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Hazards, Assess

Journey,

Weather, (Winds, Tides
etc)

Activities

Medical conditions of
pupils

Biological /chemical
hazards

Man-made hazards
Personal safety of pupils
Impact on general
public/environment
Possible contact with
animals and contraction
of disease from animals.

Who is at
risk?
Consider
pupils,
staff and
general
public

Risk Rating

Low,
Medium or
High

Control Measures

Include

Reference to travel company

Risk assessments from field study
centres

First aid cover and preventative
measures taken

Past experience

Supervision arrangements for
activities and free time
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CONSENT of Parent/Guardian for a Residential,
Long Distance, or Foreign Visit — side 1

Name Of PUPIl: oo ————— MO .o
Proposed ViSIt t0:  .eviiiiiiiieiieece e Costof ..o
Day and date of departure:..........ccuuueuvrrvmmm e eserenirerneereerrrereeaaeeeeaeenens Depae time: ....ccvvvvveeveeiieieeeeeeeen,
Day and date Of FetUIN:.........cccciiiiiiiiiiieeer e e e e e eRrntime:..........coo oo
LI VL IV =Vl 04 T=Y £SO
Passport number: ..........coooiiiiiii i European health cardEHIC) NO: ........ccoooiiiiiieeeeee e

Medical information about your son/daughter:

1. Does your son/daughter have any conditions requimiedical treatment? ...
2. Does your son/daughter have any allergies, emeication or specific foods? ...
3. Does your son/daughter have any special dietanyiregents?

(if yes to any of the above, please supply detdiksn returning this form)

4. To the best of your knowledge has your son/daudigen in contact with
any contagious or infectious diseases or suffereoh fanything in the last
four weeks that may be contagious or infectious? ...

Contact telephone number, parent/guardian:

WOIK: oo HOBND ... MOBIL.....coviiiiiee e
(oL 0 gL To [0 =Tt OO TRPUPR PP
Alternative emergency contact:

NBITIE. oo e e Tel INQ i

F Yo [0 =TT OO PP PP PPPPR PO
My son/daughter’'s mobile telephone NUMDET: ... e
Signature of parents/guardians

I, the undersigned who have parental responsibititythe above named pupil have completed the
information requested above and overleaf. | haae @nd understood and | consent to the matters set
out above and overleaf and in the visit programmetler relevant information. | agree to inform the
school as soon as possible of any changes in thécater other circumstances between now and the
commencement of the journey.

SIGNEA: oo ———

Relationship to pupil: ..o D= (= PSRRI

| the above named pupil promise to observe thel gogie of conduct for visits. | will do my best to
ensure the safety of myself and other memberseopé#nty. | will obey the laws of the country | am
visiting. | will at all times act with courtesy amtnsideration for others and do my best to uphwdd
good name of the School.

Signed by the pupil:........ooo Date:
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CONSENT of Parent/Guardian for a Residential,
Long Distance, or Foreign Visit — side 2

1 Transport

| consent to the pupil travelling by any form offgia transport and/or in a motor vehicle driven by
the party leader or any other responsible adult begrof the party who is authorised by law and duly
insured to drive.

2 Health

| certify that to the best of my knowledge and é&kethe pupil is in good health and (if applicathe)
received all necessary inoculations. | am awamoafason on medical grounds why the pupil should
not be a member of the party for this trip.

3 Passport etddr foreign visits only

| certify that the pupil has a current passport éhépplicable) all necessary visa and satisfles t
entry requirements of the country to be visitedd aaquirements for readmission to the United
Kingdom.

4 Accident/lliness

| consent to the pupil receiving medication asrinded and any emergency dental, medical or
surgical treatment, including inoculations, genenalocal anaesthetic, surgery or blood transfusion
as considered necessary by the medical authopitesent.

5 Unsupervised timeSenior School onjy

| consent to my son/daughter having remotely supedvfree time in the daytime in a group of pupils
with the prior permission of the Party Leader

6 Swimming and other activities

| certify that the pupil *is/is not a competent swner. Please delete onand initial) | agree to the
pupil taking part in any/all of the activities (wieeapplicable) contemplated as listed in the visit
programme, (including, for senior school pupilsyoah foreign trips, drinking a modest quantity of
wine with a meal), except for the following:

(N.B. all additions, deletions or amendments tgiestin this box must be initialled by the parent)

7 Personal Effects of the Pupil

| acknowledge that the pupil will be responsible fioe safety of his/her own money and personal
effects. | will not hold the school responsible fesses unless caused by the negligence of thekcho

8 Insurance

| understand the extent and limitations of theiiaace cover provided, and know of no informatioeit t
may affect the insurance.

