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OASIS COMMUNITY LEARNING MAIN HEALTH AND
SAFETY POLICY
This revised version of the OCL Health and Safety policy takes into account the
government’s June 2013 guidance (amended February 2014) – ‘Advice on legal duties
and powers for local authorities, head teachers, staff and governing bodies’.
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1

Introduction

1.1

Oasis Community Learning (OCL) is responsible for the overall Health and Safety
Policy for its academies and office, all of its staff and students, plus any visitors,
contractors, governors or any other persons.

1.2

The Academy Council and Principal are responsible for the local implementation of
the Oasis Community Learning policy and for the procedures which proceed from the
policy.

1.3

The Academy will develop local arrangements for delivering effective health and safety
management, which will set out in detail the roles, responsibilities and duties of named
individuals, who will co-ordinate, manage and carry out the local procedures, under
the overall supervision of the Principal, and within the overall Oasis Community
Learning policy.
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Statements of Intent
2

The Oasis Community Learning Statement of Intent

2.1

Oasis Community Learning, the employer of the staff who work in its headquarters and
Academies, recognises and accepts its responsibility for providing a safe and healthy
environment for the staff employed in the headquarters and Academies, for the
students attending the Academies and for visitors and contractors, who come on to
the premises.

2.2

Oasis Community Learning will take reasonable steps to fulfil these responsibilities
within the framework of the Health and safety at Work etc. Act 1974 and the
Management of Health and safety at Work Regulations 1999 as well as those other
Regulations, Approved Codes of Practice, Guidance, etc. made under this legislation.
Oasis Community Learning will ensure that appropriate policies are in place and kept
up-to-date.

2.3

To this end, Oasis Community Learning will procure the services of appropriate Health
and safety consultants to advise the staff of Oasis Community Learning and its
Academies on all related matters and to provide Oasis Community Learning and the
Academies with up-to-date information in relation to its Health and safety
responsibilities.

2.4

Any revision of this policy will be after appropriate consultation and negotiation.
The responsibility for the implementation of this policy at Academy level rests with
the Academy Council and the Principal.

2.5

Each and every member of staff of Oasis Community Learning and its Academies must
recognise that, under the Act, they have a personal responsibility for their own safety
as well as for the safety of anyone who may be affected by their acts or omissions at
work. They also have to co-operate, as far as is necessary, with their employer in
fulfilling its duties under the Act and supporting legislation as well as under Oasis
Community Learning’s Health and Safety Policy.

2.6

The Organisation and arrangements through which Oasis Community Learning, the
Academy Council, the Academy Principal and staff aim to fulfil the requirements are
set out in the following policy and its appendices.

2.7

Oasis Community Learning will ensure that sufficient resources are allocated by itself
and its Academies to ensure as far as is reasonably practicable that employees,
students and visitors are kept healthy and safe.

2.8

It is a requirement that all members of staff read the Health and Safety Policy and its
appendices, and sign that they have done so.

Signed: ______________________

Date: ___________________________

Chair
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3

Academy Statement of Intent
The following statement will be adopted by the Academy Council. It sets out the health
and safety objectives for the Academy with the aim of ensuring best practice in the
management of health and safety.

3.1

The Academy:


will take all reasonable steps to provide safe and healthy conditions for students,
employees and others who may be affected by its activities;



take steps to ensure compliance with all relevant health and safety legislation;



will provide adequate resources to implement this policy including access to
support from health and safety competent persons. Where necessary external
specialist advice and assistance will be obtained;



accepts that health, safety and welfare are an integral part of all its activities and
will take steps to manage these effectively;



expects all employees and students to co-operate in complying with all legal
obligations and to take reasonable care of their own health and safety and have
regard for the health and safety of others;



is committed to providing the necessary information, instruction, supervision and
training to all employees and students where applicable;



acknowledges and actively supports the role and responsibilities of employee
representatives and will give full co-operation to elected Safety Representatives
of recognised Trade Unions to enable them to carry out their duties effectively;



is committed to regular evaluation and review of its Health and Safety Policy to
ensure its objectives are met and, as necessary, to modifying the Policy in light of
new legislation, incidents and other changing circumstances;



will set out full details of the organisation and arrangements for the management
of health and safety in the Academy in writing and communicate these to all
employees.

Signed:____________________

Signed: _________________

Chair

Principal

Date: ______________________
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Aims
4.1

4.2

Oasis Community Learning aims to ensure that so far as is reasonably practicable:


All employees are safeguarded in respect of Health, Safety and Welfare whilst at
work



All students and members of the public, including parents/carers, visitors and
contractors’ employees who enter Academy premises, are not exposed to any
health and safety risks during the course of their business;



All managers are suitably trained in health and safety matters;



Sufficient resources are provided to enable suitable and sufficient safeguards to
be put in place, and for the training of relevant staff;



No work is carried out by the Academy or contractors that is liable to expose
employees, students or members of the public to hazards to health unless
suitable and sufficient assessments of the risk are made and necessary
measures to prevent or control the risk have been introduced



All contractors are able to demonstrate that they have suitable risk assessments
and arrangements for securing proper Health and safety, including, where
necessary, a written statement of policy.

The Academy’s objectives are to:
a) Provide conditions and systems of work for all employees which prevent any
danger to health. This requires that risk assessments be carried out as
appropriate to enable hazards and risks to be identified to enable the standards
of safety to be adapted and enforced;
b) Maintain and keep under review a health and safety management system;
c) Set up and maintain an Academy Health and Safety Committee representing
staff and management;
d) Ensure that all plant and equipment is maintained properly and that none will be
used knowingly when it presents any risks to the safety of the staff or the public;
e) Provide means of access and egress which are safe and without risks to health;
f)

Provide comprehensive information, instruction, training and supervision, so far
as is reasonably practicable, to ensure the Health and safety at work of all
employees and students;

g) Ensure that the health, safety and welfare of all employees, students and
members of the public are under continuous review by management at all levels;
h) Ensure safe arrangements are made for the storage, handling and transport of
articles and substances;
i)

Ensure that the Academy will have and maintain up-to-date fire procedures and
documentation and that all employees and students are familiar with them;

j)

Develop safety awareness among all employees and students and to promote
individual responsibility for Health and safety at all levels;
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k) Ensure that procedures are in place to enable all contractors to demonstrate that
they have suitable risk assessments in place, and arrangements for securing
proper health and safety of employees and anyone on the Academy site affected
by their work;
l)

Ensure that managers in the Academy are suitably trained;

m) Ensure that sufficient resources are provided as far as is reasonably practicable
to enable suitable and sufficient safeguards to be put in place for ensuring as far
as is reasonably practicable the health and safety of anyone on the Academy site
or outside the Academy if engaged in Academy business; and
n) Ensure that sufficient funds are provided as far as is reasonably practicable for
the appropriate training of relevant staff in health and safety systems and
safeguards.
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5

Responsibilities

5.1

This policy is largely dependent upon the total co-operation of every person who works
in the Academy. Oasis Community Learning expects all employees to co-operate in
ensuring the health and safety of all staff, students and visitors.

5.2

Oasis Community Learning through the Academy Council
The Academy Council has the overall responsibility within the Academy for:


ensuring the implementation of Oasis Community Learning policies



ensuring that the Academy takes reasonable steps to ensure that staff and pupils
and others are not exposed to risks to their health and safety, while on Academy
premises or while on authorised activities outside the Academy;



establishing, maintaining, monitoring and reviewing the Academy Health and
Safety Policy in order to meet the health and safety requirements in the Oasis
Community Learning policy;



agreeing and maintaining any necessary health, safety and security contracts
with contractors;



appointing a member of the Council to be responsible for liaison on Health and
safety issues with the Principal and Staff;



ensuring that there is a system for appropriate risk assessments to be carried
out, recorded and regularly reviewed;



ensuring that standards of welfare are established and maintained for staff,
students and visitors;



ensuring that staff are trained in Health and safety as appropriate;



ensuring adequate resources to enable the Health and Safety Policy to be
carried out;



ensuring that health and safety issues are put on the agenda of all appropriate
Academy Council meetings (and sub committees / working groups of the
Council) in the Academy – this includes having health and safety as an agenda
item, as a minimum, at least every second (out of 6 per year) Academy Council
meetings;



ensuring that appropriate arrangements are in place for effective liaison with
health, safety and security contractors; and



ensuring that the HandSaM health and safety management system is used
effectively in the Academy;
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5.3

Designated Member of Academy Health & Safety Committee
This member of Council is responsible for:

5.4



liaising with the Principal and the Health and Safety Champion (HSC) between
meetings of the Council to ensure that the Oasis Community Learning policies
are carried out;



ensuring that proper oversight of any contract with contractors is maintained;



participating in a site inspection at least once a year;



being available when possible to the Academy Health and Safety Committee;



overseeing the Handsam health and safety system;



inspecting the accident/incidents books on a regular basis and at least once a
term; and



carrying site inspections with members of the Health and Safety Committee on
behalf of the Council.

The Principal
The Principal (or, when absent, his/her Deputy or Vice Principal) will be responsible
for the overall implementation of the Health and Safety Policy.
The Principal is responsible for:


the health, safety and welfare of staff, students, visitors and any other person
using the premises;



ensuring safe working conditions for all of the above (staff, students, visitors
etc.);



ensuring safe working practices and procedures throughout the Academy,
including those relating to the provision and use of machinery and other
apparatus;



ensuring that liaison with all contractors is maintained and that regular reports
are obtained;



ensuring that the welfare of staff and students is seen as a priority by all staff;



consulting with members of staff and TU Safety Representatives on health and
safety issues;



arranging for appropriate supervision of students;



carrying out periodic safety reviews and audits;



determining in consultation with the Health and Safety Champion (HSC) which risk
assessments should be considered exceptional and be written, taking into account
the government’s advice. (see section 8.5);



identifying the training needs of all staff and students, and ensure, within the
financial resources available, that adequate and appropriate training is provided;
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5.5



encouraging staff, students and others to promote health and safety and to
suggest ways of reducing risks;



ensuring that sufficient and appropriate risk assessments are carried out and
effective control measures are determined and carried out in a timely manner.



delegating to the Health and Safety Champion (HSC) appropriate tasks for the
day-to-day implementation of the policy;



ensuring that the Handsam system is used effectively by relevant users;



ensuring that parents/carers are kept informed on any health and safety issues
and enlisting their support as appropriate;



ensuring that a Disability Accessibility Plan is in place and is appropriately
reviewed triennially;



taking responsibility for fire safety arrangements as set out in the Fire Safety
Regulations;



discharging the responsibilities set out in specific policies in the appendices to
this policy;



making an annual Status Review and presenting it to the Council; and otherwise



keeping the Council informed of the progress of the implementation of the policy,
and informed about changes to the law and guidance - this includes, working with
the Academy Council Chair to have health and safety as an agenda item, as a
minimum, at least every second (out of 6 per year) Academy Council meetings.

The Health and Safety Champion (HSC)
The Health and Safety Champion will be responsible to the Principal for:


managing, co-ordinating and monitoring health and safety matters within the
Academy;



ensuring that the Academy’s Health and Safety Policy is implemented;



reporting directly to the Principal on health and safety issues;



participating in the work of the Health and Safety Committee;



liaising as appropriate with the member of Council with health and safety
responsibility and working together to ensure that either the HSC or the
designated Academy Council member for health and safety, reports back on
health and safety to the Academy Council at least every second Academy
Council meeting (out of six meetings per year, depending how often they meet);



ensuring that suitable and sufficient risk assessment are carried out, that
appropriate controls are implemented and be the ‘competent’ person as required
under the Management of Health and safety at Work regulations 1999;



advising the Principal on which risk assessments should be written having taken
into account the government’s advice (see section 8.5);



liaising with the Facility Managers and any other contractors and making reports
to the Principal on the progress of the contractual requirements;
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agreeing and maintaining any necessary health, safety and security contracts
with contractor;



engaging external health and safety experts as appropriate, receiving their
reports and taking any necessary action;



consulting staff health and safety representatives and committees as appropriate;



advising on all health and safety matters (including safety of buildings, plant and
equipment used and operated by the Academy);



ensuring that teaching, administrative, catering, and all ancillary staff are aware
of aspects of the Health and Safety Policy that affect them;



ensuring that contractors and persons hiring any part of the premises are aware
of the Oasis Community Learning policy;



ensuring that all necessary safety signs and notices are displayed;



ensuring that instructions relating to specific areas are displayed and known and
understood by all users;



ensuring that fire risk assessments are carried out, appropriate equipment is in
place and properly maintained, that regular fire drills are carried out recorded and
monitored, that the required notices are in place, and that appropriate training is
given to relevant staff;



putting in place procedures for ensuring that supply and peripatetic staff, visiting
sports coaches and voluntary helpers, understand and implement the Health and
Safety Policy as appropriate; and



overseeing the efficient use of the HandSaM system to underpin the policy and
procedures.

5.5.1

The definition of a ‘Competent Person’ is the person who has responsibility as the
competent person for advising the Principal and other Senior Managers in the
discharge of their responsibilities under the Health and Safety at Work Act 1974, The
Management of Health and Safety at Work Regulations 1999 and all other health and
safety legislation, and for liaising with Oasis Community Learning and local Health and
Safety Officers and enforcement officers (such as HM Inspectors of the Health and
Safety Executive and Fire and Civil Defence Fire Officers.)

5.6

Staff with Departmental responsibilities will:


be responsible to the Health and Safety Champion (HSC) for the implementation
and operation of the policy as it affects their areas of responsibility;



familiarise themselves with the Academy’s Health and Safety Policy and all
regulations and codes of practice relevant to the work in their areas of
responsibility;



use the Handsam system to record completion of the relevant tasks;



make and regularly review a departmental Health and Safety Policy (see the
Oasis Community Learning template for a Departmental policy);



set up and implement safe methods of work;
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apply effectively all relevant health and safety regulations, rules, policies,
procedures and codes of practice;



instruct all staff, students and others under their jurisdiction in safe working
practices;



carry out regular safety inspections of their areas and keep records of those
inspections;



ensure that risk assessments are carried out on any relevant risk and effective
measures are taken to control those risks;



ensure that all plant machinery and equipment is adequately guarded, is in good
and safe working order, and that all reasonably practicable steps are taken to
prevent unauthorised or improper use;



make available appropriate protective clothing and equipment, first aid and fire
appliances;



ensure that all departmental staff and students in their areas know the
emergency evacuation procedures;



ensure that toxic hazardous and highly flammable substances are correctly used
stored and labelled;



provide appropriate health and safety information to relevant persons; and



report any health and safety concerns to the Health and Safety Champion (HSC).

The Academy will assign similar responsibilities to other staff as relevant.

5.7

All members of staff have a duty to:


take all reasonable steps to safeguard the health and safety of themselves, all
other staff, and students in their care;



take reasonable precautions in safeguarding themselves and others;



know and understand the Academy’s and any departmental health and safety
policies;



observe all health and safety rules and procedures set out by Oasis Community
Learning and the Academy and use all health and safety equipment provided;



alert the Health and Safety Champion or Heads of Areas/Departments as
appropriate to any potential hazard noticed;



report all accidents, incidents or near misses that have led or may lead to illness,
harm or damage;



report any concerns they may have about the health, safety and welfare of any
student in line with the Academy’s Safeguarding Students Policy;



ensure that no person uses a prescribed dangerous machine unless fully
instructed in the dangers and precautions to be observed, and have either
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received sufficient training in work at the machine, or are being supervised by
someone with a thorough working knowledge of the machine;


ensure that no student is allowed to dismantle or clean a prescribed dangerous
machine;



ensure that they are familiar with fire drills, fire alarm systems means of escape
and evacuation procedures. Staff should ensure that there is a fire drill notice
clearly visible in the rooms in which they work;



use the Handsam system of health and safety management where relevant; and



participate in any relevant training.

All staff have a right to raise health and safety issues of concern at any time but in
particular at formal meetings in their departments. Staff also have the right to elect
staff representatives to participate in the Health and safety Committee and to raise
health and safety issues with the Principal and/or the HSC on behalf of the staff.
Oasis Community Learning recognises that members of staff are not chartered or
certificated risk assessors but expects all staff, in fulfilling their legal responsibilities for
health and safety, to use their experience and knowledge as adults, and their training
as teachers and support staff to make common-sense decisions about risk
assessment and control measures.

5.8

5.9

The Health and Safety Committee


The Academy will appoint a Health and Safety Committee. The composition will
be the responsibility of the Principal.



Trade Unions (TU) have the right to appoint safety representatives to the
committee.



Staff who do not belong to a union have right to elect a member of staff to
represent them on the committee if they so wish.



The Health and Safety Committee has a duty to consider health and safety
issues and to raise concerns and give advice as appropriate. (see 5.1)

Trade Union Representatives
Trade union members may appoint their own representatives.
Trade union representatives have the right to:
a) investigate potential hazards and to examine the causes of the accidents in
the workplace;
b) investigate complaints by any employee they represent relating to the
employee’s health, safety and welfare at work;
c) make representations to the Principal on general matters affecting the health,
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safety and welfare of employees in the workplace;
d) carry out workplace health and safety and welfare inspections;
e) participate in the work of the Health and Safety Committee;
f)

be consulted on health and safety issues that affect staff; and

g) have paid time-off to carry out their functions and to receive health and safety
training.

5.10

Head Cook/Catering Manager
In addition to the above, the Head Cook/Catering Manager will also be responsible
for:


implementing the relevant Oasis Community Learning and Academy policies;



applying the appropriate isolation procedures in the event of fire and emergency
evacuation of kitchen and dining room areas;



training and instructing all catering staff in the emergency procedures;



carrying out regular reviews of the procedures and informing the Health and
Safety Champion (HSC) of any issues of concern;



recording results of the monitoring and review of procedures;



ensuring that all catering staff have opportunities for raising concerns about
health and safety issues.

5.11 Lead First Aider is responsible for:












notifying the staff when a child has been identified as having a medical condition who
will require support in academy;
collating information provided by parents and professionals;
drawing up any pupil healthcare plans;
ensuring that pupils with medical conditions are properly supported in academy,
including supporting staff on implementing a child’s health plan;
liaising with lead clinicians on appropriate support for the child and associated staff
training needs;
liaising with staff, parents and professionals to provide suitable healthcare plans;
administering all prescribed medication and any necessary non-prescription
medicine, and ensuring safe storage in accordance with the OCL policy;
working with the Principal to determine the training needs of academy staff and
agreeing with the Principal who would be best placed to provide the training;
confirming to the Principal that academy staff are proficient to undertake healthcare
procedures and administer medicines;
ensuring that appropriate records are kept and are accessible;
reporting as required to the Principal (or representative).
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The staff in charge of particular activities (whether on or off the academy premises) are
responsible for liaising with the Lead First Aider and ensuring that appropriate arrangements
are made for pupils with medical needs during;
•

Educational Visits/Learning Outside the Classroom

•

Sporting activities

6

Consultation

6.1

Staff

6.2



Staff and union representatives have the right to be consulted on health and
safety and welfare issues that affect staff.



Health and safety will be a standing item on the agendas of all Departments and
Pastoral group meetings. Any points raised will be duly minuted and reported
promptly to the Health and Safety Champion.

Students
Students also play a part in overall health and safety and welfare of the Academy and
will be encouraged to discuss health and safety issues at Year and Academy Council
meetings, and raise concerns which will be reported to the Health and Safety
Champion.

7

Organisation

7.1

Structure


Oasis Community Learning Board of Trustees has overall responsibility for the
policies and procedures in the Academy;



The Academy Council with a designated member for health and safety who is a
member of the Academy committee with health and safety responsibility;



The Principal has overall responsibility for the implementation of the policy and
reporting to the Council;



Health and Safety Champion with responsibility for the day to day management,
co-ordination and implementation of the policy and for liaising with the Facility
Management contractors and any other contractors, and reporting to the
Principal;



Heads of Areas/Departments with responsibility for health and safety within their
areas and for reporting to the HSC;



Regular (at least termly) Department and Team meetings with reports going to
the HSC;



A Health and Safety Committee will be appointed reporting to the HSC.
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8

Risk Assessment

8.1

All members of staff in charge of a departmental ‘safety areas’ are responsible for
ensuring that risks are identified and appropriate assessments and control measures
are made. Oasis Community Learning will offer training on risk and risk assessments
to enable relevant staff to be suitably qualified or experienced to carry out appropriate
risk assessments.

8.2

The Academy’s risk assessment pro forma must be used by all staff, and completed
assessments must be sent to the HSC and retained on the HandSaM system, and
made accessible to all relevant staff through the system management. Any one
carrying out risk assessments will receive appropriate training to enable the risk
assessments to be carried out.

8.3

Risk Assessments must be reviewed regularly and at least once a year, and after any
serious incident, with a view to ensuring that the control measures have been effective.

8.4

The HSC will ensure that suitable and sufficient risk assessments are carried out, and
determine which can be done locally or at Academy level and which by any other
outside contractors. The HSC has the discretion to seek advice from Oasis
Community Learning on appropriate delegation, and will report reasons to the Principal
and the Council in an annual report or as the Council determines.

8.5

The government’s current advice is that written risk assessments are not required for
every activity. Staff should assume they only need to write down a risk assessment in
exceptional circumstances, for example when introducing a new activity or if a
significant change occurs such as a new member of staff being introduced, new
equipment or new students. Where the Principal (through the HSC) determines that a
risk assessment must be carried out the HSC will ensure that any significant findings
of the assessment are written and recorded. A verdict of ‘Risk assessed. No significant
finding’ is acceptable.

8.6

The government advises that some activities, especially those happening away from
the academy, can involve higher levels of risk. If these are annual or infrequent
activities, a review of an existing assessment may be all that is needed. If it is a new
activity, a specific assessment of significant risks must be carried out. The Principal
should ensure that the person assigned with the assessment task understands the
risks and is familiar with the activity that is planned. Where a risk assessment is
carried out the Principal must ensure that the significant findings of the assessment
are recorded. (The advice can be accessed via the Handsam system in the Health
and Safety Policy category. See: DEPARTMENT FOR EDUCATION ADVICE ON
LEGAL DUTIES AND POWERS FOR LOCAL AUTHORITIES, HEAD TEACHERS,
STAFF AND GOVERNING BODIES.)

8.7

Where the Principal (through the HSC) determines that a risk assessment must be
carried out the HSC will ensure that any significant findings of the assessment are
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written and recorded. A verdict of ‘Risk assessed. No significant finding’ is acceptable
in appropriate circumstances.

9

Security

9.1

The Academy’s security arrangements are the responsibility of the Principal. The
arrangements for the areas below are contained in the Staff Handbook and are also
available from the HSC’s Office:


The site



The buildings



Notices



Control of visitors to the site



Locks and keys



Out-of-bounds areas



Dealing with trespassers



Security of staff and student property



Vehicles and cycles



Movement around the site and buildings



Transport and pedestrians arriving at academy in the morning and leaving in the
afternoon



Responsibilities for security aspects

10

Health and Safety Management Arrangements

10.1

The Academy is using the HandSaM system of health and safety management. All
relevant staff and designated members of Council will be trained in its use.

10.2

The HSC will be the ‘Administrator’ of the Handsam system and will make regular
reports to the Principal on the progress of the annual cycle of health and safety
management.

10.3 Staff with health and safety responsibilities will be HandSaM ‘Users’, and will be
responsible for completing tasks assigned to them and recording completion on the Handsam
record.
10.4

The Academy will review individual responsibilities and ensure that there is
appropriate training, compliance and documentation on an on-going basis.

10.5

Oasis Community Learning will periodically review the implementation of Handsam to
ensure that the system is used to ensure that the Academy complies with law and
regulations.

10.6

All Academies will submit an annual Status Review to Oasis Community Learning
(refer to section 12).
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11

Measuring Performance

11.1

The Academy will use the Handsam system to support relevant staff in carrying out
their responsibilities for health, safety and security in their areas.

11.2

The HSC will ensure that the following are carried out as appropriate, using the
Handsam system for logging purposes:


Regular documented audits



Appropriate site inspections



Review of risk assessments and the subsequent control measures



Surveys by the Health and Safety Committee, if formed



Attendance at Health and Safety Meetings



Information coming out of department meetings, and how it is dealt with



Results of any external reviews/investigations



Regular review of accidents/incidents/near misses and use of the information and
experience gained from the review



A system of reviewing and developing improvement plans as identified



Sharing experiences, findings and good practice inside the Academy.

12

Status Review

12.1

The Academy will, at the end of each year or appropriate period, draw up a Status
Report on each safety management area covered by the Academy’s review.
The review will draw off the information on the Handsam system and will comprise:



a statement of the number of uncompleted tasks on 31 August (or any other date
chosen by OCL);
A review of the overall fulfilment of risk assessments and other health and safety
tasks as recorded on the Handsam system



A review of the overall decrease/increase in risks



A review of the overall decrease/increase in accidents/incidents



Any other findings in the annual audit



Changes in the organisation, policy or structure



New processes and new technology



External influences - legislation/guidance/British Standards/auditors reports



Proposals for improvements
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12.2

The Principal will ensure that copies of the Status Review will be sent to Oasis
Community Learning, all members of Council, all staff, and to parents/carers where
this is seen to be advantageous.

13

Staff Training and Involvement

13.1

All staff will receive this policy and will be expected to read it, and to read the
sections and appendices on the arrangements that affect them in their work.

13.2

All relevant staff will be trained to use the HandSaM system.

13.3

The Academy Leadership Team undertakes to keep staff informed of any changes
through Health and Safety Committee, if formed, minutes, communications with line
managers, staff bulletins, staff meetings and briefings and e-mail messages.

13.4

The Academy undertakes to provide extra training for staff where a need is
identified.

13.5

The Academy Health and Safety Champion is responsible for involving external
trainers where necessary.

14

Equal Opportunities

14.1

This policy has been amended in the light of the Equality Act 2010.

14.2

In particular, the Academy must ensure that reasonable adjustments are made to the
premises and facilities to enable disabled staff, students and visitors to make use of
the Academy’s facilities and curriculum as far as is reasonably practicable.
The Disability Accessibility Plan must be kept under review and implemented as
appropriate.

15

Monitoring and Review

15.1

The Academy Council’s delegated member will oversee the implementation of the
Oasis Community Learning and Council’s policies.

15.2

The Academy Council will receive termly reports on health and safety and security in
the Academy from the Principal.

15.3

The Council will report termly to Oasis Community Learning on the working of the
policy and procedures. The Council has the right to recommend amendments to the
policy to Oasis Community Learning.

15.4

The Academy will prepare a Status Review at the end of the academic year in
accordance with section 12.1 above, and send it to the recipients in section. 12.2.

15.5

Oasis Community Learning will review this policy annually or as necessary if
circumstances change. Oasis Community Learning will ensure that the Academy
maintains monitors and reviews its Health and Safety Policy, procedures and
organisational arrangements.
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15.6

The Principal has the responsibility for monitoring the implementation of the policy and
for ensuring that the Academy’s procedures are fit for purpose.

15.7

The Principal will keep the Academy Council up to date with changes in health and
safety law, regulations and guidance and any changes in the Academy organisation
that require a fresh look at health and safety.

15.8

The HSC is responsible for monitoring the implementation of the policy and
reporting to the Principal.

16

Date of the next review:
July 2017

Signed: _____________________

Date: ____________________

Chief Executive, Oasis Community Learning

Signed: _____________________

Date: ____________________

Chair of the Academy Council
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Appendix 1
TEMPLATE FOR A DEPARMENT HEALTH AND SAFETY POLICY

Name of Department:______________________________________________________

Head of Department/Person with Health and Safety responsibilities:
_________________________________________________________________________
A

Introduction
The Academy Policy

A.1

The Academy’s Health and Safety Policy aims to ensure that so far as is reasonably
practicable:


All employees are safeguarded in respect of health, safety and welfare whilst at
work;



All students and members of the public, including parents/carers, visitors and
contractors’ employees who enter Academy premises, are not exposed to any
health and safety risks during the course of their business;



No work is carried out by the Academy or contractors that is liable to expose
employees, students or members of the public to hazards to health unless
suitable and sufficient assessments of the risk are made and necessary
measures to prevent or control the risk have been introduced;



All contractors are able to demonstrate that they have suitable risk assessments
and arrangements for securing proper health and safety, including, where
necessary, a written statement of policy.
The Academy’s objectives are to:

A.2


Provide conditions and systems of work for all employees which prevent any
danger to health. This requires that risk assessments be carried out as
appropriate to enable hazards and risks to be identified to enable the standards
of safety to be adapted and enforced;



Maintain and keep under review a health and safety management system;



Set up and maintain an Academy Health and Safety Committee representing
staff and management;



Ensure that all plant and equipment is maintained properly and that none will be
used knowingly when it presents any risks to the safety of the staff or the public;



Provide means of access and egress which are safe and without risks to health;
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Provide comprehensive information, instruction, training and supervision, so far
as is reasonably practicable, to ensure the health and safety at work of all
employees and students;



Ensure that the health, safety and welfare of all employees, students and
members of the public are under continuous review by management at all levels;



Ensure safe arrangements are made for the storage, handling and transport of
articles and substances;



Ensure that the Academy will have and maintain up-to-date fire procedures and
documentation and that all employees and students are familiar with them;



Develop safety awareness among all employees and students and to promote
individual responsibility for health and safety at all levels.



Ensure that procedures are in place to enable all contractors to demonstrate that
they have suitable risk assessments in place, and arrangements for securing
proper health and safety of employees and anyone on the Academy site affected
by their work;



Ensure that managers in the Academy are suitably trained;



Ensure that sufficient resources are provided as far as is reasonably practicable
to enable suitable and sufficient safeguards to be put in place for ensuring as far
as is reasonably practicable the health and safety of anyone on the Academy site
or outside the Academy if engaged in Academy business; and



Ensure that sufficient funds are provided as far as is reasonably practicable for
the appropriate training of relevant staff in health and safety systems and
safeguards.

A.3

Copies of the Health and Safety Policies are kept on the Handsam management
system, or can be read in the Staff Handbook.

A.4

All members of staff are required to read the policy and to sign to say that they have
done so.

B

Purpose and Aims:

B.1

This departmental policy sets out the means by which this department will fulfil the
Academy’s requirements for a healthy and safe environment for students, staff and
visitors.

B.2

The Department aims to:


ensure that everything reasonably practicable will be done to safeguard students,
staff and visitors;



make and keep under review relevant policies and procedures;



will maintain a list of hazards within the department area and keep this under
review;



take immediate action where hazards are likely to turn into risks;
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B.3

ensure that the Academy’s health, safety and security arrangements are known
and implemented within the department;

Each member of the department is expected to:


take reasonable precautions to safeguard the health and safety of themselves
and others;



observe all health and safety rules and procedures as laid down by the Academy
and use all health and safety equipment provided.



alert management to any potential hazard that they have noticed and report all
accidents, incidents or near misses that have led, or may lead to, illness or
damage.



ensure that no person uses a prescribed dangerous machine unless fully
instructed as to the dangers and precautions to be observed and either have
received sufficient training to work at the machine or are being supervised by
someone with a thorough working knowledge and experience of the machine. No
person under the age of 18 will be allowed to dismantle or clean a prescribed
dangerous machine.

C

Health and Safety Management Arrangements:

C.1

The Management System

C.2



The Academy is using the Handsam system of health and safety management.
All relevant staff and Academy Councillors will be trained in its use.



The Health and Safety Champion (HSC) will be the Administrator of Handsam,
and will make regular reports to the Principal on the progress of the annual cycle
of health and safety management.



In the department the Head of Department will be responsible for ensuring that



the Handsam tasks are competed and recorded.

Risk Management


Health and safety will be on the agenda of all departmental meetings, and
minutes of any discussion and action will be taken, kept and passed to the
Academy’s Health and Safety Champion (HSC) where appropriate via the
Handsam system.



The Head of Department will ensure that generic risk/benefit assessments are
made and kept under review. Members of the department will make assessments
in areas they are responsible for, and will observe the risk controls that have
been determined.



All members of staff undertake to inform the Head of Department of any potential
risk as soon as they perceive it. The Head of Department will decide whether the
risk can be managed within the department, or needs the Academy’s help.
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C.3



The government’s current advice is that written risk assessments are not required
for every activity. Staff should assume they only need to write down a risk
assessment in exceptional circumstances, such as when introducing a new
activity, using new equipment, a change in physical facilities, if a member of staff
changes or new students present different challenges. Where the Principal
determines that a risk assessment must be carried out the Head of Department
will ensure that any significant findings of the assessment are written and recorded.
A verdict of ‘Risk assessed. No significant finding’ is acceptable, where appropriate



All risks and the action taken will be recorded in the Department’s HandSaM log
and passed to the HandSaM system administrator.



All relevant staff will use the Academy’s risk assessment template, and means of
assessing risks. (See Appendix 2). Training in risk assessment and control will
be provided by the Academy or Department as appropriate.

Managing Risks specific to the department:
All Heads of Department will produce the generic policy personalised to their
department and circulate to their team. Heads of department will ensure plans are in
place to manage specific risks relevant to their department.
All members of staff must wear appropriate protective clothing where relevant.

C.4

Training:
The Head of Department will submit an appropriate training plan to the HSC
annually as per the Academy’s requirements.

C.5

Fire Safety:
All members of the department will:
a) familiarise themselves with the fire safety procedures;
b) ensure that fire doors open as intended and that nothing impedes their opening;
c) ensure that any fire equipment for which they are responsible is properly
a. maintained and checked periodically;
d) know any special fire precautions for equipment and materials that they use;
e) check periodically that the fire notices are on display in their teaching areas;
f) ensure that students know the alarm and evacuation procedure and route from the
area to the assembly area;
g) keep a register of students present in each teaching period;
h) report to the Head of Department any hazards likely to cause a fire.
i)

The Head of Department (or senior member of the department present) has the
responsibility for directing any visitors to the Academy to the assembly area in case
of fire. But all staff must be aware that visitors will need to be properly directed.
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j)

C.6

Training in action to be taken on hearing the fire alarm will be provided by the
Academy.
Display Screens
Because there is so much use of display screens (VDUs) in the Academy all members
of staff must pay attention to the Display Screen Policy both as it affects staff health
and safety and students.

C.7

Safeguarding Students:


All staff are must be aware of their duty to note and report any suspicions that a
student might (however remotely) be subject to some abuse.



The Academy will provide periodic training in the requirements for safeguarding
students and in recognising potential problems.



Any suspicions will be reported immediately to the Academy’s designated teacher for
safeguarding children whose name will be posted in the staff room.



Teaching staff are expected to teach risk management to students according to the
National Curriculum requirements in their subject, and any requirements the
Academy may have.

C.8

Staff Welfare/Stress;


Staff are expected to be concerned for their own health and for the welfare of their
colleagues and to provide support for each other.



Staff who feel under stress that is more than the normal expected stress of working
in the Academy should report this initially in confidence to the Head of Department
(or the member of the Academy Leadership Team with responsibility for staff
welfare.)



Staff are also expected to report in confidence any concerns they may have about
other members of the Department’s state of health.

C.9

Lone workers:
When a member of the department is working alone in the department he/she should
ensure that the Academy’s procedure for signing in and communication are observed;
(See the Academy’s Lone Worker and Home Visits policies)

C.10

Records:
Appropriate records of risk management events and issues will be kept by the
Head of Department. These will be kept on the HandSaM system and will be
periodically inspected by the HSC.

C.11

Accidents:
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All accidents to staff and students MUST be recorded using the Handsam Incident Log
online system. Staff who are unsure about the system must seek advice from the
Head of Department. (See the Academy’s Accident/Incident Management policy)
C.12

Student Behaviour
Student misbehaviour is one of the greatest risks to health and safety.
All staff have a common law and contractual duty to maintain good behaviour of
students and to safeguard their health and safety. Staff must know the Academy’s
rules that are designed to ensure student safety and to participate in ensuring that the
rules are obeyed. (See the Academy’s Behaviour and Discipline policy)

C.13

Status Review:
The department will contribute to the Academy's annual health and safety
status review. The department's report will make a review of:


D



a statement of the number of uncompleted tasks on 31 August (or any other date
chosen by OCL);
the overall fulfilment of risk assessments and other health and safety tasks as
recorded on the HandSaM system;



the overall decrease/increase in risks;



the overall decrease/increase in accidents/incidents;



any other findings in the annual audit;



changes in the organisation, policy or structure;



any risks associated with new processes and new technology;



external influences - legislation/guidance/British standards/auditors reports; and
will make



proposals for improvements.

Development Plan
The development of health, safety and security within the department will be
part of the Department's Development Plan as appropriate.

Responsibilities:
D.1

The Head of Department


is responsible to the Health and Safety Co-ordinator for the implementation and
operation of the policy as it affects their areas of responsibility;



will familiarise him/herself with the Academy’s Health and Safety Policy and all
regulations and codes of practice relevant to the work in their areas of
responsibilities;



will set up and implement safe methods of work;
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D2



will apply effectively all relevant health and safety regulations, rules procedures
and codes of practice;



will instruct all staff, students and others under his/her jurisdiction in safe working
practices;



will carry out regular safety inspections of their areas and keep records of those
inspections;



will ensure that risk assessments are carried out on any relevant risk and
effective measures are taken to control those risks;



will ensure that all plant machinery and equipment is adequately guarded, is in
good and safe working order, and that all reasonably practicable steps are taken
to prevent unauthorised or improper use;



will make available appropriate protective clothing and equipment, first aid and
fire appliances;



will ensure that toxic hazardous and highly flammable substances are correctly
used stored and labelled;



will provide appropriate health and safety information to relevant persons;



will report any health and safety concerns to the HSC.

All Members of the Department will:


be responsible to the Head of Department for the implementation and operation
of the policy as it affects their areas of responsibility;



familiarise themselves with the Academy’s and Department's Health and Safety
Policy and all regulations and codes of practice relevant to the work in their areas
of responsibilities;



assist the Head of Department in ensuring that the departmental environment
and practices are as safe as is reasonably practicable;



take all reasonable steps to safeguard the health and safety of themselves, all
other staff, and students in their care;



take reasonable precautions in safeguarding themselves and others;



know and understand the Academy’s and any departmental Health and Safety
Policies;



observe all Health and safety rules and procedures set out by Oasis Community
Learning and the Academy and use all health and safety equipment provided;



alert the Health and Safety Champion or Heads of Areas/Departments as
appropriate to any potential hazard noticed;



report all accidents, incidents or near misses that have led or may lead to illness,
harm or damage;



report any concerns they may have about the health, safety and welfare of any
student in line with the Academy’s Safeguarding Students Policy;



ensure that no person uses a prescribed dangerous machine unless fully
instructed in the dangers and precautions to be observed, and have either
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received sufficient training in work at the machine, or are being supervised by
someone with a thorough working knowledge of the machine;


ensure that no student is allowed to dismantle or clean a prescribed dangerous
machine;



ensure that they are familiar with fire drills, fire alarm systems means of escape
and evacuation procedures. Staff should ensure that there is a fire drill notice
clearly visible in the rooms in which they work;



use the HandSaM system of health and safety management where relevant; and



participate in any relevant training.



All staff have a right to raise Health and safety issues of concern at any time but
in particular at formal meetings in their departments.

Oasis Community Learning recognises that members of staff are not chartered or certificated
risk assessors but expects all relevant staff, in fulfilling their legal responsibilities for Health
and safety, to use their experience and knowledge as adults, and their training to make
common-sense decisions about risk assessment and control measures.
All staff have a right to raise health and safety issues of concern at any time but in particular
at formal meetings in their departments. Staff also have the right to elect staff representatives
to participate in the Health and safety Committee and to raise health and safety issues with
the Principal and/or the HSM on behalf of the staff.

E

Equal Opportunities:
In implementing this policy all staff must ensure that the Academy’s policy on
non-discrimination and equal opportunities is taken into account.

F

Monitoring and Review:

F.1

The Head of Department will monitor the progress of the policy. The HSC will liaise
with the Head of Department to ensure that it remains in line with Academy policies.

F.2

It will be reviewed annually at a department meeting. The review will be recorded on
the HandSaM system and will be available for the HSC to note.

