POLICY FOR
[ & HEALTH AND
MELIORA SAFETY

ACADEMY TRUST

Better Futures For All

2008

GREENPARK
ACADEMY
&‘l’y S,
~ ‘\\./ﬂ. »
5 :o\i';. =
* ‘ *
Re f f ley
ACADEMY /1 D V)h
Document Detall
Category Statutory
Department All Academies within the Trust
Responsible Officer Headteacherof Academyand AcademySupport
Manager
Status Approved(vs) Lo &0 o
Reviewed on: Term 2¢ 2022
Next review: Term 2- 2023




Contents

Part 1: Governing Body / Board ®fustees Statement of Intent...................ovvvieeee... 2
Part 2: Responsibilities and OrganiSation...............coooouiieemre i eeeeeeeeeeee 3
Part 3: Procedures and ArrangemeENtS.........cceeeeeieeeeceeeiiiiiee e e e e e e e e e e e e e eeeeesa e e e e e eaaeaas 8
AppendixX 1: GreenPark ACAUEMLY...........uuriiiiiiiiiiieeeeeee e e e e e immme e 15
Appendix 2: Reffley ACAOEMY.........cooviieieiimr e e e e e e aa e 17
Appendix 3: Blenheim Park ACAJEMY.........cccuiiiiiiiiiiiiie e 21
Appendix 4: Lone WOrKing POLCY...........uuuuiiiiiii e erenrsn e a e 23
Appendix 5: Work EXPerienCe POlICY..........uuuuiiiiiiiiiiiieeeiiieiieeeeeeeee e 26
Appendix 6: Personal Appliance and PAT Testing POliCY.......cccovvvieiieievccemiiiiiinnnn. 31
AppendixX 7: KEYNOIAEr POIICY.......uuiiiieiiiiiiiiii et 32
Appendix 8: Adverse Weather POIICY............uuuuiiiiiiiceeeeiiinn e e eremae s 36
Appendix 9: Academy SeCUrity POLICY ........coooviiiiiiiiiiiieee e 40
AppendiX L0:COSHH POICY........uuiiiiiee et eese e e e e e e e 46
Appendix 11: Addendum to Policy for Health & SafeReturning to Academy June 20@0ovid-19)53
Appendix 12: NCC Primary Curriculum Code of PractiCe...........ccceeiiiiiisiecciiinnnnnnn 55

Health and Safety Policy

Part 1. Governing Body / Board of Trustees Statement of Intent

Effective health and safety management is integral to delivering our ambition for excellence in educatiot
and our performance as a Trust. Our ovejective is to provide and maintain a safe and healthy
environment for our staff and pupils and others with whom we work.

We will achieve this by:

1 Developing and maintaining a positive health and safety culture with an emphasis on continually
improvingour performance taking into account human and cultural factors

1 Ensuring that health and safety management is an integral part of decision making and organisation:
processes

1 Adopting a sensible and proportionate approach to managing risks, with well iatbd®cision making
processes for higher risk activities and ensuring a disproportionate amount of time is not spent on trivia
or everyday risks

Providing a safe and healthy working environment for our staff, pupils and others working in the Trust
Ensurig safe working methods are in place and providing safe equipment.

Communicating and consulting with our staff and their trade union representatives

Complying with statutory requirements and where possible best practice

Investigating and learning the lessofrom accidents and work related ill health incidents
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Providing effective information, instruction and training to enable our staff to be competent in their
roles



1 Monitoring and reviewing systems and preventative measures to make sure they are suitdiidesrgt
and effective

1 Ensuring adequate resources are available to fulfil our health and safety responsibilities and objectives

1 Working with and monitoring our contractors to ensure consistent and comparable health and safety
standards

We recognise thizoverall responsibility for health and safety lies with all levels of management having direct
responsibility for activities and staff under their control. However, all staff have a legal and moral
responsibility to take reasonable care for the health aadlety of themselves and for others who may be
affected by their acts or omissions.

Health and Safety Policy

Part 2: Responsibilities and Organisation

Introduction
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The Board of Directors

Responsible for ensuring that suitable organisational arrangements are in place for the management ar
control of health and safety within the Trust. In particular, we will ensure that:

1 A written policy statement is created and communicated which promotes a positive attitude towards
health and safety in staff and pupils

1 Responsibilities for health, safety and welfare are allocated to specific people and those people ar
informed of thesaesponsibilities

1 A lead Director for health and safety is nominated
1 People have sufficient experience, knowledge and training to perform the tasks required of them
9 Clear procedures are created which assess the risk from hazards and produce safe siysterks

1 Sufficient funds are allocated to operate safe systems of work



1 Health and safety performance is monitored and targets for improvement are set
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1 Our management of health anshfety considers the needs of anyone with a protected characteristic
under the Equalities Act

The Chief Executive Headteacher and Academy Headteachers

Responsible for all staff and activities under their control and will ensure that the requiremergiewohnt
safety policies and procedures are implemented and complied with. In particular, they will:
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is demonstrated and promoted througheir leadership.

Ensure that appropriate risk assessments are undertaken by competent persons and that suitable contr
measures are taken on a risk basis to manage the health and safety risks to staff and any other people w
may be affected by the T&uii Qa | OGA GAGASa

1 Monitor and review health and safety performance through:

Undertaking health and safety inspections of work areas/practices in line with relevant policy
Setting health and safety targets and objectives through appraisals and other sgrgmaviews
Reviewing incidents and accidents

Monitoring commissioned and contracted work under their control for compliance

Ensure that the management of health and safety in the areas under their control considers
the needs of anyone with a protectezharacteristic under the Equalities Act
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1 Develop safe systems of work and procedures and ensure that they are implemented

1 Ensure prompt action is taken to resolve any situations that may adversely affect the health and safet
of staff or other people

1 Ensure that they undertake all relevant training and staff are given adequate information, instruction,
training and supervision to carry out their duties, paying particular attention to new/inexperienced
employees and trainees

1 Ensure that all plant and avk equipment provided is: selected through a risk assessment process,
suitable, properly maintained and subject to all necessary tests and examinations

1 Ensure that accidents and incidents (including near misses and violence and aggression) are report
and investigated and the findings acted upon without delay

1 Ensure there are meaningful, effective arrangements in place for consulting employees and their trad
union representatives on health and safety matters that affect them

1 Ensure information that mya assist safety representatives in their role is provided to them When
commissioning work through partners and contractors, ensure that they are selected and managed i
line with statutory requirements.



1 Ensure that they seek timely assistance and advioerevexpert help is required from the Health, Safety
and Wellbeing team
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Lead Director for Health and Safety

The Lead Director has the following respongibs:

1 To be fully and visibly committed to the Statement of Intent for health and safety

1 To scrutinise and review health and safety performance

1 To provide support and challenge to the Chef Executive Headteacher and Academy Headtaadhers
the Board of Directors in fulfilling their health and safety responsibilities

1 To ensure in particular that risk assessments of the premises and working practices are carried out at
documented

Premises Manager

The Premises Manager has the followregponsibilities:

1 To coordinate and manage the annual risk assessment process for the Trust
1 To coordinate performance monitoring processes

1 To make provision for the inspection and maintenance of work equipment

1 To manage the keeping of records of alhlh and safety activities including management of building
fabric and building services in liaisaith approved qualified contractors.

1 To advise the Chief Executive Headteacher and Academy Headteachers of situations or activities whi
are potentiallyhazardous to the health and safety of staff, pupils and visitors.

1 To ensure that staff are adequately instructed in safety and welfare matters about their specific
workplace and the Trust generally.

Teaching and support staff holding positions of speai@sponsibility

This includes Assistant Headteachers, Trust Businasadr and Caretakers/Assista@aretakers.

They have the following responsibilities:
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own department or area of work and be directly responsible to the Chief Executive Headteacher an:

Academy Headteachers for the application of the Heahd safety procedures and arrangements

1  Carry out regular health and safety risk assessments of the activities for which they are responsible
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Ensure that all staff under they manage are familiar with the relevant health and safety Codes o
Practice, fotheir area of work

Resolve health, safety and welfare issues that staff refer to them, or refer to the Chief Executive
Headteacher/Academy Headteachers any matters for which they cannot achieve a satisfactory solutio
within the resources available

Carry out regular inspections of their areas of responsibility to ensure that equipment, and activities
are safe and record these inspections where required

Ensure, so far as is reasonably practicable, the provision of sufficient information, instructiomgra
and supervision to enable other staff and pupils to avoid hazards and contribute positively to their owr
health and safety

Investigate any accidents that occur within their area of responsibility

Class Teachers

Class teachers are expected to:

T
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Execise effective supervision of their pupils, to know the procedures for fire, first aid and other
emergencies and to carry them out

Follow the particular health and safety measures to be adopted in their own teaching areas as laid dow
in the relevant Codes of Practice

Give clear oral and written instructions and warnings to pupils when necessary
Follow safe working procedures
Requre the use of protective clothing and guards where necessary

Make recommendations to their Headteacher or manager regarding equipment and improvements ta
plant, tools, equipment or machinery

Integrate all relevant aspects of safety into the teachingcpss

Report all accidents, defects and dangerous occurrences to their manager

Employee Consultation/Safety Representatives

The Board of Director believe that consulting employees on health and safety matters is important ir
creating and maintaining afe and healthy working environment.

Safety representatives of trade unions recognised by the Trust will be consulted on all matters of health an
safety that may affect staff and on the provision of health and safety information and traininguiNon
staff will also be consulted directly.



Before making any decisions which could have health and safety consequences for staff, the Board
Directors will inform safety representatives about the proposed course of action and give them an
opportunity to express their views.

Staff

All staff have individual responsibility to take reasonable care for the health and safety of themselves an
for others who may be affected by their acts or omissions. In particular, they must:

T /2YLX & o6A0K (K SafdtyNbldyia drodkdoired atiall times/ R

1 Cooperate with managers in complying with relevant health and safety safe systems of work anc
procedures

1 Use all work equipment and substances in accordance with instruction, training and information
received

1 Wea, use, store, maintain and replace personal protective equipment as appropriate

1 Not intentionally misuse anything provided in the interests of health, safety and welfare

1 Take part in and contribute to health and safety inspections, risk assessments afiprapriate

1 Report all accidents (personal injury and vehicle), ill health, incidents of violence and aggression, ne
misses, hazardous situations, general health and safety concerns, defective equipment or premises

1 Attend all training relevant to theirole

Pupils

Pupils, allowing for their age and aptitude, are expected to:

T

T

Take personal responsibility for the health and safety of themselves and others
Observe standards of dress consistent with safety and/or hygiene

Observe all the health and séferules of the academy they attend and in particular the instructions of
staff given in an emergency

Use and not wilfully misuse, neglect or interfere with things provided for their health and safety
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Part 3: Procedures and Arrangements

The following procedures and arrangements have been adopted to ensure compliance with the Board ¢
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Lead Directorfor Health and Safety
The lead Director with responsibility for scrutiofyhealth and safety performance is Andy Walder.

Risk Assessment:

General Risk Assessment
General Risk Assessment will be coordinated by Chris Cornwell followiramgelidnd documentation on
I O RS Rebdella@Theywill be responsible for ensurirthe actions required are implemented.

Fire Safety

A fire risk assessment will be carried out and local fire safety procedures developed for the premises by Ch
Cornwell wih the support from approved qualified contractdi@lowing guidance and documeation on

I OF RS Rebfellad

Manual Handling
Manual handling risk assessments will be carried out by Chris Cornwell following guidance and
documentation ol O R S Febpfellad

Computers and Workstations
Computer and workstation risk assessments balicarried outoy each individual staff member, reviewed
by Chris Cornwell and actioned as necessary.

Hazardous Substances
Chris Cornwell will identify hazardous substances for which no generic assessment exists in the Codes
Practice mentioned belowpllowingguidance and documentation dn O I R S Rebpfelled

Violence to Staff

Assessment of the risks of violence to staff will be carried out by Academy Headtefatlosvisng

guidance and documentation dn O | R S Rebfellad
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Blenheim Park AcadengyNikki Taylor

Greenpark Academy Jill Graver

Reffley Academy Helen Fendley

Lone Working
Assessment of the risks of lone working staff wilcheried out byChrisCornwell per the policySee
Appendix4.

Risk Assessment of Curriculum Activities
Risk Assessments for curriculum activities will be carried out by Headteachers and relevant Subject Lead
using health and safety curtttim Codes of Practice dkcademi@ FeopleNet



Caretaking Code of Practice
Assessment of the risks to Caretakers will be assessed by Chris Cornwell following the Caretaking Cod
Practice guidance available.

Driving for Work
Assessment of the risks of driving for business will be carried out by Chris Cdofteweihg guidance and
templatesfrom The Key

Handling Money
Assessment of the risks of handling money (if applicable) will be carried out by Chris Cornwell and Janet
McGahrenfollowing guidance and templates available.

Home Working
Assessment of the risks of staff working from home will be carried out by Lisa Cook and Janet McGahren
followingthe guidance in the Home Working Policy.

Consultation with Employees
The Tust currently does not have anion-apponted safety representative but staff have been notified of
the position.

Consultation with employees not represented by a union is provided through Lisa Cook.