A COPY OF THIS FORM WILL BE TAKEN BY THE PARTY LEAD ER ON THE VISIT
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Permission Slip for Short Visit

For short educational off-site visits which degest, and return to, school within the working day.
(8.00 a.m. to 4.30 p.m.) Also covers for local emgrvisits, such as theatre visits.

AN EAUCALIONAI VISIETO oot mee ettt ettt e e skt e e e s s bbbt e e s sk et e e e s e bt e e e e e e s
Date FOrm
Time of departure .., Approx time of return .
Transportis by e Costtobe billed, £ ..o
Party Leader e, Department s
Other details are as fOlIOWS e e et e e e e et b et e e e e e bt e e e e e e snnees
PUpil's NAME oo ———————— FOrM.. oo

| give permission for my son/daughter to take pathe educational visit
L0 PP PRSPPI ON e

My son/daughter's emergency contact numbers anital@dformation are as detailed on the Master
Consent Form signed in September 200? when my aoglder joined the school. | agree to authorize
members of staff during the course of this visiapprove such medical treatment for my son/daughter
as is deemed necessary in an emergency.

Signature of Parent/Guardian ..........cccceeeeeeeviiiiiii i Date oo

Please complete this slip and return to the paggér, ... by
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Travel Form

U 0T 11T ) T oS
(D= 1= o) A1 | U OR P PPPP
Teacher OrganiZing VISIL:  cooiiiiiiiiiiee s et e e e e e e e eeeaaeeeeaeesesssaanaressaeneeeeeeaeaeeaeaeasessassananssnsnnrnnnns
DT oF=T 1 01T o | AP TT TR TTPRPP
L@ 1 g T=T a0 1= 6o 0 F-3N 1 1VZ0] 1Y/ =To SRR ERR R

(BT ([ E= N T0) g IV [0 [ f =TT N

L1 1 aTo o B o) 1 = 1 1) 0T SRR
LI AL I 0] o 1=T = Lo PP PEPTPUP
TOUN NO. / REIBIENCE: et e bt s e e st e s s n et e s n e e e snr e e e sneeeeanes
Time and place Of EPAITUIE: oot et e s et e e e e et e e e e eesee s s senabeabesaaanereeeaaaaeeeaeeeeesanannns
TiMe and Place Of FE U o et e e e e e e e e oo e oo e oo e et e e e e e e e aaaaeaaeaeesaaaaaannnnbnebeneaeas
L 1T | 1A NN 10 T ] =T PR
INSUIANCE TETAIIS: oottt e e s ok e e e e s s s bbb e e e e e s e ab b e et e e e e e s bb et e e e e e nbbe e e e e e nnnnnes

Catering staff informed?

List of pupils and emergency contact numbers afidCh o r————

Total cost per pupil for fee billing S
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Visit Evaluation Form

Please complete this form as soon as possibleyafterreturn by ticking relevant boxes.

Visit to

Date

Party leader

Excellent

Good

Fair

Poor

Comment

Educational value

Transport
arrangements

Suitability of venue

Value for money

Pupil behaviour

Timing

Review of Risk
Assessment —
Any incidents?

Other comment

Worth repeating?
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AUTHORISED ABSENCE LIST

Member(s) of staff responsible

Nature of absence

Date (and time) of Departure

Date (and time) of Return

Emergency contact number

Mobile number(s)

(Member of staff in charge)

Office received: ........oouuveeeiieiiiiiieiceeens

Kitchen received:

Name

Form

Name

Form
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EDUCATIONAL VISITS INCIDENT LOG

INCIDENT LOG
(This must be completed for every incident)

Date of the incident:

Whereabouts of the incident:

Pupil(s) Involved:

Nature if the incident/accident:

Action Taken:

Signed: Date:

Group leader’s full name:

To be detached and handed to the head teachetheithvaluation of the trip.

Action taken to prevent recurrence:
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38. WORK AT HEIGHT REGULATIONS

Introduction

Working at height is governed by The Work at Heigggulations 2005 (as
amended) and the School’s policy is based uporgtige to the regulations
issued by the Health and Safety Executive (HSE).

These Regulations apply to all work at height where is a risk of a fall
liable to cause personal injury. There are no helighits. The Regulations
place duties on employers, the self-employed, aydoarson who controls the
work of others to the extent of their control (Botample Estates may contract
others to work at height, such as window cleandrs Regulations do not
apply to the provision of instruction or leadersimpcaving or climbing by
way of sport, recreation, team building, or sim#ativities.