Signed: _______________________________

Date: ______________

Head of Department

Signed: _______________________________

Date: ______________

Health and Safety Champion (HSC)
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Appendix 2

RISK ASSESSMENT TEMPLATE TO BE USED
THROUGHOUT THE ACADEMY
NO RISK IS AVERTED BY THE AMOUNT OF WRITING IN A RISK ASSESSMENT.
BE BRIEF AND TO THE POINT.
THE AIM IS TO REMIND YOURSELF AND ANY OTHER APPROPRIATE PERSONS WHAT
NEEDS TO BE DONE TO PROTECT ANYONE LIKELY TO COME INTO CONTACT WITH
THE RISK.
Department: ___________________________________________________
Name of Member of Staff: ________________________________________
______________________________________________________________
Risk: _________________________________________________________
Who is likely to be affected by the risk? _____________________________
______________________________________________________________
What level of risk is it?

High/Medium/Low: ______________________

What needs to be done to minimise the risk?: __________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
Who is going to see it is done?: _____________________________________
What is the date by which it must be done?: ___________________________
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Job Roles and Responsibilities in the Academy
If any role as are irrelevant in your academy please enter ‘N/A’ in the relevant
box (e.g. ‘Early Years’ would not be relevant in a Secondary Academy)
Job Role

Name

Principal

John Cavadino

Chair of Governors

Paul Aspin

Health and Safety Coordinator(s) - HSC

Philip Walters/Steve Fordham

Academy’s Health and Safety ‘Competent
Philip Walters/Steve Fordham
Person’/Service
Nominated Governor for Health and Safety

Paul Aspin

Health and Safety Committee Members

Philip Walters/Steve
Fordham/Jules CurtisSewell/John Cavadino

Business Manager

Jamie Hutchinson

Site/Facilities Manager

Philip Walters/Steve Fordham

Designated Safeguarding Lead

Tina Lee

Deputy Designated Safeguarding Lead

Tina Lee

Appointed Person for Pastoral Care

Pastoral Leaders/Family
Leaders

Nominated Governor for Anti-Bullying

Paul Aspin

Nominated Teacher Lead for Anti-Bullying

Pastoral Leaders/Family
Leaders

Head of E-Safety

Tina Lee
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Educational Visits Coordinator (EVC)

Emma Feist

Person to whom MinI-Bus incidents must be
Christine Carey
reported
Responsible Person for Science Department Sherine Green
Head Science Technician

Dawn Lewis

Radiation Protection Supervisor

Sherine Green

Radiation Protection Officer

Sherine Green

Radiation Protection Advisor

Sherine Green

Responsible Person for Design and
Victoria Rothwell
Technology Department
Responsible Person for Physical Education
James Smith
Department
Responsible Person for Dance/Drama
Chantelle Crofskey
Department
Responsible Person for Onstage Safety

Elizabeth Ruth

Responsible Person for Backstage Safety

Elizabeth Ruth

Responsible Person for Early Years

n/a

Responsible Person for Key Stage 1

n/a

Responsible Person for Key Stage 2

n/a

Responsible Person for Equal Opportunities Jamie Hutchinson
Responsible
Person(s)
for
Special
Educational Needs and Disability
Responsible Person for Co-ordinating the
Day to Day Provision of Education for pupils
with Special Educational Needs at the
Academy
Special Educational Needs Coordinator
(SENCO)

Jane Waters

Martine Fairfield/Gwen
Simmance

Jane Waters
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Special Educational Needs Team Members

Martine Fairfield/Gwen
Simmance

Responsible Person for First Aid

Vanessa Groves

Name of School Nurse(s)/Service

Allison Leigh

Responsible Person for Ensuring Support for
Vanessa Groves
Pupils with Medical Conditions (and IHPs)
Responsible Person for Managing Medicines Vanessa Groves
Responsible Person for Managing Pregnant
Staff
Responsible Person for Investigating
Accidents
Responsible Governor for Investigating
Accidents

Nicola Mitchell
Family Leaders/Pastoral
Leaders
Paul Aspin

Responsible Person for Electrical Equipment Philip Walters/Steve Fordham
Responsible Person for Asset Register

Jamie Hutchinson

Responsible Person for Waste Management Philip Walters/Steve Fordham
Nominated Responsible Person for Fire
Philip Walters/Steve Fordham
Safety
Fire Service Liaison Officer (FSLO)
Responsible Person for Inspecting Fire
Safety Signage
Responsible Person for Inspecting Walkways
and Escape Routes
Responsible Person for Inspecting Fire
Resisting Doors
Responsible Person for Checking Fire Service
Has been Called

Kent Fire Dept
Philip Walters/Steve Fordham
Philip Walters/Steve Fordham
Philip Walters/Steve Fordham
Philip Walters/Steve Fordham

Responsible Person for Fire Training

Philip Walters/Steve Fordham

Responsible Person for Legionella

Philip Walters/Steve Fordham
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Competent Person for Working at Height

Philip Walters/Steve Fordham

Permit Issuer for Working at Height

OCL

Permit Issuer for Confined Spaces

OCL

Permit Issuer for Hot Works

OCL

Permit Issuer for Electrical Work

OCL

Permit Issuer for Asbestos

OCL

Crisis Management Team Members

John Cavadino/Tina Lee/ALT

Head of Crisis Management Team

John Cavadino/Tina Lee

Appointed Competent Person for Managing
Philip Walters/Steve Fordham
Contractors
Responsible Person for Hiring and Letting

Eddy McEntire

Responsible Person for Display Screen
Paul Wooster
Equipment
Responsible Person as Data Controller for
Paul Wooster
CCTV
Delegated Person for Arranging Home Visit
Pastoral Leaders
Arrangements
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APPENDICES
(IN ALPHABETICAL ORDER)

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

35

Accident / Incident Management
Contents
1. Investigation
2. Reporting by the academy
3. Fatalities and major accidents
4. 7 day absence
5. 3 day absence
6. 6. Dangerous Occurrences
Appendix A Summary of RIDDOR 2012 and 103
1. Investigation
1.1

All accidents/incidents to staff or students must be reported immediately to the
Academy’s Health and Safety Champion. All accident and incident records must be
kept on the Handsam online Incident Log system as per OCL policy.

1.2

This includes:
a) Accidents – where an accident has occurred and harm / injury is sustained
b) Incidents – where an accident has occurred and harm / injury is not sustained
c) Near miss – where an incident occurred which could have (under similar
circumstances) become an accident

1.3

The HSC will carry out investigation into all accidents under the guidance of any
appointed competent person with the assistance and co-operation of the relevant
Head of Department.

1.4

The HSC has the responsibility for reporting under RIDDOR Regulations (Reporting
of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2012).

1.5

The HSC will inform the Principal of any such events.

1.6

The HSC is also responsible for reporting relevant incidents and accidents to the
Health & Safety Executive (HSE) in accordance with the RIDDOR procedures. This
will be done through the Handsam health and safety system, which also contains the
detailed information about reporting procedures to the HSE.

1.7

The HSC will review the incidents recorded in the Accident Book at regular intervals to
identify any trends. The HSC will sign the Accident Book and record it in the HandSaM
record.

1.8

Accident trends will be investigated by a committee consisting of the Principal, HSC,
Nominated Council Member and Chair of the Health and Safety Committee and TU
Safety Representatives using the Handsam Incident Log. The results will be reported
to the Council and the Council will include their conclusions in reports to Oasis
Community Learning.

2. Reporting by the Academy
2.1 All Accidents/Incidents
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All accidents/incidents must be reported immediately to the HSC in the manner laid down by
the Academy.
The HSC is responsible for ensuring that all accidents/incidents are recorded, and reported
as required by Oasis Community Learning’s policy taking into account the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2012.
The HSC will inform the Principal immediately of all major accidents at work.
The HSS will also review accidents/incidents annually to determine any patterns that may be
discernible and report on these to the Principal.
The Principal will ensure that accidents and incidents are reviewed as part of the Annual
Status Review.

2.2 Fatalities and Major Accidents at Work
Staff: It is Oasis Community Learning’s policy that fatalities, and major accidents at work in
accordance with Schedule 1 of the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR) 2012 as amended, incurred in connection with work,
must be reported by the quickest possible means to:
-

Next of Kin

-

HSE by the quickest means possible

-

Oasis Community Learning HQ

-

Chair of the Academy Council

-

the insurers (where appropriate)

with a follow-up report within 10days.
Students: Fatalities, and injuries at the academy or on academy activities requiring
hospitalisation, must be reported by the quickest possible means to:
-

Next of Kin/Parents/carers

-

HSE by the quickest means possible

-

Oasis Community Learning HQ

-

Chair of the Academy Local Council

-

the insurers (where appropriate)

with a follow-up report within 10days.
Visitors: Fatalities, and injuries on academy premises or when accompanying academy
activities, requiring hospitalisation, must be reported by the quickest possible means to:
-

Next of Kin/Parents/carers
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-

HSE by the quickest means possible

-

Oasis Community Learning HQ

-

Chair of the Academy’s Council

-

the insurers (where appropriate)

with a follow-up written report within 10 days.
2.3 7 day Absence
Staff: All accidents which result in the member of staff being absent from work for 7 days or
more (not counting the day of the incident, but including weekends and rest days) must be
reported within 15 days to:
-

Next of Kin

-

HSE

-

Oasis Community Learning HQ

-

Chair of the Academy Council

-

Insurers (where appropriate)

An ‘over 7 day injury’ is one which is not designated ‘major’ but results in an injured person
being off work or unable to do his/her full range of normal duties.
When calculating ‘more than 7 days’, employers must count the days the worker would not
normally be expected to work (e.g. weekends and rest days).
The report must be made within 15 days of the incident.
However, if the worker’s incapacitation does not occur immediately after the incident then the
report should be made as soon as the injury or condition has actually incapacitated the worker
for more than 7 days.
2.4 3 Day Absences
The Academy must still keep a record of all ‘OVER 3 day’ injuries to workers. If the Academy
has an accident book or on-line log this record will suffice.
It is Oasis Community Learning policy that ‘over 3 day absence’ injuries to students will also
be recorded.
2.5 Dangerous Occurrences
Dangerous occurrences that are included in Schedule 3 of RIDDOR will be reported as quickly
as possible and a written report within 10 days to:
-

HSE
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-

Oasis Community Learning

-

Chair of the Academy Council

-

the Local Authority

-

Insurers where appropriate

-

Parents/carers if considered appropriate

Summary of RIDDOR 2012 and 2013
1. Below is a summary of the 2012 amendments to the RIDDOR requirements.

2. Major accidents to employees, (set out in full in Regulation 4 of RIDDOR 2013)
These are:
-

any fracture, other than to the fingers, thumbs or toes;

-

any amputation;

-

any injury likely to lead to permanent loss of sight or reduction of sight;

-

any crush injury to the head or torso causing damage to the brain or internal organs;

serious burns (including scalding) which covers more than 10% of the body or causes
significant damage to the eyes, respiratory system or other vital organs;
-

any scalping requiring hospital treatment;
any loss of consciousness caused by head injury or asphyxia;

any other injury arising from working in a closed space, which either leads to
hypothermia or heat-induced illness or or requires resuscitation or admittance to hospital for
more than 24 hours.

3. From 12 September 2011, all reportable work-related injuries and incidents under
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995)
moved to a predominantly online system, with a suite of seven forms available on the HSE’s
website to make the statutory reporting process quick and easy. Only fatalities and major
incidents or injuries may be reported by telephone after this date..

4. Accidents and dangerous occurrences to non-employees (e.g. pupils and
visitors)
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The following must be reported to the HSE by the quickest practicable means including online) but within 7 days not counting the day of the incident:
-

any accident resulting in death;

an injury to a pupil or visitor (i.e. someone not working at the academy) resulting in the
injured person being taken to hospital;
one of a list of dangerous occurrences (i.e. events which do not result in a reportable
injury but have the potential to cause significant harm. (These are listed in Schedule 2)
(Playground accidents which are not major are not reportable unless they arise out of or in
connection with work (e.g. level of supervision, or condition of equipment).
The 2012 regulations provide that accidents to members of the public or others who are not
‘at work’ (e.g. pupils) must be reported if they result in an injury and the person is taken directly
from the scene of the accident to hospital for treatment to that injury. Examinations and
diagnostic tests do not constitute treatment in such circumstances.

5. Definition of an accident
the definition of 'accident' now includes an act of non-consensual physical violence to
staff (i.e. to a teacher, but not to a pupil); and
the requirement to report certain accidents to people who are not at work (e.g. pupils)
has been simplified.

6. Accidents and dangerous occurrences to employees and contractors
Academies must report two types of work-related accidents to HSE if they injure either
academy employees, or self-employed people working on your premises:
-

accidents which result in a death or major injury* (see below);

- accidents which prevent the injured person from continuing at his/her normal work for more
than three days.

Non-major accidents now have to be reported within 15 days (not including the day of the
occurrence).
1. Diseases
The following have to be reported if they occur at work or are made worse by the work:
- Carpal tunnel syndrome
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- severe cramp of the hand or forearm
- occupational dermatitis
- hand-arm vibration syndrome
- occupational asthma
- tendonitis or tenosynovitis of the hand or forearm
- any occupational cancer
- any disease attributed to an occupational exposure to a biological agent.

7. RIDDOR accident reporting
All reportable work-related injuries and incidents under RIDDOR can be reported on-line or
by telephone (0845 300 9923: Mon-Friday working hours from 0830)
To report to HSE online go to http://www.hse.gov.uk/riddor/

Staff
A report to HSE has to be made for workers who have been incapacitated for more than 7
consecutive days, not including the day of the accident/incident, but including weekends and
rest days.
An ‘over 7 day injury’ is one which is not designated ‘major’ but results in an injured person
being off work or unable to do his/her full range of normal duties.
When calculating ‘more than 7 days’, employers must count the days the worker would not
normally be expected to work (e.g. weekends and rest days).
The report must be made within 15 days of the incident.
However, if the worker’s incapacitation does not occur immediately after the incident then the
report should be made as soon as the injury or condition has actually incapacitated the worker
for more than 7 days.
Reports to the HSE on non-major occurrences have to be made within 15 days of the
occurrence.
There is no need to report incidents where people are taken to hospital purely as a precaution
when no injury is apparent.
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Pupils
Academys should report deaths of pupils and major injuries as soon as possible to the HSE
but within 7 days. Non-major injuries that incapacitate pupils for over 7 days should be
reported to the HSE (and OCL) within 15 days.

See Document ‘RIDDOR Flowchart for Incident Reporting to the HSE’ in the Accidents
category on the Handsam tasklist system for further details.

8. How do I decide whether an accident ‘arises out of or is in connection with work’?
A non-major accident will be reportable if it is attributable to:
-

work organisation (e.g. the supervision of a field trip);

-

plant or substances (e.g. lifts, machinery, experiments etc);

-

the condition of the premises.

Playground accidents due to collisions, slips and falls are not reportable unless they arise out
of or in connection with work, e.g. the condition of the premises or equipment, or the level of
supervision.

9.

Advice from HSE on reporting asbestos incidents

Also there is advice from HSE about reporting asbestos incidents. HSE advises that exposure
to asbestos is reportable under RIDDOR when a work activity causes the accidental release
or escape of asbestos fibres into the air in a quantity sufficient to cause health damage to any
person. This is likely to arise when work is carried out without suitable controls or where
controls fail. For example:
-

using power drills tools to drill, cut, etc on most asbestos-containing material (ACM);

work that leads to physical disturbance (knocking, breaking, smashing) of an ACM that
should only be handled by a licensed contractor;
-

manually cutting or drilling asbestos insulating board (AIB); and

work involving aggressive physical disturbance of asbestos cement, e.g. breaking or
smashing.
These activities carried out without suitable controls or where controls fail should be classed
as dangerous occurrences and be recorded and reported as such.
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Administration of Medication and Supporting Pupils
with Medical Conditions Policy
Contents
1. General
2. Key Points of the Guidance
3. Aims
4. Responsibilities
5. Prescribed medicines
6. Specific medical issues
7. Procedures
8. Individual healthcare plans
9. Managing medicines
10. Staff training and support
11. Record keeping
12. Emergency procedures
13. Unacceptable practice
14. Educational visits, off-site activities, sporting activities
15. Insurance
16. Complaints
17. Equal opportunities
18. Monitoring and review
19. Date of next review
Appendices
Appendix A: Helping pupils with diabetes
Appendix B: Helping pupils with eating disorders
Appendix C: Responding to Asthma
Appendix D: Model process for developing individual healthcare plans (Annex A in the
government Guidance)
Appendix E: Healthcare Plans
Appendix F: Managing medicines on academy premises
Appendix G: Safe storage of medicines

1. General
The government guidance on medical conditions and medication in schools/academies is set
out in the document ‘Supporting pupils at schools with medical conditions: Statutory
guidance for governing bodies of maintained schools and proprietors of academies in
England’ (February 2014)
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Some of this guidance is statutory and some non-statutory.
Early years settings should continue to apply the ‘Statutory Framework for the Early Years
Foundation Stage’.
The guidance replaces previous guidance on ‘Managing medicines in schools and early years
settings’ published in March 2005.
This guidance will be reviewed in September 2015.
The guidance is statutory for:
• governing bodies of maintained schools (excluding maintained nursery schools),
management committees of PRUs, proprietors of academies, including alternative provision
academies, and free schools (not including 16-19 academies)
The non-statutory advice is for:
• schools, academies, (including alternative provision academies), and PRUs
• local authorities
• clinical commissioning groups (CCGs) and NHS England
• anyone who has an interest in promoting the wellbeing and academic attainment of children
with medical conditions, including alternative provision
1

• parents/carers and pupils
• health service providers
2. Key points of the Guidance
• Pupils with medical conditions should be properly supported so that they have full access to
education, including academy trips and physical education.
• Governing bodies/Trusts must ensure that arrangements are in place in academys to
support pupils at academy with medical conditions.
• Governing bodies/Trusts should ensure that academy leaders consult health and social care
professionals, pupils and parents to ensure that the needs of children with medical conditions
are effectively supported.

3. Aims:
This Oasis Community Learning policy aims to:
•
provide a clear policy and set of procedures which will be understood and accepted
by staff, parents and pupils, and which provide a sound basis for ensuring that pupils with
medical needs receive proper care and support at the academy;
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•
set out the necessary safety measures to support pupils with medical needs (including
long term or complex needs.);
•

define individual responsibilities for pupils’ safety;

•

explain the procedures to ensure the safe management of any medications.

4. Responsibilities
4.1 OCL and the Academy Council will ensure:


that arrangements are in place to support pupils with medical conditions and that
such children can access and enjoy the same opportunities at academy as any other
child;



that the focus is on the needs of each individual child and how their medical
condition impacts on their academy life;



that their arrangements give parents confidence in the academy’s ability to support
their child’s medical needs effectively;



that the arrangements do not place other pupils at risk or accept a child in academy
where it would be detrimental to the child and others to do so;



that individual healthcare plans are implemented and reviewed;



that the arrangements they put in place are sufficient to meet their statutory
responsibilities;



that policies, plans, procedures and systems are properly and effectively
implemented.



that the academy considers advice from healthcare professionals and listens to and
value the views of parents and pupils;



that the academy has a named person who has overall responsibility for the
implementation of the policy, and that sufficient and appropriate staff are trained;



that there are effective procedures for managing medicines in academy;



that the academy’s equal opportunity policies are taken into account; and



that appropriate insurance cover is provided.

4.2 The Principal will:


ensure that academy policies and health care plans are effectively implemented;
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ensure that all staff are aware of the policy for supporting pupils with medical
conditions and understand their role in its implementation;



ensure that arrangements are in place to enable all staff who need to know to be
aware of a vulnerable child’s condition;



ensure that arrangements are in place to make staff aware of a child’s medical
condition;



ensure that sufficient trained staff are available to implement the policy and
deliver against all individual healthcare plans, including in contingency and
emergency situations;



ensure that first aid and medical advice is available in the academy and that
arrangements are in place to brief staff on first aid and medical arrangements;



ensure that arrangements are in place for safeguarding pupils during off-site
activities;



recruit an appropriate member of staff for this purpose if necessary;



make sure that the academy is appropriately insured and that staff are aware that
they are insured to support pupils in this way.



ensure that arrangements are in place to contact the academy’s nursing service
in the case of any child who has a medical condition that may require support at
the academy but who has not yet been brought to the attention of the Lead First
Aider;



ensure that all parents are aware of the academy policy and procedures for
dealing with medical need; and



report annually to the Academy Council on the working of the policy.

4.3 Academy Staff
No members of academy staff are obliged to give, or oversee the giving of, medication to
pupils. Only the Lead First Aider (if appointed) or other academy staff who are authorised and
trained in the giving of medication (often academy First Aiders), or trained volunteers working
under arrangements supervised by the Lead First Aider, are authorised to give or oversee the
taking of, medication.
However, any member of the staff may volunteer or be asked to provide support to pupils with
medical conditions, including the administering of medicines, although they cannot be
required to do so;
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Although administering medicines is not part of teachers’ professional duties, they can provide
other support and should take into account the needs of pupils with medical conditions that
they teach;
All staff are responsible for:
•

knowing the arrangements and following the procedures; and

•
reporting any problems to the Nurse or the person appointed to oversee the
administration of medication; and
•

setting appropriate work for pupils absent through ill health.

4.4 The Lead First Aider (or other qualified healthcare professional)
The Guidance says that every school/academy should be allocated a school/Lead First Aider.
The Lead First Aider is responsible for:












notifying the staff when a child has been identified as having a medical condition who
will require support in the academy;
collating information provided by parents and professionals;
drawing up any pupil healthcare plans;
ensuring that pupils with medical conditions are properly supported in academy,
including supporting staff on implementing a child’s health plan;
liaising with lead clinicians on appropriate support for the child and associated staff
training needs;
liaising with staff, parents and professionals to provide suitable healthcare plans;
administering all prescribed medication and any necessary non-prescription
medicine, and ensuring safe storage in accordance with the OCL policy;
working with the Principal to determine the training needs of academy staff and
agreeing with the Principal who would be best placed to provide the training;
confirming to the Principal that academy staff are proficient to undertake healthcare
procedures and administer medicines;
ensuring that appropriate records are kept and are accessible;
reporting as required to the Principal (or representative).

The staff in charge of particular activities (whether on or off the academy premises) are
responsible for liaising with the Lead First Aider and ensuring that appropriate arrangements
are made for pupils with medical needs during;
•

Educational Visits/Learning Outside the Classroom

•

Sporting activities

4.5 Parents/Guardians
Parents/Guardians are ultimately responsible for the health of their children and making sure
that their child is well enough to attend the academy
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When a child is ill the parents should provide the academy with sufficient and up-to-date
information about their child’s medical needs.
Normally any prescribed medication should be administered at home. The academy accepts,
however, that it may be necessary for some medication to be administered during academy
hours especially where it would be detrimental to a child’s health if medicine were not
administered during the academy day;
Under arrangement made by the academy, parents/guardians must provide the academy with
sufficient information about their child’s medical condition and treatment or special care
needed at the academy/academy
Parents/ Guardians are responsible for ensuring that these details are up to date.
Parents are responsible for ensuring that any medicines that need to be administered during
the academy day are prescribed by a qualified medical practitioner, a doctor, dentist or nurse
consultant The medication must also be provided in the original container as dispensed by a
pharmacist and include the prescriber’s instructions for administration.
Parents/guardians will be involved in drawing up a Healthcare Plan for their child. They should
carry out any action they have agreed to as part of its implementation, e.g. provide medicines
and equipment and ensure they or another nominated adult are contactable at all times.
4.6 Pupils’ role in managing their own medical needs
The government guidance advises that pupils will often be best placed to provide information
about how their medical condition affects them.
The academy will, as far as is reasonably practicable, fully involve pupils in discussions about
their medical support needs and their individual healthcare plan.
The academy will, after discussion with parents, encourage children who are competent to
take responsibility for managing their own medicines and procedures.
Under supervision arranged by the Lead First Aider children who are competent to do so will
be allowed to carry their own medicines and relevant devices or will be able to access their
medicines for self-medication, quickly and easily.
If a child refuses to take medicine or carry out a necessary procedure, staff should not force
them to do so, but follow the procedure agreed in the individual healthcare plan. The parents
will be informed.
The academy will keep a record of pupils who may require such treatment.
The academy expects all parents whose children may require medical treatment to ensure
that appropriate medication has been lodged with the academy together with clear guidance
from the prescriber on the usage of the medication. The medication must be provided in the
container as dispensed.

5. Prescribed Medicines
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The academy will only oversee the administration of medicines prescribed by a qualified
medical practitioner or nurse consultant. The academy will never accept medicines that have
been taken out of the container as originally dispensed nor make changes to dosages on
parental instructions.
The Nurse is responsible for requesting information concerning details of all pupils’ medical
conditions and treatment/care.

6. Policy on specific medical issues
The academy welcomes all pupils and encourages them to participate fully in all activities.
The academy will advise staff on the practical aspects of management of:
i

Asthma attacks

ii

Diabetes

iii

Eating disorders

iv

Epilepsy

iv

An Anaphylactic Reaction

Further, detailed information on the above is contained in the appendices to this document.

7. Procedures
The government guidance says that governing bodies/Trusts should ensure that policies set
out the procedures to be followed when a school/academy is first notified that a pupil has a
medical condition, and how long these should take.
For children starting at a new school/academy, arrangements should be in place in time for
the start of the relevant academy term. In other cases, such as a new diagnosis or children
moving to a new academy mid-term, this should normally take no more than two weeks.
The Academy Council will ensure that the academy has procedures in place for:
Pupils starting at the academy:
Transitional arrangements between schools/academies:
Pupils’ changing needs:
Staff training:
A flow chart setting out the process that may be followed for identifying and agreeing the
support a child needs is provided at Annex F of this policy (Annex A in the government
guidance).
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8.

Individual Healthcare Plans (please insert own terminology used here if it is
different)

The Lead First Aider is responsible for drawing up pupils’ healthcare plans in liaison with
parents, relevant professionals and relevant staff.
Individual healthcare plans may be initiated by a member of academy staff, the Lead First
Aider or another healthcare professional involved in providing care to the child.
The government advice on making healthcare plans is at Annex G.

9. Managing Medicines in the Academy
Oasis Community Learning and the Academy Council will ensure that policies are clear about
the procedures to be followed for managing medicines. (See government guidance in
Appendix: Managing medicines in schools/academies)
The plans drawn up by the Lead First Aider in liaison with the Principal will reflect the advice
in the government guidance:
• medicines should only be administered at the academy when it would be detrimental to a
child’s health or academy attendance not to do so;
• no child under 16 should be given prescription or non-prescription medicines without their
parent’s written consent - except in exceptional circumstances where the medicine has been
prescribed to the child without the knowledge of the parents. In such cases, every effort should
be made to encourage the child or young person to involve their parents while respecting their
right to confidentiality;
• a child under 16 should never be given medicine containing aspirin unless prescribed by a
doctor. Medication, eg for pain relief, should never be administered without first checking
maximum dosages and when the previous dose was taken. Parents should be informed ;
• where clinically possible, medicines should be prescribed in dose frequencies which enable
them to be taken outside academy hours
• the academy will only accept prescribed medicines that are in-date, labelled, provided in
the original container as dispensed by a pharmacist and include instructions for
administration, dosage and storage. The exception to this is insulin which must still be in date,
but will generally be available to the academy inside an insulin pen or a pump, rather than in
its original container
• all medicines should be stored safely. Pupils should know where their medicines are at all
times and be able to access them immediately. Where relevant, they should know who holds
the key to the storage facility. Medicines and devices such as asthma inhalers, blood glucose
testing meters and adrenalin pens should be always readily available to children and not
locked away. This is particularly important to consider when on academy trips his/her
possession if they are competent to do so, but passing it to another child for use is an offence.
Monitoring arrangements may be necessary. (See Appendix Safe storage of medicines)
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The academy will otherwise keep controlled drugs that have been prescribed for a pupil
securely stored in a non-portable container and only named staff should have access.
Controlled drugs should be easily accessible in an emergency. A record should be kept for
whom it has been prescribed providing they have received specialist training/instruction.
The academy will keep a record of all medicines administered to individual pupils stating what,
how and how much was administered, when and by whom. Any side effects of the medication
to be administered at academy should be noted
• when no longer required, medicines should be returned to the parent to arrange for safe
disposal. Sharps boxes should always be used for the disposal of needles and other sharps.

10. Staff Training and Support
Any member of academy staff providing support to a pupil with medical needs must
have received suitable training.
The Lead First Aider will normally lead on identifying with other health specialists, and
agreeing with the academy, the type and level of training required, and putting this in place.
The Lead First Aider will determine how training is provided and will liaise with those providing
training and ensure that training remains up-to-date.
The training should be sufficient to ensure that staff are competent and have confidence in
their ability to support pupils with medical conditions, and to fulfil the requirements as set out
in individual healthcare plans. They will need to understand the specific medical conditions
they are being asked to deal with, their implications and preventative measures.
Staff must not give prescription medicines or undertake health care procedures without
appropriate training (updated to reflect individual healthcare plans at all times) from a
healthcare professional. A first-aid certificate does not constitute appropriate training in
supporting children with medical conditions.

11. Record keeping
The Lead First Aider will ensure that written records are kept of all medicines administered
to pupils.
The Principal will take into account the requirements and provisions of the Data protection
legislation.

12. Emergency Procedures
The Academy Council and Principal will ensure that policies set out what should happen in an
emergency situation. (See the academy’s Emergency/Crisis Policy)
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Where a pupil has an individual healthcare plan, this should clearly define what constitutes an
emergency and explain what to do, including ensuring that all relevant staff are aware of
emergency symptoms and procedures. Other pupils in the academy should know what to do,
Where a pupil needs to be taken to hospital, staff should stay with the child until the parent
arrives, or accompany a pupil taken to hospital by ambulance. Staff should not take pupils to
hospital in their own car. The academy will need to ensure they understand the local
emergency services cover arrangements and that the correct information is provided for
navigation systems.
These emergency procedures are separate to the individual healthcare plans referred to
throughout this document.

13. Unacceptable practice
The Academy Council will ensure that academy policies are explicit about what practice is not
acceptable.
Although academy staff should use their discretion and judge each case on its merits, it is not
generally acceptable practice to:
• prevent pupils from easily accessing their inhalers and medication and administering their
medication when and where necessary
• assume that every pupil with the same condition requires the same treatment
• ignore the views of the pupil or their parents
• send pupils with medical conditions home frequently or prevent them from staying for normal
academy activities including lunch
• if the pupil becomes ill, send them to the academy office or medical room unaccompanied
• penalise pupils for their attendance record if their absences are related to their medical
condition eg hospital appointments
• prevent pupils from drinking, eating or taking toilet or other breaks whenever they need to in
order to manage their medical condition effectively
• require parents (or otherwise make them feel obliged ) to attend the academy to administer
medication or provide medical support to their child, including with toileting issues. No parent
should have to give up working because the academy is failing to support their child’s medical
needs
• prevent or create unnecessary barriers to cpupils participating in any aspect of academy life,
including academy trips, e.g. requiring parents to accompany the child.
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14. Educational Visits, Off-site activities and sporting activities
The Principal will ensure that the academy’s arrangements are clear and unambiguous about
the need to actively support pupils with medical conditions to participate in academy trips and
visits, or in sporting activities, and not prevent them from doing so.
Academy staff should be aware of how a child’s medical condition will impact on their
participation, but there should be enough flexibility for all pupils to participate according to
their own abilities.
14.1 Reasonable Adjustments:
The Academy Council in liaison with the Principal and appropriate staff will consider what
reasonable adjustments they might make to enable pupils with medical needs to participate
fully and safely on visits and other Learning Outside the Classroom
.The academy will carry out a risk assessment so that planning arrangements take account of
any steps needed to ensure that pupils with medical conditions are included. This will require
consultation with parents and pupils and advice from the Lead First Aider or other healthcare
professional who are responsible for ensuring that pupils can participate.
(Please refer to the academy’s Learning Outside the Classroom policy).
15. Insurance
Oasis Community Learning will ensure:


that the appropriate level of insurance is in place. It is important that polices set out
the details of the academy’s insurance arrangements;



that policies provide liability cover relating to the administration of medication ; and



that individual cover is arranged for health care procedures associated with more
complex conditions.

16. Complaints
If parents are dissatisfied with the support provided to their child they should discuss their
concerns directly with the academy.
If for whatever reason this doesn’t resolve the issue, they may make a formal complaint via
the academy’s complaints procedure. (See the’s Complaints policy)
17. Equal Opportunities
In making, reviewing and implementing of this policy the academy will have regard to its equal
opportunities policies, and in particular will have regard to the needs of any pupil with
disabilities.
For disabled pupils Oasis Community Learning and the Academy Council will comply with the
duties under the Equality Act 2010. (set out in the academy’s Equal Opportunities policy)
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Some pupils may also have special educational needs (SEN) and a statement, or Education,
Health and Care (EHC) plan which brings together health and social care needs, as well as
their special educational provision. For children with SEN, this guidance should be read in
conjunction with the SEN code of practice.

18. Monitoring and Review
The Principal in conjunction with the Lead First Aider will determine the monitoring and review
arrangements in the academy.
The Academy Health and Safety Committee will consider the working of the policy and make
any relevant recommendations to the Principal via the Lead First Aider.
The Principal, will report on the management and progress of the policy to the Academy
Council annually.
Oasis Community Learning will review the policy at least every three years, or after the
revision of the government guidance, or when it considers it appropriate.

Appendices
A.
B.
C.
D.

Helping pupils with diabetes
Helping pupils with eating disorders
Responding to Asthma
Model process for developing individual healthcare plans (Annex A in the
government Guidance)
E. Healthcare Plans
F. Managing medicines on academy premises
G. Safe storage of medicines

Appendix A
Helping Pupils with Diabetes
Contents
What is diabetes?
Types of diabetes
Medication
What the academy should do
Sporting and off-site activities
Disability and diabetes
References
This section provides some basic information about diabetes but it is beyond its scope
to provide more detailed medical advice and it is important that the needs of children
are assessed and treated on an individual basis.
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What is diabetes?
Most education staff will encounter children with diabetes as about one in 550 academy-age
children have diabetes.
Diabetes mellitus, usually called diabetes, is a condition in which the body does not produce
enough, or properly respond to, insulin, a hormone that enables the body to absorb glucose
in order to turn it into energy.
In diabetes, the body either fails to properly respond to its own insulin, does not make enough
insulin, or both. This causes glucose to accumulate in the blood, often leading to various
complications.
Types of diabetes
Diabetes is either due to a lack of insulin (Type 1 diabetes) or because there is insufficient
insulin for the person’s needs or the insulin is not working properly (Type 2 diabetes).
The majority of children have Type 1 diabetes. They normally need to have daily insulin
injections, to monitor their blood glucose level and to eat regularly according to their personal
dietary plan. The UK ranks the fifth highest in the world for the rate of children diagnosed with
type 1 diabetes. Each year in the UK more than 24 in every 100,000 children aged 14 and
younger are diagnosed with this form of diabetes, which must be treated with insulin. The
incidence of type 1 diabetes among children is increasing by 4% year on year, with the
greatest rise in under-fives.
Experts say it is unclear why the figure is so high. Unlike type 2 diabetes, type 1 is not linked
to obesity or lifestyle, but genetics do appear to play a role.
Recognising type 1 diabetes - The 4 Ts
 Thirsty


Toilet (needing to urinate more often)



Tired



Thinner (unexplained weight loss)

It is vital that people are aware of the symptoms of type 1 diabetes because if left undiagnosed
and untreated, it can lead to serious illness and even death. A quarter of the 2,000 children
a year who develop Type 1 diabetes are only diagnosed once they are already seriously ill.
Type 2 diabetes, once described as adult-onset diabetes, is now also found in young adults
and children. The links between Type 2 diabetes and obesity are firmly established. Without
the intervention of a healthy diet and appropriate exercise, obesity may develop into diabetes
over a relatively short period of time. Thus overweight children are at greater risk of developing
diabetes. Preventing childhood obesity, which is currently rising in the UK, is therefore a public
health priority which from April 2013 will be the responsibility of local authorities.
The symptoms of Type 2 can develop extremely quickly (over the course of weeks or even
days) even in children and adolescents who were previously healthy. Children with Type 2
diabetes are usually treated by diet and exercise alone.
What the academy/academy should do
The academy/academy health and safety, medicines and disability policies should cover all
the issues related to pupils with diabetes. All staff should make sure that they know the
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academy’s policies and understand what is expected of them. It is important that cover
supervisors and new staff are also informed. Parents and pupils, where they are of an
appropriate age and understanding, should be involved in drawing up the policy and therefore
will know what the academy/academy policy is.
Children and young people with diabetes do not have any associated special educational
needs. With a sympathetic staff they should all be able to attend any mainstream
academy/academy, eat ordinary academy/academy food (providing the balance of intake is
maintained) and take a full part in academy/academy life including all extra-curricular
activities. Whether a child with diabetes also has special educational needs will depend on
how the diabetes impacts on their access to education and their ability to make adequate
progress.
The aim should be to make the child’s academy/academy life as normal as possible. It is
important that a child does not use diabetes as an excuse to avoid taking part in a disliked
activity or for avoiding difficult situations. The academy/academy can play an essential role in
encouraging independence, enabling children with diabetes to look after themselves with
minimal supervision.
Each child with diabetes may experience different symptoms and therefore each child will
require an individual health care plan. The plan should be drawn up with the parents and the
health professional responsible for the child. This is frequently a specialist diabetic nurse
rather than a doctor. Where the child is of sufficient age and understanding he/she should
also be involved in the planning.
Staff with a diabetic child in their class should be aware of the individual health plan and the
particular issues that may occur and how to react in an emergency.
Children with diabetes must be allowed to eat regularly during the day. This may include eating
snacks during class-time or prior to exercise. Academys/academies may need to make
special arrangements for pupils with diabetes if the academy/academy has staggered
lunchtimes. If a meal or snack is missed, or after strenuous activity, the child may experience
a hypoglycaemic episode (a hypo) during which the blood glucose level falls too low.
Hypoglycaemia - the symptoms of hypoglycaemia are variable and can start to manifest at
widely-varying levels of blood glucose. Symptoms include:
- hunger;
-

sweating;

-

drowsiness;

-

pallor;

-

glazed eyes;

-

shaking or trembling;

-

lack of concentration;

-

irritability;

-

headache;
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-

mood changes, especially angry or aggressive behaviour.

If these symptoms are ignored the child will rapidly progress to loss of consciousness and a
hypoglycaemic coma. If a child has a ‘hypo’, it is very important that the child is not left alone
and that a fast-acting sugar, such as glucose tablets, a glucose rich gel, or a sugary drink is
brought to the child and given immediately. Slower acting starchy food, such as a sandwich
or two biscuits and a glass of milk, should be given once the child has recovered, some 1015 minutes later.
An ambulance should be called if:
- the child’s recovery takes longer than 10 -15minutes;
-

the child becomes unconscious.

Hyperglycaemia (high glucose level) may also be experienced by some children.
Hyperglycaemia (the opposite of a ‘hypo’ insulin reaction) is usually slow to develop.
Symptoms include:
-

a dry skin;

-

a sweet or fruity smell on the breath rather like pear drops or acetone;

-

excessive thirst, hunger or the passing of urine;

-

deep breathing;

-

fatigue.