Safe Plant and Equipment
Plant and equipment will bespected, maintained and, where necessary, tested by appropriate contractors
appointed by theChief Executive Headteacher on behalf of Baard of Directors.

Routine local testing of emergency lighting, fire alarm call points, flushing of infrequesettywater outlets
and monthly water temperature monitoring will be carried out by the caretaker/Premises Manager.
Mandatory annual checks are carried outdpproved qualified contractors.

Any problems or defects regarding plant and equipment shoulteperted to Chris Cornwell.

Information, Instruction and Training
See appendices 1,2 and 3 for academy specific information and advice

Health and safety advice is available from the Premises Manager and Academy Headteachers.

Health and Safety Training:
See Appendix 12 for the Primary Curriculum Code of Practice from Norfolk County Council which all staff
asked to read.

Induction

Health and safety induction training will be provided for all new employees and for work experience

placement studentdy Chris Cornwell followinguidance and documentation on Induction bnOF RS Y A S

PeopleNet This covers the following areas as a minimum:

A Fire arrangements for the workplace, including assembly point, exit routes, fire alarm sounder anc
specific details aithey relate to the premises.

A First aid arrangementsfirst aid contacts and location of first aid equipment.

A Details of asbestos containing materials which are relevant to the place(s) of work

A Welfare facilitie; toilets, kitchen, rest areas.
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Incidentreporting requirements.

Display Screen Equipment assessment

Staff responsibilities (general, specific arrangements such as checking portable electrical equipme
using the checklist, responsibility for pupil safety in lesson planning and delivery).

Relevat risk assessments which apply to the work and safe working practice

Arrangements for competency development such as mentoring, job shadowing, training courses an
what work tasks cannot be carried out until the required competency level is achieved.

Means to report building defects and Premises Headteacher/line manager information.

Premises security and any lone working requirements.

Pupil safety and safeguarding

Short health and safety-karning modules are provided which cover core subjects including manual
handling, display screen equipment and fiflghese courses maye supplemented by a formal training
course/further instruction and information for some aspeof Health and Safety awarene&s, example,
lifting techniques for manual handling.

Staff and Directors named below have received or will receive health and safety training in the followin
areas:

Strategic Health and Safety Management and Premiseanislgement Training

)l
)l
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Health amd Safety Awareness for Directotssa Cook
Health and Safety Management for Headteachers:

Blenheim Park Academy Greenpark Academy Reffley Academy
Nikki Taylor Jill Graver Helen Fendley

Health and Safety for ManagerGhris Cornwell, Lisa Cook

Premises Managementd General:.Chris Cornwell

Premises Management@AsbestosChris Cornwell

Premises Management@Fire Safety Risk Assessment: Chris Cornwell
General Risk Assessment: Chris Cornwell

Curriculum/SubjectSpecific Health and Safety Training

Primary and Secondary PE and School Sport

T

T

T

Risk Management in PE

Blenheim Park Academy Greenpark Academy Reffley Academy
Inspire Sports Inspire Sports Inspire Sports

Ensuring Pupils are Safe in PE

Blenheim Parlcademy Greenpark Academy Reffley Academy

Inspire Sports Inspire Sports Inspire Sports

Safe Supervision of Swimming:

| Blenheim Park Academy | Greenpark Academy | Reffley Academy

10



| Alive Oasis, Hunstanton | Alive St James, Kings Lynn | Alive St James, Kinggnn

Occupational Risks
See appendices 1, 2 and 3 for details

First Aid at Work:

Emergency First Aid at Work:

Paediatric First Aid (for schools with children up to age 5):

Moving and Handling of Disabled Pup8se Supporting Pupils with Medi€adnditions Blicy for details
in appendices 2 and 3.

Musculoskeletal Injuries Rehabilitationh®me Referral: The Trust is signed up to this service.

= =4 =4 -4
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Caretaking/Site Management
1 10SH Working $aly:

Norfolk Steps trainingAll Teachers and Teaching Assistants are trained.

Blenheim Park Academy Greenpark Academy Reffley Academy
Chris Cornwell Chris Cornwell lan Raby

1 Ladder Use and InspectigNorse Commercial Services)
Blenheim Park Academy Greenpark Academy Reffley Academy
Chris Cornwell Chris Cornwell lan Raby
Premises Manager Premises Manager Caretaker

1 Health and Safety Workshop (COSHH) (Norse Commercial Services):

Blenheim Park Academy Greenpark Academy Reffley Academy
Chris Cornwell Chris Cornwell lan Raby
Premises Manager Premisesvianager Caretaker
Health and WellBeing
1 WellBeing Facilitators:
Blenheim Park Academy Greenpark Academy Reffley Academy
Michael Nodes Jill Graver Lisa Lee
Minibuses
1 Norfolk County Council Minibus driver training:
Blenheim Park Academy Greenpark Academy Reffley Academy

Not applicable

Not applicable

Not applicable

Training Records and Training Needs ldentification
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Health and safety training records are held by:

Blenheim Park Academy Greenpark Academy Reffley Academy
Nikki Taylor Jill Graver Helen Fendley

Training needs will be identified, arranged and monitored by:

Trust Blenheim Park Academ Greenpark Academy Reffley Academy
Chris Cornwell Nikki Taylor Jill Graver Helen Fendley

Incident Reporting and Investigation

Allaccidents and cases of weré&lated ill health involving employees (or nemployees where the injury is
potentially caused by a deficiency in activity, equipment or prenisest be recordedEach academgffice

has a folder to record accidents includimguries sustained by any adults. Any serious injuries are reported
via HSEWork related ill healthmatters are recorded by Janet McGahraéviinor injuries to pupils are
recorded and stored as below.

Trust Blenheim Park Academ Greenpark Academy Reffley Academy
Files (paper) Medical Room (paper) | CPOMS Office (paper)

Lisa Cook and Chris Cornwell will investigate all incidents and act on findings to prevent a recurrence.

First Aid
See appendices 1, 2 and 3 for details

Supporting Pupilsvith Medical Conditions

Prescribed medication will be administered to pupils followingdance and documentation on Norfolk
Schools

See appendices 1, 2 and 3 for details

Ste Security and Visitors
See appendices 1, 2 and 3 for details

OnSite Vehicle Movements
See appendices 1, 2 and 3 for details

Selection and Management of Contractors / Construction & Refurbishment works

Contractors and Construction Projects amdected approved by Lisa Cook and the Board of Directors and
managed by Gis Cornwell and Janet McGahren following guidance and documentation on Academys
PeopleNet.

Management of Asbestos
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See appendices 1, 2 and 3 for academy specific details

Educational Visits

Educational visits, including residential visits and any seledobhdventure activities, will be organised
following guidance produced by the Outdoor Education Advisers Panel and adopted by Norfolk Count
Council.See Educational Visiiolicy.

Occupational Health
Access to occupational health services is via Educator Solutions HR.
Emergency ProceduresFire and Evacuation
Escape routes are checked by the following staff:
Staff undertaking the checks Frequency of checks
Trust TheDiscovery Centre
Blenheim Parlf Chris CornweHl Premises Manager Weekly
Academy
Greenpark Chris CornweHl Premises Manager Weekly
Academy
Reffley Academy lan Raby Caretaker Weekly
Fire extinguishers are maintained and checked:
Maintenance and checks undertake by Frequency of checks
Trust The Discovery Centre
Blenheim Parlf Chris Cornwelt Premises Manager Weekly
Academy Approved qualified contractors Yearly
Greenpark Chris Cornwelt Premises Manager Weekly
Academy Approvedqualified contractors Yearly
Reffley Academy lan Raby Caretaker Weekly
Approved qualified contractors Yearly
Fire and BurglafAlarms are tested:
Fire Alarm tested by: Burglar Alarm tested by: Frequency of
tests
Trust The Discovery Centre The Discovery Centre
Blenheim Park Chris Cornwell ¢ Premises Chris Cornwell ¢ Premiseg Weekly
Academy Manager Manager
Approved qualified contractor| Approved qualified contractors| Yearly
Greenpark Chris Cornwell ¢ Premises Chris Cornwell ¢ Premiseg Weekly
Academy Manager Manager
Approvedqualified contractorg Approved qualified contractors| Yearly
Reffley lan Raby Caretaker lan Raby Caretaker Weekly
Academy Approved qualified contractor| Approved qualified contractors| Yearly

Emergencyvacuation procedures will be tested once every term.
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Monitoring
Routine inspections of the premises to ensure safe working practices are being followed will be carried ot
by Chris Cornwell

Inspections of individual departments and specific work amtide carried out by Heads of Department or
nominated staff.

Pond Policy
See appendix 2 for policy details regarding the pond at Reffley Academy.

Review of Policy
This policy will be reviewed at least every 2 years.

Related Policies and procedures

All statutory Regulations

DfE Advice on Standards for school premisktarch 2015
Premises Management Plan

Compliance Monitoring in Council Buildings
Compliance Monitoring in School Buildings

Fire Risk Assessment

Other Risk Assessment

Evacuatiorprocedures

14
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Appendix I Greenpark Academy ?‘,?

GREENPARK

ACADEMY

Safe Plant and Equipment
Routine local testing of emergency lighting, fire alarm call points, flushing of infrequently used water outlet:
and monthly water temperature monitoring willebcarried out byChris Cornwell

Information, Instruction and Training
AHealth and Safety Law Posisrdisplayed in the staff room

Health and WellBeing Facilitators
Jill Grave(mental health champion)

First Aid
There will be a first aid box stored in the administration office, one in the nursery office and one in eact
classroom

The following employees are available to provide first aid:

Adam Stanton
Alex Hill

Anna Squires
Dawn Stevens
Heidi Wright

Jill Graver
Kevin Wales
Russell Jones
Sue Crumpler
Wendy Poucher

The following employees are available to provide Paediatric first aid:

Adam Stanton
Eddie McGahren
Jessica Hoare
Jordan Garrett
Katie Cornwell
Kimberley Dover
Libby York
NeringaKarulaitiene
Petra Weissova
Ramune Eikens
Sarah Pearson
Tiegan Proctor
Zoe Hornigold
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Supporting Pupils with Medical Conditions
1 Prescribed medication will be administered to pupils followggdance and documentation on Norfolk

Academy.
1 Eddie McGahren is responsible for management of administration of medicines to pupils.

Site Security and Visitors

1 All visitors must report tahe Front Officewhere, upon arrivalthey are required to sign in on an
electronic device (IPad) angad and agree to the safeguarding, health and saémd fire instructions.
¢ KS @ photbgrapHisIaiien anchn identity stickeiis printedfor them to wear. The informatio is
stored for 1 month.

1 Other arrangements to ensure the security of pupils and employees on sité.@cked gates, secure
sites and CCTV

On-Site Vehicle Movements
The risks of persons drvehicles coming into contact will be controlled by the following measures:
car parkgates are shut at all times and opened by pin code or staff at the front office

Management of Asbestos
There is no asbestos in Greenpark Academy (new build)
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Appendix 2 Reffley Academy ﬁ*‘ﬁ
Reffley

ACADEMY

Safe Plant and Equipment
Routine local testing of emergency lighting, fire alarm call points, flushing of infrequently used water outlet:
and monthly water temperature monitoring will be carried out by the caretakerRahy.

Information, Instruction and Training
AHealth and Safety Law Posisrdisplayed in the staff room

Health and WellBeing Facilitators
Lisa Lees

First Aid
First aid boxes are kept the Medical room
The following employees are available to provide first aid:

Adam Punchard
Claire Hodgson
Clare Kitchener
Emma Lowes
Gill Brewer
Helen Hill

Jane Bowman
Julie Hammond
Kizzy Aarons
Leanne Howell
Libby Pearson
Maxine Pearman
Michelle Twae
Sarah Ellis
Susan Hamer

The following employees are available to provide paediatric first aid:

Nicola Anderson
Kirstie Nicholson
Caitlin Reed
Susie Royal
Lizzy Swales
Kizzie Aarons
Wendy Brown
Zoe Bunting
Linda Morton
Helen Hill

Jane Bowman
LynneSmith
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The following staff have received Pro Anaphylaxis Awareness training:

Lynne Smitl{Pro Anaphylaxis Awareness)

Supporting Pupils with Medical Conditions
Michelle waite andLynne Smittareresponsible for management of administration of medicines to pupils.

Site Security and Visitors

f All visitors must report to Front Office K SNBE (G KSe& gAff oS Fa{iSR (2 3
GAaAAG2NARQ ol R3ISO

1 Other arrangements to ensure theecurity of pupils and employees on site atecked gates, secure
sites and CCTV

On-Site Vehicle Movements
The risks of persons and vehicles coming into contact will be controlled by the following measures:
car park gates shut between 7-30.00 & 2.363.30

Management of Asbestos

The asbestos register and asbestos management plan is held irotiteoffice.

The Caretakeisresponsible for ensuring that contractors who may be working in areas where asbestos has
been identified sign the register and that any changes to the register are notified to reception@tatiks

are overseen byraapproved qualified contractosn anannual basis who provide an updated register.