Requirements
The Regulations require the duty holder(s) (illewho give instructions to

others) to ensure the following matters. Thedbydoints should be used as a
safety check list:

 All work at height is properly planned and orgadisend the risks
assessed

* Work at height is avoided wherever possible

» Appropriate work equipment or other measures alectszl and used to
prevent falls where working at height cannot beide

*  Where the risk of a fall cannot be eliminated, appiate work equipment
or other measures are used to minimise the dis@mmdeonsequences of
a fall should one occur

* Those involved in work at height are competent

* Equipment for work at height is properly inspectedi maintained and
records of these are available

* The risks from fragile surfaces are properly coigcb

The Regulations include a number of schedules gidetailed requirements
for existing places of work and means of accesswork at height; for
collective fall prevention (e.g. guardrails and lng platforms); for
collective fall arrest (e.g. nets, airbags etwy; personal fall protection (e.g.
work restraints, fall arrest and rope access) anthfiders.

Operational information is summarised in the folilegvsections

*  Window cleaning
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* Roof safety systems

* Ladders and mobile elevating work platforms (MEWP)
* General access scaffolding

*  Tower scaffolding

Action required

Duty holders shall ensure that all work at heighplanned, organised and
carried out by competent persons and that thersteygor managing risk for
work at height is being followed. Duty holders mastsure that the most
appropriate work equipment shall be used and tbHéeative measures to
prevent falls (such as guardrails and working platis) are in place before
any measures which may only mitigate the distamcecansequences of a fall
(such as nets), or which may only provide persqmatection from a fall.
Risk assessments must be committed to writing.

All fragile roofs must have appropriate hazasmarning signs.
Window cleaning

The HSE has produced a number of guidance document®rning window
cleaning: Safety in window cleaning using portdaldders MISC 613; Safety
in window cleaning using suspended and poweredsacequipment MISC
611; and Safety in window cleaning using rope ateshniques MISC 612.

» These publications should be used to evaluateafetysof window
cleaning operations (which are normally carriedlmutontractors).

* The employer must ensure that contracts for wind@aning require the
work to be carried out in accordance with relerd8E guidance.

Roof safety systems

Latchway cable systems can be installed eithemfank restraint or for fall
arrest as an alternative to provision of edge ptme. Eyebolts can be
installed either for work positioning in conjunatiavith latchway cables, or
for window cleaning. Cradle systems either on raysvor from beam
locations can be installed to provide safe acamswihdow cleaning.

* All systems must be examined at intervals not ediogel2 months (6
months for cradle systems). Repair, replacemefitllode-commissioning
and provision of alternative systems is necessdngrev equipment is
found to be sub standard.

* Fall protection equipment (FPE) must be suppliedemtly for each
installation and examined thoroughly at intervalst rexceeding 12
months. This includes checking that no FPE has beservice for more
that 5 years.

* Training must be provided for all employees whodhaecess to the roof
etc. Individuals must not be allowed to use thexfetg systems unless
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they have received appropriate training. Contacslreuld provide a
method statement with risk assessment and prooframiing before
commencing work.

The employer should have the following items of FPE

2 X Transfasteners

2 x Full Body Harnesses

2 x Lanyards

Plus additional equipment as supplied for spedaifstallations

FPE must be visually inspected for safety before, asd a log must be
kept of visual inspections and descriptions of WhiPE is used, when

and by whom.

Only the transfasteners should be issued to cdotsac Contractors are
responsible for provision of the own full body hess and lanyards.

Ladders and mobile elevating work platforms (MEWP)

Ladders and stepladders are regarded primarily eeans of access. They
should only be used as workplaces for short peraddgne and then only if

the use of more suitable equipment is not justifiedause of low risk and
when the residual risk is adequately controlleds lgenerally safer to use a
tower scaffold or a MEWP.

Ladders (including step ladders)

The use of ladders is only permitted where theaisaore suitable work
equipment such as, tower scaffolds, podium stegmporary stairs or
MEWRPs is not appropriate and:

« The work can be reached without stretching

- The ladder can be secured to prevent slipping

« A good handhold is available (unless, in the cdsestepladder and
when carrying a load, the maintenance of a handkaidt
practicable).

Timber and aluminium ladders must conform to therapriate British

Standard or other standard i.e. BS 2037 or BS TaSs 1 — heavy duty.
Class 3 ladders are intended for domestic use a@my are not
recommended for use at work.