Treatment is the administration of insulin.
Where there are any changes to the child’s behaviour, staff should draw such signs to the
parents’ attention and/or discuss such symptoms with the child’s specialist diabetic nurse or
doctor.
Medication
The diabetes of the majority of children is controlled by injections of insulin each day. The
majority of younger children will be on a twice-a-day insulin regime of long-acting insulin and
it is unlikely that these will need to be given during academy/academy hours, although for
those who do, it may be necessary for an adult to administer the injection. Older children may
be on multiple injections and others may be controlled on an insulin pump. Most children can
manage their own injections, but if doses are required at academy/academy, supervision may
be required, and also a suitable, private place to carry it out.
Increasingly, older children are taught to count their carbohydrate intake and adjust their
insulin accordingly. This means that they have a daily dose of long-acting insulin at home,
usually at bedtime; and then insulin with breakfast, lunch and the evening meal, and before
substantial snacks. The child is taught how much insulin to give with each meal, depending
on the amount of carbohydrate eaten. They may or may not need to test blood sugar prior to
the meal and to decide how much insulin to give. Diabetic specialists would only implement
this type of regime when they were confident that the child was competent. The child is then
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responsible for the injections and the regime would be set out in the individual health care
plan.
Children with diabetes need to ensure that their blood glucose levels remain stable and may
check their levels by taking a small sample of blood and using a small monitor at regular
intervals. They may need to do this during the academy/academy lunch break, before PE or
more regularly if their insulin needs adjusting. The majority of older children will be able to do
this themselves and will simply need a suitable place to do so. However younger children may
need adult supervision to carry out the test and/or interpret test results.
When staff agree to administer blood glucose tests or insulin injections, they should be trained
by an appropriate health professional.
Sporting and off-site activities
All academies should have agreed policies about what to do when any pupil with a medical
condition or disability takes part in PE and sports, or is on a academy/academy activity offsite or outside academy hours.
The policy could be part of the general suite of health and safety, medicines and disability
policies, or a stand-alone policy for sporting and off-site activities. Such policies should include
details of each child’s individual needs. All staff accompanying the group should ensure that
they know the academy/academy policy and what is expected of them in relation to each child.
The parents and child should be involved in drawing up the details for the individual and know
exactly what the policy is.
Children with diabetes can participate in all physical activities and extra-curricular sports. Staff
in charge of physical education or other physical activity sessions or taking children out of
academy/academy should be aware of the need for children with diabetes to have glucose
tablets or a sugary drink to hand in case the child has a ‘hypo’.
Children with diabetes can also participate in safely managed visits. Academies should
consider what, if any, reasonable adjustments they might make to enable such children to
participate fully and safely on visits. This might include reviewing and revising the visits policy
and procedures so that planning arrangements will include the necessary steps for children
to access medication as and when required. Staff supervising excursions should always be
aware of medical needs and relevant emergency procedures. A copy of any health care plans
should be taken on visits in the event of the information being needed in an emergency.
Disability and diabetes
Some children with medical needs are protected from discrimination under the Disability
Discrimination Act (DDA) 1995, now superseded and subsumed into the Equality Act 2010.
Diabetes is a long-term and permanent medical condition and therefore all children with the
condition are considered disabled.
Under the law on disability responsible bodies for academies (including nursery academiess)
must not discriminate against disabled pupils in relation to their access to education and
associated services – a broad term that covers all aspects of academy/academy life including
admissions, academy/academy trips and academy/academy clubs and activities. Academies
should be making reasonable adjustments for disabled children including those with diabetes
at different levels of academy/academy life. Thus children with diabetes should take part in all
activities organised by the academy/academy, except any specifically agreed with the parents
and/or relevant health adviser.
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The academy must take responsibility for the administration of medicines and managing
complex health needs during academy/academy time in accordance with government and
local authority policies and guidelines.
References
Managing
Medicines
in
Academy
and
Early
Years
Settings,
https://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-14482005. Make sure you refer to the updated version amended in November 2007.
Medical Conditions at Academy: A Policy Resource Pack has been compiled by the
Medical Conditions at Academy Group to compliment the DCSF guidance. This free pack
can be downloaded at http://www.medicalconditionsatacademy.org.uk/
Diabetes UK is the foremost UK diabetes charity. Diabetes UK works to help people suffering
from diabetes, as well as providing funding for research, raising awareness and campaigning.
Careline: 0845 1202960 (Weekdays 9am to 5pm)
Website: www.diabetes.org.uk
Appendix B
Helping Pupils with Eating Disorders
Contents
Introduction
Who gets eating disorders?
Information and Statistics
Common eating disorders
Anorexia nervosa
Bulimia nervosa
Binge Eating Disorder
Young people with special educational needs
Spotting disorders
Self-esteem, body image and emotions
Dealing with eating disorders
More information
Introduction
This is a subject that needs to concern every school/academy, both primary and secondary.
With today’s youngsters under ever more pressure to succeed and academies doing
everything possible to push up exam and test pass rates, eating disorders are becoming ever
more common. Girls are most at risk but some boys are also victims and there can also be
unpleasant side effects such as bullying and truancy. High profile cases keep the subject
under the media spotlight and teachers must be prepared to take action even if they fear this
may lead to some form of conflict with the home.
Who gets eating disorders?
Girls and women are 10 times more likely than boys and men to suffer from anorexia or
bulimia. However, eating disorders do seem to be getting more common in boys and men.
They occur more often in people who have been overweight as children.
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Information and Statistics
Although official statistics say that around 2% of the female population are struggling with an
eating disorder, recent studies amongst some groups such as teenage girls reveal much
higher rates. Eating disorders can affect anyone - men and women, boys and girls, people of
all ages and backgrounds.
The UK has the highest rate of eating disorders in Europe and also of self-harm. Exact figures
are hard to know. Those quoted in studies are probably only the tip of the iceberg and one
must differentiate between figures for those receiving treatment as opposed to those suffering.
Recent figures suggest that 1 in100 women has a clinically diagnosed eating disorder (approx
269 thousand females in Eng and Wales alone) and over half have a 'serious issue with food'
that would not be clinically diagnosed but causes them significant trouble. Estimates vary, but
between 11 and 13 million people in this country have psychological issues or problems
connected with food.
Whilst some eating disorders may be obvious (perhaps because someone looks very ill)
usually one cannot tell someone has an eating disorder just by looking at them. Sufferers may
be at or near normal weight, under weight or over weight.
Common eating disorders
Anorexia nervosa is the most well known eating disorder. It is characterized by excessive
food restriction and irrational fear of gaining weight, as well as a distorted body self-perception.
It typically involves excessive weight loss and is usually found more in females than in males.
Anorexia nervosa usually develops during adolescence and early adulthood. Due to the fear
of gaining weight, people with this disorder restrict the amount of food they consume. This
restriction of food intake causes metabolic and hormonal disorders. Outside of medical
literature, the terms anorexia nervosa and anorexia are often used interchangeably; however,
anorexia is simply a medical term for lack of appetite and people with anorexia nervosa do
not in fact, lose their appetites.
Anorexia nervosa most often has its onset in adolescence and is more prevalent among
adolescent females than adolescent males. However, more recent studies show the onset
age has decreased from an average of 13 to 17 years of age to 9 to 12 years. While it can
affect men and women of any age, race, and socioeconomic and cultural background,
anorexia nervosa occurs in 10 times more females than males.
As with other eating disorders, anorexia can be associated with depression, low self-esteem,
and alcohol and drug misuse and self-harm.
Anorexia nervosa is an eating disorder and mental health condition that can be lifethreatening.
Bulimia nervosa is an eating disorder characterized by binge eating and purging, or
consuming a large amount of food in a short amount of time followed by an attempt to rid
oneself of the food consumed (purging), typically by vomiting, taking a laxative or diuretic,
and/or excessive exercise.
Some individuals may tend to alternate between bulimia nervosa and anorexia nervosa.
These acts are also commonly accompanied with fasting over an extended period of time. It
is often associated with negative emotions such as guilt and self-loathing. Bulimia nervosa is
considered to be less life threatening than anorexia; however, the occurrence of bulimia
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nervosa is higher. Bulimia nervosa is nine times more likely to occur in girls and women than
men. The vast majority of those with bulimia nervosa are at normal weight.
Bulimia nervosa often starts in the mid-teens. However, people do not usually seek help for it
until their early to mid-twenties because they are able to hide it, even though it affects their
work and social life. People most often seek help when their life changes - the start of a new
relationship or having to live with other people for the first time.
Binge Eating Disorder
This is a pattern of behaviour that has recently been recognised. It involves dieting and binge
eating, but not vomiting. It is distressing, but much less harmful than bulimia. Sufferers are
more likely to become overweight thus making them also more at risk of developing Type 2
diabetes.
Young people with special educational needs
A learning difficulty, autism or some other developmental problems can disrupt eating. For
example, some children with autism may take a dislike to the colour or texture of foods, and
refuse to eat them. The eating problems of pre-teen children are more to do with food texture,
“picky eating” or being angry rather than with wanting to be very thin. The ways of helping
these problems are rather different from those for anorexia and bulimia.
Spotting disorders
Children with eating disorders tend to display a variety of symptoms both physical and
behavioural:
The main symptom is losing a lot of weight deliberately.
For example, by:
 eating as little as possible


making yourself vomit



over-exercising – burning more calories than you consume in a day

Physical:
- Extreme weight loss or school children and teenagers, boys as well as girls.
- Constipation and abdominal pains.
- Dizzy spells and feeling faint.
- Bloated stomach, puffy face and ankles.
- Downy hair on the body; occasionally loss of hair on the head when recovering.
- Dry, rough or discoloured skin.
- Poor blood circulation and feeling cold.
- Loss of periods.
Behavioural:
- Rigid or obsessive behaviour attached to eating, such as cutting food into tiny pieces.
- Mood swings.
- Restlessness and hyperactivity.
- Wearing big, baggy clothes.
- Vomiting or taking laxatives.
- Sleeps badly.
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-

Find it difficult to concentrate or think clearly about anything other than food or calories.
Feels depressed.
Loses interest in other people.
Becomes obsessive about food and eating (and sometimes other things such as washing,
cleaning or tidiness).

Self-esteem, body image and emotions
Having a positive body image is an important part of emotional wellbeing and good selfesteem. However, around half of girls and a third of boys diet to lose weight. This lack of body
confidence can lead to other social and health problems such as depression, eating disorders
and disengagement in learning.
Young people with anorexia and bulimia often believe their value as a person is related to
their weight and how they look. They think others will like them more if they are thinner, seeing
their weight loss in a positive way.
They often have a distorted view of what they look like (their body image). They may think
they look fat when they are not. They may try to hide how thin or obese they are by wearing
loose or baggy clothes.
Many people also practise a type of behaviour known as ‘body-checking’, which involves
persistently and repeatedly:
 weighing themselves


measuring themselves, such as their waist size



checking their body in the mirror

An all-party parliamentary group established in May 2011 launched an enquiry into the causes
and consequences of body image. Some of the key findings were:
 Parents were one of the main influences on children and their own body image
concerns were mimicked by their children.


In secondary academies the peer group was the major influence; body
dissatisfaction could impact on peer relationships.



There is a need to equip children, young people and important ‘gatekeepers’, such
as parents and teachers, with the tools to deal with social and cultural pressures to
conform to unrealistic beauty ideals.



The culture of media, advertising and celebrity was perceived to be the main social
influence on body image.



A major contributor to body dissatisfaction was image manipulation and a lack of
body diversity in advertising.

Dealing with eating disorders
Academies can, and should, have a number of tactics at their disposal. Boarding schools in
particular, which provide all the food for their children throughout long terms, need to be
Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

63

particularly vigilant when it comes to monitoring what pupils eat, but day schools/academies
should watch what children eat for their lunch and how much, and watch lunch boxes, and be
especially careful when children are away from home on academy trips.
BEAT www.b-eat.co.uk the charity for people with eating disorders and their families, offers
extensive advice which includes:
- creating an academy policy around eating disorders;
- having an off-time-table day to promote well-being and healthy eating;
- taking a whole-academy approach to looking at issues such as self-esteem, healthy eating
and promoting sports; and
- looking at ways to exploit emotional literacy and healthy approaches to food and exercise
in PSHE, science and PE.
The Times Educational Supplement provides an eating disorders policy. It is designed as a
practical policy to help academy staff recognize the warning signs of eating disorders and help
academies put a clear procedure in place for managing and supporting cases of eating
disorders.
http://www.tes.co.uk/teaching-resource/Eating-Disorders-Model-Policy-6116952/
A PowerPoint that can be used for staff training on bulimia, which is often the hardest to spot
is at:
http://www.tes.co.uk/teaching-resource/Bulimia-Warning-Signs-PPT6297744/requestAction/update/
Body image and self-esteem lessons are important in both primary and secondary academies,
either as individual lessons in the PSHE programme or embedded in the core curriculum. As
well as helping children to interpret the information they receive through the media, lessons
should include the promotion of a body image that is based on health and wellbeing rather
than physical appearance. This should be evident in the ethos of the academy and throughout
all aspects of academy life, in academy meals and in other curriculum subjects such as PE
and food technology. Media Smart offers some useful free advice for academies including a
one
hour
lesson that
includes teaching
materials
and 2
worksheets.
http://www.mediasmart.org.uk/resources/bodyimage
A
range
of
other
teaching
resources
can
be
found
at
http://www.tes.co.uk/TaxonomySearchResults.aspx?parametrics=52004,52044,52047&even
t=23&mode=browse
More information
In addition to government websites visit; www.b-eat.co.uk for further information and advice.
BEAT also offers various resources and training events for training professionals.
Anorexia and Bulimia Care offers a professional, personal and caring service, from a team
of staff with experience in eating disorders, providing encouragement, advice and support for
all involved (sufferers and family members) to help make full recovery possible.
www.anorexiabulimiacare.co.uk
National Centre for Eating Disorders – NCFED http://www.eating-disorders.org.uk/
provides eating disorders treatment, information and professional training in the help &
treatment of eating disorders.
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Appendix C
Example of a Policy on Responding to Asthma
Contents
1. General
2. Aims
3. Responsibilities
4. Record keeping
5. PE and Games
6. Environment
7. Dealing with the effects
8. Guidance
9. Monitoring and review
1. General
The charity, Asthma UK, estimates that on average there are 3 pupils with asthma in every
classroom in the UK. Asthma is the most common long-term condition in children, affecting
more than one million youngsters. In 2007 asthma claimed the life of 21 children under the
age of 14 and the year before as many as 40 deaths were recorded. A child is hospitalised
with an asthma attack every 19 minutes.
School staff are not required to administer asthma medicines to pupils (except in an
emergency), but where staff are happy to administer asthma medicines the school will ensure
that they are covered by insurance and will receive any necessary training.
All staff should understand that immediate access to reliever medicines (usually inhalers) is
essential. Pupils with asthma should be encouraged to carry their own inhalers as soon as
the parent/carer, doctor or asthma nurse agrees that they are mature enough.
This policy sets out the school’s/academy’s response to the problems posed by asthma, taking
into account its responsibility for ensuring as far as is reasonably practicable the health and
safety of employees and pupils.
2. Aims
The policy sets out the system for ensuring that:
- staff and pupils with asthma are known;
- appropriate training is given to staff and pupils;
- all staff know their roles in ensuring that asthma attacks are dealt with quickly and
effectively; and
- governors, staff, pupils and parents know what the system is and the part they have to
play.
3. Responsibilities
The Principal is responsible for:
- ensuring that a system is in place and is properly managed and reviewed;
- ensuring that a system is in place for recording asthma sufferers;
- ensuring that a system is in place for training staff; and
- reporting annually to the school/academy council on any incidents and the general working
of the system.
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The health and safety champion (or school/Lead First Aider) is responsible for:
- the management of the system;
- ensuring that asthma sufferers are known and records and register kept appropriately;
- ensuring that appropriate training is given;
- obtaining and circulating appropriate guidance;
- ordering supplies of the Asthma UK School Asthma Cards;
- ensure that the Asthma UK procedure in the event of an asthma attack is visibly displayed
in the staffroom;
- ensuring annually that all staff know how to call for help in an emergency;
- reviewing the system periodically;
- ensuring that appropriate storage for medicines is provided, where necessary;
- liaising with medical staff as necessary;
- communicating with teaching and support staff, and parents; and
- reporting to the Principal
All staff will:
- know which of their pupils is on the asthma register;
- allow pupils to take their own medicines when they need to;
- know what to do in the event of an asthma attack in school/academy;
- know how to call for help in an emergency;
- where appropriate, store in their classroom a spare inhaler in case the pupil’s own inhaler
runs out or is lost;
- make a note (and inform parents/school nurse/asthma nurse) when a pupil has had to use
the inhaler.
Parents/carers of asthma sufferers are responsible for returning the cards to the
school/academy.
- providing the school/academy with a spare reliever labelled with the pupil’s name by the
parent/carer;
- completing and returning to the school/academy the asthma card.
All pupils will:
- be told about asthma at times designated by the HSM (school/Lead First Aider).
4. Record keeping
Parents will be asked to complete a medical questionnaire at the beginning of the school year.
This will include asthma.
All pupils with asthma will then be sent an Asthma UK School Asthma Card to give to the
doctor or asthma nurse to complete. The card must then be returned to the school/academy.
The names of sufferers will be kept on the school register maintained by the HSM (school
nurse).
The HSM (school nurse) will ensure that parents/carers are requested annually to update the
Asthma Card, or supply a new one if the pupil’s medicines, or how much they take, change.
5. PE and games
Taking part in PE activities is an essential part of academy life for all pupils including those
with asthma. They will be encouraged to take a full part in PE activities.
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All PE staff will know who has asthma from the academy’s asthma register.
Before each lesson PE staff will remind pupils whose asthma is triggered by exercise to take
their reliever inhalers, and to warm up and down before and after the lesson.
The same applies to class teachers (and where relevant support staff) where other lessons
(e.g. drama) might involve physical activity.
6. Academy environment
The academy will do all it can to make the environment favourable to pupils with asthma.
The academy will not keep furry or feathery animals. There is also a rigorous no smoking
policy.
The academy will as far as possible not use chemicals in the school/academy that are
potential triggers for asthma.
Pupils with asthma will be told to leave the teaching area and to go to a designated area if
particular fumes trigger asthma.
7. Dealing with the effects of asthma. (Each academy will need to determine how
they manage the following, which is just an example)
When it is known that a pupil has to miss a lot of academy time or is always tired through the
effects of asthma, or the asthma disturbs their sleep at night, the pupil’s teacher will talk to
parents/carers to determine how best to ensure that the pupil does not fall behind.
If appropriate the teacher will also talk to the school/Lead First Aider or SEN co-ordinator
about the pupil’s needs.
In the event of an asthma attack the academy will follow the procedure outlined by Asthma
UK in its School Asthma Pack.
8. Guidance
The School Asthma Pack – Asthma UK
Asthma Awareness for School Staff
Asthma Resources for Pupils
Order your free Asthma Attack Card from Asthma UK.
http://www.asthma.org.uk/about-asthma/what-to-do-in-an-asthma-attack/asthma-attackcard/
9. Monitoring and review
Staff will report incidents of asthma to the HSM (School Nurse).
The HSM (Lead First Aider) will keep a record of incidents.
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The HSM (school nurse) will report to the Principal as agreed;
The Principal will report annually to the Academy Council;
The policy will be reviewed at least every three years.
Date of next review: _______________________
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Appendix D: Model process for developing individual healthcare plans (Annex A in the
government Guidance)

Appendix E: Healthcare Plans
The government guidance says that the ‘governing body’ should ensure that plans are
reviewed at least annually or earlier if the child’s needs change. They should be developed in
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the context of assessing and managing risks to the child’s education, health and social wellbeing and to minimise disruption. Where the child has a special educational need, the
individual healthcare plan should be linked to the child’s statement or EHC plan where they
have one.

The government guidance says that when identifying what information plans should record,
the ‘governing body’ should consider the following:
• the medical condition, its triggers, signs, symptoms and treatments
• the pupil’s resulting needs, including medication (its side-affects and its storage) and other
treatments, dose, time, facilities, equipment, testing, dietary requirements and environmental
issues eg crowded corridors, travel time between lessons
• specific support for the pupil’s educational, social and emotional needs – for example, how
absences will be managed, requirements for extra time to complete exams, use of rest periods
or additional support in catching up with lessons, counselling sessions
• the level of support needed, (some children will be able to take responsibility for their own
health needs), including in emergencies. If a child is self-managing their own medication, this
should be clearly stated with appropriate arrangements for monitoring
• who will provide this support, their training needs, expectations of their role and confirmation
of proficiency to provide support for the child’s medical condition from a healthcare
professional
• who in the academy needs to be aware of the child’s condition and the support required
• written permission from parents and the Principal at your academy for medication to be
administered by a member of staff, or self-administered by individual pupils during academy
hours
• separate arrangements or procedures required for academy trips or other academy activities
outside of the normal academy timetable that will ensure the child can participate eg risk
assessments
• where confidentiality issues are raised by the parent/child, the designated individuals to be
entrusted with information about the child’s condition
• what to do in an emergency, including whom to contact, and contingency arrangements

Appendix F: Managing medicines on school/academy premises
The DFE guidance 2014 says that the ‘governing body’ should ensure that policies are clear
about the procedures to be followed for managing medicines.
Although academies may already have such procedures in place, they should reflect the
following details:
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• medicines should only be administered at academy when it would be detrimental to a child’s
health or academy attendance not to do so
• no child under 16 should be given prescription or non-prescription medicines without their
parent’s written consent - except in exceptional circumstances where the medicine has been
prescribed to the child without the knowledge of the parents. In such cases, every effort should
be made to encourage the child or young person to involve their parents while respecting their
right to confidentiality
• a child under 16 should never be given medicine containing aspirin unless prescribed by a
doctor. Medication, eg for pain relief, should never be administered without first checking
maximum dosages and when the previous dose was taken. Parents should be informed
• where clinically possible, medicines should be prescribed in dose frequencies which enable
them to be taken outside academy hours
• academies should only accept prescribed medicines that are in-date, labelled, provided in
the original container as dispensed by a pharmacist and include instructions for
administration, dosage and storage. The exception to this is insulin which must still be in date,
but will generally be available to academies inside an insulin pen or a pump, rather than in its
original container
• all medicines should be stored safely. Children should know where their medicines are at all
times and be able to access them immediately. Where relevant, they should know who holds
the key to the storage facility. Medicines and devices such as asthma inhalers, blood glucose
testing meters and adrenalin pens should be always readily available to children and not
locked away. This is particularly important to consider when on academy trips
• a child who has been prescribed a controlled drug may legally have it in their possession if
they are competent to do so, but passing it to another child for use is an offence. Monitoring
arrangements may be necessary. Academies should otherwise keep controlled drugs that
have been prescribed for a pupil securely stored in a non-portable container and only named
staff should have access. Controlled drugs should be easily accessible in an emergency. A
record must be kept.
• a member of staff may administer a controlled drug to the child for whom it has been
prescribed providing they have received specialist training/instruction. Academies should
keep a record of all medicines administered to individual children, stating what, how and how
much was administered, when and by whom. Any side effects of the medication to be
administered at academy should be noted
• when no longer required, medicines should be returned to the parent to arrange for safe
disposal. Sharps

Appendix G: Safe Storage of Medicines in the School/Academy
DfE/DH guidance gives the following advice in relation to storage of medication.


The academy must ensure that health risks arising from medicines are properly
controlled, in line with the Control of Substances Hazardous to Health
Regulations(COSHH). The Principal is responsible for ensuring the safe storage of
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medicines.


Only prescribed medicines should be brought into academy.



Where two or more medicines are required by a particular pupil, each should be kept
in a separate container.



The academy should not store large volumes of medication. As far as is practicable,
the smallest possible dose of medicine should be brought into the academy. Doses of
liquid medicines should not, however, be transferred from the original bottle as this
would result in the loss of some of the medicine on the sides of the bottle. Medication
should be stored strictly in accordance with product instructions, taking particular
account of the correct storage temperature.



Pupils should know where their own medication is stored and how to obtain it.



Medicines should be stored in their original containers, clearly labelled with the name
of the pupil, the name and dose of the drug, the frequency of administration, any likely
side effects, and the expiry date. Parents are responsible for ensuring that this
information is provided.



Medicines should - subject to the exceptions below - be stored in a secure place such
as a locked cupboard or a labelled airtight box in a refrigerator with restricted access.



Some medicines, such as asthma inhalers and Epipens, must be readily available to
pupils and must not be locked away. Children who are capable of carrying their own
inhalers should be allowed to do so, following consultation between parents and the
Principal. Generally, it is helpful if the academy keeps a spare inhaler for that particular
child, in case the original is mislaid by the child.



Academies should not continue to store surplus or out-of-date medicines. Parents
should be asked to collect the containers for delivery back to the chemist, and should
routinely collect medicines held by the academy at the end of each term. If parents
do not collect all medicines, they should be taken to a local pharmacy for safe disposal.



Sharps boxes (obtained by parents on prescription) should always be used for the
disposal of needles.



Local pharmacists can give advice about storing medicines.
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Teachers may need to bring their own medication into academy. This should be safely locked
away in the individual locker to which every teacher is entitled. It does not need to be stored
with pupils' medicines.
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Anti-Bullying Policy
1.1

Bullying of students is covered in detail in the Oasis Community Learning AntiBullying Policy. Please refer to that document.

1.2
Bullying of staff is covered in detail in the Oasis Community Learning Harassment of
Staff at Work Policy. Please refer to that document.
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Asbestos Policy
Contents
Responsibilities of the HSC
Appendix A - Asbestos Permit to work procedure

1. Responsibilities of the HSC
The Academy HSC is responsible for making appropriate arrangements for:


ensuring that an Asbestos Survey has been carried out by a specialist company,
and that annual reviews are made in line with the company’s recommendations;



taking appropriate control measures to prevent asbestos fibres from being
released. These measures may include:
o

removal of asbestos containing materials;

o

encapsulating asbestos containing materials;

o

asbestos containing materials being sealed to prevent contact;

o

denying access to asbestos containing materials;

o

properly identifying asbestos containing materials;



ensuring that no building maintenance work is carried out without reference to
the Asbestos Register and survey report, and obtaining an expert opinion;



contractors to be given the Asbestos Register before any work commences to
manage any potential exposure.



ensuring that all staff are aware of the location of asbestos containing materials
and awareness training is given to all staff who are likely to come into contact
with asbestos containing materials, including:
o

identifying asbestos;

o

different types of asbestos;

o

the health hazards posed by asbestos;

o

safe methods of work and safe disposal;

o

legal requirements.



carrying out annual surveys and recording these in the management system;



taking appropriate action when asbestos is found to be present on the premises;



ensuring that the log of the monitoring is kept up-to-date on the HandSaM
system;



reporting on the situation in the annual Status Review.

All staff are covered by the OCL Employers Liability Insurance in relation to asbestos
related claims.
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Appendix A
Asbestos Permit to Work procedure
Guidance
1 A Permit to Work Procedure is a formal written system used to control certain types of work
which are potentially hazardous. It ensures that proper consideration is given to the risks of
the work and that these are assessed and controlled before work starts.
2 The Permit gives authorisation to specified people to carry out specific work within certain
time constraints after proper consideration of the risks and development of a safe system of
work. The issue of a Permit to Work does NOT simply give permission to carry out the work
or in itself make the work safe.
3 As specified in the Asbestos Management Plan, the Duty Holder at the premises must
ensure that before any work is carried out on the fabric of the building the Property Plan and
the Asbestos Survey Report are inspected to identify the location of any identified or presumed
asbestos. If any area where work is to be carried out contains, or is presumed to contain,
asbestos then no work is to be undertaken until the Asbestos Controlling Officers have been
contacted.
4 The Duty Holder or the person responsible for the work (ie person managing Council
contractors or Council employees) must sign Section 1 of the Permit to Work sheet stating
that they have informed the named contractor or operatives of the presence or absence of
any asbestos in the area of the proposed work. NB If the duty holder is not responsible for the
work, then the person responsible for it should sign the appropriate section.
.
5 The Contractor/Supervisor/Operative must also sign to indicate whether or not
the work will disturb any identified asbestos.
6 Once the work has been completed the Duty Holder or persons responsible for the works
must sign to indicate that the work has been completed. A
Notification of Asbestos Remediation/Removal form must recorded (or in the case of an LA
school) sent to the Asbestos Controlling Officers once the work has been completed.
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Caretaking and Cleaning
1.1

Caretaking and cleaning is managed by the Property and Estates Team, and will be
subject to specific contractual requirements in each academy.

1.2

It is the responsibility of the P&E team to ensure that:


the contract is carried out;



equipment and materials are of a suitable standard and sufficient quantity;



suitable risk assessments of areas, equipment, materials and personnel are
carried out and appropriate controls put in place;

o
o

caretakers and cleaners are competent;
have regard to the COSHH regulations (Control of Substances Hazardous to
Health);



records are kept as directed by the HSC;



cleaning staff are trained in health and safety arrangements (including
signage); and



reports are made as required and sent to the HSC.

1.3

The Academy will ensure that standards of cleanliness are maintained for all areas
including surfaces of floors, walls and ceilings. All workplace furniture, furnishings and
fittings will be kept clean and tidy.

1.4

Additional cleaning will be provided when necessary to clear up spillages or other
soiling.

1.5

All workplaces must be kept free from waste matter or discharges. It is the duty of
every member of staff to clear up any spillages, in order to avoid accidents, or where
appropriate to inform the Duty Manager.

1.6

Care must be taken during cleaning operations not to expose any persons to
substantial amounts of dust or risks arising from use of cleaning agents, trailing cables
etc.

1.7

Use of Chemical Cleaning Agents: The control of chemicals or other hazardous
substances will be assessed by a competent person to comply with The Control of
Substances Hazardous to Health Regulations 2002 (COSHH) where appropriate.
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Contractors
1.1

Where the Academy needs to appoint a contractor, the Academy must take into
account the following Oasis Community Learning requirements:


Contractors will be selected on the basis of competence and suitability to
undertake the required work.



Who are Contractors: The HSE defines a contractor as: ‘A contractor is anyone
you get in to work for you who is not an employee. Using contractors – for
maintenance, repairs, installation, construction, demolition and many other jobs –
may be routine in your company. But many accidents involve contractors working
on site.



Sometimes you may have more than one contractor on site. You need to think
about how their work may affect each other and how they interact with your
activities. Clearly, in these circumstances there is more chance of something
being overlooked.’



The HSC will be informed of any proposals to engage a contractor.



All contractors will be required to submit a copy of their Health & Safety Policy
and Risk Assessments to the person undertaking the contract before the contract
commences. The HSC will also arrange relevant risk assessments by
appropriately trained assessors on behalf of the Academy.



Method statements and safe systems of work will also be required for approval.
In addition contractors must provide evidence of adequate insurance cover.



All contractors carrying out work at the Academy will be required to report to the
HSC on arrival (before work starts) and departure.



If appropriate the HSC will provide contractors with the Asbestos Register before
work begins.



All contractors will be DBS checked in line with the government guidance

1.2

The HSC has the responsibility for signing off the health and safety arrangements as
suitable and satisfactory. The HSC may obtain appropriate professional/expert advice
if he/she deems it necessary.

1.3

The HSC, assisted by any relevant trained person (e.g. architect) will agree a system
of work with the contractor to meet health and safety standards. This will be recorded
on the HandSaM system. The HSC will then be responsible for monitoring the
progress of the work and ensure that the agreed protective measures are in place.

2.

Responsibilities

2.1 The HSC has the responsibility for:
 Checking the competence and suitability of the contractor and any sub-contractors;
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signing off the health and safety arrangements (including all risk assessments and
any hot working arrangements) as suitable and satisfactory, following agreement by
the Principal (or Principal’s representative) before the work commences;
ensuring that the progress of the contract and its safety aspects are appropriately
monitored;
reporting as required to the Principal;
ensuring that the Academy’s health and safety and security policies are maintained
throughout the course of the contract and that any necessary changes are reported
to the Principal;
ensuring that the Academy’s policy for the safety and security of staff and students is
maintained during the contract;
liaising with the Principal as required; and
signing off the completed contract at the end, following agreement by the Principal
(or Principal’s representative).

In addition to the expert advice that must be obtained the HSC may obtain appropriate
professional/expert advice if he/she deems it necessary.
2.2 The Principal (or representative) is responsible for:
 agreeing the arrangements for the contract and the appointment of a competent
and suitable contractor;
 checking with the HSC the proper progress of the contract and suitability of the
contractors;
 ensuring that adequate arrangements are in place to secure the safety of staff
and students during the contract;
 agreeing to the signing off of the contract when completed;
 informing Oasis Community Learning of any irregularities or concerns.
2.3 The Academy Council is responsible for:
 scrutinising the arrangements set out in the contract and offering advice to the
Principal;
 receiving and commenting on interim and final reports on the contract.

3. Further Guidance
HSE has published a leaflet ‘ Managing Contractors’ for small to medium-sized companies in
the chemical industry, but HSE says that it will also be of use to other industries and larger
companies.
There is a free-to-download, web-friendly version of HSG159 (Second edition,
published 2011). This version has been adapted for online use from HSE’s current
printed version.
You can buy the book at www.hsebooks.co.uk and most bookshops.
ISBN 978 0 7176 6436
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Appendix A to the Contractors Policy
The Construction (Design and Management) (CDM) Regulations


The CDM Regulations 2007 came into force on the 6 April 2007.



The key aim is to integrate health and safety into the management of the project
and to encourage everyone involved to work together to:



improve the planning and management of projects from the very start;



identify hazards early on, so they can be eliminated or reduced at the design or
planning stage and the remaining risks can be properly managed;



target effort where it can do the most good in terms of health and safety; and



discourage unnecessary bureaucracy.



These Regulations are intended to focus attention on planning and management
throughout construction projects, from design concept onwards. The aim is for
health and safety to be treated as an essential but normal part of a project’s
development – not an afterthought or bolt-on extra.

Summary of main changes of CDM 2007
 CDM 1994 and the Construction (Health, Safety and Welfare) Regulations 1996
are now consolidated into a single set of regulations.


The Regulations are grouped by dutyholder, so it is easier for each to see what
their duties are.



Projects for domestic clients no longer need to be notified.



The Regulations apply to all construction work as defined in the Regulations
(Parts 1, 2 and 4), and there are additional duties (Part 3) for sites where
construction work lasts more than 30 days or takes more than 500 person days.



Provision for a ‘client’s agent’ removed.



The planning supervisor role ceases to exist. A ‘CDM co-ordinator’ is introduced
to advise and assist the client, to co-ordinate the planning and design phase, and
to prepare the health and safety file.



There is a single trigger for the appointment of the CDM co-ordinator and
principal contractor and preparation of a written health and safety plan. These
appointments/notifications should be made before the start of a project which is
expected to last more than 30 days/500 person days.



Demolition is treated in the same way as any other construction activity, except
that a written plan is required for all demolition work.
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Clearer guidance is given in the ACOP (Code of Practice) on competence
assessment, which it is hoped will save time and reduce bureaucracy.



There is an enhanced client duty (making explicit duties which already existed
under the HSW Act and the Management Regulations) to ensure that the
arrangements other dutyholders have made are sufficient to ensure the health
and safety of those working on the project.



A new duty is placed on designers to ensure that any workplace which they
design complies with relevant sections of the Workplace (Health, Safety and
Welfare) Regulations 1992.



Clients and contractors (including the principal contractor) must tell those they
appoint how much time they have allowed, before work starts on site, for
appointees to plan and prepare for the construction work.
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Control of Substances Hazardous
Regulations 2002 (COSHH)

to

Health

1.1

The Academy will provide a safe working environment and safe procedures for the
handling, storage and disposal of hazardous materials, by undertaking suitable and
sufficient COSHH assessment.

1.2

Information training and instruction on the safe use, storage, handling and control of
hazardous substances will be given where appropriate (where Risk Assessments
identify a need). Appropriate supervision must be provided as necessary.

1.3

All employees and contractors must abide by the findings of the COSHH assessments
when using hazardous substances and understand the hazards and safety
precautions involved, or refer their concerns to the HSC.

1.4

An inventory of any chemicals in use (including those used by contractors will be
maintained by relevant Heads of Department, and the use for each chemical identified.
These will be checked by the HCM using the HandSaM system.

1.5

Material Safety Data Sheets (MSDS) will be obtained from the manufacturers of each
substance and will be kept for use by the relevant Head of Department and recorded
on the HandSaM system. They will be provided to staff and union representatives on
request.

1.6

Where substances need to be disposed of this will be through an approved
licensed company, and records retained.

1.7

Users of relevant substances must ensure that the substances are not decanted into
other containers unless they are suitable, and correctly labelled.

1.8

The Academy will provide all necessary control measures identified by the
COSHH Assessment, e.g. Personal Protective Equipment (PPE).

2.
2.1

2.2

Responsibilities:
The relevant Head of Department is responsible for ensuring that:


the COSHH assessments of all substances currently in use in the department are
carried out;



all COSHH records are maintained; and



records are updated when the inventory changes.

The HSC will periodically check via the Handsam system that these tasks
have been carried out.
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Appendix A to COSHH Policy
Globally harmonised system for the classification and labelling of chemicals
The Globally Harmonised System of Classification and labelling of chemicals regulations
(GHS) is a UN treaty which aims to standardize hazard labelling and safety data sheets
throughout the world. In the European Union, GHS is being implemented through the
Classification, Labelling and Packaging of Substances and Mixtures (CLP) Regulations.

Since 2015, the old EU orange symbols and classifications are no longer in use, except for
biohazards and radioactive hazards, which are not covered by GHS due to the nature of the
hazards involved. The labelling for these remains essentially unchanged.

The relevant differences for staff to be aware of are as follows:
• New shape and colour of hazard symbols - Red diamond outline with black pictogram on
white background.
• Hazard category text such as “Toxic” and “Harmful” are no longer part of the symbols and
do not appear under them.
• Replacement of Harmful / Irritant “X” with new “!” symbol.
• Introduction of new “Health Hazard” classification with “Silhouette” symbol which
includes some hazards that came under “Toxic” in the old classification system.
• Introducing a numerical 1 to 5 Hazard Category, 1 = most hazardous, 5 = least hazardous.
• Introduces “Danger” and “Warning” signal words on labelling for more hazardous
substances.
• Replaces Risk and Safety phrases with Hazard and Precautionary Statements.
• Standardises the contents of safety data sheets.
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Hazard Warning Symbols and their Meanings
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Appendix B to COSHH Policy:
COSHH Risk Assessment form
Part 1
To be completed by the responsible HSC or competent nominated person for COSHH
Department/Area:
Location:
Date:
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Assessor:

1. TASK being assessed:
2. List substance and supplier (current material safety data sheets (MSDS) must be attached)
3. Quantity of substance used in one working day? (approx)
4. Maximum of amount of substance stored?
5. Exposure time to the substance during the working day? (Please indicate below)







Less than half an hour
Half an hour to 2 hours
2-4 hours
4-8 hours
Over 8 hours
All day

6. Where does the task take place? (Please indicate below)


Outside



Inside and Well Ventilated



Inside and Poorly Ventilated



Confined Space

7. Briefly describe how the product is used, including diluting, mixing, hand applying, brushing,
spraying etc.

8. Who works with this product and how often? (job titles e.g. cleaners, daily, weekly):

9. Classification (Use symbols on MSDS) For definitions of new symbols(top line) please refer
to the COSHH policy above.


Very Toxic



Toxic



Harmful



Corrosive



Dangerous for the Environment



Irritant
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Highly Flammable



Bio-Hazard

10. Hazards associated with the use of substance.
11. Does the substance have a Workplace Exposure Limit (WEL)?
12. Physical state of substances.
13. Possible entry routes into the body


Vapour or Mist



Dust



Solid



Ingestion/Swallowing



Eyes



Fumes



Liquid



Other*



Inhalation/Breathing



Skin Contact



Powder



Gas



Absorption



Injection / Cut

14. What consideration has been given for substitution of hazardous substances with less
hazardous ones?
Product is:
 Low Hazard


No Suitable Alternatives



Task requires this (type of) product
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15. List type of people other who could be exposed and those who may be at
special/increased risk - e.g. visitors, the public, pregnant, asthmatic, vulnerable workers,
dermatitis etc. (do not include names):

16. First aid Measures (as detailed in section 4 of MSDS)

17. Fire Precautions (as detailed in section 5 and 7 of MSDS)

18. Actions to be taken in the event of an emergency e.g. spillage (as detailed in section 6 of
MSDS)

19. Existing Control Measures e.g. safe systems of work, supervision, training, storage, LEV
details if appropriate:

20. Personal Protective Equipment (PPE) required. The particular type of PPE required for
each different COSHH hazard must be written provided
PPE required:

21. Environmental Protective Equipment (EPE) e.g. air emissions/dust handling, noise
prevention, bunds, drip trays, interceptors, spill kits, waste handling

Part 1 is now complete.. Please forward Part 1 to the HSC so that
Part 2 can be completed.
PART 2 – Risk Assessment
1. Hazards inherent to the substance
Risk of exposure due to:
Risk Level Without Control measures

High

Medium

Lowe

Risk Level With Control measures

High

Medium

Low

2. The Methods of Use
Risk level without controls


Ingestion/Swallowing



Inhalation/Breathing



Eyes

Risk level with controls
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Skin Contact

If overall risk level is high after control measures have been put in place can a lower risk
substance, process or activity be used?
Yes:
No (if NO state why):

Is atmospheric sampling required and if so, at what frequency?