Pond Policy

Introduction

Reffley AcademyPrimary Academyoffers all our children a rich learning enviroant to enhance the
curriculum.We wish to ensure that children have access to this environment, in a safe and controlled way
2S [AY (2 Ift2¢6 OKAftRNBY G2 dzaS GKS LRYR la |«
The ultimate responsibility for ensuring safety is mained inAcademyrests with the Headteacher. They
may delegate some operational aspects, but will retain the responsibility. Overarching guidelines Childre
and adults must be kept safe at all times. All staff have a responsibility to check the pondlyeigudasure

that the area is safe but particularly when planning an activity and immediately prior to entering the fenced
area;

Duty of Care

TheAcademycaretaker will inspect the pond area at least on a weekly basis.

Children must be accompanied by adult atALLtimes

During the activity try to ensure that those children with cuts on their hands cover them with waterproof
plasters or wear suitable gloves, avoid ingestion of water and ensure that all children wash their hands afte
the activity especilly before eating. Adequate instruction must be issued to children as to the risks, and how
they should behave. This should include instruction not to drink the water

Staff and children will wear suitable footwear when working around the pond; In casmefgency, the
alarm must be raised with thacademyoffice.
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All staff members are trained in basic emergency first aid.

All incidents involving falls into the pond must be reported on accident forms Management

The Academywill carry out risk assessments in relation to the pond and activities involving the pond. All
relevant information (i.e. the findings of the assessment and the control measures) must be relayed to sta
and to others that may carry out activities involgithe pond.

Staff and Pupils

Classes or groups using the pond must be supervised at all times. The ratio of children to staff within tf
fenced area must allow full control. 1 adult for every 4 children in Reception with a maximum of 8 children
1 adultfor every 6 children ilAcademyyears 1 to 3 with a maximum of 12 children; 1 adult for every 8
children inAcademyyears 4 to 6 with a maximum of 16 children; 2 Whole class teaching; teachers must
complete a Risk Assessment and ensure that the needs thieachildren are supported and can access the
areas safely. Children with 1:1 support must be accompanied by their supporting adult at all times includin
small group work activities. Children are informed that the pond area is out of bounds unlesisgiemis
given.

The pond must be regularly maintained to ensure that the perimeter does not become obscured and tha
the area around the pond does not deteriorate.

Adequate instruction must be issued to children as to the risks associated with theapdrattivities in the
pond area.

The deepest part of the pond is in the centre. The depth of the water will be kept as shallow as possible.
Staff must ensure that any tripping hazards have been eliminated before children access the pond area al
in icy o wet conditions that the surface has not become slippery and pose an additional hazard and whel
additional control measures such as applying grit will be employed if the activity is to go ahead.

Environment

A suitable and safe means of access has beeviged through a locked gate.

Portable electrical equipment will not be used near the pond.

The fencing/ledging has been designed to enclose the area containing the pond and no gaps large enoug
for a child to pass through.

It is a minimum of 1.1metre iheight in line with current ROSPA guidance.

A lockable gate has been provided to deter unsupervised entry.

Excessive plant growth and deposits of silt or mud should be removed on a regular basis.

Appropriate warning signs have been posted warning efhesence of a pond and detailing safety rules
for use. Signs are used in addition to, not instead of, other control measures.

The Academywill carry out risk assessments in relation to the pond and activities involving the pond. The
risk assessment wille reviewed annually, alongside this policy, or when appropriate e.g. any changes to the
area. All relevant information (i.e. the findings of the assessment and the control measures) will be relaye
to staff and other people who may carry out activitiagalving the pond.

The classes or groups using the pond must be supervised at all times, see above for staff: pupil ratios a
maximum group sizes.

The pond will be regularly maintained to ensure that the perimeter does not deteriorate and monitoring
forms part of the weekly Visual Premises Inspections conducted by the site manager and reported t
Governors via the Finance Committee.

Security

The problem of children falling into a pond are perhaps greatest not with children dscexdemyhours but
with youngsters during oubf-Academytime, weekends, holidays etc. With infants, however, the risk of a
child straying into the pond area may be present dumgdemyhours too.

To prevent this, the pond has an enclosed perimeter fence and locked gatdhaAdademyperimeter is
also fenced and secured out Atademyopening times.
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There is controlled access at all times. The pond is a whodelemyresource and security and general
supervision are easier to achieve if all staff are aware of their respiings. Monitoring and review It is the
NBaLR2yaroAaAtAage 2F GKS |1 SIRGSFOKSNI G2 Y2yAG2N (K
classroom environment. Appropriate Health and Safety measures must be adhered to at all times
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Safe Plant and Equipment
Routine local testing of emergency lighting, fire alarm call points, flushing of infrequently used water outlet:
and monthly water temperature monitoring will be carried out by Chris Cornwell

Information, Instruction and Training
Health and Safety Law Posisrdisplayedn the staff room

Health and WellBeing Facilitators
Michael Nodes

First Aid
First aid boxes are kept in the Medicabm
The following employees are available to provide first aid:

Chris Marsh
Clare Endersby
Dainnah Purdy
Jacki Rockley
Jo Riseborough
Lisa Black
Lorrayne Starr
Lucy Belton
Mandy Hurn
Megan Way
Michael Nodes
Nikki Taylor
Rachel Way
Sarah Cranstoun
Suzette Coulson

The following employees are available to provide paediatric first aid:

Jacki Rockley
Lisa Black
Lorrayne Starr
Megan Way
Rachel Way
Sarah Cranstoun

The following staff haveeceivedPro Anaphylaxis Awareness training:

Clare Endersbi?to Anaphylaxis Awareness)
Jacki Rockley (Pro Anaphylaxis Awareness)
Jo Riseborough (Pro Anaphylaxis Awareness -fétpilraining)
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Lisa Black (Pro Anaphylaxis Awareness)

Lucy Belton (Pro Anaphylaxis Awareness &EpiTraining)

Megan Way (Pro AnaphylaXdsvareness & Egoen Training & Diabetic Training)
Michael Nodes (Pro Anaphylaxis Awareness)

Nicola Taylor (Pro Anaphylaxis Awareness)

Rachel Way (Pro Anaphylaxis Awareness)

Sarah Cranstoun (Pro Anaphylaxis Awareness)

Suzette Coulson (Pro Anaphylaxis Awas=)

Supporting Pupils with Medical Conditions
Lisa TyleandRachel Way areesponsible for management of administration of medicines to pupils.

Site Security and Visitors

 All visitors must report to Front Office K SNBE (G KS& gAff o06S a1SR G2 3
GAaAAU2NARQ ol R3ISO

1 Other arrangements to ensure the security of pupils and employees on sitearieed gates and secure
sites.

On-Site Vehicle Movements
The risks of persons and vehicles @ogninto contact will be controlled by the following measures:
OF NJ LI N] 9 OKAfRNByQa SYyuNryOS NP aSLINIGSo

Management of Asbestos

The asbestos register and asbestos management plan is held in the front office.

The Caretakeis responsible for ensurirtgat contractors who may be working in areas where asbestos has
been identified sign the register and that any changes to the register are notified to receptionGletks

are overseen by an approved qualified contractor on an annual basis who peovigedated register.
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Appendix 4 Lone Working Policy

Introduction

The Trust recognises that some staff are required to work by themselves, without close or direc
supervision, sometimes in isolated wonleas or out of office hours.

Under the Health and Safety at Work Act 1974 and the Management of Health and Safety at Wor
Regulations 1999, an Employer has a duty of care to advise and assess risk for workers when th
work by thenselves in these circustances.

However, employees have responsibilities to take reasonable care of themselves and other peopl
affected by their work.

1. Scope of the policy

This policy applies to all situations involving lone working arising in connection with the duties anc
activities of staff.
Loneworkersinclude

Those working at their main place of work where:
1 Only one person is working on the premises}. €aretakers.
1 People work separately from each other, e.g. in different locations.
1 People working outside normal office hours, e.g. cleaners.

Those working away from their fixed base where:
1. hyS $2NJ SN A& QGAAAGAY3T | y2iu&KSNI | 3SyoeQa LI
2. One worker is making a home visit to an individual.
3. One worker is working from their own home.

2. Aims of the policy
The aim of the policy is te:

1 Increase staff awareness of safety issues relating to lone working;

1 Ensure that the risk of lone working is assessed in a systematic and ongoing way, and that sa
systems and methods of work are put in place to reduce the risk sasfasreasonably
practicable;

1 Ensure that appropriate support and training is availaldeatl staff that equips them to

recognise risk and provides practical advice on safety when working alone;

Encourage full reporting and recording of all adverse incidents relating to lone working;

Reduce the number of incidents and injuries to staff reteto lone working.

= =

3. Responsibilities

The Headteacher and Premises Manager responsible for:
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Ensuring that there are arrangements for identifying, evaluating and managing risks associate
with lone working;

Providing resources for putting the poliryo practice; and

Ensuring that there are arrangements for monitoring incidents linked to lone working and that
the effectiveness of this policy is regularly reviewed.

Taking all possible steps to ensure that lone workers are at no greater risk than other
employees;

Identify situations where people work alone and decide whether systems can be adopted to
avoid workers carrying out tasks on their own;

Ensuring that risk assessments are carried out and reviewed regularly;

Putting procedures and safe systenfsvork into practice which are designed to eliminate or
reduce the risks associated with working alone;

Ensuring that staff groups and individuals identified as being at risk are given appropriate
information, instruction and training, including trainirgt induction, and updating and
refreshing this training as necessary;

Managing the effectiveness of preventative measures through a robust system of reporting,
investigating and recording incidents;

Ensuring that appropriate support is given to staff ilveal in any incident.

All Staffare responsible for:

= =4 -4
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Ensuring that they are aware of the policy.

Taking reasonable care of themselves and others affected by their actions;

Following guidance and procedures designed for safe working;

Reporting all incidets that may affect the health and safety of themselves or others and asking
for guidance as appropriate;

Taking part in training designed to meet the requirements of the policy;

Reporting any dangers or potential dangers they identify or any concersntiight have in
respect of working alone;

Seeking the permission of the Headteacher before working alone o\thdemypremises
outside normalAcademyhours; and

Ensuring they do not arrange meetings with parents or members of the public when lone
working. Meetings must be arranged duridgademyoccupancy times, or when there are
other members of staff on site.

4. Guidance for risk assessments of lone working

=4 =4 4 -4 -8 -9 _-95_°9_-°

Is the person medically fit and suitable to work alone?

Are there adequate channels cbmmunication in an emergency?

Does the workplace or task present a special risk to the lone worker?

Is there a risk of violence?

Are women especially at risk if they work alone?

Has an alternative to a home visit been considered?

Has safe travelling be®en appointments been arranged?

Have reporting and recording arrangements been made where appropriate?
Can the whereabouts of the lone worker be traced?
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5. Good practice for lone workers

T

E

l

l

During their working hours, all staff leaving the workplace Home) should leave written
details of where they are going and their estiredttime of arrival back at the academy

If, in the course of a trip away from th&cademy plans change significantly, this should be
communicated back to the office.

Telephone cotact between the lone worker and a colleague, may also be advisable.

Staff should avoid meeting clients alone at the workplace.

When this is unavoidable, staff must make a risk assessment and obtgmitihegreement

of their Headeacher/Premises Managevho will make any arrangements to ensure their
safety. This should be recorded in the bookings diary, giving contact details of the person wh
is being met.

Lone workers should have access to adequate-irdtfacilities and mobile workers should
carry afirst aid kit suitable for treating minor injuries.

Lone workers should carry a mobile phone at all times and other personal safety equipment
where this is necessary.

Occasionally, risk assessments may indicate that lone workers need training in first aid

Children and Vulnerable Adults Please refer to the relevant Policies

1
1

Staff must follow the Trust Safeguarding Policy at all times.
Staff should never transport a child on their own and should assess any risk before transportin
a vulnerable adult ane.

6. Monitoring safety issues

T

Lone workers must report incidents such as accidents and near misses, including all inciden
where they feel threatened, in thAcademyaccident book. This includes incidents of verbal
abuse.

During supervision, managevdll ask people working on their own whether there are any
safety concerns that aren't being addressed. Lone workers are encouraged to seek help an
advice if any safety concerns arise.
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Appendix 5: Work Experience Policy

Introduction

At Ad Meliora Tuist, we believe that work experience is an important learning opportunity for young people.
Work experience at oukcademyallows individuals to prepare for the social interaction, professional values,
daily routines and general demands of a role at #dademy

As well as benefitting the young person who undertakes the work experience, we believe that this
opportunity can also benefit pupils. Young people on work experience can bring enthusiasm, practical he
and increased engagement to the classroom.

The benefits ofwork experience mean that the acadensycommitted to providing opportunities for work
experience within theacademywherever this is possible and practical, and where this does not interfere
with the quality of teaching and learning provaié our pupils.

This policy sets out the practices and procedures which will be followed when young people undertake wor
experience at thecademy This allows ousicademyto provide a safe environment and positive educational
climate for all pupils.

1. Legal framework

This policy has due regard to all relevant legislation and statutory guidance including, but not limited to, the
following:
Equality Act 2010

The General Data Protection Regulations 2018
The Data Protection Act 2018
DfE (2020 WY DKWAWRMNEY al S Ay SRdzOIFI A2y Q
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This policy operates in conjunction with the followidgademypolicies:
1 Safeguarding Policy (relevant to eaatademy

Social Networking & Email Use
ICT and Computing Policy
Health and Safety Policy

= =2 =_ =

Staff Handbook

2. Roles and esponsibilities

2.1. The Trust boards responsible for ensuring the effectiveness of this policy by monitoring and
reviewing it annually

2.2. The Headteacher is responsible for:
1 The dayto-day implementation of this policy.
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Meeting with young people who wish to undertake work experience atAbademy
and assessing their suitability.