Ladders must be in good condition. The School @sponsible for
implementing a programme of regularly examiningdixd under its
control and records of these examinations mustelm. kThere must also
be a visual inspection before each use, which resothecking that:
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» The stiles are not damaged, buckled or warped
* No rungs are cracked or missing
» Safety feet or other safety devices are not missing

Painted ladders should not be used as the painthidayfaults. (Coating
with preservative and clear varnish is rec@nded).

» Ladders (not stepladders) must be correctly ang@lad out for every four
up, i.e. approximately 75 degrees to the horizdntdhere ladders are
used as a means of access they should extend apptely one metre
above the access platform, unless some other amedwsndhold is
available.

» Ladders must only be used on a firm, level surfaceé they should rest
against a solid surface, not against fragile oeothsecure materials such
as plastic guttering or asbestos cement sheet.etaddust be secured in
some way, preferably at the top to prevent sidewaggement. The foot
of the ladder should be supported on a firm levwefage. If a ladder
cannot be secured by a physical fixture and istless 6 mtrs long then a
second person must foot the ladder during use.

» Ladders 6 to 9 mtrs long should always be tiecheoluilding to suitable
anchorage points. Ladder ties for this purposenarmally installed 2 mtrs
above ground level or adjacent to each window ogeni

* The top platform of a stepladder must not be usddss it is designed with
handholds for that purpose.

MEWPs

* The use of MEWPs must be the subject of a pride assessment. The
person operating the equipment must be trained @nmdpetent. The
platform must be provided with guardrails, toe lisaor other suitable
barriers to prevent falls. MEWPs must be in gooddition and used on
firm and level ground.

* MEWPs must be maintained in accordance with the ufe@turer's
instructions and thoroughly examined at six montiiyervals by a
competent person. Where MEWPs are the propertyhefemployer, the
thorough examination should be carried out by tngleyer’s insurers and
the insurance company must be informed in writingt tthis is required.
Records of regular maintenance and thorough exdimmanust be retained.

General access scaffolding

This is used primarily on work under the control ‘wfain’ contractors but
some may be used via direct contracts. In the ohslirect contracts the
scaffold contract company must provide written et evidence of their
competence.
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Scaffolding must be inspected by a competent person

» Before itis putinto use

» At seven day intervals until it is dismantled

» After bad or excessively dry weather or high windsinother event likely
to have effected its strength or stability

» After any substantial additions or other alteragion

A written report of inspection in ‘statutory’ formanust be prepared by the
competent person. The report should normally b&emrout at the time of
the inspection but must be provided within twerdyfhours.

A copy of the report must be kept on site with ened person. A further copy
must be retained for a period of three months ftoencompletion of the work
in the office of the person on whose behalf thpétsion was carried out.

Any employee placing a contract for scaffolding kWwanust ensure that
inspections will be carried out and that appropriatspection reports are
available for viewing by external inspectors.

A holder of the CITB Advanced Scaffold Inspectioartificate or equivalent
will be accepted as being competent to carry onegd access scaffolding
inspections.

Any scaffolding which fails an inspection must berbally reported to the
person responsible for placing the original coriras soon possible by the
person carrying out the inspection. The necessamnedial action must be
carried out by the scaffolding company and a reaction carried out by the
competent person before the scaffolding can béenpuuse, or further use.

Where scaffolding is erected in an area generaltgssible to any persons the
following should apply:

* The minimum amount of equipment and materials ghbealstored on the
scaffold

» Persons should be prevented from walking undeear the scaffold by
means of physical barriers (not tape)

» All ladders at ground level should be removed wheaffolding is left
unattended.

Tower Scaffolding (whether prefabricated or not) ircluding those on hire

» Formal instruction and training must be providedcbynpetent persons for
all those who erect tower scaffolds. Training may firovided by the
company supplying the tower scaffolding or someeptteputable external
organisation. Towers should rest on firm level gwith the wheels or
feet properly supported. Safe access to and fhenwbrk platform must be
provided.
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Working platforms should not be higher than 3 tinies minimum base
dimension

Platforms above 2 mtrs require guard rails andtmserds.

Tower scaffolds should usually be climbed usingrinal vertical ladders or
inclined steps/stairs

Tower scaffolds must be inspected by a competersiopeand a record of
the inspection must be made and kept for three Imsceifter dismantling the
scaffold.

Inspections are required:

. Before first use

. After substantial alterations

. After any event likely to have affected it stalyilit

. If the tower remains erected in the same placenfare than seven
days.

Any faults should be put right before further use.

. Consideration should be given to whether the areana the base of
the tower needs to be a designated hardhat area.

. Only the minimum amount of equipment and mateniaés/ be stored
or used on the working platform.