Is health surveillance required and if so list requirements?

Further action/controls:

Review Date: ____________________________

Signature of relevant HSC: ___________________________________
Date: _______________________
THIS RISK ASSESSMENT IS ONLY VALID FOR THE PARTICULAR SUBSTANCE, USES
AND ACTIVITIES SPECIFIED IN PART 1
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Crises and Emergencies
For crises and emergencies the Academy will follow the guidance and procedures laid
out in Oasis Community Learning’s Critical Incident Policy.
CRISES/EMERGENCY: Personal Emergency Evacuation Plans (PEEP)
Contents
1. General
2. Disabilities
3. Responsibilities
4. The PEEP Information Form
5. The PEEP
6. Students
7. Staff
8. Occasional visitors/contractors
9. Recommended Notices
10. Training
11. Safe routes
12. Temporary refuges
13. Equipment
14. Lifts
15. Methods of carrying
16. Deaf and hearing impaired
17. Blind and Visually impaired
18. People with cognitive difficulties
19. Communication
20. Language problems
21. Use of the academy out of hours
22. Monitoring and review
Appendix 1: The PEEP Information Form
Appendix 2: The PEEP Action Plan
1. General
Oasis Community Learning requires each academy to consider and make its plans for
evacuating disabled persons in the event of an emergency. It should be part of the overall
Disability Accessibility planning and form part of the Fire Safety and Emergency Evacuation
policies.
The aim of a Personal Emergency Evacuation Plan (PEEP) is to plan a level of safety for
disabled persons during any emergency that is similar to the level provided for other persons
on the site.
The PEEP should cover students, staff, contractors and visitors.

2. Disabilities
Disability can take many forms. The following are the most usual:
 Physical, but not a wheelchair user
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Wheelchair user
Asthma and other breathing / health issues
Visually impaired person
Hearing impaired person
Dyslexic/orientation disorders
Learning difficulty / autism
Mental health problems
Dexterity problems

All of these need to be taken into account when considering evacuation of a disabled person.

3. Responsibilities
The disabled person must ensure that the academy is aware of their particular disability and
what might be required to enable them to evacuate buildings independently as far as possible.
The Academy Council must ensure that the Academy has appropriate systems in place.
The Principal must:





ensure that there is a system for identifying persons who may need additional help in
evacuating from the academy in the event of an emergency;
appoint a ‘responsible person’ for PEEP;
ensure that the Responsible Person is appropriately trained and uses appropriate
levels of sensitivity and discernment; and
ensure that the academy is able to offer suitable assistance.

The Responsible Person must:
 ensure that the academy’s PEEP is known and implemented;
 make appropriate risk assessments based on the information in the PEEP
Questionnaires; and
 ensure that there is a simple strategy for providing appropriate help to a disabled
person in an emergency.
4. The PEEP Information Form
When the academy has identified that a person would require assistance in the event of a fire
(or other emergency), the Personal Emergency Evacuation Plan (PEEP) Information Form
contained in Appendix 1 should be completed.
The form should identify what assistance might be required taking account of various
scenarios, and whether any assistants will be needed.
These assistants may require specialist training.
The plan should also take into account the possibility of lone working for a disabled person.
5. The PEEP Action Plan
The Responsible Person will devise a simple strategy for providing appropriate assistance,
which will be recorded on the Personal Emergency Evacuation Plan contained in Appendix 2.
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The responsible person in preparing the plan should be aware that disabled persons are likely
to know what they can achieve and recognise that in an emergency situation may be willing
and able to undertake more than they normally would. Their views must be taken into account.
However the Responsible Person will know the layout of the premises and the evacuation
requirements and must make these clear to the disabled person.
The Responsible Person should also have a number of PEEPs available for use with casual
visitors and for occasions such as open evenings and theatrical performances.
The Responsible Person needs to bear in mind that emergency evacuation by its nature
requires a pragmatic approach as well as the prior planning. The academy can call on the
assistance of physically fit, trained, and capable staff which means that it is unlikely that any
special measures will be needed to assist with any persons evacuation, other than the
provision available from those staff. Where any specialist skill is likely to be required this
should be clearly indicated in the plan.
Staff may be asked to assist with evacuating disabled pupils and/or adults but this should be
entirely voluntary and only after appropriate training has been received. Volunteers offering
assistance should not be put at risk of injury to themselves.
The PEEP must be tailored to the individual needs of the of the person concerned.
6. Students
When a student is enrolled in the academy, their escape plan should be developed as part of
the admission process. Care should be taken that all disabled students are provided with a
plan if they need one, whether they have been provided with a statement of special
educational needs or not.
The Responsible Person will arrange for students who are disabled or who have learning
difficulties to practice their routes for escape at least termly. Some might need more regular
practice.

7. Staff
Staff with a disability will need to have a PEEP as soon as possible. The Responsible Person
will need to discuss with them how far they wish to effect their own evacuation and what
assistance from the academy might be needed.
8. Occasional visitors/contractors
The HM Government publication ‘Means of Escape for Disabled People’ details escape
measures for ten disability groupings:
 Electric wheelchair user
 Wheelchair user
 Mobility impaired person
 Asthma and other breathing / health issues
 Visually impaired person
 Hearing impaired person
 Dyslexic/orientation disorders
 Learning difficulty / autism
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Mental health problems
Dexterity problems

This document can be accessed through the Handsam system. Go to any one of the
following categories – Fire Safety, Emergencies, Disability Accessibility - and CLICK
on the guidance for that category. The document is in the list of guidance.
The Academy may determine to use a standard form for visitors and contractors, which visitors
and contractors with a disability may be asked to complete.
9. Recommended Notice for Reception areas:
Oasis Community Learning recommends that a suitable notice should be placed prominently
in reception areas, and other areas identified by the Responsible Person e.g. staff rooms,
community areas.
“We operate a system of assisted evacuation for disabled
persons and others who may need help in an emergency.
Please speak to our reception staff and we will provide you
with a suitable strategy.
You must follow instructions given by staff for your
own safe evacuation.
The name of the person responsible for your safety is XXXXXXXX’’
10. Training
The Responsible Person must be appropriately trained in what the academy requires and
must in turn train any staff involved in the escape plans so that they feel confident in their skills
and so that disabled person should feel confident in their ability to take proper care.
At times it may be necessary to discuss the issue with all staff so that they understand what
part they might play and to be reassured that their own safety is not being compromised.
11. Safe Routes
A PEEP should contain details of the escape route(s) the disabled person will
be expected to use. Clear unobstructed gangways and floor layouts should be
considered at the planning stage taking account of a range of possible emergencies.
12. Temporary Refuges
A refuge is a designated temporary safe space where people can wait for
assistance. It should be sufficiently protected (or remote) from any fire (or other threat) and
have its own means of escape. Disabled persons should not be left alone in the refuge.
The government guidance says that “People should never be left in a refuge point to wait for
the Fire and Rescue Service. The refuge can be used as a safe resting place as well as a
place to wait in a phased evacuation while the go-ahead for a full escape is established.”
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Some academies will have built-in refuge areas. In others the Responsible Person should
identify whether it is practicable to provide one or more on or near an escape route.
A refuge area must be clearly signed and should be of sufficient
size to accommodate a wheelchair for both people using it as a refuge and also any people
passing through on their way out of the building. It must also be able to accommodate the
person accompanying the disabled person(s). A refuge may be equipped with a suitable
means of communication.
Most refuges will only accommodate one wheelchair, but in the event that there is more than
one wheelchair user, provided there is a suitable evacuation strategy in place this should not
be a problem – as one person progresses on their journey, the next person will take their
place in the refuge.
Refuges should only be defined after the Responsible Person has done an assessment of the
risks and is satisfied that suitable safety measures can be put in place.
13. Equipment
The Principal in liaison with the Responsible Person should consider whether equipment such
as Evac-Chairs and Stair-Climbing Device, should be in place and used to assist disabled
people to use stairways. These devices provide an alternative to carrying a mobility impaired
person to a place of safety. However, it is essential that operators and users are trained in
their use.
Stair lifts should not be used for emergency evacuation. Where installed in a stairway used
for emergency evacuation, no parts of the lift, such as its carriage rail, should be allowed to
reduce the effective width of the stairway or any other part of an emergency evacuation route

14. Lifts
Most lifts cannot be used in an emergency. Any lift used for the evacuation
of disabled people has to be either a “fire-fighting lift” or an “evacuation lift”
and is specially designed for use during a fire.
If in doubt the Responsible Person should seek advice from the local fire service.
If a suitable lift is in place it must be adequately signed.

15. Methods of carrying disabled persons down steps.
The normally accepted methods are:
 using an Evac chair or similar (see earlier)
 carrying down in the person’s own wheelchair (by 2-4 people
holding the wheelchair at one of the fixed points situated in each
corner of the
wheelchair)
 carrying -down using an office chair (a stable chair, preferably one with
armrests carried in the same way as a wheelchair)
 carrying down using wheelies (tilting the wheelchair on its axis so that it is virtually
weightless – some wheelchair users are able to do this
unaided). This method is only practical on a short flight of stairs.
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Training will be required in the use of these techniques.
The government guidance ‘Means of Escape for Disabled’ points out that:




in some instances, a person who frequently uses a wheelchair may be able to walk
slightly and therefore be able to assist with their own escape or even facilitate
independent escape.
The preferred method of escape by most wheelchair users is horizontally to another
fire compartment [in large buildings with such fire protection], or to outside the
building, or vertically by the use of an evacuation or fire-fighting lift.
If these options are not available, or not in operation, it may be necessary to carry a
person.

The guidance also recognises that wheelchairs users may be able, and prefer, to evacuate
down the stairs by sitting on their bottom.
The government guidance and health and safety manual handling procedures must be taken
into account in addition to the dignity and confidence of the disabled person
All types of carry-down escape techniques require a risk assessment.
16. Deaf and Hearing Impaired persons
Persons with hearing impairment are usually able to evacuate a building without extra
assistance. Their main problem is hearing the alarm in the first place. It is usual for those
working with persons with impaired hearing to warn them.
Alternatively, if the academy does not possess sophisticated warning systems for the disabled
the Responsible Person should consider setting up a ‘buddy’ system to aid students, staff and
occasional visitors. Where there are persons with impaired hearing working alone (e.g.
cleaners in toilets) the person in charge of them should know where they are and be trained
to give warnings to them.
17. Blind and Visually impaired people
For visually impaired staff, students and visitors the Responsible Person should again
consider a ‘buddy’ system that enables assistance to be given speedily.
Persons who are visually impaired will also be helped to escape by the provision of good
signage.
18. People with cognitive disabilities
People with cognitive disabilities, including dyslexia, dyspraxia and autism
often have problems comprehending what is happening in escape conditions,
or may not have the same perceptions of risk as non-disabled people.
They will be helped by good signage and other orientation measures.
Students with cognitive disabilities should be taken through the PEEP and enabled to
understand what they have to do. This should be repeated at suitable intervals.
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The Responsible Person should also consider what the staff in charge of these students could
be asked to do to assist in the evacuation.
19. Communication
As soon as possible the Responsible Person should get a message to the fire marshal that a
disabled person is evacuating. This information can then be
passed onto the fire and rescue service on their arrival, if necessary.
20. Language difficulties
The Principal must consider language difficulties and determine what signs, translated
material etc. can be used to assist.
21. Use of the Academy out-of-hours
The Principal must ensure that procedures are in place for the safe evacuation of persons
outside normal academy hours.
Where the academy is used by hirers the Principal should ensure that the hirer is made aware
of their responsibility for safe evacuation and made aware of what facilities the academy
provides.
22. Monitoring and Review
The Responsible Person will report to the Principal who will keep the Principal informed.
If an incident occurs which requires evacuation of disabled persons the operation of the PEEP
should be reported as art of the general report to the Academy Council and Oasis Community
Learning. (see the procedures under the Academy’s RIDDOR policy.
These procedures will be reviewed at least once every two years, or after any incident.

Signed: ____________________

Date: _____________________

Appendix A (to the PEEP)
Personal Emergency Evacuation Plan (PEEP) Information Form
The information on this PEEP will be used to plan the safe evacuation of the named individual
in case of emergency. The information will also be used for monitoring purposes to ensure
that Oasis Academy Isle of Sheppey has adequate emergency plans.
What do you need to do:
 Decide if one of your staff or a student may require help getting out of their building in
case of emergency.
 Fill in the form where appropriate, using the checklist to decide if you’ve included
everything
 Please sign off the form to confirm you have assessed the needs of the disabled
person.
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Send the form to the Responsible Person/Health and Safety Officer by email for
recording and final sign off.
Make sure everyone understands what they need to do.
Review the form if anything changes.

Checklist for Line Manager
Has the individual who this plan refers to been properly identified including
contact details, position held and host division?
Does the plan identify where the person works including building, floor
level and room number?
Have you identified the reason why the person may not be able to make
their own escape without assistance and what assistance is needed? You
will also need to list who will give that assistance and any equipment
necessary?
In describing how the plan will allow the person to reach a place of safety,
have you described in detail how the assistance will be given from each
part of the route to the assembly point outside of the building?
Have you liaised with the people below? Please tick a box to indicate Yes
(a) Site Manager?
(b) Staff or other persons nominated to assist?
(c) Oasis Community Learning Academy XXXX Health and Safety
Officer?
Regarding those persons nominated to assist, do they know what to do
and is training being provided in the use of any equipment identified in the
plan?
Have you identified any other issues that may need to be resolved to make
the plan work?
Has the form been signed off by the people below? Please tick a box to
indicate Yes
(a) The individual the plan is prepared for?
(b) The Line Manager
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PEEP: DATA PROTECTION NOTCE
Personal information collected for the PEEP process will be used to fulfil Oasis Community
Learning Academy Isle of Sheppey’s obligations under the Health and Safety policy and
legislation. It will be retained after completion until you leave the Academy. It may be shared
with other organisations, including our agents and contractors, with whom the risk or the
control of risk is shared. Individuals have the right to confirm that any information held about
them is correct
Appendix B
The PEEP Action Plan

Personal Emergency Evacuation Plan
First Name:
Surname:
Job Title:
Phone Number:
Email:
Department:
Staff or Pupil:
This plans relates to the Building:
following location:
Floor:
Room:
Describe how or why the person might not be able to get out of the building without help.
Think especially about Mobility, Hearing and Vision.

Does the person use a wheelchair and if so is it electric or manual? Continue on a separate
sheet if necessary.
If they can’t see or hear the emergency alarm, how will they know there is a problem –
especially if they ever work on their own?

Can the person leave the building safely and reach the designated fire assembly point
unaided, in a timely manner?
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YES

Please go to the Sign off section

NO

Please complete the PEEP

plan that follows
If they will need someone to help them get out of the building, who will do this? Please list
them below and make a note of how they will do this. Such as using an evacuation chair or
walking with assistance.
Name
Contact Details
What will they do?

Please describe how the person will get from where they are working to the assembly point
outside the building. You will want to describe the role of anyone who might need to help
them. Will they need to use any special equipment evac chair, stair walker etc? (Indicate
the location of the Assembly area if different from the Assembly area for able persons.)

Are there any problems you need to resolve to make the plan fully workable? Continue on
a separate sheet if necessary.

SIGN OFF: Please sign the form below and send to the Responsible Person/Health
and Safety Champion (HSC) by email
 If you have identified the disabled person needs assistance to escape in an
emergency we will review and authorise the plan. We will also contact you in a year
to confirm the plan is up to date.
 If you’ve said that the disabled person doesn’t need assistance, we will retain the
form to provide confirmation that you’ve assessed their needs.
 If the person named in this PEEP leaves the department, it is their Line Manager’s
responsibility to pass the PEEP to the new manager, for revision.
 If they leave the Academy this fact must be communicated to those named in the
PEEP, including the Site Manager (FM) and RP/HSO by email.
Position
Member of Staff:

Name

Date

Line Manager:
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Now send this to the Responsible Person/ HSC for sign off. You will need to do a separate
plan for each building and floor the person works in. When this form is approved it will be
returned to the manager who should retain it and forward a copy to the Site Manager (FM),
for it to be included alongside the building fire manual.
APPROVED / NOT REQUIRED (delete as necessary)
Oasis Community Learning
Academy RP/ H&S Officer
Please add details of annual or circumstantial reviews undertaken below. Then send
a copy to the Academy RP/HSC:
Review/ Comments:
Date:
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DESIGN AND TECHNOLOGY DEPARMENT HEALTH
AND SAFETY POLICY
Name of Department:_______________________________________
Head of Department/Person with Overall Health and Safety responsibilities:
_________________________________________________________

1. The Academy Policy
1.1 The Academy’s health and safety policy aims to ensure that so far as is reasonably
practicable that:






All employees are safeguarded in respect of Health, Safety and Welfare whilst at work;
All students and members of the public, including parents, visitors and contractors’
employees who enter school premises, are not exposed to any Health and Safety risks
during the course of their business;
No work is carried out by the Academy or contractors that is liable to expose
employees, pupils or members of the public to hazards to health unless suitable and
sufficient assessments of the risk are made and necessary measures to prevent or
control the risk have been introduced;
All contractors are able to demonstrate that they have suitable risk assessments and
arrangements for securing proper Health and Safety, including, where necessary, a
written statement of policy.

1.3 The Academy’s objectives are to:









Provide conditions and systems of work for all employees which prevent any danger
to health. This requires that risk assessments be carried out as appropriate to enable
hazards and risks to be identified to enable the standards of safety to be adapted and
enforced;
Ensure that all plant and equipment is maintained properly and that none will be used
knowingly when it presents any risks to the safety of the staff or the public;
Provide means of access and egress which are safe and without risks to health;
Provide comprehensive information, instruction, training and supervision, so far as is
reasonably practicable, to ensure the Health and Safety at work of all employees and
students;
Ensure that the health, safety and welfare of all employees, students and members of
the public are under continuous review by management at all levels;
Ensure safe arrangements are made for the storage, handling and transport of articles
and substances;
Ensure that the Academy will have and maintain up-to-date fire procedures and
documentation and that all employees and students are familiar with them;
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Develop safety awareness among all employees and students and to promote
individual responsibility for Health and Safety at all levels.

Copies of the Health and Safety policies are kept on the health and safety management
system, or can be read in the Staff Handbook.
2. Purpose and Aims:
This Departmental policy sets out the means by which this Department will fulfil the Academy’s
requirements for a healthy and safe environment for students, staff and visitors.
2.1 The Department aims to:








ensure that everything reasonably practicable will be done to safeguard students,
staff and visitors;
make and keep under review relevant policies and procedures;
make appropriate use of the Academy’s management system if relevant;
ensure that staff in the department are appropriately trained in health and safety;
make suitable and sufficient risk assessments and control measures where risks
are identified;
take immediate action where hazards are likely to turn into risks;
ensure that the Academy’s health, safety and security arrangements are known
and implemented within the Department;

2.2 Each member of the Department is expected to:














take all reasonable steps to safeguard the health and safety of themselves, all other
staff, students in their care, and any other persons who may be affected by their
actions.;
understand and use the Academy reporting systems;
take reasonable precautions in safeguarding themselves and others;
know and understand the Academy’s and any departmental Health and Safety
policies;
observe all Health and Safety rules and procedures set out by the Academy and use
all health and safety equipment provided;
participate in assessing risks and the management of identified risks;
follow all relevant codes of safe working practice and local rules;
alert the HSM or Heads of Areas/Departments as appropriate to any potential hazard
noticed;
report (through the Academy’s reporting system) all accidents, incidents or near
misses that have led or may lead to illness, harm or damage;
ensure that students’ behaviour is regulated in accordance with the Academy’s
Student Behaviour policy;
report any unsafe working practices to the (Head of Department/Site Manager).
report any concerns they may have about the health, safety and welfare of any student
in their charge in line with the Academy’s ‘Safeguarding Students’ procedures;
ensure that no person uses a prescribed dangerous machine unless fully instructed
in the dangers and precautions to be observed, and have either received sufficient
training in work at the machine, or are being supervised by someone with a thorough
working knowledge of the machine;
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ensure that no student is allowed to dismantle or clean a prescribed dangerous
machine unless under appropriate expert supervision;
ensure that they are familiar with fire drills, fire alarm systems means of escape and
evacuation procedures. Staff should ensure that there is a fire drill notice clearly
visible in the rooms in which they work;
use the health and safety management system of health and safety management
where relevant;
participate in any relevant paid training; and
read this Health and Safety policy and any sub-policies agreed by the Academy, and
sign and date the Academy’s logbook to indicate that he/she has done so. The
following statement should be used:

‘I have read the Academy’s Health and Safety policies and understand my responsibilities.’
3. Health and Safety Management Arrangements:
3.1 The Academy’s Health and Safety Management Structure










OCL as the employer has overall responsibility for the policies and procedures in the
Academy;
The Academy Health and Safety Committee will consider and make
recommendations on overall health and safety issues affecting the Academy and will
report to the Principal;
The Academy Council will appoint a Designated Councillor for Health and Safety for
regular liaison with the HSM and Principal and to participate in the work of the
Academy Health and Safety Committee;
The Principal has overall responsibility for the internal management of the Academy
policies and procedures and reporting to the Academy Council.
The HSM has the responsibility for the day to day management, co-ordination and
implementation of the policy and for liaising with contractors, and reporting to the
Principal;
Heads of Areas/Departments have responsibility for Health and Safety within their
areas and for reporting to the HSM;
Regular (at least termly) Department and Team meetings with reports going to the
HSM;
Union Safety Representatives (OR Staff Safety Representatives) have the right to
participate in the Academy Health and Safety Committee and to discuss health and
safety issues as necessary with the HSM and/or the Principal; and
The Student Council may have an advisory role, reporting to the Health and Safety
Committee and HSM.

In the Department the Head of Department will be responsible for ensuring that the
management tasks are competed and recorded.
3.2 Risk Management

Health and Safety will be on the agenda of all Departmental meetings, and minutes of any
discussion and action will be taken, kept and passed to the Academy’s HSM where
appropriate via the health and safety management system.
The Head of Department will ensure that generic risk assessments are made and kept under
review, and that the staff making the risk assessments are competent to do so. Members of
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the Department will make assessments they are competent to make, in areas they are
responsible for, and will observe the risk controls that have been determined.
All members of staff undertake to inform the Head of Department of any potential risk as soon
as they perceive it. The Head of Department will decide whether the risk can be managed
within the Department, or needs the Academy’s help.
The government’s current advice is that written risk assessments are not required for every
activity. Staff should assume they only need to write down a risk assessment in exceptional
circumstances. Where the Principal determines that a risk assessment must be carried out
the Head of Department will ensure that any significant findings of the assessment are written
and recorded. A verdict of ‘Risk assessed. No significant finding’ is acceptable, where
appropriate.
All risks and the action taken will be recorded in the Department’s log and passed to the health
and safety management system administrator.
All staff will use the Academy’s agreed risk assessment template, and means of assessing
risks.
Training in risk assessment and control will be provided by the Academy or Department as
appropriate.
4. Managing Risks specific to the Department:
(Below is an example of a Design / Technology Department Plan for implementing the
Academy’s Health and Safety Policy. Departments will need to amend this to suit their
particular circumstances.)
THIS SECTION COULD BE COPIED AND GIVEN TO ALL MEMBERS OF THE
DEPARTMENT
AS
AN
AIDE-MEMOIRE.
FURTHER
LOCAL
INFORMATION/PROCEDURES COULD BE ADDED.

This is the statement of
Design
and
Departmental policy and The
Technology Department
arrangements for:
The person with overall
departmental responsibility Head of Dept.
for health and safety:
Cindy Barritt
Day-to-day responsibility for
ensuring this policy is put
into practice is delegated to:
DEPARTMENT TASKS

NAME/TITLE of person(s) ACTION/ARRANGEMENTS
responsible
Ensure Handsam system
Allocating tasks to relevant
tasks are carried out and Eleanor Sheppard
staff – Occasional audit of the
recorded.
system.
Eleanor Sheppard
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Annual Status Review in
Dept.

Accident/incident
under
arrangements.

reporting
Academy

Protect
students
and
provide adequate control of Heads of Departments
Health and Safety Risks of
students in the Department

Checking all staff know
safeguarding policy and
name of Designated Member
of Staff for Safeguarding.
Checking risk assessments
made and updated as
necessary and check that
they are implemented.
Safe working practices in
place and monitored.
Personal
education given.

protection

Safe use of Display screens.
Ensuring responsible student
behaviour.
Safety of students with
disability and SEN taken into
account.

Provide adequate control of
health and safety risks
arising from work activities
for staff, visitors and
contractors
in
the
Department
Provide adequate training to
ensure staff are competent
to do their work

Philip Walters/Steve
Fordham

Philip Walters/Steve
Fordham

Consult staff on day-to-day
Health
and
Safety Nicola Mitchell
conditions and provide
advice and supervision on
Occupational Health

Arrangements for students
working alone in place and
monitored.
Relevant risk assessments
and controls made and
implemented.
Attention paid to working at
height
procedures
and
personal protection..
Ensuring
staff
and
Contractors
receive
appropriate training and a
record kept.
Consulting staff routinely as
matters arise but also
formally consult staff at
regular health and safety
performance
review
meetings or sooner if
required.
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Ensuring staff know Academy
policy on staff welfare.
System for H & S information
is implemented

Health
and
Safety
Information provided.
Head of Dept.
Participate in the Health and
Safety Committee.
Ensure the Academy’s
equal opportunities policies
are taken account of.
Ensure
emergency
procedures and evacuation
drills are in place

Philip Walters/Steve
Fordham

Checking escape routes are
signed.
Staff know routines.
Changes
improvements
communicated.

and
are

Records kept.
Maintain
safe
conditions.

working

Philip Walters/Steve
Fordham

Maintaining equipment and
machinery and ensure safe
storage.
Developing and implement a
code of use for materials and
consumables.
Toilets, washing facilities and
drinking water provided.
System in place for routine
inspections and testing of
equipment and machinery
and for ensuring that action is
promptly taken to address
any defects.
Staff
trained
in
safe
handling/use of substances.
(See
Academy
COSHH
policy.)
Fire safety requirements
known and implemented,
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Ensuring First Aid is in the Vanessa Groves
department.

Ensuring the number of First
Aiders is in line with the
Academy policy.
Checking training.
Ensuring
first
aid
arrangements are known by
staff,
students
and
contractors.
Keeping appropriate records.

5. Training:
The Head of Department will submit an appropriate training plan to the relevant HSM annually
as per the Academy’s requirements.
6. Fire Safety:
All members of the Department will:










familiarise themselves with the fire safety procedures;
ensure that fire doors open as intended and that nothing impedes their
opening;
ensure that any fire equipment for which they are responsible is properly
maintained and checked periodically;
know any special fire precautions for equipment and materials that they use;
check periodically that the fire notices are on display in their teaching areas;
ensure that students know the alarm and evacuation procedure and route from the
area to the assembly area;
keep a register of students present in each teaching period;
report to the Head of Department any hazards likely to cause a fire.

The Head of Department (or senior member of the Department present) has the responsibility
for directing any visitors to the Academy to the assembly area in case of fire. But all staff must
be aware that visitors will need to be properly directed.
Training in action to be taken on hearing the fire alarm will be provided by the Academy.
7. Display Screens
Because there is so much use of display screens (VDUs) in the Academy all members of staff
must pay attention to the Display Screen policy both as it affects staff health and safety and
students’ health and safety.
8. Safeguarding Pupils:
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Please see OCL Safeguarding Policy
9. Staff Welfare/Stress;
Staff are expected to be concerned for their own health and for the welfare of their colleagues
and to provide support for each other.
Staff who feel under stress that is more than the normal expected stress of working in the
Academy should report this initially in confidence to the Head of Department (or the member
of the Leadership Team with responsibility for staff welfare).
Staff are also expected to report in confidence any concerns they may have about other
members of the Department’s state of health.
10. Lone workers:
When a member of the Department is working alone in the Department he/she should ensure
that the Academy’s procedure for signing in and communication are observed;
(See the Lone Worker’s policy)
11. Records:
Appropriate records of risk management events and or other issues will be kept by the Head
of Department. These will be kept on the health and safety management system and will be
periodically inspected by the HSM.
12. Accidents:
All accidents to staff and students MUST be recorded as per the Academy’s system.
Staff who are unsure about the system must seek advice from the Head of Department.
13. Student Behaviour:
Student misbehaviour is one of the greatest risks to health and safety.
All staff have a common law and contractual duty to maintain good order and discipline among
students and to safeguard their health and safety. Staff must know the Academy’s Pupil
Behaviour policy and rules that are designed to ensure student safety and to participate in
ensuring that the rules are obeyed.
14. Status Review:
The Department will contribute to the Academy's annual health and safety status review.
The Department's report will review:






the overall fulfilment of risk assessments and other health and safety tasks as recorded
on the Health and Safety management system;
the overall decrease/increase in risks;
the overall decrease/increase in accidents/incidents and near misses;
any other findings in the annual audit;
changes in the organisation, policy or structure;
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any risks associated with new processes and new technology;
external influences - legislation/guidance/British standards/auditors reports; and
will make proposals for improvements.

15. Development Plan:
The development of health, safety and security within the Department will be part of the
Department's Development Plan as appropriate.
16. Responsibilities:
16.1 The Head of Department will be appropriately trained and is responsible to the
Principal through the HSM for the implementation and operation of the Health and Safety
policy as it affects their areas of responsibility. In order to discharge this responsibility the
Head of Department will:



















familiarise themselves with the Academy’s Health and Safety Policy and all regulations
and codes of practice relevant to the work in their areas of responsibility;
participate as required in the work of the Academy Health and Safety Committee;
use the health and safety management system to record completion of the relevant
tasks;
make and regularly review a departmental health and safety policy
set up and implement safe methods of work;
ensure that the Academy’s Student Behaviour policy is implemented within the
Department as appropriate;
apply effectively all relevant Health and Safety regulations, rules, policies, procedures
and codes of practice;
instruct all staff, students and others under their jurisdiction in safe working practices;
carry out regular safety inspections of their areas and keep records of those
inspections;
ensure that risk assessments are carried out on any relevant risk and effective
measures are taken to control those risks;
ensure that all plant machinery and equipment is adequately guarded, is in good and
safe working order, and that all reasonably practicable steps are taken to prevent
unauthorised or improper use;
make available appropriate protective clothing and equipment, first aid and fire
appliances;
ensure that all departmental staff and students in their areas know the emergency
evacuation procedures;
ensure that toxic hazardous and highly flammable substances are correctly used
stored and labelled;
provide appropriate Health and Safety information to relevant persons;
report any Health and Safety concerns to the HSM;
participate in the work of the Health and Safety Committee if required to do so; and
assist the HSM in compiling an Annual Status Review.

16.2 All Members of the Department have the responsibilities set out in section 2.2 of this
Departmental policy.
17. Equal Opportunities:
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In implementing this policy all staff must ensure that the Academy’s policy on nondiscrimination and equal opportunities is taken into account.
18. Monitoring and Review:
18.1 The Head of Department will monitor the progress of the policy.
18.2 The Head of Department will liaise with the HSM to ensure that it remains in line with
Academy policies.
18.3 The Head of Department will assist the HSM in compiling the Annual Status Review.
18.4 The implementation of health and safety procedures will be reviewed annually at a
Department meeting. The review will be recorded on the health and safety management
system and will be available for the HSM to note.
Signed: _______________________________
Head of Department
Print

Date: ________________

_______________________________

Signed: _______________________________

Date: ________________

HSM

Print

_______________________________

Signatures of Members of the Department
Signed: _______________________________

Print

_______________________________

Signed: _______________________________

Print

Date: ________________

Date: ________________

_______________________________
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Appendix A
Design and Technology Maintenance: Safe Condition Survey
D & T Staff Competence
All teachers and support staff who use machines or employ machines in the lessons must be
competent to use the machine. It is the responsibility of the Head of Department to ensure
that the competence of staff is checked, reviewed and recorded.
Monitoring and Maintenance
It is the responsibility of the Head of Department to make and review arrangements for
monitoring and maintenance of D&T equipment and the workshop environment.
Records of all monitoring and maintenance must be kept on the Handsam Health and Safety
Compliance system
Minimum Monitoring and Maintenance Standards:


All machinery must be formally serviced / maintained by a competent
person/contractor at least annually. Records of the services and any action taken as
a result of them must be kept on file in the department under arrangements made by
the Head of Department.



The Head of Department must ensure that risk assessments and control measures
are made (at least annually or when machines are changed) and are known to all
relevant staff. All risk assessments must be recorded on the Handsam
system. Below is an example of a Checklist.



The Head of Department is responsible for formal inspections and records of the
Design and Technology area.



The area must be formally inspected at least twice per academy year..



Where contractors are used the academy must determine a contract and must ensure
that records of planned maintenance and servicing are kept.



LEV should be inspected on a regular (weekly) basis to ensure it is operational and
clear of blockages. LEV must be examined by a competent contractor every 14
months (this is a requirement under the COSHH regulations). Evidence of the
examination and the results (including the efficiency of the system) must be kept on
file in the department.



Any inspections or work on the gas system must be carried out by a 'Gas Safe'
registered engineer.
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Any inspection or work on the electrical hardwiring systems must be carried out by an
electrician registered with NICEIC.

CHECKLIST:
Below is an example of a checklist for inspections. The record should be kept on the Handsam
system.
Further Help:


CLEAPSS have produced a guidance document 'Health & Safety Maintenance of
D&T Workshop Equipment - L254'. This includes guidance on general maintenance
procedures and specific daily, weekly and termly checks for individual machines.



The Design and Technology Association (DATA) website - www.data.org.uk

WORKSHOPS INSPECTION CHECKLIST
WORKSHOP / AREA INSPECTED:
NAME & JOB TITLE:
SIGNED:

DATE OF INSPECTION*:

INSPECTION POINTS

YES/NO/
NA

COMMENTS/ACTION
(where action required record on
separate action plan)

Paperwork / Procedures:


Have all generic assessments for machines been
reviewed within the last year?



Has the local assessment section been completed
for all assessment with local controls where
necessary?



Are records of DATA training up to date and kept
on file in the department?

Machine Specific:


Do all emergency stops operate effectively? –
ensure machine stops in under 10 seconds.
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INSPECTION POINTS



Are all necessary guards in place on machines?



When machines are not in use, are guards set to
lowest position possible?



Are the machines clean? (free from sawdust,
chips, swarf or other)



Are moving parts of machinery lubricated where
required?



Are portable power tools tested and inspected
regularly? (should be done as part of a regular
programme with frequency based on risk
assessment)

YES/NO/
NA

COMMENTS/ACTION
(where action required record on
separate action plan)

General Workshop:


Does the emergency power isolation for the
workshop work?



Does the emergency power isolation for the
classrooms work?



Do the gas isolation controls for the classrooms
work?



When the rooms are not in use is it ensured that
power is isolated and locked off?



Is the general condition of the cables, fixed and
flexible conduit visually checked regularly?



Are floors, doors and gangways kept clear and
free from obstructions?



Are floor surfaces of a non-slip surface?



Are hand tools stored securely and safely so that
any missing would be easily spotted?



Are flammable materials stored securely in a
locked metal cupboard?



Is the workshop and classrooms cleaned of
excessive dust at the end of each day? (this
should not be done by wet sweeping unless with a
dust mask. It should never be dry swept. Use of
a vacuum with a H type filter is recommended)
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INSPECTION POINTS

YES/NO/
NA

COMMENTS/ACTION
(where action required record on
separate action plan)

Personal Protective Equipment (PPE):


Safety goggles available for use?



Safety goggles stored near to machinery?



Safety goggles kept clean and in good condition?



Dust masks available for use where necessary?



Dust masks meet British Safety standard as
specified in the relevant risk assessments?



Dust masks kept clean and in good condition?



Dust masks stored in clean conditions?



Ear defenders available for use where assessed
locally as needed?



Ear defenders stored appropriately and kept
clean?

Local Exhaust Ventilation (LEV):


Have the LEV systems been tested by a
competent contractor within the last 14 months?



Are the filters on any dust extraction systems
cleaned at frequent intervals to remove the dust?
(e.g. weekly)



Is the internally visible ducting regularly checked
to ensure that slivers or chips of wood are not
obstructing? (especially on bends)



Are the collection bags regularly emptied? (overall
and dust mask to FFP2 standard must be worn
during this task. Wood dust must be disposed of
in a sealed bag, not tipped loosely in to a dustbin)

Brazing Hearth:


Are the air and gas hoses in good condition?



Where fitted is the spark igniter functioning?



Does the gas shut-off valve work?
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INSPECTION POINTS



YES/NO/
NA

COMMENTS/ACTION
(where action required record on
separate action plan)

Is the extraction system working?

Crucible Furnace:


Is the crucible in sound condition? (no damage or
cracks)



Where there is a title mechanism does it function
correctly?



Where crucible lifted out of furnace and placed on
pouring ring, are the lifting tongs and pouring ring
a good fit for the crucible?



Where fitted is the spark igniter functioning?



Does the gas shut-off valve work?



Is the extraction system working?



Is the personal protective equipment in good
condition?

Other Items: (Use this area to record other items,
including any concerns raised by employees).
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INSPECTION POINTS

YES/NO/
NA

COMMENTS/ACTION
(where action required record on
separate action plan)
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INSPECTION ACTION PLAN

Action to be Taken and by Who:

Priority
U,
H, M, L*
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Taken

Signed

117

* U = urgent, H = high, m = medium, l = low
Machinery / Equipment Risk Assessment (RA) Review and Service Record 2014

Guidance: This checklist to be kept as annual record that machines have been set up against
the standards in relevant generic risk assessments. Each machine does not need a risk
assessment but each machine must have been set up against the standards outlined in the
assessment, e.g. where there are 4 bandsaws only one bandsaw assessment needed but 4
bandsaws will need to be listed below. Change Add in as many rows as needed to ensure all
machines in department / workshop listed (e.g. Bandsaw 1, Bandsaw 2 etc). Delete rows as
needed. All machine types should have a risk assessment.

DATE CARRIED
OUT:
MACHINE /
EQUIPMENT

LOCATION

MACHINE Nº /
SERIAL Nº

DATE RA
REVIEWED

CARRIED OUT
BY:
LOCAL
CONTROLS
ADDED TO RA
(Y/N)

Woodworking:
Bandsaw

Belt Sander

Chop Saw

Circular Saw

Disc Sander

Fretsaw / Jigsaw
Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

118

MACHI
SET UP
LINE W
RA (Y/

DATE CARRIED
OUT:
MACHINE /
EQUIPMENT

LOCATION

MACHINE Nº /
SERIAL Nº

DATE RA
REVIEWED

CARRIED OUT
BY:
LOCAL
CONTROLS
ADDED TO RA
(Y/N)

Hand Held Power
Tools:

Lathe

Planer
thicknesser

/

Radial Arm Saw

Spindle
Moulder
(not
used
in
academys)

Metalwork:
Abrasive Wheel

Abrasive Belt /
Linishing Machine

Fly press
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MACHI
SET UP
LINE W
RA (Y/

DATE CARRIED
OUT:
MACHINE /
EQUIPMENT

LOCATION

MACHINE Nº /
SERIAL Nº

DATE RA
REVIEWED

CARRIED OUT
BY:
LOCAL
CONTROLS
ADDED TO RA
(Y/N)

Guillotines / shears

Milling Machine

Metal
cutting
Bandsaw & Power
Hacksaw

Metal
Lathe

Turning

Polishing
and
Buffing Machines
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MACHI
SET UP
LINE W
RA (Y/

DATE CARRIED
OUT:
MACHINE /
EQUIPMENT

LOCATION

MACHINE Nº /
SERIAL Nº

DATE RA
REVIEWED

CARRIED OUT
BY:
LOCAL
CONTROLS
ADDED TO RA
(Y/N)

Disability Access
1.1 Oasis Community Learning maintains a separate Disability Accessibility Scheme (part of
the Disability Equality (Students) Policy).
1.2

The main points of the OCL policy are:


All policies and plans for Disability Accessibility must be in line with current
law (and especially the Equality Act 2010) and government guidance and any
guidance issued by Oasis Community Learning.