Consenting to individuals undertaking work experience.

Ensuring individuals undertaking work experience have read and understood all
relevant pdicies before commencing work.

Ensuring individuals completing work experience always have access to a member o
staff.

Ensuring all work experience activities are planned properly and safely, and that these
plans are communicated to young people undentakiwork experience at the
Academy

Ensuring DBS checks have been obtained for the members of staff responsible fo
supervising volunteers under the age of 16.

If deemed necessary, ensuring DBS checks have been obtained for young people c
work experience Wo are over 16/earsold and in regular contact with pupils.

2.3. The supervising member of staff is responsible for:

T

Ensuring they have taken account of their upcoming lessons and tasks before
accepting responsibility for the supervision of a young person dakiig work
experience at thédcademy

aSSiAy3a sAGK GKS | SIRGSIFOKSNI G2
experience.
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Providing the individual with lesson plans prior to lessons to ensure they have time to
prepare.

2.4. The main contacts for the yogrperson undertaking work experience are:

T
T

3. Activities

The Headteacher.

The member of staff who will be supervising the individual.

3.1. Young people undertaking work experience will be engaged in the following activities:

T
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Academyvisits/trips

Activities durindessons

Assisting practically during events in theademy
Working with individual children

Reading clubs

Cooking clubs

Supporting staff to run breakfast and aftecademyclub
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4. Procedures

4.1.

4.2.

4.3.

4.4,

4.5,

4.6.

4.7.

4.8.

Before a young person is accepted to undertake work experigheepllowing procedures will be
completed:
1 The young person will provide suitable documentation and references from their

education provider regarding their suitability for work experience.

1 The member of staff who will be supervising the young person agitlept this
responsibility after taking into account their upcoming lessons and tasks.

1 The young person will meet with the Headteacher and the member of staff who will
&dzLISNBAAS GKSANI g62N)] SELISNASYOS az (Kl
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experience at any time.

After the Headteacher has consented to the young person undertaking work experience, the
requisite documentation will be completed. This will include:
1 A lgter offering a work experience placement and outlining the dates and times this

will occur.
1 Appropriate risk assessments.

1 Written information to assist the young person during their placement (iA&cademy
map, timetable, staff handbook, etc.).

 Thevisi 2 NR& o6 RIS (KS AYRAQGARdAzZ f gAff o685

On the first day of their work experience, the young person will-gigat the office and report to
the Headteacher.

The Headteacher will ensure that the young person has read and understoot thé RS Y A S
Safeguarding Policy, as well as all relevant parts of the Staff Handbook. Pertinent points in thi
handbook will be raised and discussed if necessary.

The young person will sign a declaration that they have read and understood this policy.

The young person will be escorted to the classroom where they will be completing their work
experience.

Work experience may comprise a number of weeks or days, or could be arranged for a number ¢
days per week for a set number of weeks.

Young people on warexperience will be given experience in as broad a range of activities as
possible.

5. Internet use and social networking

5.1.

Young people on work experience are expected to behave in an ethical and lawful manner witt
regard to the use of the internet and emails. Th® I R S Sokid& Me@vorking & Email Usage Policy
will be adhered to at all times.
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5.2. Work experience volunteers wihot attempt to contact pupils or their parents via social media or
email, or make arrangements to meet outsidefafademy

. Child protection and safeguarding

6.1. TheAcademyw A f £ KI @S NBAK NRdzii2NH K8Y $F19x063 OKAf RNB
This states that a supervised volunteer (i.e. an individual carrying out supervised work experience
does not require a barred list check, but should obtained an enhanced DBS check where they a
over the age of 16.

6.2. All young people undertaking work experience at theademywill be supervised at all times and
made aware of the O R S ahidPradtertion policies and whotHe O RS FSL&4A Q

6.3. Where required, barred DBS checks will be obtainedtiff who supervise a volunteer who is under
the age of 16. Consideration will be given to the nature of the supervision and the frequency of the
activity being supervised to determine whether checks are necessary, these considerations wi
include:

1 Whether the person providing the supervision will be unsupervised themselves.

1 Whether the person providing the supervision will be providing it frequently (i.e. more
than three days in a 3@ay period, or overnight).

6.4. Enhanced DBS checks will not be requestedtff that are providing supervision for young people
on work experience aged 16 to 17.

6.5. In cases where the young person is over the age of 16 and is in regular contact with pupils, th
Academywill consider whether an enhanced DBS check should be réesplies
. Welfare and safety of pupils and those undertaking work experience

7.1. TheAcademyaims to ensure that activities are planned properly and safely, and that young people
undertaking work experience are informed of these plans.

7.2. We will ensure that young people completing work experience have access to a member of staf
should they wish to discuss difficulties or report on issues that may arise.

7.3. All staff, visitors and volunteers are required to be identified and located titreds. For this reason,
all those undertaking work experience should:

1 Signin and out of the building at thA&cademyoffice.
T 2SFNJ GKSANI gAaAG2NRa ol RIS a4 rEt GAYS

. Health and safety

8.1. Young people on work experience are required to comply with!th@ | R S Mdalfh & Safety
Policy. They will be made aware of emergency procedures (e.g. evacuation) and safety aspects
being involved in a particular task (e.g. while in a cookery class).
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8.2. Risk assessments will be undertaken before the young person begins their period of worl
experience.

8.3. The young person will also be asked to read and sign tiel R S Mdalth & Safety Policy to
certify that they have understood and will comply withgldocument.

9. Absence
9.1. If a young person completing work experience is unable to attend for any reason, they are requirec
to inform the Academyby calling theAcademyoffice before 8.00 a.m.
9.2. If, for any reason, a work experience volunteer is called awalewlorking at theAcademy they
should inform their supervising member of staff and fkheademyoffice before leaving the premises.

10. Confidentiality

10.1. All information on individual pupils and members of staff is confidential and the sharing of
data is protected under the Data Protection Act 2018 and GDPR. Anyone undertaking worl
SELISNASYOS Aa y2i0 LSNXYAGIESR (2 Ribrénadiozavih odde A £ F
professionals in théAcademy In addition, such information should never be shared with anyone
outside of theAcademy Any individual who breaks this confidentiality rule will be asked to leave
the Academy

10.2. There may be instanceshere work experience volunteers must pass information to the
Headteacher or supervising member of staff. These include incidents where a child is bullied or whe
a child discloses that he or she is being harmed in any way. Young people on work expegence a
FROA&GSR y20G (2 NBLER2NI GKAa (2 GKS OKAfRQa L
staff or DSL as soon as possible

11. Equal opportunities

11.1. We do not tolerate discrimination on the grounds of age, disability, gender reassignment,
marriage and civil partnership, race, religion or belief, sex and sexual orientation as per the Equalit
Act 2010. Additionally, though neat protected characteristiander the Equality Act, th&cademy

will not allow social and financial status to be discriminated against. All work experience volunteer:
are required to make a commitment to this policy and treat everyone with respect at all times.

12. Monitoring and review

12.1. This policy is reviewed on an annual basis by the Chief Executive Headteacher and Trust boa
who will make any necessary changes and communicate these to all members of staff.

12.2. All volunteers are required to familiarise themselwégh this policy before beginning a work
experience placement at thdacademy
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Appendix 6 PersonalApplianceand PAT Testing Policy

Introduction

The use of personal appliances such as space heaters, coffee pots, hofgigtesjcrowave ovens, refrigerators,
kettles, phone chargers or similar devises pose a significant risk of fire atademies ofAd MelioraAcademy
Trust The risk can be controlled and avoided by not using theselein thesestablishmers.

Applian@s such as a fridge, microwave oven, boiling water tap have been provided in the Staff Rooms and for
employee convenience.

The use of personal appliances that are not tested as identified above is prohibited for fire and health and
safety reasons.

If staff have temperature concerns in occupied spaces during the heating season they should be reported
through the Trust Office. If it is determined that equipment has malfunctioned and does not allow the building
to provide appropriate temperatures, immediatetan will be taken to repair the system and, where
appropriate and possible, approved temporary heaters will be provided while the heating system is being
repaired.

PAT Testing
TheAcademyTrust has adopted a procedure whereby all Class 1 items will beeStad along with Class 2
items every 48 months.

New equipment will not be PAT tested but staff must ensure that it is purchased from a reliable source and
that a visual inspection takes place for signs of obvious damage prior to installation by Phdaniager. The
Premises Manager/Caretaker will then log the item in the PAT register. A register is kept for all sites.

¢CKA& SldALIYSYyld gAftf GKSy oS GSatdSR Ay (GKS y2N¥If
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Other Inspections
Staff are required to undertake regular visual inspections as they use equipment and to report any faults

promptly viathe Premises Manager/Caretaker.
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Appendix 7 Keyholder Policy

Introduction

Ad Meliora Trust understands that it is important to maintain a high level of security &academyand, as
such, access to the O I R S buldBgs @nd grounds is limited to a certain number of authorised staff who
are identified key holders.

Ad Meliora Trusthas created this policy in order to ensure that all staff at fmademyare aware of the
authorised key holders, and to provide clear guidelines of practice for the: R S ke Hpldeds.

1. Roles and responsibilities
1.1. The Headteacher is respongldbr:

Maintaining a key deposit record.

Storing all keys, including spare keys, securely.

Providing new, duplicate or replacement keys as and when necessary.

Ensuring that individuals are appropriate for the key holder role and that any risks are managed
Ensuring that the procedures in this policy are adhered to at all times.

= =4 -4 4 -4

2. The key holder is responsible for:
Adhering to the procedures outlined in this policy.
Maintaining responsibility for the keys issued to them.
Reporting loss or theft of keys to the Headteacher.
Returning all keys to the Headteacher when they are no longer needed.

= =4 =4 A |

2. Name of key holders
2.1. At Ad MelioraAcademyTrust, the main key holders are:

Headteachers of eachcademy

Deputies of eaclacademy(at Blenheim Park, designated members of staff have keys)
Site Manager and caretaker

CEH
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2.2. Temporary key holders may be identified at the discretion of the Headteacher, and will
adhere to the guidelines outlined section 4of this policy.

3. General principle

3.1. The Headteacher will issue all keys to authorised individuals and will keep a record of this
using theKey Holder Log Bod&und at the end othis policy.

3.2. Key holders maintain full responsibility for any key in their possession as identified in the
Key Holder Log Book.

3.3. The key holder will sign the Key Holder Log Book to agree that they are responsible for the
key in their possession.
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3.4. The Headteachewill ensure that all individuals who are authorised to be key holders are
responsible to do so.

3.5. The Headteacher will review the needs of each authorised person annually to ensure that
the key holder still needs access to the key. If access is no Inegded, the Headteacher may
decide to recall the key.

3.6. Key holders will not copy a key or lend the key to any other individual, including staff
members wio are not authorised and pupils or change any locks inAttexdemy

3.7. Any key holders, who are found to have lent a key to another individual, copied a key, or
changed any locks within thecademy may be subject to a charge to replace keys or to cover the
cost of changing locks.

3.8. Key holders will report any lost keys to tHeadteacher imediately, who will then assess
the level of security risk and respond accordingly, e.g. by changing lock

4. Procedures for temporary key holders
4.1. At the discretion of the Headteachat may be decided that a temporary key holder is

necessary to maintain the security of tAeademy such as a member of staff other than those
identified in this policy.

4.2. The Headteacher will assess the risk of the individual to ensure they are respdnsibl
undertake a key holder role before providing them with authorised use of the key.

4.3. The Headteacher will record the name of the temporary key holder, as well as the start and
end date of their authorisation, in thiey Holder Log Book

4.4, The temporary key holder will sign the entry in the Key Holder Log Book, recognising
responsibility for the key in their possession.

4.5, The temporary key holder is required to return the key to the Headteacher by the specified

termination date of their authorised use, and will sign the Key Holder Log Book to indicate this has
been returned.

4.6. If keys are not returned, or are damaged, stolen or lost, the temporary key holder may be
subject to a charge to cover the full cost of replacement.

5. Alarms

5.1. Key holders who need owutf-hours access to thAcademypremises will be provided with
the codes to the alarms installed within theademyvia a written letter from the Headteacher.

5.2. The Headteacher will keep a record of all named employeeshalve access to the alarms
and are aware of the codes.

5.3. Key holders are instructed not to pass on this information to any other individual, including
other members of staff and pupils.

5.4. The Site Manager/Headteacher will be the primary key holder in the chan emergency
and will attend theAcademyout-of-hours when the alarm system is activated.

5.5. All other key holders are required to be capable of attendingAbademypromptly within
30 minutes if name of staff member is unavailable.

5.6. In the event of dalse alarm, all key holders will have been previously informed of abort
procedures and alarm codes to-set the alarm. A log will be kept by the Premises Manager of false
alarms.
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5.7. In the event of a serious alarm, such as a trespasser, key holders taneted to act in
accordance with thé O R S MoReSMo®ing Policy, and are required to contact the police
immediately.