. Barriers must be erected at ground level to pregenple walking into
the tower.

. If the scaffolding is to remain in position unatied, unauthorised

access to it must be prevented by removing or liogualer the access
ladder.

As revised 02.05.08

99



39. WORK EQUIPMENT

All dangerous parts of machinery shall be adequatdeguarded. A machinery
inventory shall be drawn up to identify machinesipment with dangerous
parts together with associated safeguards. Regslaections and tests of
safeguards and emergency stop devices and regailatermance shall be carried
out each term and recorded.

Provision and Use of Work Equipment Regulations 198

'‘Work equipment' includes items such as, woodwgrknachinery, lawn
mowers, overhead projectors, white boards, ladtiysratory apparatus,
electrical tools and catering equipment. Work popgnt also covers any
equipment provided by employees themselves foaus@rk.

Managers and Heads of department must:

. Ensure that equipment is suitable for the job st teedo

. Take into account the working conditions and hazardhe workplace
when assessing the suitability of and selectingethugpment

. Ensure equipment is used only for operations fackytand under
conditions for which, it is suitable

. Ensure that equipment is inspected regularly andtaiaed in an
efficient state, in efficient working order andgaod repair

. Give adequate information, instruction and trairtmgsers

The equipment must have:

. Protection on dangerous parts

. Protection against specified hazards occurring asdhalling and ejected
articles and substances, ruptures or disintegrafiarork equipment

parts, equipment catching fire or overheating, t@mitional or premature
discharge of articles and substances, explosions

. Protection on parts and substances at high orleerjemperatures
. Control systems and control devices
. A means of isolation

Plus there must be good lighting, maintenanceatipas and warning
markings. Managers and Heads of Department in@aoftwvork equipment
must assess the risks posed by the use of worgraguat under their control.
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New equipment must comply with an appropriate Bhnitor CEN Standards.

As revised 06.10.08
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40. WORK EXPERIENCE

A copy of ‘Managing Health and Safety on Work Exgoexe - A Guide for Organisers’
HSE should be available for careful reference lBatlork experience organiser.

Once a potential placement provider is located,4bhool is responsible for approving
suitability in all cases except where the placenpeotider is currently approved
by the local Education Business Partnership orratependent agency.

To approve the suitability of the placement prewistudy and follow the advice given
in the Health and Safety Executive publication.

Pupils should be prepared for their work expereeaad debriefed after work
experience. Again see advice in the publication.

Introduction

The aim of this policy is to set out how the Schetl manage Work Experience
placements as a Placement Provider, i.e. extetundests/learners spending time at
the School.

Requirement

The law states that we must ensure, as far aasenably practicable, that
students/learners are not placed in a work envismiwhich poses a significant risk
to their health and safety.

Considerations

When a request for a work experience placememicsived by a member of staff,
they are required to discuss with their Line Mamagel together consider:

1. Is the request appropriate?

2. What impact will it have on the School, in partewuin terms of time
invested by the supervising member of staff (“Sujzer”)?

3. Will there be a benefit to the School?

If the decision is made to approve the requestStifgervisor must adhere to the
Health & Safety responsibilities set out below.

Health & Safety Responsibilities

Students participating in work experience are régams the School’'s employees for

the purpose of health and safety. The School shakkiElaccount of any extra
precautions required for young persons, e.g. thakentack experience or maturity.
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« The placement provider must comply with the Heahd Safety at Work Act
and its relevant statutory provisions.

« The provision of information, instruction, trainiagd supervision is
particularly important for new or temporary emplege

« The School must assess the risks to which empl@areesxposed to at work
and introduce and maintain appropriate measurebninate or control the
risks.

« Risks to young workers must be assessed beforestagywork, and the
parents/carers of any students informed of thefikeiyngs of the risk
assessment and control measures.

« The risk assessment must take into account spéadiors such as
immaturity, inexperience and lack of awareness,rmadical conditions,
physical and learning disabilities of the student.

« The School should carry out induction trainingJuging information on:

o work activities and any associated significantsjsk

o health and safety instruction and training;

o names of supervisors and any other people takiegathresponsibility
for health and safety during the placement.

« The School must comply with requirements undeMioeking Time
Regulations (young workers have special rights E2dhours' rest between
each working day).

In addition, the Supervisor must provide writtemails of Work Experience
placements to the Administration Manager and confite placement in writing to
the student / learner.

Resources available

* Five Steps to Risk Assessment brochure & checklist
(http://www.hse.gov.uk/pubns/indg163.pdf

IC
As revised 06.10.09

103