The Academy will make reasonable adjustments to its premises and working
practices to meet the needs of any staff, students or visitors within the
definition of the Equality Act 2010.



Staff who are, or become, disabled are responsible for notifying the Principal
who will discuss any implications for the individual or others as appropriate
and arrange for reasonable adjustments to be made.



The Academy will put in place three-year Disability Accessibility Plan which
will be reviewed triennially under arrangements made by the Principal.



All members of staff must familiarise themselves with the policy and
requirements for teaching students with disabilities.

A Personal Emergency Evacuation Plan (PEEP) (See Personal Emergency Evacuation
Plan) will be made for each student, member of staff with a disability. A PEEP will be made
for visitors unless they request not to have one made.
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MACHI
SET UP
LINE W
RA (Y/

Appendix A to the Diasbility Access policy (June 2014)
REASONABLE ADJUSTMENTS POLICY FOR PUPILS

1. The Duty not to discriminate
2. The ‘reasonable adjustments’ duty
3. Definition of a disability
4. Confidentiality and data protection
5. When it is reasonable to make an adjustment
6. Factors that the academy must take into account
7. Provision of auxiliary aids and services
8. Responsibilities
9. Training
10. Equal opportunities
11. Monitoring and review
12. Date of next review
Appendix 1: Examples of simple and effective ‘reasonable adjustments’

1. The duty not to discriminate
OCL and the Academy Council in all its policies have due regard to the need to eliminate
discrimination and advance equality of opportunity.
OCL and the Academy Council recognise that disabled pupils have a right not to be
discriminated against at academy, and that this covers everything that the academy provides
for pupils, beyond just the formal education available. It includes access to all academy
activities such as extra-curricular and leisure activities, after-academy and homework clubs,
sports activities and educational visits, as well as access to academy facilities such as
libraries, laboratories and workshops.
The academy must not discriminate against, or victimise, a pupil:
- in the way the academy provides education for the pupil;
- in the way the academy affords the pupil access to a benefit, facility or service;
- by not providing education for the pupil;
- by not affording the pupil access to a benefit, facility or service; or
- by subjecting the pupil to any other detriment.
These obligations, however, do not apply to anything done in connection with the content of
the curriculum. The academy is not restricted in the range of issues, ideas and materials used
in the academy syllabus. The academy can expose pupils to thoughts and ideas of all kinds,
however controversial. Even if the content of the curriculum causes offence to pupils with
certain protected characteristics, this will not make it unlawful unless it is delivered in a way
which results in harassment or subjects pupils to discrimination or other detriment.
2. The ‘reasonable adjustments’ duty
OCL expects the academy to make ‘reasonable adjustments’ to enable disabled pupils as far
as is reasonably practicable to overcome any disadvantage felt by a disabled pupil.
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The ‘reasonable adjustments’ duty was introduced under the Disability Discrimination Act
1995. The ‘reasonable adjustments’ duty under the Equality Act 2010 operates slightly
differently and has been extended to cover the provision by an academy of auxiliary aids and
services. This element of the duty came into force in September 2012. The object of the duty
is the same - to avoid as far as possible by reasonable means, the disadvantage which a
disabled person experiences because of his/her disability.
This duty towards pupils sits alongside the academy’s duties towards special educational
needs and those of local authorities under Part 4 of the Education Act 1996. In some cases
the support a disabled pupil may receive under the special educational needs framework may
mean that they do not suffer a substantial disadvantage, and so there is no need for additional
reasonable adjustments to be made for them. In other cases disabled pupils may require
reasonable adjustments in addition to the special educational provision they are receiving.
There are also disabled pupils who do not have special educational needs but still require
reasonable adjustments to be made for them. The level of support a pupil is receiving under
Part 4 of the Education Act 1996 is one of the factors to be taken into account when a academy
considers what it would be reasonable for the academy to have to do.

3. Definition of disability
The Equality Act 2010 defines a person as disabled if they have a physical or mental
impairment that has a substantial and long-term adverse effect on a person’s ability to carry
out normal day-to-day activities.
-

-

‘Normal day-to-day’ means things that people do on a regular or daily basis, such as
reading, writing, using the telephone, having a conversation and travelling by public
transport.
‘Long-term’ usually means the impairment should have lasted or be expected to last at
least a year.
‘Substantial’ means not minor or trivial.

The key issue is not the impairment but its effect. Impairments such as migraines,
dyslexia, asthma and back pain can count as a disability if the adverse effect on the individual
is substantial and long-term. Some conditions automatically count as disabilities for the
purposes of The Equality Act 2010, from the point of first diagnosis - these are cancer, HIV
and multiple sclerosis (MS).
"Where:
a) a provision, criterion or practice applied by or on behalf of an employer, or
b) any physical feature of premises occupied by the employer,
places the disabled person concerned at a substantial disadvantage in comparison with
persons who are not disabled, it is the duty of the employer to take such steps as it is
reasonable, in all the circumstances of the case, for him/her to have to take in order to prevent
the provision, criterion or practice, or feature, having that effect."
4. Confidentiality and data protection
Data protection
The Data Protection Act 1998 places duties on the academy to ensure confidential and
appropriate handling of ‘sensitive personal data’, which includes data about a person’s health.
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The Data Protection Act also gives individuals the right to see personal data and information
held or processed about them, provided they request it in writing. This provision is important
in accessing personal information relating to a risk assessment and any other information
about the disabled pupil.
Revealing a disability
In order to enable the academy to make reasonable adjustments a disabled pupil (or their
advisers) must provide the academy with sufficient information for the academy to carry out
that adjustment.
The academy must, however, recognize the disabled person’s right to confidentiality and the
academy must not disclose confidential details about them without their explicit consent.

5. When it is reasonable to make an adjustment
Where disabled pupils are placed at a substantial disadvantage by a provision, criterion or
practice or the absence of an auxiliary aid, the academy will consider as soon as reasonably
practicable whether any reasonable adjustment can be made to overcome that disadvantage.
The academy’s starting point in determining what a reasonable adjustment might be is to
consider how to ensure that disabled pupils can be involved in every aspect of academy life,
and to introduce and maintain ‘adjustments’ that the academy considers are effective.
The academy will take into account the Equalities and Human Rights Commission (EHRC)
advice that often effective and practical adjustments involve little or no cost or disruption. (See
examples in Appendix 1).
The academy considers that it is good practice to work with disabled pupils and their parents
in determining what reasonable adjustments can be made.
Although the academy will not expect disabled pupils to suggest adjustments, the academy
will encourage them to make suggestions and will have regard to any suggestions made that
might help to overcome the disadvantage. The academy will determine whether the
suggestions are reasonable for the academy to implement in all the circumstances.
6. Factors that the academy must take into account
The academy is required to take reasonable steps to avoid substantial disadvantage where a
provision, criterion or practice puts disabled pupils at a substantial disadvantage.
This duty is owed to:
- existing pupils;
- applicants for places; and
- in limited circumstances, to disabled former pupils
in relation to the following areas:
- deciding who is offered admission to the academy as a pupil;
- the provision of education; and
- access to any benefit, service or facility.
The factors to take into account when making an adjustment are:
- how effective the adjustment would be in overcoming the disadvantage;
- how practicable it is to make the adjustment;
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-

the financial and other costs incurred and the extent of any disruption to activities;
the extent of the employer's financial and other resources;
the availability of financial and/or other assistance in making the adjustment.

The duty does not require the academy to make reasonable adjustments to avoid the
disadvantage caused by physical features as this is covered by the planning duties.
The academy cannot justify a failure to make a reasonable adjustment. Where the duty arises
the issue will be whether or not to make the adjustment is ‘reasonable’ and this is an objective
question for a tribunal to determine ultimately.
The duty is an anticipatory and continuing one that the academy owes to disabled pupils
generally, regardless of whether staff at the academy know that a particular pupil is disabled
or whether the academy currently has any disabled pupils on roll.
The academy understands that it is not expected to anticipate the needs of every prospective
pupil but acknowledges that it is required to think about, and take reasonable and
proportionate steps to overcome, barriers that may impede pupils with different kinds of
disabilities.
The academy will not wait until an individual disabled pupil approaches the academy
authorities before considering how to meet the duty. The academy will plan ahead for the
reasonable adjustments that may need to be made, regardless of whether the academy
currently has any disabled pupils on roll. By anticipating the need for an adjustment the
academy sets out to be well placed to help disabled pupils who come to the academy.
7. Provision of auxiliary aids and services
The academy has a duty to provide reasonable auxiliary aids and services which are required
in order to overcome a disabled pupil’s disadvantage.
Many disabled children will have a SEN and are provided with an auxiliary aid or service as
part of their SEN provision; in some circumstances specified in a statement of SEN. If these
aids are provided in the academy under the SEN route, there will be no need for the academy
to provide those aids as part of their reasonable adjustment duty.
Academies will have to consider whether to provide auxiliary aids as a reasonable adjustment
for disabled children. This will particularly be the case where a disabled child does not have
an SEN statement or where the statement does not provide the auxiliary aid or service.
There should be no assumption, however, that if an auxiliary aid is not provided under the
SEN regime then it must be provided as a reasonable adjustment.
Whilst academies and LAs are under the same reasonable adjustment duty, there should be
no assumption that where it is unreasonable for an academy to provide an auxiliary aid or
service, for example on cost grounds, it would then be reasonable for the local authority to
provide it. All decisions must depend on the facts of the particular case including the nature
of the aid or service, and existing local arrangements between academies and local
authorities.
All the information to hand will help to determine what would be reasonable for the academy
or the LA to provide. For example, where there is a centrally organised visual or hearing
impairment service it may be reasonable for the local authority to provide more expensive aids
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or support through that service but not reasonable for an individual academy to have to
provide them.
The term “auxiliary aids” found in the Equality Act 2010 covers both auxiliary aids and
services, but there is no legal definition for what constitutes auxiliary aids and services. Legal
cases have referred to the Oxford English Dictionary definition of auxiliary as “helpful,
assistant, affording aid, rendering assistance, giving support or succour,” and that auxiliary
aids and services “are things or persons which help.” Examples of what may be considered
an auxiliary aid could be; hearing loops; adaptive keyboards and special software. However
the key test is reasonableness and what may be reasonable for one academy to provide may
not be reasonable for another given the circumstances of each case.
Academies, cannot charge for auxiliary aids and services which are adjudged to be
reasonable.
Charging
The following is from government advice;
Charging for academy services will follow the academy’s ‘Charging and Remissions’ policy.
The academy may not charge unless there is a local authority or ‘governing body’ policy in
place (in this case, an OCL policy).
An academy cannot charge pupils for the following:
- an admission application;
- education provided during academy hours (including the supply of any materials, books,
instruments or other equipment);
- education provided outside academy hours if it is part of the national curriculum , or part
of a syllabus for a prescribed public examination that the pupil is being prepared for at the
academy, or part of religious education;
- tuition for pupils learning to play musical instruments if the tuition is required as part of the
national curriculum, or part of a syllabus for a prescribed public examination that the pupil
is being prepared for at the academy, or part of religious education;
- entry for a prescribed public examination, if the pupil has been prepared for it at the
academy; and
- examination re-sit(s) if the pupil is being prepared for the re-sit(s) at the academy.
Reasonableness in the provision of auxiliary aids and services
What is ‘reasonable’ will depend on many factors - including the nature of the aid or service,
the size of the academy, the funds available, the effects on other pupils, and staff expertise.
In determining the reasonableness of the provision of an auxiliary aid or service the academy
will take account of:
- the nature of the disability;
- the age, ability and aptitude of the pupil;
- the range of possible adjustments which would substantially improve the disabled pupil’s
ability to participate in the life and activities of the academy;
- the nature and range of the auxiliary aids and services which might be required to make
substantial improvements for the pupil;
- the availability of persons with relevant expertise;
- the likely effect on other pupils and on staff of the provision of possible auxiliary aids and
services;
- the resources available; and
- the finance available.
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Decisions about the reasonableness of the provision of aids and services will be made by the
Principal or representative following consultations with the pupil and/or his/her parents.
Parents may appeal against the decision to the Academy Council (and ultimately to Oasis
Community Learning.
8. Responsibilities
The ‘responsible body’ of an academy is responsible for ensuring there is no discrimination in
relation to education or access to any benefit, facility or service.
Oasis Community Learning is the ‘responsible body in this academy.
The ‘responsible body’ has determined this policy and delegated the implementation to the
Principal.
The Principal has delegated responsibilities to members of staff as follows:

The Principal, or the person with delegated duties, will make decisions about the
reasonableness of the provision of auxiliary aids and resources.
All staff must co-operate with the academy as far as is compatible with their contractual duties
in discharging the academy’s responsibility.
9. Training
The Principal will ensure that staff receive appropriate training, and will keep a log of the
training, which will be regularly reviewed.
In particular all staff will be made aware of the requirements of the Act and the implications
for the education provision and delivery.
10. Equal opportunities
OCL and the Academy Council recognize the academy’s responsibility to uphold the equality
duty laid on public bodies by s149 of the Equality Act 2010.
11. Monitoring and review
The academy will make regular reviews of its practices, policies and procedures to ensure
that appropriate reasonable adjustments are made to alleviate the effects of pupil’ disabilities.
The Principal will report on the working of the policy to the Academy Council at least annually.
OCL will review the policy at least every three years..
12. Date of next review: _______________________
Signed: _______________
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APPENDIX 1
Examples of simple and effective ‘reasonable adjustments’
-

A teacher always addresses the class facing forward to ensure that a pupil with hearing
difficulties is able to lip-read.

-

A secondary school runs a buddy system for new pupils, allowing disabled pupils to adapt
more easily to a new environment.

-

A primary/preparatory school introduces a playground buddy system and a friendship
bench which creates a supportive and friendly place for disabled pupils during breaks.

-

A school provides appropriate training for the disabled pupil and his/her colleagues.

-

The academy provides suitable equipment, or adapts equipment for the disabled pupil.
e.g. chairs, desks, computers, minibuses.

-

The academy ensures that teachers are trained to modify instructions or
procedures, e.g. by providing larger print, or material in Braille, or hearing loops.

-

The academy might improve communications for disabled pupils e.g. by providing a
reader, or visual as well as audible alarms.

-

Teachers could be trained to provide suitable alternative work for disabled pupils.
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Display Screen Equipment
Contents
1.
2.
3.
4.
5.

Reason for the regulations
Academy Policy
Risk Assessments
Responsibilities of staff using DS equipment
Monitoring

Appendix 13a Display Screen Regulations 1992 (as amended in 2002)
1.1

The Health & Safety (Display Screen Equipment) Regulations are for the protection of
staff and students and anyone using the equipment under extended Academy or
letting arrangements, who regularly use display screen equipment.

1.2

In accordance with Regulation 6, Provision of Training, employers should ensure
that all users who make use of their workstations have been provided with adequate
health and safety training.

1.3

The Academy has a policy for the use of display screens. All staff who use display
screens must familiarise themselves with the requirements of the policy. Below is a
summary of the salient points:

2

Eyesight Testing
The section refers to all Oasis Community Learning staff who regularly use display
screen equipment (DSE) and is aimed at minimising any risk to their health arising
from exposure to DSE or layout of their workstation.

2.1

Related Key legislation.
The Health and safety (Display Screen Equipment) regulations 1992 and The
Provision and Use of Work Equipment Regulations 1998.
Under the regulations not everyone who uses DSE is classed as a 'user'. To
determine whether an employee is a 'user' (and entitled, therefore, to an eyesight
test and corrective appliances) an employee must satisfy several criteria:
a) Does the employee use the DSE almost continuously for periods of an hour
or more?
b) Does the employee use the DSE more or less every working day?
c) Does the work require high levels of concentration and involve rapid transfer
of information?
d) Is the employee's job more or less dependent on using DSE with little choice?
e) Does the employee require any particular skills or training to do the work on
DSE?

2.2

Process for Employees identified as ‘Users’
The Health and Safety Champion for the employees work location will provide work
place assessment training and documentation. Issues arising from the assessment
will be jointly handled with the H&S Champion and the staff member’s line manager.
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Eye test vouchers will be available from the Health and Safety Champion, who will
keep records of employees applying. The eye test vouchers and subsequent
spectacle voucher where applicable, are to be presented to the participating optician
prior to any test being carried out. The optician will redeem the vouchers for cash
from the voucher provider.
2.2

Entitlement of Employees identified as ‘Users’
The regulations relating to DSE requires employers to minimise the risks in VDU
work by ensuring workplaces and jobs are well designed and have to analyse work
stations and reduce the risks, looking at:


The whole workstation, including equipment, furniture and the work
environment;



The job being done, including provision of breaks from VDU activity;



Any special needs of individual staff.

2.3

On request, staff can arrange eye tests and the eyecare provider can provide
spectacles if special ones are needed. ‘Users’ are entitled to an eye test provided and
paid for by Oasis Community Learning. Where the test shows that special spectacles
are required for VDU work, Oasis Community Learning will pay for the basic appliance
through the voucher scheme. Staff may upgrade the value to take advantage of a
wider range of frames at their own expense.

2.4

Provide related health and safety training on the use of VDU workstations and
provide information on the risks and the measures an employee is able to take to
control and minimise those risks.

3

Risk Assessments for DSE
A suitable and sufficient risk assessment must be made to identify any hazards and
evaluate the risks. Risk assessment should be made of the following:


display screen;



keyboard and mousepad;



work desk/surface;



work chair;



space requirements;



lighting and power;



noise and heat emissions;



environment;



software; and



persons using the equipment.

Appropriate risk controls must be in place under arrangements agreed with the HSC.
The member of staff in charge of the area must:


ensure that appropriate seating is provided and the sitting position is comfortable;
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scrutinise daily work routines of display screen users (students and adults) to
ensure that their work is periodically interrupted by breaks or changes of activity
in order to reduce the possibility of any harm.

For employees classed as 'users' the Academy will cover the cost of any eyesight
testing as well as making a contribution towards the cost of glasses or lenses for DSE
use which qualify as ‘special corrective appliances’ under the regulations.
4

Responsibilities
Staff who are in charge of display equipment will ensure that this policy is followed.
The HSC will monitor the use of DSE and will report to the Principal any concerns.

5. Monitoring.
The HSC will monitor the use of DSE and will report to the Principal any concerns.
The Principal will ensure that the provisions of the Display Screen Regulations are
implemented.
The Regulations explain that:
‘Schools must analyse workstations and assess risks and put in place arrangements to
minimise risks. Strictly speaking the analysis only has to be made of equipment supplied by
the academy, but the academy may wish to include all such equipment used by staff and
pupils. The assessment must be ‘suitable and sufficient’.
This means that any assessment must:
- be systematic and appropriate; and
- be comprehensive, covering all the equipment and furniture and environment of the
workstation, and the organisation e.g. work patterns, extent of use, training and
information provided, and any special needs e.g. for disabled people.
The academy must also:
- take into account the user’s views;
- ensure that the minimum requirements in the schedule to the regulations are covered;
- plan display screen work so that there are sufficient breaks or changes of activity away
from the screens. Short breaks every hour (usually around five minutes) are the normal
solution;
- provide information and training on health and safety aspects; and
- provide on request eyesight tests for users and those about to become users. If necessary
glasses or other corrective appliances have to be provided free of charge. The tests need
to be repeated regularly.
The guidance says that ‘Academies’ should:
- determine a policy for the healthy and safe use of display screen equipment;
- determine a checklist of likeliest risks using the minimum requirements;
- appoint and train display screen assessors;
- provide training for users/operators;
- determine which workstations (staff and pupil) should be covered;
- determine a schedule for carrying out assessments;
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ensure that any identified risks are remedied or at least minimised;
provide on request eyesight tests for employees (academies will have to determine the
approach to be taken to pupils. There is no obligation to provide eyesight tests, but parents
could be informed of the risks and the prudence of having their child’s eyesight tested);
and provide information to users/operators on display screen use, and the measures put
in place for their health and safety.

Appendix A to Display Screen Equipment policy: Display Screen Equipment
Regulations

Regulations
Display screen equipment used at work is regulated by the Health and Safety; Display Screen
Regulations 1992, as amended by the Health and Safety (Miscellaneous Amendments)
Regulations 2002. The Regulations require employers to minimise the risks in VDU work by
ensuring that workplaces and jobs are well designed.
People
They covers ‘users’ who are employees who habitually use display screen equipment as a
‘significant’ part of normal work, and ‘operators’ who are self-employed persons doing the
same thing. Other people, who only occasionally use VDUs are not covered by the
requirements of the Regulations (apart form the workstation requirements). However, their
employers still have general duties to protect them under other health and safety at work
legislation.
The Regulations also apply if you are an employee working at home, and habitually using a
VDU for a significant part of your normal work.
They do not cover pupils, but since schools have a legal responsibility for pupils’ general
health and safety it would be responsible to apply the requirements of the regulations to them,
too.
Equipment
The regulations cover the equipment normally used in schools, whether for word-processing,
internet use or graphics and pictures. Laptops and hand-held equipment are covered if in
prolonged use. Mobile phones are in general not covered as they are normally for
conversation. Microfiche use by librarians, on the other hand, is covered.
Note that any equipment used in school that is not caught by the display screen equipment
regulations will be subject to the Provision and Use of Work Equipment Regulations 1998, or
the Electricity at Work Regulations 1989.
During 2007 new concerns came to light concerning the possible health risks connected with
interactive whiteboards. There is a fear that the light projected on to them could cause damage
to sight. The Health and Safety Executive (HSE) has said that ‘users should make sure that
direct beam viewing of the optical output from this equipment is both controlled and restricted
to no more than a few tens of seconds at a time’. Furthermore companies supplying the
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equipment are told to encourage people to keep their backs to the projector beam, and not
stare at it. All whiteboards should have warning notices to this effect.
See document EL03 Interactive whiteboards.
Academies’ duties
Schools/academies must analyse workstations and assess risks and put in place
arrangements to minimise risks. Strictly speaking the analysis only has to be made of
equipment supplied by the school, but schools may wish to include all such equipment used
in the school by staff and pupils. The assessment must be ‘suitable and sufficient’.
This means that any assessment must:
- be systematic and appropriate; and
- be comprehensive, covering all the equipment and furniture and environment of the
workstation, and the organisation e.g. work patterns, extent of use, training and
information provided, and any special needs e.g. for disabled people.
The Academy must also:
- take into account the user’s views;
- ensure that the minimum requirements in the schedule to the regulations are covered;
- plan display screen work so that there are sufficient breaks or changes of activity away
from the screens. Short breaks every hour (usually around five minutes) are the normal
solution;
- provide information and training on health and safety aspects; and
- provide on request eyesight tests for users and those about to become users. If necessary
glasses or other corrective appliances have to be provided free of charge. The tests need
to be repeated regularly.
The Academy should:
- determine a policy for the healthy and safe use of display screen equipment;
- determine a checklist of likeliest risks using the minimum requirements;
- appoint and train display screen assessors;
- provide training for users/operators;
- determine which workstations (staff and pupil) should be covered;
- determine a schedule for carrying out assessments;
- ensure that any identified risks are remedied or at least minimised;
- provide on request eyesight tests for employees (schools will have to determine the
approach to be taken to pupils. There is no obligation to provide eyesight tests, but parents
could be informed of the risks and the prudence of having their child’s eyesight tested);
and
- provide information to users/operators on display screen use, and the measures put in
place for their health and safety.

Minimum requirements
The academy must meet the minimum requirements laid down in the schedule:
Equipment:
Screen
- must not be a source of risk;
- must have well defined screen characters;
- stable image;
- adjustable controls;
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-

swivelling screen; and
screen free from reflective glare.

Keyboard
- tiltable;
- space in front to support hands;
- matt surface; and
- adequate contrast in symbols.
Work surface
- sufficiently large and low reflectance surface;
- stable and adjustable document holder; and
- adequate space to be comfortable.
Chair
- stable and allows free movement;
- adjustable height;
- adjustable seat back; and
- footrest available.
Environment:
Space
- sufficient to allow for change of position.
Lighting
- appropriate contrast between screen and background lighting; and
- no glare and reflection.
Reflection and glare
- light causes no glare or reflection; and
- adjustable covering fitted to windows.
Noise
- noise from the equipment should not distract attention;
- Heat; and
- equipment should not generate excessive heat causing discomfort.
Radiation
- negligible level.
Humidity
- adequate level.

Interface:
Systems
- must provide feedback on performance; and
- must display information in a format and speed adapted to users and operators.
Software
- suitable for the task;
- easy to use and fits level of knowledge of the user/operator;
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-

no checks on quantity and quality of use without the knowledge of users/operators; and
principles of software ergonomics must be used.

Self-help
Under the Regulations there is an expectation that individuals who regularly use VDUs should:
-

adjust the equipment to get the best from it and avoid potential health problems, e.g.
position the mouse within easy reach;
ensure they have enough work space to take whatever documents or other equipment
they need;
try different arrangements of keyboard, screen, mouse and documents to find the best
arrangements for themselves;
make sure the screen surface is clean and easy to read;
when setting up software choose options giving text that is large enough to read easily;
avoid sitting in the same position for long periods; and
make full use of natural breaks. Frequent short breaks are better than fewer long ones.

Frequently asked questions
Q1. How long and how frequent should breaks be in disply screen equipment (DSE)
work and what should I do during breaks?
Answer: This depends on the kind of work you are doing. There is no legal limit but you need
to break up long spells of DSE work. Short frequent breaks are better than longer but less
frequent ones, eg 5-10 minutes every hour is better than 20 minutes every 2 hours. Ideally
users should have some choice about when to take breaks. Most jobs provide opportunities
to pause from screen work to do other tasks such as filing or copying. If there are no such
natural changes of activity in your job, your employer should plan for you to have rest
breaks. It is best if breaks or changes of activity allow the user to get up from their workstation
and move around, or at least, stretch and change posture.
Q2. How can I protect my eyes during DSE work?
Answer: Extensive research has found no evidence that DSE work causes disease or any
permanent damage to eyes. However long spells of DSE work can lead to tired eyes,
discomfort, temporary shortsightedness and headaches. DSE work is visually demanding, so
it can make you aware of eyesight problems not noticed before (including changes in eyesight
that happen with age). You can help your eyes by ensuring your screen is well positioned
and properly adjusted, and that lighting conditions are suitable. Employers have to assess
DSE workstations and correct any defects. You can also ask your employer for an eye test,
which could help correct any defects in your vision.
Q3. How do the regulations apply to work with laptops or other portable DSE?
Answer: Portable DSE such as laptops and handheld devices are subject to the regulations
if in prolonged use for work purposes. People who habitually use portable DSE should be
trained in how to minimise risks, for example by sitting comfortably, angling the screen so it
easy to read, and taking frequent breaks. Wherever possible, portable DSE should be placed
on a firm surface at a comfortable height. Where portables are in prolonged use at the user’s
main place of work, additional steps can be taken to reduce risks e.g. by using a docking
station.
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Q4. I am entitled to an eye test as I work on DSE - how do I get one? And does my
employer have to pay for DSE spectacles?
Answer: You are entitled to ask your employer to provide an eye test if you are an employee
who habitually uses DSE as a significant part of your normal work. This is a full eye and
eyesight test by an optometrist (or a doctor). Your employer should arrange for your test and
should tell you how to apply. Your employer will only have to pay for spectacles if the test
shows you need special spectacles (e.g. ones prescribed for the distance the screen is viewed
at). If your ordinary prescription is suitable for your DSE work the employer does not have to
pay for your spectacles.
Q5. Do the DSE regulations apply to children and students?
Answer: No. These regulations only place duties on employers in respect of employees (or
self-employed persons working in the employer’s undertaking). However, employers have
more general duties under other legislation such as the Health and Safety at Work Act etc
1974 which require work activities to be undertaken in a way that does not create risks to
others (such as children or the public).
Q6. My wrist aches when I use my mouse, how can I prevent this?
Answer: Make sure you take adequate breaks and do not sit for long periods in a fixed
posture. Put your mouse in easy reach, so you can use it with your wrist straight. Do not
work with your mouse arm stretched. Relax; support your forearm on the desk, do not grip
the mouse tightly, rest your fingers lightly on the buttons and do not press them hard. If you
still can’t get comfortable, try a different size or shape of mouse. Your employer should help
by providing a range of such equipment.
Q7. How often should risk assessments of DSE workstations be done?
Answer: An assessment should be done when a new workstation is set up, when a new user
starts work, or when a substantial change is made to an existing workstation (or the way it is
used). Assessments should also be repeated if there is any other reason to suspect they may
no longer be valid - for example, if users start complaining of pain or discomfort.
Q8. Can I rely on computer software to do DSE risk assessments and train my staff?
Answer: Software packages are on the market that can help train users and/or help them
make an input to assessments. However they cannot constitute the whole of the
assessment. Employers should always ensure that a properly trained assessor goes over the
results of users’ assessments (whether these are software based or done by other means
such as a paper checklist). The assessor’s role is to clarify any doubtful points, provide any
necessary feedback to users, and ensure that any problems identified by the assessment are
put right e.g. by changes to the DSE or workstation.
Q9. What training and information do I have to give to staff who use DSE?
Answer: Train users about the risks in DSE work and how to avoid these by safe working
practices. For example training should cover good posture and changing position; how to
adjust chairs and other furniture; organising their desk space to work comfortably; adjusting
the screen and lighting to avoid reflections and glare; breaks and changes of activity;
contributing to risk assessments; and how to report problems. You should also tell users
about the general arrangements you have made for health and safety in their DSE work, and
how they can apply for an eye test.
Compliance
The Health and Safety Executive (HSE) has published three guidance booklets giving detailed
information about the Display Screen regulations:
- HSE ‘VDUs: an easy guide to the regulations’ (HSG 90)
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-

http://www.hse.gov.uk/pubns/books/hsg90.htm
Work with display screen equipment. Guidance on regulations L26 (second edition).
http://www.hse.gov.uk/pubns/books/l26.htm
Working with VDUs leaflet. Single copies are free see:
www.hse.gov.uk/pubns/indg36.pdf.
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Drugs, Smoking and Alcohol
1

The Academy will determine a detailed policy on illegal drugs, smoking and alcohol,
in line with the government guidance ‘Substance Misuse: Practitioner Guidance and
Resources’. In line with this guidance, drug or alcohol misuse should be treated in the
first instance as a health issue rather than a disciplinary issue. The guidance will have
regard to the following:
Staff

1.2

This statement sets out the Academy policy in respect of any member of staff or
contractor whose proper performance of their duties is or may be impaired as a result
of drinking alcohol or the use of drugs.

1.3

The Academy does not allow smoking or taking of drugs on the premises. The use of
alcoholic beverages on the Academy site for social events is at the discretion of the
Principal.

1.4

The Academy does not allow any member of staff who is under the influence of alcohol
or drugs to enter the Academy premises or undertake work on its behalf. If a staff
member is not in a condition to discharge his/her duties, disciplinary action may be
taken. This may constitute gross misconduct and may lead to dismissal.

1.6

Students
There is a separate Drugs Policy which applies to students.
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Educational Visits
Classroom Policy

and

Learning

Outside

the

For education visits outside the classroom, the Academy will follow the guidance and
procedures laid out in Oasis Community Learning’s Education Visits and Learning Outside
the Classroom Policy.
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Electrical Equipment
Contents
1.
2.
3.
4.
5.

Compliance
OCL Policy
Staff
Portable Electrical Appliances
Responsibilities

Appendix A: Guidance from the Federation of Property Services
1. Compliance
1. The Academy will comply with the Electricity at Work Regulations 1989.
Staff must not attempt repairs nor make modifications to electrical equipment other than those
normally associated with daily operations. Any defects or malfunctions must be reported.
2. OCL Policy
It is Oasis Community Learning policy that:





The fixed electrical installation in the Academy will be inspected and tested on a 5
yearly rolling programme basis by approved electrical contractors, and any
maintenance to prevent danger is carried out under the supervision of the HSC;
Temporary equipment will be tested before being used in the Academy and every three
months thereafter;
Only electrical equipment provided by, or approved by, the Academy will be used; and
Staff must be alerted by the HSC to the dangers of defective wiring and equipment
and be encouraged to visually inspect electrical equipment before use and to report
any defects immediately.

It is Oasis Community Learning policy that, where portable electrical equipment is used
outdoors, a residual current devise (RCD) be used to reduce the risk of serious electrical
shock. Staff must use RCD adaptors if one is not fitted into the fixed wiring and to cease using
any equipment, which causes the RCD to trip.
3. Staff
Only trained and qualified persons may be allowed to work on electrical equipment.
Any contractor must be demonstrate to the HSM that he/she is appropriately qualified.
The HSC has the responsibility for ensuring that persons working on electric equipment are
appropriately qualified.
4. Portable Electrical Appliances
Although the HSE advises that not all electrical equipment brought into a school needs to be
separately tested (e.g. radios and computers) all need to be scrutinised for obvious defects.
Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

140

It is the Oasis Community Learning view that it is more prudent to direct that all portable
appliances brought into the Academy must be considered for testing by the Academy’s
appointed responsible person in accordance with the IEE Regulations.
Formal inspections/tests of portable electrical equipment will be carried out annually to identify
any maintenance that is required to prevent danger. (Low risk office equipment, such as
computers where the mains cables are organised to prevent damage, are unlikely to require
maintenance to prevent danger and may not be included at the HSM’s discretion.)
The HSC will appoint suitably qualified staff to make checks of equipment in the school.
However, all staff who use any electrical equipment are expected to check the equipment for
visible defects each time the equipment is used.
Each piece of equipment will also carry a tag recording the date of the last check and initials
of the person who carried out the check.
Each time an appliance is tested an inspection certificate should be completed by the person
carrying out the test. The certificate will be kept on the health and safety management system.
All frayed, torn or split flexible cords and plug tops which are cracked or have broken insulation
must be taken out of commission.
Tools and equipment that are smoking, sparking or becoming excessively hot must be
switched off, unplugged and removed from use. Tools and equipment that have guards must
never be used with guards removed or safety features by-passed.
A suitable asset register will be prepared to record each portable appliance, and will be kept
on the management system.
5. Responsibilities
5.1








The HSC will be responsible for:
ensuring that this policy is known and implemented in the Academy;
arranging periodic testing in accordance with the policy;
ensuring that HSE guidance is available to all relevant staff;
maintaining the Portable Electrical Appliance Register;
appointing competent persons to carry out the tests;
arranging any appropriate training.

5.2

Staff and students who bring any electrical items from home for use in the Academy
must obtain the permission of the relevant member of staff. The member of staff
must ensure that a ‘PAT check’ has been carried out before the equipment is used.
Any equipment provided for staff or students working from home will be maintained,
checked and recorded as above.

5.3

The person responsible for carrying out the PAT must ensure that certificate tags are
attached to each appliance tested and logged in the management log (or method
chosen by the HSC).

The PAT tester is : Paul Wooster
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Appendix A: Guidance from the Federation
http://www.fedps.org.uk/compliance_monitoring.pdfS)

of

Property

Services

(FP

Electrical Safety
Electrical safety in all work places and/or work activities is specifically legislated for over
and above the general duty of care owed by employers to their employees and members
of the public under ss2 and 3 of the Health and Safety at Work etc Act (1974). This
expansion of responsibility for electrical safety was brought about by The Electricity at
Work Regulations 1989 which came into effect on 1st April 1990

Portable Appliance Testing (PAT)
A portable electrical appliance can be defined as an electrical appliance which is
normally connected to a lead and a plug and which can usually be easily moved.
The Provision and Use of Work Equipment Regulations 1998 (PUWER) covers the safe
provision and use of all work equipment including portable electrical appliances, the
maintenance of such equipment falls under the Electricity at Work Regulations 1989
(EWR) (PAT testing) and is part of the duty holders responsibility under PUWER.
There are three main electrical equipment classifications:
1. Class 1 equipment has its live components protected by basic insulation and is
surrounded by a metal enclosure. This metal enclosure could become live in the
case of the basic insulation failure and is protected by being earthed. The supply
cable will have an earth wire in addition to the normal live and neutral. Examples
of this sort of equipment include electric cookers, free standing electric heaters
and some kettles, toasters and IT equipment.
2. Class 11 equipment separates the user from live conductors by two sets of
insulation.
3. Class 111 equipment is supplied from a safety isolation transformer and will not
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exceed 50V, typical uses include IT equipment such as answering machines and
chargers for mobile phones.
As there is such a wide range of portable electric equipment available which can be
used in very varied environments the risks that are present can be very different and
therefore a range of control measures is required. It is necessary to carry out a risk
assessment to determine the maintenance requirement for each piece of equipment and
the following five steps should be followed:
1. Identify all portable appliances that need to be maintained and tested. An
inventory of this equipment should be made.
2. Carry out an assessment of the risk posed by each type of equipment,
3. Categorise into high, medium or low risk for example a PC that is rarely , if ever
moved would be a low risk
4. Determine if the appliance needs to be tested and examined or examined only,
taking into account the tests that can be carried out on Class 11 and 111
appliances are very limited
5. Determine the frequency of examination/testing.

There are three types of maintenance activities that are usually carried out on portable
electrical appliances:
1. User checks should be carried out on hand held appliances, Class 1 (earthed)
and frequently moved equipment and in particular, on cable leads and extension
leads.
2. Formal visual examination – this is a more formal examination of the equipment
than a user check. All electrical appliances should be subject to such an
examination at pre determined intervals and only a competent person should
carry them out.
3. Combined inspection and test; Class 1 apparatus and leads and extension leads
should be subject to a routine test in conjunction with the formal examination. A
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purpose made portable appliance tester should be used. Any competent person
can normally carry out testing using such devices but some formal training is
recommended. A record should be made and kept of the tests.
Unfortunately there are no statutory frequencies for any of the above maintenance
measures, however in order to satisfy the general legal requirement to prevent “danger”
some, all or a combination of the maintenance activities as set out above should be
carried out.
The risk assessment carried out on the equipment will determine any further measures
that will be required to be implemented.
Links to other information sources: Maintaining portable electrical equipment in offices
and other low-risk environments
INDG236 HSE Books 1996 (single copies free or priced packs of 10
ISBN 0 7176 1272 4)

Fixed Electrical Installation Tests
The Electricity at Work Regulations 1989 state that all electrical systems and equipment
used in the working environment should be in a safe condition. The installations should
be maintained to prevent danger; the Health & Safety Executive recommend that to
comply with the regulations, an appropriate system of periodic visual inspection and
testing by a competent person should be implemented at all places of work. The
frequency of inspection must be determined taking into account:
1. the type of installation
2. its use and operation
3. the frequency and quality of maintenance
4. the external influences to which it is subjected
Further guidance
Electrical Safety Council at www.esc.org.uk
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Emergency Lighting
Emergency Lighting is lighting that is installed in a building to provide a degree of
illumination when the normal lighting fails. In terms of fire safety the most important
component of an emergency lighting is the “escape lighting” which is provided to
illuminate escape routes to an extent sufficient to enable occupants to evacuate the
building in safety. Under BS 5266 Part 1, there are recommendations for routine
inspection and testing of emergency lighting. This includes daily, monthly, six monthly
and three yearly regimes of inspection and/or testing.
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Fire Safety Policy
Contents
1. Aim
2. Legal position
3. Compliance
4. Fire Safety Law
5. Policies
6. Risk assessments
7. Information for employees
8. Dangerous substances
9. Hazard and risks checklist
10. Fire safety culture
11. Out-of-hours meetings and events
12. Lone workers and fire safety
13. Fire safety for Public Entertainment and Other Licences
14. Responsibilities
15. Training and Support Requirement for the FS
16. Equal opportunities
17. Recording and Monitoring
18. Date of next review

Appendix A to the Fire Safety policy: Termly Fire Safety Checklist
Appendix B to the Fire Safety policy: Fire Drill Flow Chart
1.1

The Legal Position


Oasis Community Learning has ultimate responsibility for health and safety in its
Academies.