5.8. Key holders will adhere to the following process when setting the alarm:

1 The key holder will ascertain that there is nothing in clps®imity which is likely to activate the
system or block the effectiveness of the system

1 The key holder will check that they have all necessary equipmentéoter the premises and re
set the alarm if required, e.g. keys, security ID pass, etc.

1 The keyholder will ensure that they are able to set the alarm correctly and use the appropriate
codes; if they are unable to do so, they will contact the alarm company, or another key holder, for
advice and instructions

1 If the alarm cannot be set, the key holdeill remain on the premises until the problem has been
rectified or theCEH orelevant Headteacher has authorised it to be left unset.

5.9. Key holders will adhere to the following process in the event that the alarm is activated:

The primary key holder witle called directly by the alarm system.

If the primary key holder is unavailable, either, or both, of the secondary key holders will be

contacted to attend the premises

The key holder(s) will attend the premises within 30 minutes

The key holder(s) will detmine whether the alarm is false or whether it requires an emergency

response

1 The premises will not be left unattended until any fault has been rectified
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= =4

6. Monitoring and review

6.1. The Headteacher will review this policy on an annual basis and make anyeshang
necessary.

6.2. The Headteacher will also amend this policy as required, particularly concerning changes to
the named key holders or due to a breach of the policy.

6.3. All key holders are required to familiarise themselves with this policy upon their
appointmert.
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Key Holder Log Book

Joe Bloggs 1234 07.06.2016 07.06.2017 £10.00 J. Smith J. Bloggs
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Appendix 8 Adverse Weather Policy

Introduction

It is the aim ofAd MelioraAcademyTrust to ensure their academieemains open during adverse weather
conditions, when practically possible, providing that this can be done in a safe manner.

The Trusintends to, wherever possible, makige decision to close amcademybefore the teachinglay
commences, rather than defer the decision atelay the opening of thacademy

The purpose of this policy is to:

1 Make the appropriate procedures clear, in relation to operatingAtmademyduring adverse
weather conditions.

Make clear the grounds fanAcademyclosure due to adverse weather conditions.

Advise and inform staff and parents of the systems and procedures in place in the event of a
Academyclosure due to adverse weather conditions.

)l
)l

1. Academypolicies and procedures
This policy will be implemented in accordance with the followhegdemypolicies and procedures:
1 Health and Safety Policy
1 Snow and Ice Risk Assessment
1 First Aid Policy

2. Decision to close
2.1. The decision to close thiscademywill be made by the Headteacher.

2.2. The Site Manager and the Trust Executive Head Teacher will be consulted when making a
decision abouAcademyclosure.

2.3. In the absence of the Headteacher, the Deputy Headteacher will assume the responsibility
of the Headteachein relation to the Adverse Weather Policy.

2.4. TheAcademywill be closed if one or more of the following conditions apply:
1 Conditions on site are considered to be unsafe and are likely to present danger to users of the site.
1 Staff numbers are insufficient for thcademyto be operated safely.

2.5. In the event ofAcademyclosure:

1 The Headteacher will inform staff and parents via text message.

1 The Headteacher will post an update on meademywebsne

f The Head Teacher/CaretakeAvi f RA & LJt | WYIOD 2 R SiilESe GateI Yy &4 2 Y

1 The Headteacher will call the local radio station. It is noted that parents will have previously been
made aware that announcements concerning theademywill be broadcasted via the local radi
station.

2.6. In the event of theAcademyhaving to close during the day, parents will be contacted via
text message or telephone, using the number provided on the emergency contacts list, and asked
to collect their child from theAcademy

2.7. A closure of theAcademyduring the day and an early release of staff will only be considered
in extreme circumstances.
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3. Remaining open in adverse weather conditions

3.1. When deciding whether th&cademywill remain open, risks will be assessed in line with
the Snow and Ice Risk Assessment.

3.2. If the Academyremains open when there has been snowfall or the site is icy, access to the
site for pedestrians will be restricted to the pedestrian gates only.

3.3. TheHead Teacher/Caretaker will place health and safety caution signs to warn users of the
increased hazards on site.

3.4. All pathways, wherever practically possible, will have been cleared and gritted.

3.5. A notice will be erected to inform that vehicles and pedestrians enteringAttelemy
grounds do so at their own risk.

3.6. l'd GKS 1 SIRGSFOKSNNE RAAONBIA2Y S RdzZNAYy 3 L
playground may be oudf-bounds to pupils and parest

3.7. All persons entering thAcademybuildings are asked to ensure they wipe their feet
thoroughly, in order to reduce slip hazards.

4. Health and safety
4.1. TheAcademyhas a duty of care to anyone accessing the site and surrounding grounds.

4.2. TheAcademywill be liable if it is found that thé&cademyhas been negligent in its
responsibilities and has not taken all reasonable measures, given the circumstances, to ensure the
health and safety of pupils, staff, visitors and parents enteringftbademysite.

4.3. The Headteacher is responsible for ensuring safety orAtte@lemysite, in accordance with
the! Ol R S Merlth and Safety Policy.

4.4. Staff, visitors and parents have the personal responsibility to express caution and take
responsibility for their own hdth and safety whilst on th&cademygrounds.
Individuals must take responsibility for the health and safety of any children under their supervision.
If anyone believes that the site is unsafe after the Snow and Ice Risk Assessment has been completed, it
advised that they do not enter thacademygrounds and inform either the Headteacher or Site Manager
so the safety can be reassessed.

4.5. In the event of adverse weather conditions, the Site Manager will assegsctaemysite
and inform the Headteacheat 7.00am of the state of site.

4.6. A risk assessment of the site will be conducted in order to assess any potential hazards due
to the weather conditions.

4.7. Closing theAcademyis a reasonable decision if pupils or staff are at risk of serious injury
due to the weather conditions.

4.8. When roads are impassable, the health and safety issue is overridden by the practical issue
of access.
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5. Limited staff numbers

5.1. During periods oadverse weather conditions, staff members are expected to make alll
reasonable efforts to attend work, whether this means they will be late or not.

5.2. Staff members are expected to assess the availability of all public transport and consider the
feasibility d walking to work, if they live relatively close and are fit and able to do so, in order to
attend work.

5.3. TheAcademyunderstands that, whilst staff members are expected to make all reasonable
efforts to attend work, it is essential to minimise personal risk.

5.4. In line with 4.3, it is therefore at the discretion of staff members as to whether they are able
to attend workin adverse weather conditions.

5.5. Staff members are required to consider local weather conditions, distance, availability of
public transport, and fitness to walk when making their decision.

5.6. Staff members are required to liaise with the Headteacher toudisoptions of attending
work.

5.7. In order to comply with health and safety regulations, different age groups may be brought
together to be taught under the supervision of the available teachers and support staff:

1 No maximum class size limits are set out.
1 Alimit of 30 pupils per class will apply if the majority of children will reach the age of five, six or
seven in thatAcademyyear.

5.8. TheAcademywill continue to strive to provide highuality education in the given
circumstances.

6. Attendance statistics

6.1. Where theAcademyis officially closed, all absence is registered as authorised.

6.2. When a pupil cannot attend thacademydue to adverse weather conditions, the pupil will
be marked in the register as having an authorised absence and will, therefore fect the

I OF R S MténSand@ statistics.

6.3. If the Headteacher believes the pupil could have safely madeAtsmlemybut did not
attend, the pupil will be marked in the register as having an unauthorised absence.

6.4. Parents acting on the assumption that tAeademywould be closed, without gaining
confirmation, or failing to inform thécademyof the circumstances that prevent the child coming
intoAcademg NRA 41 OGKSANI OKAf RQ&A | 604&Sdabsencé SAy 3 NB3

7. Exam disruption

7.1. If the Academyhas to close, or if a child misses an exam due to adverse weather conditions,
the Academywill make alternative arrangements with the relevant awarding body.
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8.4.

8.5.

8.6.

9.

9.1.

TheAcademytakes full responsibility for informingarents and pupils of any agreed
changes concerning exams in adverse weather conditions. This includes:

Using alternative venues.

Exam results being generated by the awarding body, based on other assessments in the same
subject.

The opportunity for the ppil to sit any missed exam later in the year.

Emergency plan

In the case of an emergency relating to adverse weatherAitedemywill follow their
planned emergency procedure.

Emergency plaa for eachacademywill contain:

Information on where to fingbarent contact details.
Staff contact details for oudf-hours emergencies.
Details of which staff members have agreed to perform certain tasks during an emergency.

All nominated staff will be trained to:

Contact and liaise with emergency services.
Provde first aid.

Move pupils to a safe place.

Calm and comfort children.

Contact parents.

Deal with any media interest.

Each member of staff will have a copy of the emergency plan.

Encrypted memory sticks of thEtan will be kept at nominated staff membéls K2 Y S &
case of outof-hours emergencies.

All parents will be sent a letter informing them of their responsibilities, e.g. their duty to
collect children.

Monitoring and review

The effectiveness of this policy will be monitored by the Headtegdred any necessary
amendments will be made during review.
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Appendix 9 Academy Security Policy

Introduction

Ad MelioraAcademyTrust recognises its duty, under the Health and Safety at Workattt974, to identify,
assess and keep under review health and safety related risks, and to eliminate or reduce risks. We &
dedicated to ensuring the safety and wellbeing of all people within Asademycommunity through
implementing effective securitypneasures, including-safety and electronic control measures. Under this
policy, a security risk includes risks to staff and pupils.

To identify the most prominent risks facing us, a thorough risk assessment has been conducted, which h
been used to frara this policy to ensure that the control measures are appropriate and relevant.

The aim of this policy is to inform staff, pupils, parents and visitors of the security arrangements and control
in place and encourage them to help ensure that these ay@emented effectively, while maintaining an
open and welcoming environment for all.

1. Legal framework

This policy has due regard to all relevant legislation and statutory guidance including, but not limited to,
the following:

Section 547 of th&ducation Act 1996

Section 40 of the Local Government (Miscellaneous Provisions) Act 1982
Health and Safety at Wortc. Act 1974

Management of Health and Safety at Work Regulations 1999

= =4 -4 A

This policy has due regard to the following statutory and goodtm&aguidance:
1 DfE (2018) 'Controlling accessAoademypremises'
f 5F9 OAcademy®S QdzNA Ge&yY RNI TG 3IdzZARIyOSQ

This policy operates in conjunction with the followiAgademypolicies:

Key Holder Policy

Health and Safety Policy
Complaints Procedurd2olicy
Safeguarding Policy

Security Risk Assessment
Data Protection Policy

Social Networking & Email Use
CCTV Policy

Lettings Policy

COSHH Policy
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2. Roles and responsibilities
2.1. The Board of Directors is responsible for:

1 Undertaking necessary security risk assessments in conjunction with the Headteacher.
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f Monitoring the performance of th¢ O R S &eduBty@nieasures.
1 Reviewing the effectiveness of theademySecurity Policy on an annual basis.
1 Delegating the dayo-day implementation of this policy to the Headteacher.

2.2. The Headteacher is responsible for:

1 Appointing one or more competent persons, e.g. the Premises Manager, to ovecaeemy
security.

1 Establishing and maintaining relationssiwith local security networks and working with the police,
LA and others in the wider community to gather and share sectelgted intelligence.

1 Implementing behaviour management strategies to reduce the likelihood of negative behaviour
escalating to anore serious incident.

1 Ensuring that all staff members are aware of the procedures set out within this policy and are

provided with the required training.

Informing parents, pupils, visitors and contractors of th® | R S deauBt@pibcedures.

Establshing a system for reporting, recording and managing breaches of this policy.

Budgeting for security measures effectively with the Premises Manager

Ensuring that security is taken into account when considering any proposed changes to the

Academypremises

Undertaking necessary security risk assessments in conjunction with the Board of Directors and

Premises Manager

Ensuring appropriate arrangements are in place for the storage of money aictédemy

Reporting any crimes to the police.

Reporting sectty incidents to the police or emergency services where appropriate.

Reviewing CCTV syste(mghere in placejo monitor activity, ensuring that CCTV is used in

accordance with thé¢ O R S ®GTS Bolicy.
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2.3. All staff members are responsible for:

Securing windows and doors when rooms are not in use.

Ensuring that visitors sign in and out at tAeademyoffice.

Challenging any unidentified individuals and notifying the Headteacher of any unauthorised person
Securing valuable equipment after use.

Ensuring the security @fcademyequipment when taken off thécademypremises, such as
laptops.

Accessing thé&cademypremises in accordance with theO I R S Key Said€x Policy.

Acting in accordance with theéd: R S Y Bafa®Ptection Policy and Data anddeurity, ensuring
that data and information is secure.

Reporting any minor security concerns to the Headteacher/Premises Manager.

Reporting major security concerns directly to the police/emergency servidesse appropriate.
Carrying theimcademylD with them at all times.

Any of their own property that they bring to thcademysite.

= = = =4 =4 4 A
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2.4. The Premises Manager is responsible for:

1 Ensuring theAcademyestate is well maintained, including the physical aret#&lcal security
systems.

1 SecuringAcademyentrances and exits at Greenpark Academy and by the Caretakers at Reffley and
Blenheim park Academies.

1 Liaising with the named key holder, ensuring that Aeademyis effectively secured at the end of
each day.
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Carrying out security checks omaily basis and maintaining a record of these checks.

Raising any security concerns with the Headteacher immediately.

Considering the type, frequency and probability of an incident or event, so that effective control

measures can be established.

' Prioritising risks and, in line with the O | R S &M#l I18calQ agreed procedures, implementing
control measures to mitigate priority risks.

1 Ensuring all access control systems, e.g. intruder alarms, are in good working atdegean

activated once thédcademyhas closed.

= =4 -4

2.5. Pupils and parents are responsible for:
1 Reporting any activity that they believe to be suspicious or concerning to a member of staff
immediately.

1 Taking responsibility for their own security.
3. Physical security arrangements

Intrusion detection systems, including fencing, security lighting, security glazing and intruder alarms, will
be installed throughout thé&cademyestate.

3.1. The Premises Manager will undertakeeklyvisual checks of thAcademyfencing, security
glazing, gates and locks, ensuring that theyraentained to a high standard.
3.2. Vehicle access will be restricted via the use of building controls that enables part of the

Academyto be locked down, minimising direct accessdimdemybuildings e.g. by using speed
bumps, warning and directional sighage, barriers and structural furniture.

3.3. There will be directional signage so that individuals can finddteedemyoffice with ease.

3.4. There will be warning signs around tAeademythat state the expected behaviour of
individuals, and that the police will be contacted following any inappropriate or threatening
behaviour.

3.5. See appendices 1, 2 and 3 for individual timings of whesdemygates are closed

3.6. Academysecurity alarms are tésd on a monthly basis by the Premises Manager.

3.7. The key holder or Premises Manager ensures thattbademyalarm is set on a nightly
basis.

3.8. Confidential information will be stored in locked filingbinets,which only authorised staff
have access to.

3.9. Where possible, CCTV cameras will be in use and monitored by the Headteacher.

3.10. All visitors will be escorted to and from their destination within theademyby a member
of staff.

3.11. The! O R S &eauBtylighting will be maintained by the Premises Mamage

4. Esafety

4.1. The ICT technician is responsible for ensuring that appropriate and effective online security
systems are in place, including malware, internet gateways, firewalls and virus control software.

4.2. TheAcademyuses a secure network that is passd@rotected.

4.3. Staff members and pupils are aware of thed I R S Daka%udd Ssecurity policy and the
measures that are in place to effectively manage risks caused by internet use.

4.4, All staff members will be responsible for identifying risks posed tolpapid themselves,
including those in relation to the use of the internet.

4.5. Staff members and pupils will not use their personal deviceséademyrelated work.

4.6. The Social Networking and Email Use Policy will be reviewed in light of any new cyber

securty risks, e.g. arise in arson incidents in the local area, or statutory guidance, and updated
where appropriate.
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5. Equipment and belongings

5.1. After usingAcademyequipment, staff members are responsible for ensuring that it is
returned to the appropriate storage location and secured.

5.2. Staff members are responsible for any personal belongings, including teaching equipment,
they bring on to theAcademypremises.

5.3. Puwils, parents, visitors and contractors are responsible for their personal belongings and
the Academyis not liable for any damage or loss which may occur, in line with thek R S.Y A S & Q

5.4. Pupils are advised not to bring valuable item#tademyunless absoliely necessary.

5.5. Where a pupil requires a valuable item to be broughAtademythey can arrange with the
Headteacher in advance for a secure place to store the item.

5.6. Any equipment that someone wishes to take off theademysite will be approved by the
Headteacher in advance and a record of the loan kept.

5.7. Outside play equipment, as well as sporting equipment, will be tidied away and secured
either inside the buildingr a secure location outsidat the end of use

5.8. TheAcademywill provide an area for puils to store bikes duringcademyhours. Pupils are

responsible for providing their own lock and effectively securing their bikesAGagemyis not
responsible for any loss or damage that may occur.

5.9. Lost property will be stored in th&cademyoffice, where it will be kept for six months
before disposal.

6. Academyevents

6.1. Unless needed for the event, all equipment will be securely stored away.

6.2. The event organiser is responsible for recording what equipment is being used for the event
and ensuring that it is returned.

6.3. The Headteacher will carry out an extensive risk assessment for each event.

6.4. TheHeadteacher/Caretakewill lock theAcademyafter the event has finished.

6.5. During oftsite events, theAcademypremises will be secured.

6.6. Individual staff members will not be left alone on thAeademypremises with a parent or
visitor.

7. Access to the premises

7.1 TheAcademypremises are private propertytowever, parents of enrolled pupils have an
WA YL ASR f A O S\gabetPreniises dt Ppeédifiedl imesi K S

7.2. All staff members will be issued with an ID badge during their induction process, which must
be worn at all times.

7.3. Upon arrival at theAcadeny, visitors will be directed to thA&cademyoffice where they
must sign in, giving a reason for their visit, and wait for further direction from a member of the
office staff.

7.4. All visitors are made aware of, and are expected to act in accordance wath, & RS YA S 3
Visitors Guidance leaflet.

7.5. All visitors and contractors who are authorised to be onAmademypremises will be
provided with aAcademyiD badge, which will be kept visible at all times.

7.6. The office staff are responsible for ensuring thamtzactors and visitors sign out when they
leave and return their ID badge.

7.7. Anyone who does not have an ID badge or is suspected to be an intruder will be challenged

7.8. The Premises Manager will ensure that all access control systems are in place andeeffect

where problems are identified, the Premises Manager will rectify it immediately.

8. Removing people from the premises
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8.1. In the event of abuse or threats to staff, pupils, parents or visitors Ateedemyholds the
right to ban an individual from entering the premises.

8.2. 2 KSNBE 'y AYRAQGARdzZ t KlFa O00SaaSR (KS LINBY
the Academyhas the right to remove them from the premises; this includes any individual caaising
nuisance or disturbance.

8.3. Unidentified individuals who refuse to report to theademyoffice, become aggressive or
are deemed to be a threat to the safety of tAeademycommunity, will be escorted from the
Academypremises and, where necessary, the police will be called.

8.4. In terms of barring particular individuals, the Headteacher will make a proposal in writing to
the Board of Directors and all parties involved will be given the opportunity to formally express
their views.

8.5. Letters and documentation concerning barring an individual will be signed by the
Headteacher.

8.6. Following formal representations being made by the parties involved, the bar will either be
confirmed or removed.

8.7. All bars will be subject to reviewitlin a reasonable timeframe.

8.8. TheAcademyhas the right to take civil action through the courts to stop persistent
trespassers.

8.9. If a crime is committed on thAcademypremises, theAcademyhas the right to remove the

individual in question from the t& and report the incident to the police.

9. Reporting security concerns

9.1. Missing or stolen equipment will be reported immediately to the Headteacher.

9.2. Unidentified individuals will be challenged immediately and reported toAbademyoffice.

9.3. Concerns regrding the security of thécademywill be reported directly to the Premises
Manager.

9.4. The Headteacher will promptly risk assess and discuss security concerns with the CEH to
identify effective resolutions, e.g. installing CCTV systems.

9.5. Complaints abouthe! O R S eauBtyinieasures will be dealt with in line with the

I O R S @omplaing Procedures Policy.
10.Emergency procedures

10.1. All staff members, pupils and volunteers, are made aware of tii2l R S afifergency
procedures as part of their inductig including that in relation to security alerts, trespassers and
unidentified objects.

10.2. The Headteacher will ensure that the appropriate authority is notified about any incidents
and the need for emergency procedures, e.g. the police or the LA.

10.3. If emergerty procedures are carried out, the Headteacher is responsible for ensuring that
these are properly recorded.

10.4. This policy, and all associated plans and procedures will be reviewed and evaluated
following any incident, to ensure that they remain effective.

11.Training

11.1. Staff memberseceive esafety related training at least annually. Pupils recergatety
related training on a regular basis, as part of the Computing Curriculum.

11.2. All staff members and pupils receive training in fkeadeng @@ergency procedures and
are aware of what to do.

11.3. The competent person e.g. the Premises Manager will have relevant subject knowledge, e.g
security, be trained in matters related to handling health and safety risks and have the experience
to apply subjet knowledge correctly in the workplace.
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11.4. Staff and pupils receive safe handling training for chemical and biological materials, in line
with the! O R S @OSHH Rblicy.

11.5. Staff will be made aware of relevant security networks and be able to evaluate aessas
the impact of any new initiatives on thcademypolicy and its dayo-day operation, as well as
how to protect themselves and pupils from harm, safeguardAlbademyestate and be able to
determine when it is appropriate to contact the police/emerggrservices.

12.Information security

12.1. The DPO will be responsible for ensuring that there are policies and procedures in place to
manage and monitor access to sensitive and personal information, including the Data Protection
Policy.

12.2. Policies relating to information security will be reviewed in light of any new information on
security risks or statutory guidance, and updated where appropriate.

13.Monitoring and review
13.1. A Security Risk Assessment will be conducted by the Headteach®ramises Manager on
an annual basis, and will be used as the basis of this policy once reviewed by the Board of Director

45



Appendix 10 COSHH Policy

Introduction

Ad MelioraAcademyTrustunderstands themportance of protecting the health and safety of all its
employees and pupils.

The Control of Substances Hazardous to Health Regulations (COSHH) 2002 (amended 2004), require
employers to prevent their employees from being exposed to substances hazaalbaalth. Where
exposure cannot be prevented, employers must ensure that the exposure is adequately controlled,
through the use of risk assessments and appropriate control measures.

In accordance with the regulations, tieusthas created this policy tonsure that all members of staff are
aware of their roles and responsibilities for preventing ill health as a result of hazardous substances, and
that adequate control measures are implemented and monitored atAbademy

The main aims of this policy are

1 To assess the risk of hazardous substances used id@gemyand the impact they may have on

health.

To implement appropriate control measures in order to manage identified risks.

To regularly monitor control measures and ensure that they are adequatkiding the review of

control equipment.

1 To regularly monitor the extent to which staff and pupils are exposed to hazardous substances and
conduct health surveillance where necessary.

1 To provide training for members of staff on the hazards, risks aachptions needed for effective
control.

)l
)l

This policy is applicable to all ftiline, parttime and supply staff, pupils, contractors, volunteers and work
placement students.

1. Legal framework

1.1. This policy has due regard to the related statutory legislatiocluding but not limited to
the following:

1 The Health and Safety at Work etc. Act 1974

1 The Control of Substances Hazardous to Health Regulations 2002 (amended 2004)

1.2. This policy will also have due regard to the following guidance:
9 1{9 OoHANMHAEIR22M)AYEYOSa KIFT FNR2dza (2 KSIfGK

3. This policy will be implemented in conjunction with the following policies:
Health and Safety Policy.
Manual Handling Policy.
Risk Assessment Policy.
Near Miss Policy
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2. Definitions
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2.1. For the purpose of this policy, a hadaus substance is any substance which may cause ill
health if inhaled, ingested, injected or absorbed through the skin, or as a result of being released
into the surrounding environment.

2.2. There are many examples of hazardous substances which can céwesdtli| including:
1 Substances used directly in activities, e.g. cleaning agents, adhesives and paints.

1 Substances generated from activities, e.g. fumes.

1 Naturally occurring substances, e.g. grain dust.

1 Biological agents such as bacteria and other marganisms.

2.3. For the purpose of this policy, health surveillance is a system of ongoing health checks for
employees, in order to provide data to help employers evaluate health risks and highlight concerns
in workplace control measures.

2.4. Health checks are f@mployees who are regularly exposed to noise, vibrations, solvents,
fumes, biological agents and hazardous substances.

2.5. For the purpose of this policy, a Material Safety Data Sheet (MSDS) is a document which
provides important health and safety informafi regarding a substance. This is provided by the
supplier or manufacturer, and indicates whether a substance is classified as hazardous.

3. Headteacher responsibilities
3.1. The headteacheoversees the dayo-day implementation of this policy and ensures that all

members of staff are fully aware of their roles and responsibilities, as well as the necessary control
measures they are required to undertake.

3.2. The headteacher ensures that all mbers of staff receive effective COSHH training.
3.3. The headteacher ensures that, where possible, the use of hazardous substances is avoided
3.4. The headteacher ensures that risk assessments are completed, where the use of hazardous

substances cannot be avoid@nd effective control measures are in place.

3.5. The headteacher ensures that an-tgpdate record is maintained of all hazardous
substances which are used, and they are clearly labelled.

4. Site manager responsibilities

4.1. The site manager provides safe stige and disposal arrangements for hazardous
substances.
4.2. The site manager purchases personal protective equipment (PPE), ensuring that this is

regularly reviewed, is of an appropriate standard and in line with the Health and Safety Policy.
5. COSHH coordinat responsibilities

5.1. Thesite managerconducts formal assessments of the health risks to all those at the
Academy
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5.2. Thesite manageprevents and controls the exposure of hazardous substances.

5.3. The site manager ensures the proper use of controls, suétPas are adopted.

5.4. Thesite manageensures that the controls used are necessary, safe and regularly reviewed

5.5. Where necessary, theite manageconducts health surveillance for staff.

5.6. Thesite manageprovides instruction, information and training on the use of hazardous
substances.

6. Responsibilities of all members of staff
6.1. All members staff are responsible for familiarising themselves with this policy.
6.2. All members of staff use hazardous substanoesccordance with the risk assessments
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measures.