However, under the Regulatory Reform (Fire Safety) Order 2005 (FSO) the
Principal, as the person responsible for the site must ensure that its fire safety
arrangements, and in particular, fire equipment, fire notices and fire drills, are in
place and up-to-date.



The ‘person responsible’ for the premises is responsible for ensuring the safety
of the premises and the occupants.



The Academy must have a comprehensive fire safety system based on relevant
risk assessments.
The Academy must have in place a comprehensive fire safety system based on
relevant risk assessments, having regard to any guidance provided by Oasis
Community Learning.
Responsibilities

1.2

Fire evacuation plans will be the responsibility of the Principal who may delegate this
duty to the HSC.

1.3

The Academy is responsible for ensuring that the terms of the contract are carried out.
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1.4

The Academy is responsible specifically for the safe evacuation of staff, students and
visitors under arrangements made in local policies and procedures.

Compliance
2

In order to comply with the requirements of the Order, the Academy will take account
of government guidance and any Oasis Community Learning guidance.
Fire Safety Law

3.1

3.2

Fire safety law puts fire safety measures into seven headings:


measures to reduce the risk of fire and the spread of fire;



means of escape;



ensuring the means of escape can be used effectively;



means of fire-fighting;



means of detecting fire and giving warning;



arrangements for action to be taken in the event of fire, including instruction and
training, and mitigation of the effects of fire;



other measures prescribed in fire safety regulations.

The Principal must ensure that these are covered by the arrangements made by the
HSC, and appropriate risk assessments and appropriate policies and procedures.
Policies

4

The Academy is required to have in place policies that aim to:


keep the risk of fire to a minimum;



safeguard all means of escape;



limit the spread of fire;



specify who is responsible for what;



ensure that there is at least one fire drill per term at different times of the day;



ensure that the lessons from fire drills are assessed and reviewed.

Risk Assessments
5

Under the Order, the Principal must ensure that: ‘suitable and sufficient assessment
of the risks which relevant persons are exposed to for the purposes of identifying the
general fire precautions the Academy needs to take to comply with the requirements
and prohibitions imposed on the Academy under this Order’.

6

Oasis Community Learning expects the Principal to agree an appropriate system with
the Fire Safety Manager (FSM) and to ensure:


that it is regularly reviewed;
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and always reviewed after an incident that requires a consideration of the
evaluation of the risk, or



where there is a ‘significant’ (undefined in the Order) change in the conditions in
the workplace. The Academy Council has delegated to the Principal the
responsibility to determine whether there is a ‘significant change in the conditions
in the workplace’.

Information for Employees
7

The Principal (through the FSM) must provide employees with relevant
information on:


the risks to them identified in the risk assessment;



the preventive and protective measures;



fire escape procedures



the name of the person(s) responsible for fire fighting and fire detection
equipment and for evacuation procedures.

Dangerous Substances
8.1

No activity involving a dangerous substance may commence unless the risks have
been assessed, and control measures applied.

8.2

The Principal will ensure that the relevant staff (e.g. Fire Safety Manager, caretaking
staff, science staff, ICT staff, maintenance staff) consider the following:


the hazardous properties of any substance(s) they are about to use;



information on safety provided by the supplier;



the circumstances of the work, including the type and amount of the substance(s)
and the arrangements for handling and storage (e.g. cleaning agents kept in
caretakers’ stores, or chemicals used in teaching.)



maintenance activities where dangerous substances are often used, and a
potential for high level risk;



the effect of the measures that have been or will be taken in view of the Order;



whether there is any likelihood of any explosive atmosphere occurring, and in
what places;



whether there are any likely ignition sources, including electrostatic discharges,
that may become active (e.g. it would be relevant to consider where students
might smoke illegally, and where and how scenery for Academy drama is stored,
or whether staff or students bring to the Academy untested electrical equipment,
all of which have caused fires in Academies);



the scale of the anticipated effects;



such additional safety information as the responsible person may need in order
to make the assessment.
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Hazards and Risks
9

The Fire Safety Manager (FSM) will compile and review periodically a list of potential
fire hazards on the premises, and to use this as a checklist, amending it as necessary.
It will include:


sources of ignition; (e.g. heating and cooking appliances, electrical and electronic
equipment).



sources of fuel (e.g. combustible or flammable materials, solvents, paper used in
lessons or in exhibitions of work, furniture);



work processes – in lessons, during preparation, in maintenance and service
areas, in non-teaching areas, in circulation areas;



ensuring that exits are kept clear and unlocked and corridors are free from
obstacles;



unofficial practices (such as students smoking).

The record will be kept on the HandSaM system.
Fire Safety Culture
10.1

10.2

The Principal, through the FSM, will ensure that fire safety is included in the
development of a culture of health and safety amongst staff and students. Training for
staff and students will include ensuring that relevant staff (and students where
appropriate):


follow safe practices for handling and storing flammable materials;



follow the correct procedures when using machinery and equipment;



only use machinery and equipment for which they have received appropriate
instruction;



are aware of the need for warning notices to indicate any likely fire hazards;



are aware of the Academy plan showing safety routes, fire-fighting equipment,
hydrants, safety doors, automatic detectors, main electrical and gas switches,
and any other particulars that will help fire-fighters;



plan maintenance and service work;



identify any parts of the Academy that might pose particular risks because of the
structure or fittings or use. (e.g. ducting, voids, boiler rooms, under-stage and
back-stage areas, storage areas, stock cupboards, preparation rooms);



identify specific persons/students at risk (e.g. disabled students or anyone who
needs assistance to get off the premises, staff/students working in remote areas,
technicians, cleaning staff).

The FSM will contribute to the fire safety culture by ensuring that:


warning notices (including notice of evacuation procedures and Assembly Areas)
are posted in every room/area of the Academy;



detectors and all appropriate fire fighting equipment are in place and working;



warning alarms are in place and work;



appropriate emergency lighting is in place, and works;
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10.3



all appropriate fire exit signs are in place and that routes are clear and without
impediments;



appropriate fire doors are in place, and are properly maintained and used;



all staff and students know the fire safety arrangements;



all staff/students know and practice the fire drill;



fire drills are carried out regularly (at least once per term, with one drill taking
place at an ‘inconvenient time such as a lunch break); and



lessons learned from the drills are noted and appropriate action taken.

The risk reduction will either take the form of removing or reducing the sources of
ignition, fuel or oxygen, or removing the persons on site from the fire.
Out of Hours Meetings and Events

11

In the event of meetings/events taking place out of Academy hours, the person in
charge of the meeting is responsible for:


informing persons at the event of the evacuation procedures;



raising the alarm;



ensuring the safe evacuation of all those attending;



liaising with the fire service if present;



ensuring a full head count at the fire assembly point; and



dismissing the gathering when it is safe to do so.

Lone Workers
12.1

It is Oasis Community Learning policy that as far as is reasonably practicable no
member of staff or student may work alone in any building. Staff who have the
need to work beyond the building closure time should inform the HSC (or person
delegated by the HSC) or the key holder for that day, and arrange for another
member of staff to be present with them. Both parties should leave the premises
at the same time.

12.2

Lone workers should know the Academy's fire alarm system and means of
evacuation.

12.3

Occasionally a member of staff may be alone in a building (e.g. the Caretaker
making a night security check). They should always ensure that they can
summon assistance.
Responsibilities

13.1

The Academy Council will:


ensure that the Principal takes into account the implications of the law;



support the Principal and FSM in ensuring compliance with the law;



ensure and monitor the fire safety systems;
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13.2

13.3



following consultation with the local authority and the Principal, will appoint a
senior member of staff as Fire Safety Manager (FSM);



ensure that he/she is appropriately trained;



consider regular reports on fire safety from the Principal.

The Principal will:


ensure that fire safety risk assessments, policies and fire safety systems are in
place, are known and implemented;



ensure that specific arrangements are in place to meet the requirements of the
Order within the Academy in line with government and Oasis Community
Learning guidance;



ensure that staff are kept informed of the safety management systems.



ensure that there is regular liaison with the local fire service to ensure
compliance;



liaise regularly with the FSM; and



report to the Council and local authority as required.

The Fire Safety Manager (FSM) duties are to:


minimise the incidence of fire (fire prevention). (This will involve good
housekeeping and security);



make risk assessments;



determine safety management systems based on the risk assessments;



be responsible for fire safety training;



produce an emergency plan;



conduct fire drills; (See Fire Drill Flow Chart in Appendix 4)



ensure that fire drills are monitored and any lessons learned are put into practice;



ensure that staff receive appropriate information and support;



check the adequacy of fire-fighting apparatus and its maintenance;



conduct fire safety inspections at least once per term; (see Checklist in Appendix
3)



make more frequent informal checks to confirm that the fire safety rules are being
followed;



ensure that fire notices are displayed;



seek appropriate professional advice from the LA, the fire service and others;



put systems in place to ensure that fire escape routes and fire exit doors
/passageways are unobstructed and doors open correctly;



check fire detection and protection systems are maintained and tested and
records kept;
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13.4

13.5

13.4

14



ensure close-down procedures are followed; and



include fire safety in the regular health and safety reports to the Principal and
Academy Council.

Responsibilities of Fire Marshals


Fire Marshals will be appropriately trained and the Academy will undertake to
provide marshals with regular retraining as required.



This will include the use and application of fire fighting equipment.



They will be trained to determine in which circumstances the use of fire fighting
equipment may be appropriate, but only where there is no personal risk.



Fire Marshals will be responsible for ensuring that their respective areas are
cleared in the event of an entire or partial evacuation being ordered.



Following complete evacuation Fire Marshals should ensure that no one returns
to the building until cleared to do so.



They will report to the member of staff appointed to be in charge of the assembly
area.

Staff must know:


action to be taken on discovering a fire;



evacuation procedure;



assembly area and checking of students;



location and use of fire-fighting equipment; and



location of escape routes.

Students must know


the action to take when the fire alarm goes off;



how to handle safely any material or equipment that might be inflammable.

All staff must ensure that fire safety notices are kept visible and report any
instances where fire doors do not work or are in any way blocked.

Training and Support Requirement for the FSM
15.1

The FSM will need to:


understand the fire safety legislation as it applies to the Academy;



have appropriate education, training, knowledge and experience in the principles
of fire safety;



have an understanding of fire development and the behaviour of people in fire;

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

152



understand the fire hazards, fire risks and relevant factors associated with
occupants at special risk (e.g. young children, disabled students, or students and
adults who are not familiar with the Academy layout) within the Academy;



have a basic knowledge of appropriate fire-fighting equipment and how it should
be used; and



have appropriate training and/or experience in carrying out fire risk assessments
and determining safety management systems.

15.2

Oasis Community Learning has agreed that the FSM shall undertake appropriate risk
assessments once he/she has undertaken appropriate training, since an Academy
employee is likely to know the propensities of the students and staff in the Academy,
and the layout and potential problems of the premises, which even the most
experienced external fire safety consultant cannot have.

15.3

Where the FSM is uncertain Oasis Community Learning has authorised the Council
through the Principal to obtain appropriate professional help and support.
Recording and Monitoring

16.1

The FSM will record risk assessments and what fire safety measures have
been taken to control risks.

16.2

The FSM will record on the HandSaM system:


significant findings from the risk assessment;



the safety measures and actions to be taken;



the persons at risk; and



arrangements for the control, monitoring and review of the measures.

Equal Opportunities
17

The Principal, through the FSM, will ensure that the needs of disabled students, staff
and visitors in case of fire have been considered, and appropriate risk assessments
carried out, and appropriate systems put in place.
Monitoring and Review

18.1

18.2

The Principal will


monitor the system in liaison with the FSM.



review the working of the policy annually and after there has been a change of
use of premises, additions or alterations to the premises, changes in working
practices, increase in equipment, or when there has been an incident.



report on fire safety annually to the Council.

The Council will


review the working of the policy following the Principal’s report, and will review
the policy itself every two years.
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19

report annually to Oasis Community Learning on the working of the policy, and
will review the policy at least every two years.

Date of next Academy Council review: _________________________
Signed: ___________________

Date: ____________________

Chair
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Appendix 4 (Part of the Fire Safety policy - Termly Fire Safety Checklist)

1. Is the Academy fire safety policy up-to-date?

Yes/No

2. Does the policy include the latest fire precautions, fire appliances,
guidance on fire practice, training of staff, and instructions of students?

Yes/No

3. Is the FSM’s training up-to-date?

Yes/No

4. Does the FSM report regularly to the Principal?

Yes/No

5. Are fire-fighting appliances in the correct places?

Yes/No

6. Is the equipment regularly checked?

Yes/No

7. Are relevant staff trained in its use?

Yes/No

8. Are students instructed in what to do in case of fire?

Yes/No

9. Are fire safety notices posted in each area, and visible?

Yes/No

10. Is the alarm system regularly checked?

Yes/No

11. Are all fire doors signed and kept closed?

Yes/No

12. Are all exit routes free from obstruction?

Yes/No

13. Are fire drills held at least once per term?

Yes/No

14. Is a log kept of all fire drill practices?

Yes/No

15. Are lessons from fire drills analysed and acted upon?

Yes/No

16. Are the HandSaM tasks completed and recorded?

Yeas/No

17. Are periodic reports made to the Academy Council?

Yes/No
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18. Has the Academy Council reviewed the policy within the last two years?

Yes/No

Appendix 5 (Part of the Fire Safety policy)
Fire Drill Flow Chart
GIVING THE ALARM SIGNAL
1. Person discovering a fire rings the alarm (or shouts ‘FIRE’ as per instructions)
ACTION ON THE ALARM
2a. The Principal (or person with delegated responsibility) calls the fire service and gives
known details to the operator. The Principal or FSM informs Oasis Community
Learning and Chair of the Council;
2b. Simultaneously, staff and students vacate the building (as per the instructions on the
Fire Drill Instruction sheet posted in all classrooms/labs/workshops and other working
areas of the Academy) and go to the designated Assembly Area;
2c. Simultaneously the designated Fire Marshal takes charge of the Assembly Area;
2d. Simultaneously, if the fire is a small, local fire, a trained member of staff) is
authorised to use the appropriate fire-fighting equipment to extinguish the fire;
3. The designated person gathers the class registers/staff list/visitor list/signing out
book and takes them to the Assembly Area and operates there under the instructions
of the Fire Marshal.
4. The designated Fire Marshal is responsible for actions in the Assembly Area,
ensuring an orderly check.
5. The Fire Marshal will order the evacuation of the Assembly Area on the instructions
of the Principal.
AT THE ASSEMBLY AREA
6. Staff check student registers, and the persons responsible for the staff list/visitor list
and signing out book check the lists for persons present;
7. Each member of staff reports to the Fire Marshal on completion of the check;
8. If anyone is missing the Principal (or FSM if the Principal is not present) must
determine what action to take;
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9. The FSM liaises with fire service on arrival and takes instructions from the fire chief;
10. The Principal or FSM (in liaison with the fire chief) determines whether it is safe for
staff and students to return to work, or whether to move the staff and students further
away.
11. The Fire Marshal will control the Assembly Area and will act on the Principal’s
instructions (or FSM if so designated).
AFTER THE EVENT
12. The Fire Marshal(s) make a verbal followed by written report to the FSM;
13. The FSM makes a report to the Principal on the event and the Academy’s response;
14. The Principal, FSM and Academy Leadership Team will discuss lessons learned,
and determine any action to be taken;
15. The Principal will inform the Chair of Council and Oasis Community Learning of the
event, and the Academy’s response.

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

157

First Aid Policy
Contents
1. Introduction and Aims
2. Responsibilities
3. Duties of a First Aider
4. Number of First Aiders/Appointed Persons
5. Appointed persons
6. Number and location of first aid containers
7. Risk assessments
8. Insurance
9. Training
10. Management and Guidance
11. Equal opportunities
12. Records
13. Monitoring and Review
14. Date of next review
Appendix A: Number of First Aid Personnel
Appendix B: First Aid Boxes

1

Introduction and Aims
The Academy will follow the policies and guidance of Oasis Community Learning, who
are required by the Health and safety legislation to have a first aid policy.
The aims of the policy are to:


ensure that there is suitable and sufficient accommodation for first aid needs;



ensure that the Academy has adequate and appropriate equipment, facilities and
procedures to provide appropriate first aid;



ensure that the Academy’s first aid arrangements are in line with Oasis
Community’s policy;



ensure that the first aid arrangements are based on a risk assessment of the
Academy’s likely requirements.

2.

Responsibilities

2.1

Oasis Community Learning is responsible for the overall provision in the Academy.
Oasis Community Learning will review the policy every three years.

2.2

The Academy Council has the general responsibility for all Academy policies.
The Council must have regard to the Oasis Community Learning policy.

2.3

The internal management responsibility for first aid is delegated to the Principal.

2.4

The Principal is responsible for:


developing detailed procedures;
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2.5

ensuring that parents/carers are aware of the Academy health and safety and
first aid policies.

The Academy Council will appoint a person to be in charge of first aid provision, who
will:


ensure that the first aid provision is adequate and appropriate;



carries out appropriate risk assessments in liaison with the Principal;




ensures that the number of first aiders/appointed persons meets the assessed
need;
arrange appropriate training and monitors the competence of first aiders:



ensures that the equipment and facilities are fit for purpose;



regularly keeps the Principal informed of the implementation of the policy;

2.6

Teachers conditions of employment do not include giving first aid. Staff may, however,
volunteer to undertake first aid tasks. Certain support staff may have the giving of first
aid as part of their contract. They must be appropriately trained.

2.7

However, all staff in charge of students (including volunteer staff) must use their best
endeavours at all times, particularly in emergencies, to secure the welfare of the
students in the same way that parents/carers would be expected to act towards
children.

2.8

Trained staff may take action beyond the initial management stage. Other staff
must provide aid only to the level of qualification or competence they possess.

2.9

If First Aid is required staff must not move the patient.
summoned.

A First Aider must be

2.10 Staff who deal with a first aid incident must ensure that the incident is recorded. This
includes incidents on out-of-school activities.
3

Duties of a First Aider
A First Aider must:


complete an approved HSE training course;



give immediate help to casualties;



ensure that when necessary an ambulance or other professional medical help is
called.

First aiders and appointed persons will be expected to follow any LA or
government guidance.
4

Number of First Aiders/appointed persons:
Guidance on the numbers is given in Appendix 6.

5

Appointed Persons

5.1

Appointed Persons are not first aiders. They:
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take charge when someone is ill or injured;



look after the first aid equipment;



ensure that medical help is called when necessary.

5.2

They should NOT give first aid treatment.

5.3

The Academy will, however, ensure that they are trained in coping with
emergencies. The training will include:

6



what to do in an emergency;



cardiopulmonary resuscitation;



first aid for the unconscious casualty;



first aid for the wounded or bleeding.

Number and Location of First Aid Containers
The minimum first aid provision is:


a suitably stocked first aid container; (see Appendix 7)



an appointed person in charge of first aid;



information for employees on first aid arrangements;



arrangements for off-site activities; out-of-Academy hours provision e.g. lettings.

The HSC will determine the number of containers required and will ensure that first aid
containers are suitably located, particularly in relation to laboratories, gymnasia, and
workshops, and will ensure that this information is communicated to all staff.
7

Risk Assessments

7.1

The person responsible for First Aid must make suitable and sufficient risk
assessments in the Academy to determine any extra provision required over and
above the minimum provision.

7.2

The risk assessments must also cover the risks to employees and also any nonemployees who may come into the Academy.

8

Insurance

8.1

It is Oasis Community Learning’s responsibility to ensure that insurance arrangements
provide full cover for claims arising from actions of staff acting within the scope of their
employment.

8.2

The Principal and the Academy Council must be satisfied that adequate insurance is
in place.

8.3

Oasis Community Learning acknowledges that even with adequate insurance, staff
cannot be compelled to transport students in their own vehicles.

8.4 OASIS Community Learning will also ensure that adequate liability insurance is in place
to cover accidents to pupils and visitors as well as staff.
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9

Training

9.1

The Academy will provide adequate and appropriate training for first aid staff and
appropriate information for all staff to enable them to carry out their duty of care.

9.2

The Council will ensure that there are sufficient trained member of staff to meet
statutory requirements and the assessed needs, allowing for staff who are absent or
off-site.

9.3

First Aid certificates are only valid for three years. The Academy will ensure that
First Aid staff attend refresher courses (or follow an approved on-line training course)
before the certificate expires (which can be obtained up to three months prior to the
expiry date.)

11

Guidance
National guidance is provided in the government’s document ‘First Aid in Schools’.

12

Equal Opportunities

12.1

The Academy will take particular care with the first aid provision for its disabled staff
and students.

12.2 Appropriate risk assessments will be done by the person in charge of first aid, and
suitable provision will be made in liaison with the Principal.

13.
Records
Appropriate records must be kept and reports must be made. The record must include:
(a) date, time and place of the incident;
(b) name (and job title, if relevant) of the injured or ill person;
(c) details of the injury/illness and what first aid was given;
(d) what happened to the person immediately afterwards (for example, went back to work,
went home, went to hospital);
(e) name and signature of the first-aider or person dealing with the incident.
The reporting of accidents and incidents will be done under the academy’s reporting
arrangements.
14

Monitoring and Review

14.1

Monitoring of the first aid arrangements will be done via the HandSaM system.

14.2

The Principal will review the first aid needs and arrangements annually, and will ensure
that the appropriate level of first aiders/appointed persons are in post, and that the
appropriate standard are met.

14.3

The Council will receive an annual report from the Principal and will review the policy
every three years.
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14.4

The Council will report to Oasis Community Learning on the working of the First Aid
arrangements as required by Oasis Community Learning..

14.5

Oasis Community Learning will review the policy every three years.

15.

The Date of the next review is: ___________________________
Signed: _______________________

Date: __________________
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Appendix A (Part of the First Aid policy)
Number of First Aid Personnel
There are no national rules on exact numbers. The Academy will make a judgement based
on local circumstances, having considered likely risks to staff, students and visitors.
The Academy will have regard to any advice from Oasis Community Learning.
The Health and safety Executive (HSE) recommends:


in low risk places including normally schools – 1 first aider to every 50 to 100
employees. In this Academy the ratio is 1 to every 25 students.



In a medium risk place, which might include some special needs and specialist
engineering Academies - 1 first aider for every 50 employees.

The Academy will also take into account the need for adequate cover at breaks and
lunchtimes, during practical lessons and PE and Games activities, and on off-site activities.
Wherever practicable the Academy will train lunchtime supervisors in first aid.
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Appendix B (Part of the First Aid Policy)
First Aid Boxes

The first aid boxes will be located as agreed by the Health and Safety Champion (HSC) in
liaison with the principal.
All staff should know where the first aid boxes are kept.
The boxes must contain a ‘sufficient quantity’ of first aid material and nothing else.
All first aid boxes must be marked with a white cross on a green background

The Academy requires the following items to be in the box as a minimum.
Minimum for
employees
Guidance card
Individually wrapped sterile adhesive dressings

51-100

1
40

Sterile eye pads, with attachment

6

Triangular bandages

6

Sterile coverings for serious wounds (where applicable)

6

Safety pins

12

Medium size, sterile unmedicated dressings

10

Large, sterile unmedicated dressings

6

Extra-large, sterile unmedicated dressings.

6

The person in charge of first aid in liaison with the HSC will determine whether there should
be more than the minimum items.

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

164

Travelling first-aid kit contents
 There is no mandatory list of items to be included in first-aid kits for travelling
workers. The Academy has determined the following minimum to be carried on
Academy activities outside the academy.


a leaflet giving general guidance on first aid (for example HSE’s leaflet Basic advice
on first aid at work5);



six individually wrapped sterile plasters (hypoallergenic plasters can be provided, if
necessary);



two individually wrapped triangular bandages, preferably sterile;



two safety pins;



one large sterile un-medicated dressing;



individually wrapped moist cleansing wipes;



two pairs of disposable gloves (see HSE’s leaflet Latex and you6).

The person in charge of first aid in liaison with the HSM will determine whether there should
be more than the minimum items.
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Induction Procedures for New Staff
1.1

The capabilities of all new staff as regards health and safety will be taken into account
before employment starts. Suitable and sufficient training and information must be
given to new employees to ensure that they are aware of the Academy's Health and
Safety Policies and arrangements, particularly:


evacuation procedures;



first aid and injury reporting procedures;



location of electricity and gas isolation points'



any other relevant emergency procedure.

1.2

All new staff of any description will be given a full Health and Safety Induction session
by the HSC, covering topics as deemed appropriate by the HSC in conjunction with
the Principal and any line manager of the staff member concerned for their role.
Following the induction session the new staff member will be given the opportunity to
ask any questions or raise any concerns. When these have been suitably dealt with
they shall be required to sign to accept that they have been inducted to their
satisfaction and that they will abide by the OCL Academy policy and procedures they
have been informed about.

1.3

All Staff Induction training records shall be kept by the HSC in such a format that they
can be inspected by any senior member of OCL staff.
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Legionella Bacteria
The control of Legionella Bacteria is the responsibility of the Property and Estates team
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Lettings and Extended School Activities
Contents
1. General
2. Public entertainment and other Licences
Appendix A: Example of a Hiring and Letting Policy
Appendix B: Booking Form
1.1 General
Health and safety form a large part of a letting. It is clearly vital for both parties to be
clear about who does what, who is responsible for what, and what procedures
operated during academy hours must also be followed by the hirer during the hours of
the let.
The Academy must also make clear what equipment and facilities may be used and
under what regulations and restrictions.
1.2 The Academy will have in place a contract for hirers that will cover health and safety
aspects during the letting.
As part of the contract all hirers must lodge with the Academy’s Responsible Person
for hiring and letting by the due date set by the Academy:




appropriate risk assessments and control plans with the Academy;
evidence of suitable certification and/or expertise as may be required by the Academy
(particularly in the case of any activities that carry risks above the normal);
a signed copy of the contract

1.3 The HSC is responsible for co-ordinating lettings of the premises in accordance with the
contract and any guidelines from Oasis Community Learning and the Academy’s own
policies.
1.4 Where use is sought of specialist equipment or fittings a suitable qualified person must
be available to supervise such use and no equipment or fittings will be removed or adjusted
without previous approval from the governors.
1.5 The Site Manager (or other nominated person) is responsible for checking that the
premises are left in a safe and reasonable order by others before locking up.
1.6 When the premises are used for purposes not under the direction of the Principal, then
the HSC will ensure that the principal person in charge of the activities will be responsible
for implementing all safe practices as required by the contract.
1.7The HSC must seek to ensure that hirers, contractors and others who are working on or
hiring the Academy premises conduct themselves in such a manner that all statutory and
advisory safety requirements are met at all times.
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1.8 When the Academy premises or facilities are being used out of Academy hours for
Academy sponsored activity, the organiser of the activity, even if an employee, will be
treated as a hirer and will comply with the requirements of the contract.

an

1.9
All hirers, contractors and others using the Academy premises or facilities must
familiarise themselves with the relevant parts of this policy, comply with all safety directives
of the Academy Council and ensure that they will not without the prior knowledge of the
Principal:


introduce equipment for use on the school premises;



alter fixed installations;



remove fire and safety notices or equipment;



take any action that may create hazards for persons using the premises at that
time, or staff or pupils of the school at a later time.

2.

Public Entertainment and Other Licences

2.1

When the Academy invites members of the public to dancing, music, stage or film
shows then a public entertainment, theatre or cinema license may be required.

2.2

Shows put on by amateur dramatic societies using the Academy facilities will almost
certainly require a public entertainment license. Any function at which alcohol is offered
for sale will need a licence, application for which should be made to the Clerk to the
local Licensing Justices.

2.3

Other licenses are issued by the Local Authority and will usually impose conditions, on
amongst other things:


the number of people to be present;



the type of seating;



the layout of the seating;



the marking of emergency exits; and



the provision of emergency lighting.

The Academy has in place a contract for hirers that covers health and safety aspects
during the letting.
An example of an OCL Hiring and Letting policy is attached below at Appendix A.
The Oasis Academy Isle of Sheppey Lettings Policy can be found on our website.
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Appendix A to the Letting and Hiring policy

Example of Extended Academy Activities: Hiring and Letting Policy

Contents
1. General
2. Responsibilities
3. Procedures
4. Conditions of hiring
5. Review
6. Date of next review
Appendix 1: Conditions of Hiring
Appendix 2: Booking Form
1. General:
OCL and the Academy Council’s main responsibility is for the education of the pupils of the
academy but both bodies wishes to encourage use of the academy’s premises and facilities
by individuals and groups in the community. ‘Extended academy’ activities may be organised
by employees of the academy or persons from outside the academy. The Principal will
determine whether the activity is an academy activity or an outside hiring.
Normally the usage by outside groups and individuals will be outside academy hours but in
cases where the proposed use of the academy will not in the opinion of the Principal interfere
with the academy’s curriculum and activities permission may be granted for groups and
individuals to use the academy premises and agreed facilities.
Any use of the academy’s premises and/or facilities will constitute a hiring of the premises and
facilities, whether for a financial consideration, or not. The contract will be subject to the
conditions and any licensing requirements.
2. Responsibilities
The Academy Council is responsible for the Academy’s extended use policy.
The Principal has delegated powers, and is responsible for ensuring that the policy is
implemented and advising the Academy Council on any amendments. The Principal will
determine whether the proposed use of the premises or facilities is a academy responsibility,
and therefore subject to academy policy and oversight, or a hiring of the premises and facilities
by an outside body, and therefore subject to the academy’s extended academy policy. The
Principal will determine the way the letting will be administered and supervised in line with this
policy.
The Responsible Person for the Extended Academy (the RP) is responsible for coordinating use of the premises and facilities in accordance with the contract and any guidance
from the OCL and the Academy’s own policies. The RP will ensure that the hirer has a copy
of the academy’s fire safety policy and knows his/her responsibility for ensuring the safety of
everyone attending the event and for security of the premises during the hiring. The RP will
also ensure as far as is reasonably practicable the safety of any academy employee who is
overseeing the hiring on behalf of the academy, who might be alone and at risk.
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The Site Manager (or other nominated person) is responsible for ensuring that the fire
alarms and emergency lighting are working and fire notices are in place, and that the hirer is
aware of any security facilities, and for checking that the premises are left in a safe and
reasonable order by others before locking up.
The services of the Site Manager for opening and closing the premises and being on site
during the letting are part of the cost of the hiring. If the hirer requires any services above and
beyond these services the hirer must make a separate agreement. The RP will advise the
hirer.
The Hirer is responsible for complying with the contract and conditions of use, for obtaining
any necessary licences, for the safe conduct of the activities for which the academy premises
and facilities have been hired, for the competence of staff employed by (or otherwise working
for) the hirer, and for paying the agreed consideration at the times set out in the agreement.
3. Procedures
The Principal will determine how letting bookings are to be administered and supervised.
As part of the contract all hirers must lodge with the academy’s Responsible Person by the
due date set by the Academy:




appropriate risk assessments and control plans;
evidence of suitable certification and/or expertise as may be required by the academy
(particularly in the case of any activities that carry risks above the normal);
a signed copy of the contract

Where use is sought of specialist equipment or fittings a suitable qualified person must be
available to supervise such use, and no equipment or fittings will be removed or adjusted
without previous approval from the Principal (or the Principal’s nominated representative).
When the premises are used for purposes not under the direction of the Principal the RP will
ensure that the hirer will be responsible for implementing all safe practices as required by the
contract.
The RP will make arrangements to ensure that hirers, contractors and others who are working
on or hiring the Academy premises conduct themselves in such a manner that all statutory
and advisory safety requirements are met at all times.
When the Academy premises or facilities are being used out of Academy hours for an
Academy sponsored activity, the organiser of the activity, even if an employee, will be treated
as a hirer and will comply with the requirements of the contract.
All hirers, contractors and others using the Academy premises or facilities must familiarise
themselves with the relevant parts of this policy, comply with all safety directives of the
Principal and/or Academy Council and ensure that they will not without the prior knowledge
of the Principal:
a)
b)
c)
d)

introduce equipment for use on the academy premises;
alter fixed installations;
remove fire and safety notices or equipment;
take any action that may create hazards for persons using the premises at that
time, or staff or pupils of the academy at a later time.
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The academy is responsible for the fitness for purpose of any academy facilities and
equipment and materials provided to, or otherwise used by, the hirer. The hirer is responsible
for maintaining the articles’ fitness for purpose and returning equipment in a manner which
is fit for purpose. The hirer is also responsible for using equipment in the manner for which
the equipment was designed and will be responsible for any claims arising out of any damage
incurred.
4. Conditions of the Hiring
The hirer must agree with the Conditions of Hiring set out in Appendix 1 of this policy.
5. Review of this policy:
OCL will review the policy every three years.
6. Date of next review: __________________________________

Signed:_________________________
Chair

Date: _________________________

Appendix 1 Conditions of Hiring
1. Premises
The use of the academy premises is restricted to the use and accommodation specified in
the Hire permit.
The hirer agrees to make any necessary risk assessments as agreed with the RP.
The hirer agrees to to pay for any breakages, losses or damage to property arising out of the
letting.
The Academy Governors also reserve the right to cancel any letting in which case a
Proportion of the charges will become refundable.
2. Child Protection
The organisations and individuals providing out of academy activities for children (whether or
not from the academy) must satisfy the academy that they have suitable child protection
arrangements, and are suitably informed and vetted. The hirer and any hirer staff must know
what to do if they suspect, or are informed, that a child is being abused.
3. Fire Safety and Emergency Procedure
The hirer will ensure that he/she familiarises themselves with the academy’s fire
safety/emergency arrangements, and conforms with the policy.
The hirers must report to reception on arrival and sign in. Hirers are responsible for signing
in and for monitoring persons on site, so that in the event of a fire alarm, all persons can be
accounted for. If some other arrangement is agreed with the academy the agreement must
be recorded in writing.
The academy must ensure that hirers are acquainted with the emergency and evacuation
procedures (which should be on display), including the location of the fire alarms,
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extinguishers and emergency exits and muster points. This can be done during a premises
familiarisation session in advance of the actual hiring. Once completed the hirer takes
responsibility for briefing other users associated with the hiring.


It is the responsibility of the hirer to provide first aid equipment and trained
personnel. They must also carry out their own fire drills and organise their own fire
procedure, including calling the Fire Service if a fire is suspected or has been seen,
identifying a muster point and carrying out a check of users.



Fire appliances must not be removed or tampered with other than for fire fighting
purposes.



The hirer will ensure that the users’ activity is not so loud or otherwise obtrusive as to
render the fire alarms ineffective. Where a modern, electronic fire detection and
warning system is not available in the academy the hirer must provide the means for
alerting the hirers of the need to evacuate. This is particularly important where the
academy’s normal fire alarm system may not be suitable for those with special
needs. For example, a fire alarm that provides an audible warning only may not be
suitable for a deaf person and the hirer must make suitable compensating
arrangements for all similar circumstances. The hirer is responsible for drawing up
specific evacuation plans for any disabled people.
All scenery, costumes and drapes used for stage performances or the like should be
of a fire resistant material.
The hirer is responsible for providing access to a mobile telephone for emergency
purposes, but should the academy wish to make a land-line available to the hirer
during lettings, the agreement should be included in the hiring contract. The hirer
must contact a representative of the academy as soon as practicable in the event of
an emergency that puts the premises or academy property at risk. The academy
must provide a contact number for such emergencies.
If children are present, adults must directly supervise them at all times.






4. Staff Qualifications
Hirers must have regard to the national standards of qualification, experience and
overall competence of instructors/supervisors/coaches for sporting and other
activities.

5. Portable Electrical Appliances


All mains powered electrical equipment brought onto the premises must be safe and
evidence may be required that it has a valid test and inspection certificate (the
certificate should less than one year old for earthed equipment, or less than 4 years
old for double insulated equipment). Lower voltage equipment must also be safe and
in good condition.

6. Vehicles on the site
The hirer is responsible for controlling traffic on the academy site in accordance with
the academy’s Control of Vehicles on Site policy.
7. Security
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The hirer must ensure the security of the premises during the hiring and for liaising
with the RP over security issues before the letting takes place
8. Facilities
The hirer agrees to pay the agreed fee for the use of agreed academy facilities (and
equipment),

The hirer is responsible for ensuring that premises are left in a clean and tidy condition,
including replacing any furniture that may have been moved. Any additional expense
incurred by the academy in the moving and replacement of furniture and equipment,
or extra cleaning that may be necessary in returning the premises to a satisfactory
condition, shall be recharged to the hirer.
When hiring the field or other outdoor services, the hirer should consider the need for
changing facilities, toilets etc. and negotiate with the academy about availability.
Where practical, these will be made available.
The hirer agrees to pay for any breakages, losses or damage to the facilities or
equipment arising out of the letting.
9. Insurance
The Academy will not be responsible for any injury to persons or damage to property
arising out of the hiring of the premises unless such injury or damage results from the
negligence or breach of statutory duty on the part of the academy



It is the responsibility of the hirer to effect suitable public liability and other relevant
insurance cover. The academy will be able to advise the hirer on insurance
requirements.
As a general indication - the hirer shall effect Third Party (public Liability) insurance
within a minimum indemnity limit of XXX million pounds for any one occurrence to
cover its legal liabilities for accidents resulting in injuries to persons, including
participants in the hiring activity, and/or loss of or damage to property including the
hired premises, arising out of the hiring of educational premises.

10. Sub-Letting
Sub-letting or sharing of the premises is prohibited unless agreed in writing by the
Academy Council and signed off by the Chair.
11. Public Safety.


The Hirer is responsible for the prevention of overcrowding such as would
endanger public safety and for keeping clear all gangways passages and fire
exits.



The Hirer is responsible for providing adequate supervision to maintain order
and good conduct.
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12. Delivery and Removal of equipment
On the days when the academy is in session articles such as pianos, tables, flowers
etc. may not be delivered to the academy before the time laid down by the Principal.
The hirer must remove all chairs or other furniture, equipment or decorations and any
other materials introduced into the premises, within a reasonable time after the period
of hire as agreed with the Principal (through the RP). In the event of the noncompliance with this clause the academy will be entitled to remove and dispose of
such items and the Hirer will pay the cost of removal.
No use of cleaning and polishing materials is allowed unless agreed with the Principal
(through the RP)
13. Licenses
The hirer is responsible for obtaining the requisite licences for:
a)
b)
c)

Performing plays;
‘Public dancing, music or other public entertainment of a like kind’;
Games of bingo or any other game of chance.