6.3. All members of staff use PPE when necessary and report any damage to the site manager
immediately.
6.4. All members oftaff ensure they are available for health surveillance, and report any health

and safety concerns to the COSHH coordinator immediately.
6.5. All members of staff communicate the COSHH procedures and control measures to pupils.
7. COSHH procedures

7.1 In order for theAcademyto be compliant with the COSHH regulations, it recognises the
important procedures which need to be followed to ensure effective provision of COSHH.

7.2. Prior to using hazardous substances, the site manager conducts a risk assesakiramnt,
into account the possible hazards that may occur as a result of using the substance.

7.3. In all instances, the potential risks are considered and whether the use of the hazardous
substance is important to the learning experience.

7.4. The risk assessmedescribes the appropriate control measures that are taken when using
the substance, such as using appropriate PPE.

7.5. Risk assessments are produced in conjunction with the MSDS and take into account any
individuals, including visitors, staff, pupils and gawtors, who are likely to be affected by its use.

7.6. The procedures and hazards identified in the risk assessment are communicated to the
members of staff.

7.7. Copies of the risk assessment are given to the relevant members of staff. Copies are also
kept in the COSHH register for-tese, training and staff induction purposes.
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7.8. Risk assessments are also carried out for exposure to biological agents, e.g. vomit, blood,
etc.

7.9. All risk assessments are reviewedamongoingbasis bythe headteacheand Premises
Managerand any further necessary information is added.

8. Control measures
8.1. TheAcademyeliminates the use of any hazardous substances unless absolutely necessary.

8.2. All pupils are fully aware of the safety procedures and extra caution is taken when using any
hazardous substances involved in teaching, for instance in science lessons.

8.3. Where substances must be used, #ite manageraims to substitute this for a less harmful
substance in order to minimise risks.

8.4. Where the substance cannot be eliminated or dithged, the amount of time for exposure
is minimised.

8.5. The amount of the substance used is reduced as much as possible.

8.6. Where possible, the substance is used in isolation, away from other areas At#uemy

in order to prevent exposure to others.
8.7. Appropriate ventilation is used, such as opening windows and external doors.

8.8. Appropriate PPE is worn by all those exposed to the substance, such as gloves, safety
goggles, dust masks, etc.

8.9. When pupils are using a hazardous substance, at least three nrerobsetaff are present in
order to supervise pupils and in the case of an emergency.

8.10. Hazardous substances are stored safely and securely, and can be found within the lock
Of S YySNBR a02NB 2NJ gA0GKAY GKS f201SR ardasS Yly

8.11. All substances are sdjedisposed of after use by staff that are trained in COSHH.
8.12. Only staff trained in COSHH have access to hazardous substances.
8.13. Pupils are never permitted to access hazardous substances.

8.14. All substances are locked away, out of sight and reach of pupitspwly appropriate
members of staff having approved access.

8.15. Thesite manageensures that these control measures are adequately monitored and
maintained.
8.16. Members of staff report any defect in control measures to the site manager immediately so

that replacements can be provided.
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8.17. All concerns regarding COSHH are handled with the utmost importance and priority.

9. Health surveillance

9.1. In accordance with COSHH regulations,Alsademyconducts health surveillance in the
following instances:

1 Where anindividual is exposed to a substance which is associated with a disease or adverse health
effect

1 Where an individual is exposed to a substance which is likely to result in a disease or adverse heal
effect
1 Where an individual displays signs of a diseas&dwerse health effect

9.2. 3 Heglth §urvei|lance IS conAducted, by thite mqnage,rwhp obtains all the info[m,at[on on thg 5
AYRAQGARdzZI £ Qa KSFf UK FYR 1SSLJA I gNAUOUUSY NBOZ2

9.3. Records must be kept for a minimum of 40 years from the last entry.

9.4. The individial is able to access their health records at any time they should request it.

9.5. All individuals at thédcademyhave a responsibility to provide honest and true health

information, and declare any changes to their health that should occur due to the expokar
hazardous substance.

10. Planning for accidents, incidents and emergencies
10.1. TheAcademyaims to effectively manage every identified risk that is involved with the use of
a hazardous substance; however, there may be instances when accidents, such as spillages, coulc

200dzNJ F YR YI@& 06S RIEYIF3AYy3a (G2 +y AYRAGARdZ f Qa

10.2. A detailed emergency ah is established prior to the use of any substance by the
headteacher as part of the risk assessment.

10.3. The risk assessment undertaken for each hazardous substance is kept with each substance
so that members of staff are aware of the emergency procedaresfirst aid.

10.4. Incidents are responded to promptly, and the harmful effects are minimised where possible.

10.5. Emergency services are contacted immediately where the incident cannot be resolved by a
trained member of staff.

10.6. Only members of staff trained @OSHH and first aid attempt to provide treatment to an
individual.
10.7. Any accidents are reported to the headteacher immediately, usingcamdent Reporting

Form which is available from the main office.

10.8. The emergency procedures are dzfy NI &€ LINF OGAOSR a LI NI 27
ensure that all individuals at th&cademyare aware of the steps to follow.
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11.Training

11.1. Thesite manageconducts training for cleaning staff as guidelines and chemicals are
changed, this includes

1 The names of the substances they work with and could be exposed to, as well as the associated
risks and the use of MSDS.

1 The appropriate precautions and control measures that they are expected to take to protect
themselves, pupils and others at tiAeadeny.

1 The importance of PPE and how it should be used.

1 The results of any exposure and health surveillance, whilst maintaining confidentiality and not
revealing any identities.

1 The correct measures to take when supervising pupils who are handling substance
1 The emergency procedures.
11.2. Training is conducted with cleaning staff in response to any changes required to the

provision of COSHH, e.g. additional information required on risk assessments, new PPE equipmen
etc.
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Accident Reporting Form

Date/time

Name of the
injured person

Description of the accident

Action taken

Recommendations
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Appendix11: Addendum to Policy for Health & SafetfReturning toAcademyJune 2020
(Covid19)

Expectations of children

1 The rewards and sanctions of the Inclusion Policy still apply. Use of Class Dojo to support and devel
inclusive learning. The 6 poisiieps system for negative behavior.

1 Children should stay at a social distance as much as possible (ad\dedi@mywith remind children

regularly).

Children should not play games that involve physical contact with others (tag, etc).

Children will entelAcademyseparately and calmly.

Children will wash their hands on entering the building and throughout the day at regular intervals.

If children purposely cough or spit on others, parents will be called and the child will be sent home.

Children must follovany signs that are in place arouAdademy

Children should bring their own named water bottle and only use this.

| KAt RNBY aK2dzZ R I §2AR (2dzO0KAy3I GKSANI Y2dziKx

advice.

= =4 -4 4 -4 -5 A

Expectations of parents/arers

=

Only one parent/carer should bring their childA@ademy

If there is no alternative for siblings other than to accompany the pareActdemy theymust stay
with the parent at all times.

Follow social distancing at all times (markings outgidedemy).

Arriveon time to drop off and pick up to avoid congestion.

To drop off and pick up at the designated place.

Parents/carers must not enter th&cademybuilding.

EnsureAcademyhas at least 2 up to date contact numbers.

If called to collect a childith symptoms, collect ASAP.

If a child is not following the behavior expectations, despite reminders, parents will be called to
collect their child.

=

= =4 4 4 -8 -4 -2

Covid19

1. What happens if someone becomes unwell at an educational or childcare setting?

If anyone in areducation or childcare setting becomes unwell with a new, continuous cough or a high
temperature, or has a loss of, or change in, their normal sense of taste of smell (anosmia), they must be se
home and advised to follow the OVIB19: guidancefor householdswith possiblecoronavirusinfection

guidance

If a child is awaiting collection, they should be moved, if possible, to a room wheyectin be isolated
behind a closed door, depending on the age of the child and with appropriate adult supervision if required
Ideally, a window should be opened for ventilation. If it is not possible to isolate them, move them to an are:
which is at leasR metres away from other people.
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If they need to go to the bathroom while waiting to be collected, they should use a separate bathroom fif
possible. The bathroom should be cleaned and disinfected using standard cleaning products before beil
used by anyonelse.

PPEshould be worn by staff caring for the child while they await collection if a distance of 2 metres cannot
be maintained (such as for a very young child or a child with complex needs).

In an emergency, call 999 if they are seriously ill or injuretheir life is at risk. Do not visit the GP, pharmacy,
urgent care centre or a hospital.

If a member of staff has helped someone with symptoms, they do not need to go home unless they devela
symptoms themselves (and in which case, a test is availablig)e child subsequently tests positive (see
W2 K4 KFLIWISya AF GKSNB Aa I O2yFANXYSR OFasS 2% O
thoroughly for 20 seconds after any contact with someone who is unwell. Cleaning the affecteditrea
normal household disinfectant after someone with symptoms has left will reduce the risk of passing the

infection on to other people. See thHeOVIEL9: cleaningof non-healthcaresettingsguidance

2. What happens if there is a confirmed case of coronavirus in a setting?

When a child, young person or staff member develops symptoms compatible with coronavirus, they shoul
be sent home and advised selfisolate for 7 days. Their fellow household members shouldiselte for

14 days. All staff and students who are attending an education or childcare setting will have access to a te
if they display symptoms of coronavirus, and are encouragepttdested in this scenario.

Where the child, young person or staff member tests negative, they can return to their setting and the fellow
household members can end their sedblation.

Where the child, young person or staff member tests positive, tls¢ oé their class or group within their
childcare or education setting should be sent home and advised teissddite for 14 days. The other
household members of that wider class or group do not need teiselfte unless the child, young person
or staffmember they live with in that group subsequently develops symptoms.

As part of the national test and trace programme, if other cases are detected within the cohort or in the
GARSN) aSGiGAYy3as tdzoof A0 | SITGK 9y3IflyRQa f20Ff K¢
will adviseAcademyg and other settings othe most appropriate action to take. In sontasesa larger
number of other children, young people may be asked tciselite at home as a precautionary measgre
perhaps the whole class, site or year group. Where settings are observing guidancectionnprevention

and control, which will reduce risk of transmission, closure of the whole setting will not generally be
necessary.
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1. Introduction

This Code of Practiceutlines the safe working practices necessary to ensure the risks
associated with primargcademycurricular activities in the following subject areas across key
stages 1 and 2 are suitably controlled: science, design and technology, art and design and
physical education

2. Responsibilities
Governing Bodies must ensure that health and safety policies and procedures and Codes of
Practice are adopted and monitored.

The headteacher, where appropriate through subject leaders, teachers and other support
staff, is responsible for ensuring that this Code of Practice is brought to the attention of all
relevant staff.

The headteachers responsible for monitoring the implementation of the Code and for
completing the Record of Procedural Arrangements (Primary Qlariéctivities) F643g and
the Risk Assessment Checklist (Primary Curriculum).

3. Risk Assessment
The Risk Assessment Checklist (Primary Curriculum) describes the most significant general
KFETFNRa Ay &adzoa2SoOia dGFdAKG Ay (1Se adalk3asa
measures likely to be required. To complete this checklist, which should beateagside
this document, the headteacher must:

1 Consider how effectively they are controlling the risk from the identified common
hazards and any other hazards peculiar to the premises

1 Evaluate whether typical risk controls are in place for common hazasihg the
Likelihood (L) x Consequence (C) model to establish an initial risk rating (RR)

1 Identify if further risk controls are needed and score the resulting residual risks to give
a revised risk rating

1 Create an action plan based on the risk ratingesdo address the issues identified

Once you have assessed the current controls you can then evaluate the current risk using the
tables below. The risk assessment should be reviewed annually or whenever afresre
developments that suggest it is no longelid, e.g. following an incident or when guidance

is updated. Review does not necessarily mean carrying out a new risk assessment, but
checking over the existing assessment to ensure it is still valid and then updating the
assessment or making changesasessary.
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Likelihood

Criteria

Rating Value

Almost certain

The event is expected to occur in mg
circumstances.

5

Likely

The event will probably occur in mo
circumstances.

4

Possible

The event might occur at some time.

Unlikely

The eventmay occur only in exceptions
circumstances.

Rare

The event is not expected to occur.

TABLE 1: LIKELIHOOD OF INJURY WITH EXISTING CONTROLS IN PLACE

Consequence

Criteria

Rating Value

Extreme

Fatality or multiple major injuries

5

Major

Significant work/service related injury (incl.
a result of violent behaviour), or ill health {
employees, members of the publi
contractors, clients or pupils

Examples include:

9 fractures (other than fingers or toes

1 amputations

1 loss of sight, burnor penetrating
injury to the eye

9 any injury or acute illness resulting
unconsciousness, requirin
resuscitation or requiring admittanc
to hospital for more than 24 hours

1 exposure to a hazardous substan

due to an uncontrolled release of th¢
substance likely to lead to ill health

Moderate

Service related injury to anon-employee
NBIljdZANAY3I YSRAOIFT |

class above

Employee work related losime as a result o
'y AyedNEBI @A2fSyOosS
class above

Minor

Minor work/service related injury tg
employees, members of the publi
contractors, clients or pupil€.g. needing or
site first aid

Insignificant

No injury

1

TABLE 2: CONSEQUENCE OF INJURY WITH EXISTING CONTROLS IN PLACE
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To establish a Risk Rating multiply the "Likelihood" (L) rating value by the "Consequence" (C)
rating value.