It is the hirer’s responsibility to ascertain whether or not a license is required for these
uses, or for any other use to which premises are to be put, and if so, to obtain and
ensure full compliance with the necessary license.
Alcohol and any other intoxicating liquor may not be sold to the public or supplied on
the academy premises without the express consent of the Academy Council which it
will not be obliged to give, or to give reasons for refusal. Details of the license for the
sale to the public of intoxicating liquor must be obtained before the event and shown
to the RP before the hiring commences.
The premises are not licensed under the Cinematography Acts and no inflammable
films or materials of any inflammable nature should be used unless a licence is
obtained by the hirer and shown to the RP.
The hirer must also obtain any necessary licences for the public use of commercial
sound recordings.
Under the conditions of the Performing Rights Society, hirers of educational
establishments are required to furnish details direct to the Society of ‘all musical works,
whether published or in the manuscript, performed at the premises locally,
instrumentally or mechanically, at entertainments for which a charge is made’. A form
can be provided which should be completed and forwarded direct to the Performing
Rights Society Ltd as required.
14. First Aid.
Hirers are responsible for their own First Aid cover at events, and must provide suitable
and sufficient first aiders and first aid equipment.
15. Smoking
Smoking is not permitted on the academy premises or in the academy grounds.
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16. Fees and Charges
The Academy Council will from time to time determine a schedule of fees for lettings
and charges for use of equipment and materials.
The fee for accommodation includes the use of furniture and equipment only within
the room. In the event of the hirer requiring additional furniture a separate charge will
be made according to circumstances.
Cleaning Costs.
Cleaning costs will form part of the hiring charge. Any additional cleaning cost must
be met by the hirer

17. No Tenancy
Nothing in this agreement shall create a tenancy.

18. Declaration by the Hirer:
i. I am over 18 years of age.
ii. I have read the Conditions of Hire and agree to abide by them.
iii. I confirm that insurance arrangements are in place in accordance with
clause 11 of the Conditions of Hire.
iv. I confirm that all licences that may be required for the activities during
the hire period have been obtained/have been applied for /will be
applied for before the date of first applicable use.
v. I agree to indemnify the academy for any loss arising out of a breach
of this agreement.

For and on behalf of the academy:
Signed: ……………………………………………………..
Dated: ……………………………………………………..

For and on behalf of:
………………………………………………………………. (The Hirer)
Signed: …………………………………………………….
Dated: …………………………………………………….
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Appendix 2
EXAMPLE BOOKING FORM FOR LETTINGS
Name of hirer:
Organisation:
Position in Organisation:
Address:
Telephone:
Email:
Accommodation to be hired:
Facilities to be hired:
Equipment and Materials:

Other requirements:

Date(s) and timings: From:__________________ to __________________

Signed: ________________

Date: ____________________

TO BE FILLED IN BY THE ACADEMY
The following have been received:




appropriate risk assessments and control plans;
evidence of suitable certification and/or expertise as may be required by the academy
(particularly in the case of any activities that carry risks above the normal);
a signed copy of the contract.
Remarks:

Cost of hiring: ______________________________

Date of Payment: __________________
Name of Academy Member of Staff Responsible for the hiring:
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Lone Workers Policy
1.1

Oasis Community Learning’s policy is that each Academy should make its own risk
assessment and risk management for staff and students who come into the
Academy, or stay in the Academy, in areas where there are no other members of
staff in the vicinity. The assessments and management should take into account the
particular circumstances of the Academy.

1.2
in

As far as is reasonably practicable no member of staff or student may work alone
any building. Staff who have the need to work beyond the building closure time
should inform the HSC (or person delegated by the HSC) or the key holder for
that day, and arrange for another member of staff to be present with them. Both
parties
should leave the premises at the same time.
1.3
of

The Principal will determine procedures for ensuring that no student or member
staff or contractor or any other person will work alone on the Academy premises
without the HSC or Site Manager knowing that they are there, and have
appropriate methods of communicating to site staff in an emergency.
1.4

Arrangements for registering and supervising the persons working alone should
form part of the risk assessment, along with the provision of appropriate alarm
systems.

1.5

The policy will be set out in staff handbooks and brochures for students, and should
also be prominently displayed in staff and student areas.

1.6

Part-time staff (especially cleaners and volunteers running activities) should receive
clear guidelines on working alone.

1.7

The Principal will require reports on how well the arrangements are succeeding.

Appendix A to the Lone Working Policy: Home Visiting

1. Principles
Oasis Community Learning supports home visiting as an aspect of the academy’s pastoral
care for students. However, the OCL respects the responsibility of the Local Council and
Principal to determine whether home visits will be undertaken, and if so, in what
circumstances.
No member of staff will be required to undertake home visits unless it is a part of the member
of staff’s contract and in the particular circumstances it is safe to do so.
No member of staff will be required to undertake home visits unless he/she has been
appropriately trained.
2. Aims
The aim of the policy is to ensure that home visits are well managed and safe.
3. Procedures
The Principal must authorise each home visit, although other relevant staff may advise the
Principal on appropriate home visits that should be considered.
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The Principal may designate a senior member of staff to be in charge of all home visit
arrangements.
A home visit must be undertaken by at least two Academy employees, at least one of whom
must be of the same sex as the student whose home is being visited, and at least one of
whom should be, or have been, the teacher or support to the student concerned, as far as
reasonably practicable.
The Academy (under its own arrangements) must arrange an appointment with the parent(s)
that staff are visiting, and log the relevant names and address.
Staff undertaking a home visit must:
 sign out at the Academy office at the start of the visit and sign in again at the end;
 not enter the house if either the student is at home alone, or if the parent with whom
the appointment has been made is not there;
 not enter the house if one of the parents has caused problems in the past.
 take an academy mobile phone with them;
 carry an identity card; and
 report back to the designated person at the Academy on arrival at the home.
The Academy may also determine at the discretion of the Principal (or HSC or the home
visitors themselves) whether home visitors should also phone into the Academy at agreed
times during the visit (e.g. each hour on the hour).
The designated person and the office staff must know the arrangements and the ‘immediate
action’ to be taken on receiving calls from the home visitors.
The Principal has the responsibility to determine ‘immediate actions’ bearing in mind:
 the academy’s normal communication systems;
 the fact that it is not always possible to contact particular members of staff in an
emergency;
 that the police may have more urgent priorities; and
 that mobile phones do not work all the time in certain areas.
The Academy will incorporate the appropriate emergency response into the briefing for each
home visit rather than expect just one ‘immediate action’ to cover all emergency situations.
All calls must be logged at the Academy under the Academy’s arrangements for recordkeeping.
4. Training
A course of training in home visiting will be devised and implemented by the academy.
The training should include:
 assessing likely risks and the management of such risks - including risk assessment
which would enable home visitors to mentally risk assess during a visit;
 strategies for the prevention of violence during a visit;
 guidance on child abuse and child protection in the context of home visits; and
 appropriate restraint techniques;
 what to do if incidents occur on the visit; and
 what action must be taken if any allegations are made about staff conducting the
visit.
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Each member of staff involved in home visits must have completed the Academy’s training
programme.
5. Risk Management
The Principal must ensure that arrangements are in place for a risk assessment of each visit
to be made coupled with appropriate controls to prevent risks happening, or to minimise any
risk. that cannot be reasonably prevented.
The risk assessment should include:
 the student’s known behavioural propensities;
 the environment of the visit (including home circumstances and the travel route and
means of travel);
 time of day and amount of time to be spent on the visit; and
 the ability to communicate with the Academy (e.g. whether there is mobile telephone
coverage, or not, and what other means are available).
The methods of prevention and controls must be signed off by the Principal or the person
delegated by the Principal.
Where the staff making the visit consider that it is too risky to make or continue a home visit
they may determine to abort the visit and report to the Principal (or the designated person)
who will determine future action.
6. Equal Opportunities
It is important to ensure that there is no element of unlawful discrimination in the planning and
implementation of home visits. The provisions of the Academy’s equal opportunity policies
must be taken into account.
7. Monitoring and Review
A report on the visit will be made by the home visitors to the designated person as agreed.
The Principal will report to the Academy Council (or designated committee) as part of the
annual reporting system, or when any serious incident has taken place during a home visit.
The Academy Council will report to Oasis Community Learning.
Oasis Community Learning will review the policy at least every two years.
Appendix B to the Lone Working Policy:
Guidance on Risk Management for Lone Workers and Pupils Working Alone
Some potential risks can be insignificant and a note: ‘No significant risk’ can be
recorded instead of recording a set of controls.
If the risk is ‘significant’ the academy must determine a control that will avoid the risk
or minimise likely effects of the risk.
All identified risks can be controlled through a combination of:
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Supervision
Protection
Training (i.e. telling relevant people how to avoid/minimise the risk.)
Staff/Contractors/Visitors

1. Hazard: Being in isolated place on-site during school hours.

Risks: Being ill/injured. Being assaulted.
Controls in place:
All work areas are in areas visible to staff.
Staff/visitors instructed not to work in isolated places without other staff/reception knowing.
Contractors are routinely asked for their firm’s instructions about working alone.
First aiders are available.

2. Hazard: Staff (especially cleaning/caretaking staff and contractors) or contractors or
visitors being alone outside academy hours
Risks: Being ill/injured. Being attacked.
Controls: Plan and procedures in place to ensure someone knows who is in the academy
and is informed when they leave (Some schools have a contract with a Security Company).
All staff in the academy on their own out of school hours must have a mobile phone with key
contact numbers easily accessible.
The HSC/caretaker/premises manager must be informed that person(s) are alone in the
academy.
Part-time staff (especially cleaners and volunteers running activities) will receive from the
Principal’s (or representative’s) clear guidelines on working alone.
Contractors are routinely asked for their firm’s instructions about working alone.
Staff/contractors/visitors are informed where first aid box is kept.
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3. Hazard: Home Visiting
Risks: Being injured. Being assaulted
Controls: Prior to a visit the purpose and procedures will be discussed with the Principal (or
designated person)
Staff will only visit in pairs.
Staff must sign out at Reception with time-out and sign in on return.
Staff on home visits must carry a mobile phone with key contact numbers easily accessible.
Staff carry an emergency number if visiting out-of-school-hours.
Record kept and regular reports received by Principal.

Pupils

4. Hazard: Being alone on-site during academy hours.
Risks: Being injured/ill. Susceptible to bullying.
Controls: Potentially dangerous parts of the academy site are out-of-bounds.
All parts of the academy are patrolled at some time during breaks.
No child may work alone in a classroom/library without remote supervision by a member of
staff.
As part of the academy’s anti-bullying policy all pupils know how to avoid potential bullies and
how to report to a safe place.
First aid provision is easily available. Staff know how to access emergency services.

5. Hazard: Waiting alone to meet parents/carers at end of the day.
Risks: Being frightened. Falling ill. Being molested/bullied.
Controls: There is an emergency back-up system if parents/carers do not arrive on time.
The academy has a note of home and secondary telephone numbers.
The academy has instructed parents/carers on the academy’s emergency contact system
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Manual Handling
1.1

Where it is necessary for Academy staff to manually handle goods and equipment they
must ensure that they use safe working procedures, which comply with the Manual
Handling Operations Regulations 1992.
Responsibilities

1.2

The HSC will ensure that:


a suitable and sufficient assessment of the Manual Handling Operations for the
purpose of assessing the health and safety risks is carried out whenever
necessary;



all staff in charge of manual handling operations know their responsibilities;



suitable and sufficient training is provided as necessary; and



all staff are informed not to lift loads that are heavy, bulky, unwieldy, difficult to
grasp, unstable, unpredictable or unsafe (i.e. sharp) without a task-specific risk
assessment to identify special hazards, appropriate equipment and suitable
training.



all movement of tables and desks out of the classroom must be done by, or
supervised by the premises staff, who must have been appropriately trained in
manual handling.

Staff
Staff must not manually handle equipment or heavy piles of books unless trained
appropriately.
Relevant staff will be trained in methods of moving tables and desks in classrooms. It is the
Academy’s aim to train all Premises staff. Staff must note that it is Oasis Community Learning
policy that all movement of tables and desks out of the classroom must be done by, or
supervised by the trained premises staff.
Appendix A to the Manual Handling policy: HSE Advice (Added June 2014)
What do I have to do?
To help prevent manual handling injuries in the workplace, you should avoid such tasks as far
as possible. However, where it is not possible to avoid handling a load, employers must look
at the risks of that task and put sensible health and safety measures in place to prevent and
avoid injury.
For any lifting activity
Always take into account:


individual capability



the nature of the load



environmental conditions
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training



work organisation
If you need to lift something manually



Reduce the amount of twisting, stooping and reaching



Avoid lifting from floor level or above shoulder height, especially heavy loads



Adjust storage areas to minimise the need to carry out such movements



Consider how you can minimise carrying distances



Assess the weight to be carried and whether the worker can move the load safely or
needs any help – maybe the load can be broken down to smaller, lighter components
If you need to use lifting equipment



Consider whether you can use a lifting aid, such as a forklift truck, electric or handpowered hoist, or a conveyor



Think about storage as part of the delivery process – maybe heavy items could be
delivered directly, or closer, to the storage area



Reduce carrying distances where possible
Good handling technique for lifting
There are some simple things to do before and during the lift/carry:



Remove obstructions from the route.



For a long lift, plan to rest the load midway on a table or bench to change grip.



Keep the load close to the waist. The load should be kept close to the body for as long as
possible while lifting.



Keep the heaviest side of the load next to the body.



Adopt a stable position and make sure your feet are apart, with one leg slightly forward to
maintain balance
Think before lifting/handling. Plan the lift. Can handling aids be used? Where is the load
going to be placed? Will help be needed with the load? Remove obstructions such as
discarded wrapping materials. For a long lift, consider resting the load midway on a table or
bench to change grip.
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Adopt a stable position. The feet should be apart with one leg slightly forward to maintain
balance (alongside the load, if it is on the ground). Be prepared to move your feet during the
lift to maintain your stability. Avoid tight clothing or unsuitable footwear, which may make this
difficult.
Get a good hold. Where possible, the load should be hugged as close as possible to the
body. This may be better than gripping it tightly with hands only.
Start in a good posture. At the start of the lift, slight bending of the back, hips and knees is
preferable to fully flexing the back (stooping) or fully flexing the hips and knees (squatting).
Don’t flex the back any further while lifting. This can happen if the legs begin to straighten
before starting to raise the load.
Keep the load close to the waist. Keep the load close to the body for as long as possible
while lifting. Keep the heaviest side of the load next to the body. If a close approach to the
load is not possible, try to slide it towards the body before attempting to lift it.
Avoid twisting the back or leaning sideways, especially while the back is bent.
Shoulders should be kept level and facing in the same direction as the hips. Turning by moving
the feet is better than twisting and lifting at the same time.
Keep the head up when handling. Look ahead, not down at the load, once it has been held
securely.
Move smoothly. The load should not be jerked or snatched as this can make it harder to
keep control and can increase the risk of injury.
Don’t lift or handle more than can be easily managed. There is a difference between what
people can lift and what they can safely lift. If in doubt, seek advice or get help.
Put down, then adjust. If precise positioning of the load is necessary, put it down first, then
slide it into the desired
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Mini Bus and Use of Private Transport Policy

Please see OCL Minibus and Use of Private Transport Policy
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Mobile Phones, Internet, Emails etc, Safe Use Of
Please see OCL IT policies
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Noise
1. The Duty
1.1

The Academy has a legal duty to monitor noise levels and to keep noise within the
legal limits.

1.2

The Academy will from time to time assess noise levels, and particularly when an issue
has arisen.

1.3

The first aim will be to reduce noise at source.

1.4

The Academy will also ensure that ear protection is freely available where required.

1.5

Oasis Community Learning’s policy is that new tools and equipment purchased and
used by staff must have noise reduction features built into the design.

2. Responsibilities:
2.1

2.2

The HSC


will train as the ‘Competent Person’ under the Noise regulations.



in consultation with the relevant Head of Department will decide if a noise
assessment is required, and will carry out the assessment jointly.



is responsible for ensuring that where the noise is above the accepted level,
measures are taken to reduce the level.



will establish as accurately as possible noise levels around the Academy, and the
length of exposure



will report on actions taken to the Principal.



will record on the management system all actions taken and will note future
actions



is also responsible for training Principals of Department and other relevant staff
in the unacceptable levels of noise and how to deal with them.

In particular, the HSC will assess any risks arising from:


construction activities on the site;



grounds maintenance equipment;



staff working with reprographic and printing equipment;



kitchen equipment;



use of music and other electronic equipment;



any other identified sources of noise;

and will make arrangements for the control of the risks identified.
2.3

The Principal will report in the annual report to the Academy Council.
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Nutrition and Catering
Aims
Oasis Academy Isle of Sheppey will ensure that:
 Food provided to pupils complies with the government School Food Standards, is
nutritious and of high quality;
 Good nutritional health in all pupils is promoted;
 The nutritionally vulnerable are protected;
 Those with allergies are protected and taken seriously; and
 Good behaviour and manners when eating is promoted.

Provision of School Lunches
Oasis Academy Isle of Sheppey has a duty to provide chargeable school lunches to pupils
where a meal is requested or where it would not be unreasonable for meals to be provided.
Oasis Academy Isle of Sheppey will provide free school lunches to eligible pupils where a
meal is requested by the pupil or someone acting on their behalf.
Oasis Academy Isle of Sheppey will provide hot lunches where possible to ensure that all
pupils have access to at least one hot meal every day.
School Food Standards
Oasis Academy Isle of Sheppey will adhere to the statutory government School Food
Standards.
The overall aim of the Standards is to provide healthy and balanced meals with high quality
meat, poultry or oily fish, bread, other cereal and potatoes and at least two portions of fruit
and vegetables with every meal. Oasis Academy Isle of Sheppey will not provide drinks with
added sugar, crisps, chocolate or sweets in school meals or vending machines and will not
provide more than two portions of deep-fried, battered or breaded food per week.
Oasis Academy Isle of Sheppey will additionally aim to increase the intake of iron, zinc and
calcium amongst pupils through the food provided.
Exemptions
Oasis Academy Isle of Sheppey is not required to follow the School Food Standards when
food is provided:
 At parties or celebrations to mark religious or cultural occasions;
 At fundraising events;
 As rewards for achievement, good behaviour or effort;
 For use in teaching food preparation and cookery skills, including where the food
prepared is served to pupils as part of a school lunch; or
 On an occasional basis by parents or pupils.
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Provision of Free Drinking Water
Oasis Academy Isle of Sheppey will provide free drinking water on the premises at all times,
as is statutory.

Provision of Food Outside of School Lunch
Any food or drink provided throughout the school day outside of school lunches, including
breakfast, morning breaks, tuck shops and after schools clubs at Oasis Academy Isle of
Sheppey will comply with the Standards for School Food Other Than Lunch.

Provision of Food and Drink on Schools Trips
The School Food Standards also apply to all food and drink provided to pupils off the schools
premises and during an extended school day (up to 6pm), including school trips, breakfast
clubs, tuck shops, mid-morning break, vending and after school clubs. Oasis Academy Isle of
Sheppey will abide to this.
Oasis Academy Isle of Sheppey will provide free school lunches to eligible pupils off the
premises where education is being provided, i.e. where school trips are taking place during
school time. However, school trips outside of school time, whether day trips or residential,
such as during half term or Easter break, do not count. Additionally, it is not the duty of Oasis
Academy Isle of Sheppey to provide free evening meals to eligible pupils on school trips.

Allergies and Intolerances
Oasis Academy Isle of Sheppey takes allergies and intolerances very seriously and realises
the consequences of failing to do so. Oasis Academy Isle of Sheppey will work closely with
pupils and parents to support those with allergies or intolerances.
Oasis Academy Isle of Sheppey will clearly label food to warn sufferers of allergies and
intolerances. Where a contractor is used, Oasis Academy Isle of Sheppey will ensure they
are aware or their responsibilities and will make spot checks to ensure that food is correctly
labelled.
There are 14 allergens that will be labelled:
 Eggs;
 Milk;
 Fish;
 Crustaceans (for example crab, lobster, crayfish, shrimp, prawn);
 Molluscs (for example mussels, oysters, squid);
 Peanuts;
 Tree nuts (namely almonds, hazelnuts, walnuts, cashews, pecans, brazils,
pistachios, macadamia nuts or Queensland nuts);
 Sesame seeds;
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Cereals containing gluten (namely wheat (such as spelt, Khorasan wheat/Kamut),
rye, barley, oats, or their hybridised strains);
Soya;
Celery and celeriac;
Mustard;
Lupin; and
Sulphur dioxide and sulphites (at concentration of more than ten parts per million).

Apricot and Almond Kernels
Oasis Academy Isle of Sheppey has taken on board advice from the Food Standards Agency
that bitter apricot and almond kernels, including the powdered forms, should not be eaten.
Therefore Oasis Academy Isle of Sheppey will ensure bitter apricot and almond kernels are
not used in any food.

Facilities for Eating
Oasis Academy Isle of Sheppey will provide appropriate facilities for pupils to eat food, be that
for food and drink purchased at school, or food and drink brought from home. Pupils are
provided a safe and social environment in which to eat and drink at Oasis Academy Isle of
Sheppey comprised of shelter, furniture and supervision. Pupils must behave in said facilities
at all times.

Health and Safety Requirements
The Catering and Nutrition Policy should be read in conjunction with Oasis Academy Isle of
Sheppey ’s First Aid Policy and Fire Safety Policy. All kitchen staff must be aware of these
policies and must adhere to them when operating in the school kitchen.
All kitchen staff will receive training regarding their health and safety responsibilities and will
comply with these requirements at all times.
Signs for slippery floors for kitchen and eating areas are readily available at Oasis Academy
Isle of Sheppey and kitchen staff will ensure these are used appropriately at all relevant times.

Hygiene Requirements
All kitchen staff will receive training regarding their hygiene responsibilities and will comply
with these requirements at all times.
All kitchen staff will follow the arrangements in place for serving food and for clearing and
cleaning floors and surfaces in both the school kitchen and pupil eating facilities.
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Responsibilities
Governing Body
The Governing Body is responsible for the provision of school food, including free meals, and
for ensuring that schools lunches and other food and drink provided at Oasis Academy Isle of
Sheppey is compliant with the School Food Standards. The Governing Body will therefore
ensure there is a process in place to ensure catering services across all school food and drink
outlets is coordinated to ensure compliance with the School Food Standards.
The Governing Body will ensure it receives regular reports from the Head Teacher on
compliance with the School Food Standards, take-up of school lunches and financial aspects
of school food and drink provision.
The Governing Body will approve the budget for catering and nutrition as part of its annual
budgeting procedure.
Head Teacher/Principal
The Head Teacher will ensure that where food and drink is provided by the local authority (LA)
or a catering contactor, that the catering contract or service level agreement specifically
specifies compliance with the School Food Standards.
The Head Teacher will coordinate the development of Oasis Academy Isle of Sheppey’s
approach to its provision of food and drink, food education in the curriculum and the strategy
to increase the take-up of school lunches.
The Head Teacher will ensure staff, parents and pupils are informed of and have access to
the Catering and Nutrition Policy.
The Head Teacher will regularly report to the Governing Body on the implementation of the
policy and the effectiveness of the arrangements.
Health and Safety Manager/Catering and Nutrition Manager
The (HEALTH AND SAFETY MANAGER (HSM)/CATERING AND NUTRITION MANAGER)
is responsible for:
 Assisting the Head Teacher in meeting OCL’s aims and required School Food
Standards;
 Assisting the Head Teacher in the implementation of the policy;
 Setting targets;
 Monitoring performance;
 Determining and managing risk assessments regarding catering and nutrition and
ensuring they are followed and kept up to date;
 Ensuring the safe labelling of allergens;
 Ensuring kitchen staff receive up to date training, are kept fully informed and know
their responsibilities;
 Ensuring catering contractors are kept fully informed and know their responsibilities;
and
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Liaising with the Head Teacher and relevant staff.

Finance Manager
Oasis Academy Isle of Sheppey’s Finance & Operations Director will determine with the Head
Teacher an annual budget for the provision of food and drink in consultation with the Catering
Manager. The Finance & Operations Director will also manage any government funding
available to Oasis Academy Isle of Sheppey.
Kitchen Staff
Kitchen staff will:
 Comply with the School Food Standards, allergy labelling requirements and hygiene
requirements;
 Comply with their health, safety and hygiene responsibilities;
 Follow arrangements for serving food and for clearing and cleaning floors and
surfaces; and
 Ensure slippery floor signs are used appropriately at all relevant times.
Catering Contractor
The catering contractor must provide the Governing Body with evidence of compliance with
the School Food Standards.

Equal Opportunities
Oasis Academy Isle of Sheppey will take into account the differing needs and requirements
of individual pupils, especially those with special educational needs and disabilities or cultural,
ethnic or religious requirements when implementing the Catering and Nutrition policy.
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PE and Games Policy
Each OCL Academy will ensure that an appropriate policy is agreed and implemented,
based on the risk assessment template (Appendix 2) in the Template for a
Departmental Health & Safety Policy (Appendix 1).
See also the OCL Swimming and Swimming Pools policy.
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Personal Protective Equipment
1.1

Oasis Community Learning and the Academy recognise that the Personal Protective
Equipment at Work Regulations 1992 clearly states that Personal Protective
Equipment should only be used when risks cannot be avoided or sufficiently reduced
by other preventive measures or through work re-organisation.

1.2

All PPE issued must be stored as per the manufacturer’s specification.
Responsibilities:

2.1

Health and Safety Champion (HSC)
The HSC will ensure that:

2.2



relevant Heads of Department provide a sufficient supply of PPE where required;



all staff are suitably trained in the correct use and maintenance of their PPE;



suitable records are kept on the HandSaM system.

Heads of Department
Heads of Department will ensure that all staff in their charge comply with the policy
and directions.

2.3

Staff
It is the legal duty of employees and subcontractors:


to comply with the policy and directions; and



not to alter or misuse any Health and safety equipment, including PPE, supplied
for their safety.
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Pregnant Staff and New Mothers
1.1

Under the Management of Health & Safety at Work Regulations 1999 Oasis
Community Learning has a responsibility to ensure that risk assessments are carried
out and suitable controls are put in place.

1.2

Risk Assessments will identify any hazards being detrimental to new or expectant
mothers. Examples are given on the HandSaM system.

1.3

As soon as a pregnant or a new or nursing mother notifies the Principal, all activities
being undertaken will be reassessed on a regular basis throughout the condition.
Hazards identified will be controlled or exposure reduced to a level no higher than the
level of risk to be expected outside the workplace. The expectant mother employee
must consult with their own doctor, and let the Principal know what the medical opinion
suggests.
The Academy may consider it appropriate to consult occupational health for additional
advice.

1.4

The Academy will take into account the provision of the Equality Act 2010 which
obliges an employer, where an employee has given notice in writing that she is
pregnant, has given birth within the last six months, or is breastfeeding, to consider
the risks in relation to that individual and take action to avoid them. If it is not
reasonable to do this, or it would not avoid the risk, the employer must suspend the
woman from work on full pay for as long as it is necessary to avoid the risk. Before
being suspended on maternity grounds, a woman is entitled to be offered suitable
alternative work if it is available. If she unreasonably refuses an offer of alternative
work, she will lose the statutory right to be paid during any period of maternity
suspension.

1.5

The Academy must not take disciplinary action against a woman for pregnancy-related
issues.

1.6

The dangers/risks that the Academy should consider are:

1.7

1.

Working with hazardous substances

2.

Stressful environments

3.

Movement around the site (including stairs and distances between classrooms
etc.)

4.

Doing duties that involve physical effort which might be too arduous;

5.

Standing for long periods

6.

Inherent risks in certain departments e.g. PE, Science

5.

Manual Handling

7.

Confined working space

8.

Using an unsuitable workstation

9.

Infectious diseases

The Academy will provide appropriate sanitary, breast-feeding, and rest facilities.

Responsibilities:
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Pregnant Staff or New Mother
The member of staff is responsible for:




obtaining relevant medical advice;
agreeing an appropriate system of risk control with the HSM; and
informing the HSM of any problems as soon as possible.

The HSC is responsible to the Principal for the risk management and monitoring of
arrangements.

the

The Principal is responsible for:
 interviewing the member of staff;
 ensuring that appropriate risk assessments are carried out and controls are in place;
and
 ensuring that the correct entitlements are determined.
Monitoring and Review
The Principal will report to the Academy Council on the working of the policy in the academy.
The Academy Council will report as required to Oasis Community Learning.
OASIS Community Learning will review the policy at least every three years.
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Safeguarding Students and Missing Student Policy
Please refer to the OCL Promoting Student Welfare and Child Protection Policy.
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Science
The Academy will ensure that an appropriate policy is agreed and implemented, based
on the risk assessment template (Appendix 2) in the Template for a Departmental
Health & Safety Policy (Appendix 1).
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Screening and Searching Students
Please refer to Screening, Searching and Confiscating Policy.
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Security of the Premises and Installations

1

Introduction
The security of the Academy premises comes under the responsibility of the Principal
This policy needs to be read alongside the following policies:

2



Lone Workers;



Security: Trespassers;



Visitors; and



CCTV policy, if installed.

Aim
The aim of this policy is to set out Oasis Community’s policy which each Academy
must take account of in making and reviewing its own policy.

3

Risk Management
Assessment of risks
The Academy will make a formal written assessment of the risks posed by:

4



the layout of the site;



proximity to roads and houses;



entrances and exits to the site and to buildings and facilities on the site;










the buildings;
out-of-bounds areas;
security notices;
trespassers;
staff and pupil property
vehicles and cycles on site;
transport and pedestrians arriving at Academy in the morning and leaving in the
afternoon;
use of the site during and out of Academy timings;



vulnerable persons on site;



vulnerable equipment and materials; and



any other consideration that may pertain to the particular site.

Management Plan
The Academy will make a plan or plans to avoid or minimise the risks, taking into
account how control of the risks can be managed by:
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5



supervision; and/or



protection; and/or



training of key staff; and/or



training of all staff; and/or



training of students; and/or



training of contactors and delivery persons; and/or



information to visitors.

Communication
The plan(s) must be communicated appropriately to all relevant persons, including
parents/carers, contractors and visitors.
Responsibilities

6.1

Oasis Community Learning is responsible for the general policy, and for reviewing
arrangements from time to time.

6.2

The Academy Council is responsible for:

6.3

6.4

7



adopting a site-specific policy following any directions from Oasis Community
Learning; and



reviewing the policy from time to time.

The Principal is responsible for:


considering the risk assessments and controls and making any necessary
changes;



reviewing with the HSC the arrangements to ensure they remain appropriate and
effective;



consulting staff and union safety representatives as appropriate; and



reporting to the Academy Council from time to time.

The Health and Safety Champion (HSC) is responsible for:


advising the Principal and staff on security issues; and



advising the Principal on any amendments to the security arrangements.

Equal Opportunities
In making the risk assessments and security plans the HSC, Principal and Academy
Council must have regard to the requirement to provide reasonable access for person
with any disabilities to the Academy facilities.
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Monitoring and Review
8.1

The HSC will:


monitor the implementation of the above arrangements;



record the monitoring on the Handsam system; and



report to the Principal from time to time.

8.2

The Principal will receive and consider reports from the HSC and determine with the
HSC appropriate action. The Principal will make reports to the Academy Council as
part of his/her regular report.

8.3

The Academy Council will:

8.4



receive reports from the Principal and will pass any concerns to Oasis
Community Learning as directed;



review the policy at least once every three years.

Date of the next Review: _________________________
Signed: _______________________

Date: __________________

Chair
Signed: _______________________

Date: __________________

Principal

Appendix A: Workplace health and safety code of practice
The HSE Approved Code of Practice (ACOP) and Guidance, called Workplace health,
safety and welfare: Workplace (Health, Safety and Welfare) Regulations 1992 contains
guidance on the following.
This ACOP and the regulations can be accessed through the Handsam System in the
Premises category.
The guidance covers (amongst other things) the following:
Regulation 5 Maintenance of workplace, and of equipment, devices and systems 16
Regulation 6 Ventilation 17
Regulation 7 Temperature in indoor workplaces 19
Thermal insulation 20
Solar radiation 21
Harmful or offensive fumes 21
Regulation 8 Lighting 21
Regulation 9 Cleanliness and waste materials 22
Regulation 10 Room dimensions and space 23
Regulation 11 Workstations and seating 24
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Regulation 12 Condition of floors and traffic routes 25
Regulation 13 Falls or falling objects 27
Other Regulations and standards 28
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Staff Information and Consultation
1.1

The Safety Representatives and Safety Committees Regulations 1997 require Oasis
Community Learning and the Academy to consult with union representatives on
matters relating to Health, Safety and Welfare, and provide appropriate information to
enable the safe undertaking of any work activity or task.
The Consultation with Employees Regulations require the Academy to consult
employees who are not members of unions.
Free Schools
Free schools which do not recognise trade unions for negotiation purposes must make
arrangements for consulting on health and safety matters the whole staff or members
of staff elected by the staff to act as staff representatives.
The Academy will keep all staff, including union safety representatives, informed
appropriately about health and safety issues.

1.2

The Academy will maintain a Health and Safety Committee which will include union
representatives and representatives of staff who are not members of a union.

1.3

Oasis Community Learning’s policy is that health and safety information should be
contained in the Staff Handbook and on the Handsam system. The Health and Safety
Law poster should be displayed appropriately in a public area of the Academy.

1.4

Health and safety will be an agenda item at all designated Academy meetings
designated by the Principal, and all staff will have the opportunity to put items onto
the agenda.

1.5

Staff may also bring issues directly to the attention of the Head of Department or
HSC, and have the right to consult their trade union Safety Representatives, who
can take up issues with the HSC or Principal or the Health and Safety Committee.

1.7

Accredited Union Safety Representatives have the right to discuss health and safety
issues with the HSC and Principal as appropriate. However, Oasis Community
Learning and the Academy Council encourage all members of staff to take part in the
spirit of the policy and regulations by actively taking part in discussions with the
Academy management.
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Staff Welfare
1.1

The Academy recognises its obligations and responsibilities under the Workplace
(Health, Safety and Welfare) Regulations, which cover a wide range of basic Health
and Safety issues, and the aspects of the Education and School Premises
Regulations that Academies have to take account of under the Education
(Independent School Standards) Regulations 2010 as amended in 2012..

1.2

The Academy will ensure that the premises meets the health, safety and welfare
needs of all its staff, students, contractors and visitors.

1.3

The Principal through the HSC will consider and introduce measures to ensure the
working environment is adequate in respect of ventilation, working temperature,
lighting, traffic routes, housekeeping, and general welfare - toilets, washing facilities,
drinking water, changing rooms and eating/rest facilities. The Academy will provide
an appropriate staff room.

1.4

The HSC will ensure that workplace facilities are maintained to an acceptable level,
taking into account the requirements of the Health and Safety (Workplace)
Regulations 1992 and the School Premises Regulations 1999

1.5

The Principal will from time to time consult the staff and trade union representatives
on other welfare features that staff might like to see in place.

1.6

Staff
All Staff are responsible for paying attention to their own health and welfare, and
for discussing with an appropriate colleague (usually a line manager , or HR
manager, or union representative or the Lead First Aider) any present or
perceived problems.
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Stairs and Landings
1.1

Falls down stairwells are a major risk to students and staff where there are multiple
floors.

1.2
To minimise the risk, staff must ensure good discipline in these areas, making sure
that students do not run or play about on stairs and landings. Staff should also ensure that
stairs and landings are free from obstructions and report any that they cannot deal with to the
HSC. Staff should also ensure that stairs and landings are free from obstruction, and must
report any obstruction that they cannot deal with to the HSC..
1.3

The guardrails on the stairs and landings must meet the safety requirements of the
Health and Safety (Workplace) Regulations 1992 (at 900mm on stairs, measured
vertically from the stair nose to the top of the rail and at least 1100mm on landings,
both sufficiently in-filled so that gaps prevent easy climbing). There must be a
guardrail on the open side of the stairs (and another on the other side if there is a
particular need). The lighting of stairs and landings must be suitable and sufficient.
The floor covering must be in a state that does not run the risk of slips and/or trips.

1.4

For the safety of sight-impaired students the forward edge of treads should be
marked appropriately to enable sight-impaired persons to avoid slips. In addition
stairwells should carry arrow signs denoting which is ‘up’ and which is ‘down’.

1.5

Staff should report spills or wet surfaces to the HSC (or the HSC’s representative).
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Stress Management
1.1

Oasis Community Learning is required as an employer to take reasonable care to
protect the psychological health and safety of its employees.

1.2

Oasis Community Learning aims to ensure that members of staff do not suffer
unacceptably high levels of stress at work and, if they become ill, all reasonable
steps will be taken to accommodate them.

1.3

Oasis Community Learning recognises that:

1.4



people react differently to the situations they have to face;



showing signs of stress does not necessarily mean that members of staff are
unable cope;



signs of stress mean they are human like everyone else;



life experiences will vary enormously as will people’s overall conditioning;



the state of health of all staff will also vary – it is far more difficult to cope with the
pressures of everyday life when one is feeling unwell.

Oasis Community Learning and the Academy Council support appropriate systems
which prevent, lessen and alleviate stress:
The Academy will use:


Job Descriptions to bring certainty to the individual’s tasks and responsibilities.



Performance Management to regularly review staff performance and to identify
early, problematic or stressful areas.



One to one interviews to assist in promoting good communications and a positive
health and safety culture.



Surveys to ascertain where staff feel improvements to stressful work can be
made.



Assessments of staff workloads and work/life balance.



Collective discussion in the Health and Safety Committee (and when necessary
full Staff Meetings) to consider developments and improvements.

Responsibilities
2.1

Academy Council
The Academy Council will:
 ensure that proper attention is given to mitigating levels of stress;
 approve the processes put in place;
 consider reports received from the Principal;
 monitor the levels of stress perceived in the Academy and the response
by the Principal and senior staff; and
 report to Oasis Community Learning if there are serious concerns.
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2.2

2.3

The Principal will ensure that:


sufficient attention is given to considering the management of stress;



positive programmes for improving staff welfare in general and stress
management in particular are initiated;



procedures are in place to respond appropriately to staff or trade union calls for
any action;



procedures are in place for ensuring that individual staff who are under
unacceptable stress are dealt with sensitively; and



procedures are in place for determining what appropriate training should be
arranged;



access to free counselling is made available.

The Principal may determine that a particular case should be referred to occupational
guidance.

2.4

Members of staff are responsible for:


their own health and safety;



the health and safety of colleagues as far as is reasonably practicable;



informing the Principal if they feel under stress;



reporting to the Principal any concerns about colleagues who show signs of
stress; and



participating in any programmes of action designed to improve staff welfare.
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Student Welfare
Please refer to the Student Welfare Policy in the Education section.
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Sun Protection Policy
1.1

It is now well proven that staff and students can suffer from injury due to
overexposure to sun rays.

1.2

The Academy will determine whether to have procedures in place to avoid or
minimise risks from the effects of the sun.

1.3

Please refer to Appendix 8 for suggested Sun Protection Policy.

Appendix 8 (Part of the Sun Protection Policy
1.

Protection
This Academy aims to protect students, as far as reasonably practicable, from the
dangers of exposure to the sun.
Exposure to ultraviolet radiation is a major contributory factor in the development of
skin cancer and ultraviolet radiation comes from both direct sunlight and ‘skylight’ as
it is scattered in the atmosphere. High levels of radiation are received in wide open
areas, such as playing fields, even on a cloudy day.
During the summer term students are at a higher risk of sun burn as the sun is at its
most fierce from 10 am until 2 pm which is within the time the pupils are in the care of
staff at the Academy
2.


Protective clothing
When students are outside they will be required to wear sunhats (provided by
parents/carers).



Sun hats should preferably be wide-brimmed/legionnaire type to cover face
ears and neck.



Sunhat cords can become caught and become a strangulation risk to
students playing on fixed playground equipment so where necessary the
cords should be removed.



The Academy supports the wearing of sun protective clothing. Loose fitting,
closely woven cotton fabrics and shirts with a collar and longer sleeves and
longer skirts and shorts are recommended.

3.


Wearing of sunscreen
Parents/carers will be encouraged via letter to send in a high factor protection
(minimum SPF15) sun cream for their children to wear in the Academy. (The
Academy will not provide spare sunscreen due to different skin types and
potential allergy issues).



Authorised staff will supervise the application of personal sun cream to the
students’ exposed skin that cannot be protected by clothing, 20mins before
lunchtime break or before participating in any outdoor activities.



Parents/carers must notify the Academy in writing if they do not wish staff to
apply sunscreen.



Any student who does not have a sunscreen provided by parents/carers, will
be required to stay in the shade or may not be allowed to go on outdoor visits.
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4.

5.

If a student is allergic to sunscreen, parents/carers must notify the Academy
about this in writing immediately. Parents/carers have the option of providing
a hypoallergenic sunscreen for their children.