The table below identifies if any further action is required depending onrisle rating
allocated for each hazard:

Consequence

Extreme (5) | Major (4) Moderate (3) | Minor (2) Insignificant (1)

Almost
Certain (5)

15 10

Possible
3) 15 3
Unlikely (2) 10 5

Likelihood

Action levels How the risk should be managed

Stop activity and make immediate improvements.

Significant Identify controls needed and set timescale f{

improvement.

Review current controls according tdCC policies an
procedures.

No further action, but ensure controls are maintained g

reviewed at next review date.
TABLE 3: RISK RATING AND ACTION REQUIRED

Acceptable

Headteachersmust sign off the Record of Procedural Arrangements (Primary Curricular
Activities) F643g to show that the Risk Assessment Checklist (Primary Curriculum) has been
consulted and customised to reflect local circumstances. The form should be reviewed
annualy for performance monitoring purposes.

4. Primary Curriculum Subjects (Key Stages 1 and 2)
This part of the Code covers the basic work carried out in science, design and technology, art
and design, ICT and PE in key stages 1 and 2.

Primary Academysshould also refer to the Codes of Practice for science, design and

technology, art, PE and drama for Hiybademy as appropriate if they undertake anything
other than this basic work at key stage 2.
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4.1. Science
In addition to the control measures describad the Risk Assessment Checklist (Primary
Curriculum) headteachers and teachers should refePtmnary resources available on the
CLEAPSS websiiassword details can be found in the emrCLEAPSS Primary Science and
Technology newsletter that is circulated to all Community, VC, VA and Foundatdemy;
and to academies, freddcademyg and independentAcademyg purchasing the Primary
AcademyHealth and Safety advice service througgiucator Solutions

4.1.1. Chemicals
In generalthere are few risks to using or investigating chemicals in primary science activities.
Controls for specific chemicals/curriculum activities are containédind/AK/ YA OF t & { I F
(CLEAPSS document G5p).

It is unusual for a primary science activity to require eye protection. Consider whether the
activity is appropriate for the primary environment. If in doubt, call the CLEAPSS Helpline on
01895 251496.

A new systm for labelling chemicals with their hazards has been introduced throughout
Europe from December 2018cademy will already be receiving chemicals labelled with the
new diamondshaped hazard symbols and new hazard information.

In primaryAcademy the canparatively small quantities used alongside appropriate general
O2y NRf YSIadaNBa gAftf SyadsaNB (KIFIG GKS NRA]l A
| F NY¥2yA&ASR {2adSYOk/ [t 6/ tFaaArAFAOLGA2YS [0S

See als guidance on Hazardous Substances and Chemicals on HR Infospace.

4.1.2. Animals
PrimaryAcademy often keep their own animals, but animals are also broughtAtademy
for short periods. SomAcademy also keep chickens.

Animals kept inAcademyg should posensignificant hazards provided they are well kept in
suitable housing, the people in charge of them are familiar with any particular requirements
the animals have and if the general precautions listed in the Risk Assessment Checklist
(Primary Curriculum) arfollowed.

These CLEAPSS documents provide guidance on anirAaldiemyg:
Wl 2dzaAy3a YR YSSLAY3I ! YAYIEEAQ o[ pchoO
W NAY3IAYy3T tSha IAfaRempDKSNI! YywhoYIfa Ayid?z
WCI NI | Xchdéhyf MRAYY Q@GAaAGa 6t NAYFENRBOQ ot{ vyec
WLYOdzo I AYIAIBFR 6 TT@KAY T 9
Wi |j dzI NRA I Adademyi WA Y SIBGNAOLFE {FFSGeQ 6[ MmuHno
WDALFY(d ' FNAOIY [FYR {yFIAfaQ o[ MmdpT 0
WDAIF YU aAffALIS aQ O6[HAMD
L

RS
Ww. 884 YR AGENSSLBYE Wy

E R
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See also guidance on standard infection control procedures in the Infection Control section
on HR Infospace.

4.1.3. Plants
Some pupils may be particularly vulnerable to certain plants, e.g. those with allergies or
asthma. However, the risks are low if the gesdgarecautions outlined in the Risk Assessment
Checklist (Primary Curriculum) are followed. The plants listed below are classed as poisonous.
However, instances of serious harm are extremely rare.

Academy should not remove plants listed in the tablesdve simply because they are classed
as poisonous.

Garden and hedgerow plants

Black bryony lvy berries

Black nightshade especially unripe berrie§ Larkspur leaves and seeds
Bluebell Lily of the Valley

Bracken Lupin

Buttercup Mistletoe leaves antberries
Christmas rose Monkshood or aconite
Cuckoepint Potato¢ except the tubers
Daffodilg all, especially bulbs Ragwort

Deadly nightshade Rhubarbg except leaf stalks
Foxglove Snowdropg all, especially bulbs
Giant hogweed Tomatog except fruits
Hemlock Tulip bulbs

Henbane White bryony

LNAAa FyR WFEl 34Q5> |l Woody nightshade all, especially berries
House plants

Castor oil plant seeds Hyacinth bulbs

Dumb cane Poinsettia leaves and flowers
Trees and shrubs

Broomseeds Privetc all, especially berries
Cherry laurel leaves and fruits Rhododendron leaves and flowers
Holly berries Snowberry fruits

| 2NBRS OKSaldydzi f SI ¢ Spindletree

Laburnun all, especially seeds Yewg all, especiallgeeds
Vegetables and fruit
Beans¢ French and red kidney, raw (¢ Rhubarbg leaves
undercooked
Potatoc all green parts, including tubers | Tomatocg leaves
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4.1.4. Ponds and Environmental Areas
The County Council has adopted guidance on pond safety produced by RoSPA (Royal Society
for the Prevention of Accidents) as its standard for safe practice.

See theRoSPA webisidzy RSNJ WLI2YR RALILAYIQ T2 NicadelmyRI yOS
wildlife ponds and pond dipping. Seeals@ { t | JdzA Rl yOS 2y WYt 2y R g I
for details onpond construction mesh, grilles and fencing.

4.2. Design and Technology
In addition to the control measures summarised in the Risk Assessment Checklist (Primary
Curriculum) teachers and headteachers should also refd?rimary technology resources
available on the CLEAPSS webditee password details can be found in the CLEAPSS Primary
Science and Technology newsletter that is circulated to all Commii@tyyA and Foundation
Academy; and to academies, freAacademyg and independenfcademg purchasing the
PrimaryAcademyHealth and Safety advice service throdggiucator Solutions

{88 ta2 We22Ky o NIRYICSOKYAGASE/ [ 9!t {{ R20dzy$

4.2.1. Food Preparation
Staff involved in teaching any aspect of food handling must be suitably competent.
The Chartered Institute of Environmental Health (CIEH) Level 2 Awards in Food Safety are the
recommended qualitations for all food handlers. GototheL 91 ¢S0aAiSQa O2c
databaseto find a local training provider. See also the Food Safety section of HR Infospace.

4.3. Artand Design
In addition to the contrb measures summarised in the Risk Assessment Checklist (Primary
Curriculum) teachers andheadteachers should refer to the Secondary Model Risk
Assessments for Art and Design on the CLEAPSS website if undertaking more complex art and
design work at key st&g?.

4.3.1. Kilns
Servicing and testing of kilns is available through the Building Maintenance Partnership
(BMP).Academy not in the BMP must ensure that suitable arrangements to maintain kilns
have been made with a specialist contractor.

Contractors should seice and test kilns that are used at least once a week annually; kilns
used at least once a fortnight should be serviced and tested every two years. Infrequently
used kilns should be serviced and tested at least every three years.

Maintenance requiremets for art equipment are summarised in Work Equipment Inspection
Frequencies G653 on HiRspace.

61


http://www.rospa.com/leisure-safety/water/advice/pond-dipping/
http://www.rospa.com/leisure-safety/water/advice/pond-garden-water/
http://www.cleapss.org.uk/primary/primary-resources
http://www.cleapss.org.uk/primary/primary-resources
http://s4s.norfolk.gov.uk/
http://www.cieh-coursefinder.com/
http://www.cieh-coursefinder.com/

4.3.2. Plaster of Paris
{SS W' aAy3ad tfl ahGdeimed o/ NIBEt Ay RADEYSIEI t{ 7

4.3.3. Glues and Adhesives
{SS WDfdzSa | YR do®uKentlispSa Q 6/ [ 9! t {{

4.4. Physical Education
In addition to the control measures described in the Risk Assessment Checklist (Primary
/ dZNNA Odzf dzY 0 KSI RGSIFOKSNAB |yR (S| OKSNE &K?2dz |
andAcademy{ LJ2 NIi Q> H n mH d I iha Aisdoriagfian fot Ringsitak Edlc&ion (afPE)
which the County Council has adopted as its standard for safe practiceAndiemyg should
be familiar with Part 1 of the afPE guidance and with Part 2 (activity specific) as appropriate.
W{ I FS inh Rdyszal Edd&tion adtademy{ L2 NI Q OF'y 06S 2NRSNBR ¢
Coachwise st4SportFurther support is available from the Education Adviser for PE on 01603
307781 or from the Health Safety and Wedling Team.

4.4.1. Inspection of PE Equipment
PE facilities (gymnasium, halls, sports halls etc) must be inspected regulatiyaddimyg in
the Building Maintenance Partnership have PE and gymnasium equipment inspected
annually

Academs that are not in BMP must make arrangements with competent contractors to
inspect this equipment at least annually, e.g. through ESPO contract G@mhnasium and
Fitness Equipment Maintenance.

4.4.2. Personal Effects (Jewellery etc)
Jewellery, i.e. watches, s, earrings, bracelets, necklaces etc. (including jewellery worn
through the ears, nose, eyebrowms and other exposed areas of the body) should not to be
worn in PE lessons. Belts with metal buckles should not be worn and long hair should be
secured,as appropriate to the activity. Pupils should be consistently reminded of these
requirements and a check carried out to ensure compliance before activity begins.

It is important that parents are made aware of theO | R S Wokicg antthe wearing of
jewellery or other personal adornments by pupils. Information should be given to parents via
the Academyprospectus, outlining theAcademypolicy on wearing jewellery and on the
requirements for PE. Regular remindersAicademynewsletters etc. should help to eare

the success of such a policy.

When ears, etc. are newly pierced studs and rings cannot be removed for around four to six
weeks while the piercing heals. In such cases afPE guidance (should be followed:
1 All personal effects should be removed
1 If they cannot be removed, staff need to take action to try to make the situation safe
1 If the situation cannot be made safe, the pupil(s) concerned should not actively
participate

Taping over ear studs is sometimes used to make the situation safe. Howleseadult in
charge should be confident that this strategy will be effective.

62


http://www.1st4sport.com/

Teachers must not remove or replace earrings. They cannot be responsible for the
consequences of removing or replacing earrings. Parents cannot transfer this responsibility t
teachers.

4.4.3. Trampolining
Because of the highly technical nature of trampolining and the potential risks associated with
rebound jumping, trampolining and trampettes are not considered suitable for use in primary
Academsg.

4.4.4. Ball Games
Many ball games havadapted rules to encourage the development of skills in younger
players, e.g. High Fives, Netball, Mini Soccer and Tag Rugby. Teachers should make
themselves aware of these or seek guidance from the PE Adviser. If necessary, restrictions
should be introdiced to prevent damage to lights, doors and windows, etc.

4.4.5. Backward and Forward Rolls
Forward and backward rolls should not be taught to pupils under national curriculum year 2.
Care is needed where weight is projected either directly forwards (forwdldamobackwards
(backward roll) with the body in a tucked position. The risk is of hilpgion of the neck due
to body weight being exerted against the back of the head.

It is essential to assess young people in relation to any known health issued as Yor the
required strength in the arms before the forward roll is attempted, and to break the roll down
into component parts. Until the ability to support body weight through the arms is evident,
the forward roll should not be attempted unless compatory safe physical support is
provided.

Progressive, developmental practices should be planned before attempting these moves in
standard curriculum settings.

4.4.6. Swimming
Safe working practices necessary to manage normal and emergency operafhcadgmy
pools for curriculum swimming are detailed in Health and Safety in Swimming Pools Part 1
(G6439).

4.4.7. Individual and Special Needs
W{IFFS t NI OGAOS A yicatlefi &R QLY QIRIEOR RESAY RISYi R A f
for pupils with speech and language, sensory, physical, behavioural and cognitive or a
combination of two or more of these special needs.

4.4.8. Health and Safety in PE Training
Norfolk County Council provides h#aénd safety in PE training on:

Health and Safety in PE (afPE safe practice 2016 manual)

Norfolk PR Teaching Competence Standards (NPEP@gjramme for support staff
in Primary Academg and cover supervisors in Second#&gademyg ¢ Level 3
accredited

1
T
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1 Subject Leadership in Primary €Evel 4 accredited
1 Visit leadership of curricular swimming lessons
1 Safe supervision of swimmimgsupporting swimming poolside
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