Shade


The Academy will hold outdoor activities in areas of shade whenever possible,
and encourage students to use shady areas during breaks, lunchtimes, sports
and trips.



Sunbathing will be discouraged.



The Academy will work towards increasing the provision of adequate shade for
everyone.



Wherever possible, outside activities will be timetabled outside the peak hours of
12.00 and 14.00

Education
The Academy aims to:


educate students appropriately through the curriculum about the cause of skin
cancer and how to protect their skin;



educate students appropriately to wear clothes that provide good sun protection,
and use sunscreens where appropriate;



talk about sun protection in assemblies within the summer term;



ensure that parents are aware of this policy and are involved in providing sun
protection (especially on visits) for their children; and



ensure that all lunchtime staff are aware of, and follow the Academy’s policy and
guidelines with regard to sun protection.

BELOW IS A SUMMARY OF THE HSE’S LATEST GUIDANCE ON ‘WORKING IN THER
SUN’.
Appendix A to ‘Sun Protection’ policy
Working in the sun
HSE has recently drawn attention to the dangers of exposure to the sun. It is advice that is
particularly relevant to PE and Games staff.
What is the problem?
Too much sunlight is harmful to the skin. A tan is a sign that the skin has been damaged. The
damage is caused by ultraviolet (UV) rays in sunlight.
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Who is at risk?
The skin of persons who work outdoors for a long time could be exposed to more sun than is
healthy.
HSE advises that you should take particular care if you have:




fair or freckled skin that doesn’t tan, or goes red or burns before it tans;
red or fair hair and light coloured eyes;
a large number of moles.
What are the harmful effects?
In the short term, even mild reddening of the skin from sun exposure is a sign of damage.
Sunburn can blister the skin and make it peel.
Longer term problems can arise. Too much sun speeds up ageing of the skin, making it
leathery, mottled and wrinkled. The most serious effect is an increased chance of developing
skin cancer.
What can you do to protect yourself?
HSE advises:







Keep your top on (ordinary clothing made from close woven fabric, such as long sleeved
workshirt and jeans stops most UV).
Wear a hat with a brim or a flap that covers the ears and the back of the neck.
Stay in the shade whenever possible, during your breaks and especially at lunch time.
Use a high factor sunscreen of at least SPF15 on any exposed skin.
Drink plenty of water to avoid dehydration.
Check your skin regularly for any unusual moles or spots. See a doctor promptly if you find
anything that is changing in shape, size or colour, itching or bleeding
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SWIMMING AND SWIMMING POOLS
Aims
Oasis Academy Isle of Sheppey will ensure that all the necessary measures are in place in
order for all water-based activities to be safe at all times based on adherence to the HSE’s
publication ‘Managing Health and Safety in Swimming Pools HSG179’ (See Appendix 5).
School-organised swimming is educational and concentrates on the development of important
skills. It is not simply a recreational activity, although Oasis Academy Isle of Sheppey
recognises the value of teaching pupils how to enjoy swimming as a recreational activity.
All activities in or near water carry potential risks. Therefore, no school-organised activity in
or near water, whether in formal swimming pools, or rivers, lakes or the sea, may take place
without appropriate and thorough risk assessments and safety management, as set out in this
policy.
Oasis Academy Isle of Sheppey has, and will continue to develop, programmes that will
develop pupils’ skills and appreciation of swimming as a sporting and recreational activity.

The Responsible Person(s)
The Responsible Person for all Swimming and Water-based Activities is John Cavadino,
Principal. They are responsible for assessing risks in the swimming pool and in swimming
activities, acting as advisor to colleagues, ensuring that records are kept as necessary and
coordinating all such activities and their provision by the school. See detailed responsibilities
below.

Responsibilities
Governing Body
The Governing Body will periodically consider and approve Oasis Academy Isle of Sheppey’s
policy and arrangements for water-based activities.
Head Teacher
The Head Teacher in consultation with relevant members of staff is responsible for agreeing
the safety procedures, appointing suitable staff to lead water-based activities, supervision
arrangements, the risk assessment procedures to be used, and the records that will be kept.
The Head Teacher will inform the Governing Body annually of the effectiveness of the
arrangements.
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Health and Safety Manager (HSM)
The Health and Safety Manager (HSM) is responsible for overseeing the policy and
arrangements for water-based activities, and for ensuring that relevant staff are suitably
trained and know and discharge their responsibilities.
The HSM will organise periodically (at times agreed with the Head Teacher) an audit of the
safety arrangements which will be recorded and made available for future arrangements.
Responsible Person
The Responsible Person for all Swimming and Water-based Activities is John Cavadino,
Principal. They are responsible for:
 The programme for developing pupils’ skills and learning experiences;
 The suitability, training and experience of the supervisors;
 The implementation of the agreed safety measures;
 Ensuring that appropriate lifesaving and first aid are available;
 The implementation of risk assessment and management;
 Ensuring that appropriate signage is in place;
 Ensuring suitable lifesaving apparatus is available and well maintained at all times;
 Emergency arrangements;
 Devising the Class Management Rules (see Appendix 3 of this document) and causing
them to be distributed to all staff and volunteers involved in any water-based activity
before their first involvement and then at least once each year, keeping a record of
their distribution to include name and date;
 Ensuring that an accident/incident log is kept up to date;
 Ensuring Oasis Academy Isle of Sheppey’s Equal Opportunity policies are taken into
account; and
 Advising the HSM on safety issues.
Staff Member in Charge
The staff member in charge of a group of pupils is responsible for:
 The lesson content;
 The supervision of pupils;
 Ensuring this policy is adhered to during every aspect of that activity; and
 Assessing and managing risks likely to be caused by and to the members of the group
on the way to the pool, during changing and preparation for swimming, in the pool and
during the activities.

Safety Procedures
Pupils
The level of skill of all pupils participating in water activities at Oasis Academy Isle of Sheppey
will be known, recorded and kept up to date.
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Staff
All groups must be accompanied and supervised by Oasis Academy Isle of Sheppey staff or
approved volunteers who can swim and have lifesaving skills. Records shall be kept by the
John Cavadino, Principal regarding those skills and qualifications.

Risk Assessment
The Responsible Person for all Swimming and Water-based Activities is responsible for
assessing risks in the swimming pool and in swimming activities and will take into account:
 The environment (including floors and surfaces);
 Condition and depth of the water;
 The pool structure and available equipment; and
 The pupils.
All pools, and other water areas, require some measure of supervision but arrangements for
each location must be determined by the risk assessment. The risk assessment undertaken
will need to include not only the physical hazards but those hazards relating to swimmers and
swimming-related activities.
All risk assessments and risk management will be recorded in the format agreed by the Head
Teacher and approved by the Governing Body.

Safeguarding
All staff supervising pupils are subject to Oasis Academy Isle of Sheppey’s vetting procedures.
The staff in charge of groups engaged in water-based activities will work in conjunction with
the Designated Safeguarding Lead at the school to ensure this: Tina Lee

Travel to the Activity
All travel, whether on foot or by vehicle, will be risk assessed and appropriate action taken.
Oasis Academy Isle of Sheppey’s Minibus and Use of Private Transport Policy will be adhered
to.

Venues
Oasis Academy Isle of Sheppey shall only use swimming pools which have been formally
vetted and approved by the Responsible Person for all Swimming and Water-based Activities.

Liaison with Swimming Pool (or other) Staff
Group supervisors will liaise with the swimming pool or other water-based activity providers
to ensure that local safety features are known.
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Changing Facilities
The facilities and conditions for changing clothes will be taken into account when arranging
water-based activities. Head counts will be made at the start and end of each activity and at
suitable points throughout the activity to ensure all students are present. The Responsible
Person for all Swimming and Water-based Activities shall determine the frequency of such
head counts as they deem appropriate for each activity.

Supervision
The Head Teacher will agree in consultation with the Health and Safety Manager (HSM) and
the Responsible Person for all Swimming and Water-based Activities a formula for the
pupil/adult ratio for supervision of groups on water-based activities that will take into account:
 The numbers in the group;
 The age, ability and aptitude of the members of the group;
 The qualifications and experience of the staff;
 The nature and timing of the activities;
 The arrangements for changing clothes; and
 The travel arrangements.

Teacher/Coach Supervision and Ratios
The Responsible Person for all Swimming and Water-based Activities will liaise with swimming
pool authorities to establish what lifeguard supervision is available.
The Responsible Person for all Swimming and Water-based Activities will determine in
consultation with the HSM what supervision must be in place when a qualified lifeguard is not
available. A lifeguard may not be required in programmed sessions in a pool where the
teaching and coaching of swimming is taking place. In these situations, where the risk is
limited due to the nature of the activity and the degree of control exercised, the teacher or
coach may provide the safety cover. However, they must have appropriate teaching/coaching
lifesaving competencies which include rescue skills, CPR and first aid training.
The minimum acceptable ratios for supervision by trained staff are: 1:10

Use of Volunteers and Paid Coaches
Oasis Academy Isle of Sheppey encourages the use of volunteers and paid coaches.
All non-staff members are subject to Oasis Academy Isle of Sheppey’s safeguarding and
vetting requirements and must be trained to follow the safety and teaching requirements of
Oasis Academy Isle of Sheppey.

Pupil Behaviour
All staff of Oasis Academy Isle of Sheppey leading groups must ensure that pupils understand
the need for appropriate behaviour to enable activities to run safely.
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Lifesaving and Apparatus
For each water-based activity there must be at least one person present with lifesaving skills
and at least one with appropriate first aid qualifications. This will of course vary depending on
the risk assessment for each individual activity.
Suitable lifesaving apparatus must be supplied and maintained and be stored within easy
reach of the staff who are leading and supervising each session.

First Aid Provision
The staff in charge of groups engaged in water-based activities must ensure that appropriate
first aid equipment is available at the venue and will work in conjunction with the lead first
aider at the school to ensure this: Vanessa Groves.

Emergency Arrangements
The Responsible Person for all Swimming and Water-based Activities must ensure that
emergency arrangements are in place and are known by all staff supervising groups.
The arrangements must include relevant telephone numbers for Oasis Academy Isle of
Sheppey and emergency services, suitable rescue equipment and procedures that are known
to all group supervisors.
The arrangements must include the ability to raise the alarm and training for staff and students
involved in any water-based activity to understand the alarm and take the appropriate action
prior to taking part in any water-based activity.

Defibrillator
Oasis Academy Isle of Sheppey will provide a defibrillator, or ensure one is provided, of the
type which requires no formal training for use, at any pool at which it is delivering swimming
or other water-based activities.

Record Keeping
 An accident/incident log must be kept by the leader of each group;
 All accidents and serious incidents must also be reported immediately to the
Responsible Person for all Swimming and Water-based Activities; and
 The HSM will periodically inspect the incident log and take suitable action to address
any findings.

Pupils with Disabilities and Special Educational Needs
The Responsible Person for all Swimming and Water-based Activities will take account in the
needs of pupils with special educational needs, disabilities and any cultural or religious
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requirements when organising swimming and water-based activities in line with Oasis
Academy Isle of Sheppey‘s inclusion policy.

Qualifications and Training
The HSM in consultation with the Responsible Person for all Swimming and Water-based
Activities will ensure that suitable training is provided for staff and volunteers who participate
in supervising these activities. Suitable training must include refresher training as deemed
appropriate. Training shall be in line with the recommendations made by afPE (Association
for Physical Education), the RLSS (Royal Life Saving Society) and the ASA (Amateur
Swimming Association).
A log of the training will be kept by the Responsible Person for all Swimming and Water-based
Activities.
Recognised qualifications include:
National Pool Lifeguard Qualification
National Rescue Award for Swimming Teachers (Royal Lifesaving Society)
National Aquatic Rescue Award for Swimming Teachers and Poolside Helpers

Equal Opportunities
In determining this policy and the arrangements for water-based activities, the Governing
Body, Head Teacher and Staff have taken into account Oasis Academy Isle of Sheppey’s
Equal Opportunities policies.

Monitoring and Review
The HSM will monitor the effectiveness of the policy and arrangements in liaison with the
Responsible Person for all Swimming and Water-based Activities. The HSM will report at least
annually to the Head Teacher.
The Governing Body will review this policy annually and assess its implementation and
effectiveness. The policy will be promoted and implemented throughout the school.

Date of next review: ___________________

Signed: ______________________________

Date: _______________

Printed: ______________________________
Chair of Academy Council
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Signed: ______________________________

Date: _______________

Printed: ______________________________
Principal

Appendix 1 Pool Plan
INSERT PLAN HERE

Appendix 2 Pool Evacuation Plan
INSERT PLAN HERE

Appendix 3
Class Management Rules
It is good practice to establish safety procedures for swimming activities. The following
guidelines for supervision and safety must be adhered to:
ACTIVITIES
 No students must enter the pool area until the instructor/lifeguard is present;
 Students must be instructed not to run around, splash or shout in the pool area or enter
the pool unsupervised;
 Emergency procedures should be explained and practiced during lessons. If the
teacher/instructor is the only qualified life-saver they must not attempt a rescue which
involves entering the water until the safety of all other students has been secured (e.g.
they are out of the pool or safely holding onto the poolside);
 All children must be registered or counted both before and after the lesson and
checked whilst in the water (i.e. by a “buddy” system [swimmers are ‘paired’ together
at start of session, at intervals during session a signal is given and they must find and
join their ‘buddy’]). They must be actively encouraged to report any accidents to the
teacher/instructor;
 The depth(s) of the pool must be brought to the attention of students along with
suitable pool entry methods;
 The instructor must locate themselves in such a position that they are able to see all
the children at all times;
 Those children not in the pool must be supervised by another adult;
 Where anti-chlorine goggles are to be used (e.g. for medical or confidence reasons)
the pupils must be taught how to use them correctly;
 The wearing of masks, fins, snorkels and other equipment is not allowed at any time.
HYGIENE
 Changing room floors should be cleaned regularly and kept as dry as possible;
 Students should not be allowed to share towels nor exchange footwear with others;
 Children should be encouraged to use the lavatory before swimming and this should
be part of the training for children;
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When available, showers should be used before and after swimming;
Food and drink must not be allowed in the pool area and pupils must not enter the
water chewing sweets etc;
The wearing of outdoor shoes at the pool side where swimmers stand and move about
should be discouraged. Children should be trained to dry themselves thoroughly
paying particular attention to hair, ears and feet;
The class teacher must ensure the swimming teacher/instructor is made aware of any
medical conditions which might necessitate the exclusion of a child from the activity.

HAIR AND JEWELLERY
 There is a risk that long hair can become entangled in the swimming pool filtration
system. Pupils with long hair should therefore wear bathing caps or any suitable
alternative means of securing the hair close to the head.;
 Jewellery must not be worn by anyone entering the water.
DIVING
Diving must not take place unless the following minimum water depths exist:
 1 metre springboard 3.4m
 3 metre springboard 3.7m
 5 metre platform 3.7m
 10 metre platform 4.5m
The above depths indicated refer to a standing or running dive. For the spring header dive
(formally known as the plain dive), when practiced or taught from the bath side, a minimum of
3m is necessary.
For the wind up start, grab start and backstroke start the minimum depth is 1.5m.
The minimum qualifications for the teacher or swimming instructor in charge when diving is
taking place must be the Diving Teachers Certificate.
Appendix 4
Pool Maintenance Safety Procedures
HOUSEKEEPING
Accidents can be caused by minor breakages and damage to equipment, particularly in
changing rooms. Any damage is to be fixed as soon as possible or the items or areas should
be put out of use using signage and a person to supervise while the facility is in use if
necessary.
CLEANLINESS
It is vital that all areas of the pool, including changing areas, are kept clean and free from
water or puddles which can cause slips. Often cleanliness relates to the water in a pool and
so the guidelines and procedures listed below in the CHEMICALS section should be strictly
adhered to.
CHEMICALS
Pool chemicals can be dangerous to humans and animals if handled improperly. Chemicals
can cause skin and eye damage and can be fatal if swallowed. Therefore these pool chemical
safety precautions must be followed:
 Keep all pool products away from children and animals.
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Wear rubber gloves and goggles, and wash clothes and hands immediately after
handling chemicals. If your skin comes in contact with any chemicals, flush immediately
with cold water for 15 minutes and call a physician.
Follow the dosage directions and safety precautions listed on the pool product labels.
Store chemicals according to the manufacturer's instructions.
Never return spilled material to the original container or place in the household garbage.
Use clean, dry measuring equipment for chemicals. Rinse all measuring equipment after
using.
Don't mix spa, pool or household chemicals together.
Add chemicals to water. Don't add water to chemicals. Adding water to chemicals
contaminates the entire container.
Don't allow dry chlorine to become damp or wet.
Keep open flames away from pool chemicals.
Don't reuse empty containers. Check with local, state and federal regulations for proper
disposal.
Discard any unused chemicals after closing your pool.
Follow local instructions for disposing of hazardous materials.

Appendix 5 HSE ‘Managing Health and Safety in Swimming Pools HSG179’
This document is to be treated as the first port of call for references to safety in swimming
pools and how to manage it.
It can be accessed here: http://www.hse.gov.uk/pUbns/priced/hsg179.pdf
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Trespassers Policy
1

2

General


Visitors are welcome in the Academy, and many, such as parents/carers,
contractors and suppliers, have a legal right to be there for legitimate purposes.



The Academy Council has a duty to ensure the safety of everyone on the school
site.



This policy sets out the guidance to staff on the procedures for dealing with
trespassers and troublemakers.

Aims
The Academy aims to:


maintain the security of the site;



have strategies in place to respond quickly and positively to any threat to the
safety of staff and students;



ensure that the staff have appropriate training and support;

3

Security

3.1

The Academy will:

3.2



ensure that the site is made secure as far as is reasonably practicable;



maintain and keep under review an appropriate CCTV system;



ensure that staff and students are briefed on security aspects; and



ensure that parents/carers are informed of the security systems and procedures
for keeping students safe.

The Academy will determine appropriate security systems.
Trespassers

4

Types of Troublemaking
The most common problems facing the Academy are:


occasional abusive behaviour from parents/carers;



occasional incursions into the Academy by outsiders, including former students;



former students and others waiting outside the gates at the end of the day; and



occasional vandalism during and outside Academy hours.

Procedures
5.1

Contacts with the Police
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5.2



regular contacts will be maintained with the police over security arrangements
and crime prevention;



any emergency contact with the police can only be done by the Principal (or a
Deputy in his/her absence) or with the authority of the Principal; and



when calling the police, the Principal (or person acting on the authority of the
Principal) must give clear and sufficient information to allow the police to make a
judgement about the scale of their response.

Routine Security


signs at Academy entrances make clear that visitors should report to Reception;



further signs point the way to Reception; and



at reception all visitors must sign in and receive the Academy’s security badge,
which they must wear at all times in the Academy. (Oasis Community Learning
staff will wear distinctive OCL identification badges.)

The HSC will determine the Academy’s other security arrangements according to its
circumstances.
If CCTV is used the Academy will take into account the legal restrictions and
requirements for the use of CCTV.
5.3

Dealing with Strangers


a visitor not wearing a badge should be politely challenged by any member of staff
and accompanied to Reception;



at Reception, the Receptionist will ask the stranger the purpose of the visit, ask
them to sign in and issue a badge;



if the member of staff or Receptionist has any suspicion about the stranger they
must inform the Principal (or his/her Deputy) immediately, and ask the stranger to
remain in the Reception area;



if the stranger ignores the instruction the Principal (or Deputy) must be notified
immediately;



if a stranger is abusive, or a nuisance in any way, in the Academy, the member of
staff must not take direct action, but MUST send for help, or inform the Principal
(or Deputy) as soon as this is possible. (Staff must never put their own safety at
risk);



only the Principal (or Deputy) may ask the stranger to leave the site;



if the stranger refuses the instruction, the Principal may inform the police if he/she
considers that there is a threat to the safety of anyone on the premises. This is
entirely a matter for the judgement of the Principal, who will have to judge also
whether an incident threatens to undermine the confidence of parents/carers in the
security of the Academy; and



the police cannot arrest an intruder for trespass unless there is a breach of the
peace, but have the power of arrest if there is a ‘minor nuisance’. They may be
able to help solve the problem without resorting to arrest.

Where there are Offensive Weapons:
5.4

Intruders
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5.5

5.6

6



if staff suspect an offensive weapon is on site, they must immediately inform the
Principal;



the Principal will always call the police if the suspect is not a registered student, or
where an incident involving a student takes place outside the Academy premises;
and



the person will be kept under close surveillance while the police are awaited.

Students


Academies have the power to search students for knives, weapons, alcohol, illegal
drugs and stolen property;



staff are not obliged to search students, but if such a course of action could diffuse
the situation it might be contemplated, BUT ONLY BY THE Principal (or someone
with the Principal’s authority);



if the student refuses to co-operate, any search should be carried out by the police;



the student’s parents/carers must be informed and asked to come to the Academy;



if the student co-operates, at least two members of staff of the same sex as the
student must be present when a search is made. One member of staff will do the
search while the other observes and takes notes. The search will be in private. It
is advisable for parents/carers to be present and to consent, but the student’s own
consent is sufficient;



any confiscated articles should be handed to the police as quickly as possible by
the Principal, unless he/she judges that it is reasonable to return it to the
parents/carers; and



at all times the suspect student must be kept away from other students, unless this
is not possible owing to the circumstances.

Reporting and Recording


staff must record all incidents in the Academy incident log, kept in the Academy
office, and stored on the Handsam system. See Appendix 9 for a suggested form.



the log will be inspected by the HSC at regular intervals, and any necessary action
taken;



The HSC will report termly to the Principal on the working of the policy and when
any incident has taken place.



the Principal will report issues and actions taken in the Report to the Academy
Council; and



issues will also be discussed by the (insert appropriate committee) of the
Academy Council at periodic intervals. This committee may inspect the log as
necessary.

Equal Opportunities
Oasis Community Learning and the Academy will take into account the equal
opportunities policies when making, reviewing and implementing this policy.
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Monitoring and Review
7.1

The HSC will monitor the working of the policy and consider annually whether any
amendments need to be made. The HSC will report to the Principal.

7.2

The Principal will report any concerns to the Academy Council as necessary.

7.3

The Academy Council will review the policy at least every three years.

7.4

Date of next review: ____________________
Signed: ____________________

Date: ________________

Chair
Signed: ____________________

Date: _________________

Principal

Appendix 9 (Part of the Security: Trespassers Policy)

VIOLENCE AND AGGRESSION REPORT FORM

Date of Incident:

Time:

Details of the Victim
Name:
Age:

Staff member/student/other
Gender: M/F

Form/Tutor Group (if student)

Ethnic origin:
Address: (if outsider)

Relationship with assailant:
Tel: Number:
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Details of Incident
Place:
Description of what happened:
Relevant events before the incident:

Outcomes
Medical Help?

Police Informed?

Any Time off School?

Any Personal Injury?

Any Loss/Damage?

Any Action Against
Assailant?

Any Claim Made?

Witnesses:
Name:
Name:
Position in Academy:
Any Written Statements?
___________________________________________________________________
Any recommendations?
Date passed to the Principal:
Name of Person making this Record:

Signed: _________________________

Date: ___________________
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Visitors
THIS IS SEPARATED FROM THE TRESPASSERS POLICY SINCE VISITORS ARE
NORMALLY WELCOMED AND THIS SHOULD BE REFLECTED IN THE POLICY.
1.1

The Academy welcomes visitors to the Academy and is responsible for the health,
safety and security of visitors while on site.

1.2

Visitors must 'sign in’ and ‘sign out' at reception to facilitate effective roll call in an
emergency, and must carry an identification tag at all times. Oasis Community
Learning staff will wear distinctive OCL identification badges.)

1.3

All visitors to the Academy will be given appropriate fire/emergency instructions when
they arrive on site, under arrangements determined by the Academy.

1.4

In the event of out of hours meetings, the person organising and in control of the
meeting will be responsible for all visitors at that meeting and for ensuring that the
Academy’s security arrangements are used.

1.5

The organiser must inform the HSC via the Academy’s usual procedures in order that
the HSC can ensure that all the relevant persons are informed and the appropriate
security arrangements are put in place.

1.6

All out-of-hours visitors must be accompanied upon entering and leaving the
building with (the exception of workmen/contractors/maintenance people who
need free access to all parts of the building).

1.7

The Academy will take into account the needs of disabled visitors in its arrangements
(and in particular the arrangements for evacuating disabled visitors in an emergency).
The Academy will ask all disabled visitors whether they wish to have a Personal
Emergency Evacuation Plan (PEEP). The Academy holds a template for such a plan.

1.8

Out-of-hours visitors are the responsibility of the member of staff organising the event.
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Voice Care
Introduction
1.1

Oasis Community Learning is aware that it has a responsibility for caring for the health
and safety of employees.

1.2

Evidence shows that teachers are particularly at risk of developing voice problems.
The government publication “Fitness to teach 2000” refers to teachers being at risk
of suffering voice disorders because of work.

1.3

Female voices are more vulnerable and some subjects, e.g. physical education,
music and technology are more risk to the voice than others.

1.4

Environmental factors can contribute to voice strain. In schools these can include:


class size;



class layout and design;



noise;



acoustics;



chalk dust, fumes, irritants; and



uncomfortable temperature, poor ventilation.

1.5

Research also indicates that as the voice influences the listener’s reaction, the
teacher’s voice quality can affect pupil learning.

1.6

The most common voice misuse is strained loud voice and also
clearing. The usual symptoms of voice problems are:

excessive



throat pain when speaking or swallowing;



sore throat in the morning which disappears when the voice “warms up”;



hoarse, tired voice in the evening;



increase in mucus; and



rapidly-changing pitch or loss of control of voice.

throat

Aim
2.

Oasis Community Learning aims to ensure that appropriate steps are taken in the
Academies to minimise the risks to employees’ voices.
Responsibilities

3.1

Oasis Community Learning recognises that under the Health and Safety at Work Act
1974, employers must do all that is reasonably practicable to safeguard the health,
safety and welfare of their employees at work. This includes providing health and
safety information, instruction and training, and providing a safe working
environment, without risks to health.

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

230

3.2

3.3

Oasis Community Learning requires the Academy to have policies in place to:


make risk assessments;



give information and guidance to employees;



train relevant staff with responsibilities for staff welfare;



monitor the support given;



refer appropriate cases to the occupational health service; and



seek advice if problems are encountered or complaints received.

The HSC will be responsible for:


making risk assessments;



providing relevant information and support;



providing appropriate training;



keeping a log of cases on the HandSaM system;



reports to the Principal.

Method
4.1

Oasis Community Learning requires the Academies to take appropriate steps to
minimise the risks to employees’ voices.

4.2

The Academy will make risk assessments and determine appropriate controls to
minimise damage to employees’ voices.

4.3

The HSC will work with Departments to establish strategies for identifying, assessing
and controlling damage to voices. See Appendix 10.

4.4

Employees will be encouraged to seek medical help if there is:


persistent hoarseness for more than 2-3 weeks;



regular hoarseness or voice loss;



significant voice quality changes;



constant vocal fatigue; and



difficulty or pain when swallowing.

Monitoring and Review
5.1

The HSC will:


keep a log of any incidents or requests for help;



work with Heads of Department to make appropriate risk assessments;



ensure that appropriate action is taken;



log progress and outcomes on the HandSaM system; and



make a termly report to the Principal.
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5.2

The Principal will report on any cases to the Academy Council.

5.3
The Academy Council will report to Oasis Community Learning annually on any cases
and the working of the policy.
5.4

Oasis Community Learning will review the policy at least every three years.

5.5

Date of next review: _______________________
Signed: ______________________

Date: _________________

Appendix 10 (Part of the Voice Care Policy)
The Voice Care Network
VCN promoted the Year of the Teacher’s Voice, September ’05 - July ’06 to draw
attention to the importance of teachers’ voices. There were a series of conferences,
seminars and workshops.
VCN gives 7 tips for speaking to any group of listeners:
1) plan attention-getting routines;
2) feel secure, let the territory you stand on be yours;
3) find opportunities for ease, poise and stillness in addressing your listeners;
4) use the visual message of your body language;
5) consider how your tone of voice creates relationships;
6) use muscular energy in key words instead of loudness; and
7) allow pause and silence to strengthen your meaning
Voice Care Network (VCN) provides care for teachers and other voice professionals.
It has 100 tutors in the UK who are voice teachers and speech therapists. They
provide individual support, information, seminars and workshops.
Voice Care Network (VCN)
29, Southbank Road, Kenilworth, Warwickshire, CV8 1LA.
Tel: 01926 864 0000
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Email: info@voicecare.org.uk
Web: www.voicecare.org.uk

Waste Disposal

It is the responsibility of each Oasis Community Learning Academy to dispose of all waste
produced on site lawfully.
Each Academy must dispose of 'any such waste as can lawfully disposed of in a normal waste
bin'.
Each academy has the responsibility to manage all other forms of waste, including:
unwanted machinery and equipment;
electrical waste (under the WEEE directive)
kitchen waste;
chemicals;
radioactive waste;
bodily fluids;
sharps;
waste and unwanted materials that will not fit into a normal waste bin.

The Academy must take account of the Oasis Community Learning policy on using
Contractors when entering contracts for the management and disposal of Academy waste.
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Work Equipment
1.1

All staff and contractors will be trained in the operation of machinery and equipment
specific to their function. Relevant information will be supplied and appropriate
supervision provided.

1.2

Oasis Community Learning employees are required to use all equipment correctly and
in accordance with their training and the manufacturers’ recommendations. Suitable
records must be kept. These will be retained on the HandSaM system.

1.3

Members of staff will:


Never remove, make inoperative or reduce the effectiveness of any equipment or
machinery guard.



Never operate any equipment or machinery when it is functioning improperly or
at any time when its use would be hazardous. Such equipment will be taken out
of commission until repair or replacement is affected.

Maintenance
2.1

The HSC will ensure that all staff in charge of work equipment keep a maintenance
schedule on the HandSaM system.

2.2

Staff using equipment will ensure that:


it is maintained in an efficient state, in efficient working order and in good repair;
and



suitable records of equipment and maintenance will be kept.
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Work Equipment: Hot Working
General
Hot working causes many accidents and need to be properly controlled. It can cause fire and
explosion and can cause burns and eye damage,
Hot work operations can be undertaken by staff in the Academy or contractors on site.
This policy covers all work in the Academy which poses a risk to students, staff, contractors
and other visitors. Regular hot working should be controlled by normal generic risk
assessment and control measures. Non-regular hot working should be risk assessed before
each event and a ‘hot work permit’ issued.
Definition
Hot working covers work with open fires and flames, heat applied directly by tools, and heat
generated by equipment and indirectly confronting persons in the vicinity.
The most usual sources are: gas and electric appliances used in welding; blow torches;
boilers; grinding wheels and cutting disks; cooking equipment.
Aim
The aim of the policy is to ensure that:






procedures are in place for identifying all hot working;
risk assessments are carried out and appropriate prevention and control measures
are made;
safe working practices are in place;
relevant regulations and guidance are complied with; and
all those involved know what is expected of them.

Risk Assessment
The Academy is legally required to make risk assessments of the hot work operations, and to
take all reasonably practicable precautions to ensure the safety of staff and visitors.
The HSC will ensure that before appropriate risk assessments are made consideration has
been given as to whether hot working is necessary or whether alternatives could be used.
If the hot working is regular a full risk assessment must be made and controls must be put in
place, and regularly reviewed. Occasional hot working should be risk assessed and a hot
working permit issued.
In making the assessment and the controls the HSC will ensure that all persons using the hot
working have been consulted and understand the risk assessment and the control measures.
Hot Working Permit (an example can be found on the Handsam system)
Hot work permits are formal authorisation of high risk tasks. They should be required for all
occasional non-regular hot working. (Regular hot working should be protected through generic
risk assessments and control measures.
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The HSE advises (HSG250) that hot working permits are most appropriate to non-production
work (e.g. maintenance, repair inspection, testing, alteration etc) where two or more persons
or groups need to co-ordinate activities in order to complete the work safely.
The permits should be completed in the area concerned and the area then designated a safe
zone for hot working.
The permit applies to contractors and sub-contractors as well as the Academy’s own staff,
and also students if necessary.
The permit specifies the work to be done and the precautions to be taken, with a view to
establishing a safe system of work. The hot work can only begin when the safe procedures
have been defined.
Hot work can only be allowed in controlled areas. The permits are key to ensuring that safe
hot working procedures are followed. Those issuing permits must be deemed competent to
do so by the HSC.
The permit should also provide a record that all foreseeable risks had been identified and
considered. The issue (and withdrawal of permits should be recorded in a log (e.g. on the
Handsam system), and be easily accessible.
The content of the permit will depend on the work being done, but it will generally include:








place and nature of the work;
proposed timing and duration;
time limits for which the permit is valid;
precautions to be taken;
what action to take in an emergency;
person(s) in control; and
any other restrictions.

Persons involved in hot work should be aware that circumstances can change after the permit
has been issued. If this occurs, or if other work is to be carried out nearby, the permit should
be withdrawn and the situation reviewed. A new permit may then have to be issued.
In addition, if the timescale changes the period of validity of the permit ay have to be changed.
All places where hot work is to take place must be inspected before work starts, and the Hot
Work Permit issued before work commences.
The Permit must be signed and dated and a copy given, with the appropriate risk assessment
attached, to the person in direct control of the hot work, and where possible another copy
should be displayed at the site of the work.
Precautions
Minimum safety standards must be laid down by the Academy depending on its environment
and circumstances and should include:



combustibles must be at least 35 feet away;
flammable material must be 50 feet away;
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two appropriate fire extinguishers must be easily accessible;
an identified person should be trained in the use of fire fighting equipment (with a
deputy in case of absence);
a fire watch system is set up for every hot work job;
checks must be made that cylinders of flammable substances and torches and hoses
are removed;
checks must be made that no smouldering residues remain; and
the fire watch must remain on the site for at least 30 minutes after the work has been
completed and until al likelihood of ignition has passed.

Appropriate personal protective clothing and equipment must be worn at all times during the
work.
The atmosphere in the area must remain safe to breathe. Where there may be a build-up of
toxic substances these should be monitored, and where it is not reasonably practicable to
provide adequate ventilation appropriate respiratory protective equipment must be worn.
No hot work should take place unless an emergency plan is in place. The supervisor of the
work must ensure that all necessary measures are in place and, if necessary, tested before
the hot work commences.
Responsibilities
The Health and Safety Champion (or designated person) must ensure that:









a hot work system is in place;
appropriate risk assessments are made, implemented and communicated;
hot work permits are made and issued as part of the system;
persons issuing permits are competent to do so (through qualifications or training or
appropriate experience)
supervisors are trained to issue and withdraw the permits, and to oversee the hot
work;
all persons (including contractors and sub-contractors) receive appropriate training,
instruction and supervision;
logs of the hot work and the permits are kept; and
ensure that the system is monitored and reviewed from time to time.

Persons Issuing Hot Work permits must:
 be trained in the risk assessment of hot work;
 know and implement the Academy’s hot work permit system;
 be able to give appropriate instruction to those involved in hot work.

Persons Involved in Hot Work must:





receive adequate instruction and training;
understand the risks and the controls and the appropriate safe system of work;
understand the hot work permit system in operation; and
know the action to be taken in an emergency.

Monitoring and Review
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The HSC (or designated person) is responsible for monitoring the working of the system as
part of the regular monitoring of safety inspections, and reporting to the Principal as part of
the annual Status Review or when an incident has taken place.
The policy will be reviewed by the Principal (or representative) every two years.

Work Experience Students
1.1

Work Experience Coordinators from local schools and our Academies occasionally
ask if a student can complete work experience with Oasis Community Learning .This
is usually coordinated by a team member from the Local Education Authority who visit
the work place to conduct an interview and risk assessment of the experience. The
Employers Liability Insurance Certificate and Health & Safety Policy should be
presented to the LA visitor. Once satisfied the student will be safe and well supervised
in the work environment, the Work Experience can take place.

1.2

Under the Health and Safety at Work Act and approved codes of practice, Oasis
Community Learning has a responsibility to the students on work experience. The
Academy will share health, safety and welfare information with the student and with
the student’s home school. It is the responsibility of the home school to share such
information with the student’s parents/carers.

1.3

Upon arrival the student should be introduced to the staff member looking after them
for their work experience. The student should be given a suitable induction, ensuring
correct fire evacuation and First Aid procedures are explained, and meeting points
identified. Expectations from the experience should be shared along with clear
guidelines about what tasks will be set. There may be a need to discuss confidentiality,
the sharing of information, use of the internet and anything else that may be pertinent
to the work environment the student is in.

1.4

The student should be well supervised at all times and accompanied whenever out of
the agreed environment for whatever reason (this includes lunch and breaks). Other
office colleagues should be aware of the presence of the student and mindful of their
age and relative inexperience in the work environment.

1.5

To get the best of the experience, time should be set aside at the end of the work
experience day for the student and nominated staff member to de-brief about the day
and learning experiences for both parties, and to review any health and safety issues.

1.6

During the debriefing staff involved in work experience arrangements should include
a review of health and safety and welfare issues during the work experience.

Oasis Community Learning Community Learning – Health & Safety Policy
Version 15 – 14 September 2016
Review date: July 2017

238

Working at Height
1.1

Staff are reminded that falls from heights are the most common cause of fatal and
serious accidents at work.

1.2

The need to reach things at heights should be eliminated wherever possible e.g.
displaying pupils’ work and storing things below Principal head height, using window
poles instead of climbing to open windows. Where this is not possible, proper access
equipment must be used and the following rules followed:

1.3



Staff must not use ladders or stepladders if they are working alone in or around
the Academy; if an incident occurs there is no one to call for assistance.



Before using a ladder or stepladder, make sure it is the right equipment for the
work. Scaffold towers or specialist access equipment may be required to reach
the position and enable the work to be carried out safely. In these cases, the
equipment must be erected in accordance with the manufacturers’ instructions by
a person who is competent, having received sufficient instruction and training.

Each Academy will implement a set of rules for working at heights in line with the
following rules:

Ladders and Step Ladders – General Rules for Employees



No-one should work at height without the appropriate information and training; and
for all forms of working at heights a written risk assessment should always be
made.

Any employee who needs to use ladders and/or step ladders should:


Have been formally trained to do so.



Check that equipment is in good condition; do not use ladders or stepladders
with cracked, broken or splinters stile/rungs/steps/hinges/cords/clips or other
defects.



Check the ladder is clear of overhead electricity cables.



Set the ladder at the correct angle (1 out to every 4 up).



Never climb higher than the fourth rung from the top to ensure adequate
handhold.



If using the ladder for access onto a flat roof or platform etc. make sure it extends
at least 1.1m above the stepping off point so as to provide an adequate
handhold, especially for coming down.



Move ladders and step ladders so as to avoid the need to over reach.



Secure the ladder at the top wherever possible; this ensures the ladder cannot
slip sideways or backwards and whilst doing this get someone to foot the base.



If this is impracticable, see that it is firmly secured at the base or footed by a
responsible person.
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Ladders less than 3m in length, where securing or footing is not practical, can be
used unsecured or footed, providing they are set at the correct angle on a firm,
level, non-slippery surface.



Ladders less than 3m in length must be secured as above or footed.



Make sure that extension ladders have enough overlap to prevent collapse.



Stand the ladder or step ladder on a firm level base and not on loose material.



Clean wet, icy or greasy rungs or steps before use; make sure footwear is in
good condition and free from mud or grease on the soles before climbing.



Carry light tools and equipment in pockets or a holster/tool bag slung from a
strap over the shoulder; use a hoist line to raise larger items when at the working
position.



Stepladders must be long enough to reach the work and provide a secure
handhold. Do not stand on the top step or platform on a stepladder unless it is
constructed with a secure handhold.



Always spread stepladders to their fullest extent for stability and check retaining
hinges/cords/clips are secure.



Whenever possible place step ladders at right angles to work, i.e. with the front
or back of the steps facing the work. Pushing, pulling or reaching sideways whilst
on step ladders should be avoided because it is less stable; where this is
unavoidable another person should support the steps to prevent them tipping.
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