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HEALTH AND SAFETY 

1
Introduction

1.1
The School recognises and accepts that every one of its employees, students and visitors to the School is entitled to a safe and healthy environment.

1.2
It is the intention of the Board of Governors of the School that all appropriate steps will be taken to meet statutory requirements, recognised codes of practice and guidance notes in establishing a safe and healthy environment

1.3
The overall high quality of the environment will be evidence of a strong ethos of housekeeping, which will permeate the School community and an awareness of the fabric and appearance of the building will be demonstrated by students and employees on a daily basis.

1.4
All employees have both a duty and a responsibility to take reasonable care to avoid injury to themselves and others and to co-operate to ensure statutory duties and obligations are fulfilled.  The School’s Health and Safety Policy can only be successfully implemented with the full co-operation of everyone concerned.

2
Responsibilities

2.1
A DfE guidance note on the responsibilities of the School is given in Annex 1 of this policy.

Responsibilities of the Board of Governors:

2.2
In discharging its responsibilities, the Board of Governors will:

i
make itself familiar with the requirements of the appropriate legislation and codes of practice;

ii
create and monitor a management structure for Health and Safety;

iii
ensure that there is an effective and enforceable policy for the provision of health and safety throughout the School, and, that it is implemented;

iv
periodically assess the effectiveness of the policy and ensure that any necessary changes are made; and

v
identify and evaluate risks relating to possible accidents and incidents connected with School-sponsored activities, including work experience.

2.3
In particular, the Board of Governors undertakes to provide as far as is reasonably practicable:

i
a safe place for all users of the site to work, including safe means of entry and exit;

ii
plant, equipment and systems of work that are safe;

iii
safe arrangements for the handling, storage and transportation of articles and substances;

iv
safe and healthy working conditions that take account of appropriate statutory requirements, code of practice and guidance;

v
supervision, training and instruction so that all staff and students can perform their School-related activities in a healthy and safe manner; and

vi
provide safety and protective equipment and clothing, with associated guidance, instruction and supervision.

Responsibilities of the Principal

2.4
The Principal has responsibility for the day-to-day development and implementation of safe working practices and conditions for all staff, students and visitors.  The Principal will take all reasonably practicable steps to ensure that the Health and Safety policy is implemented.

Responsibilities of the Health & Safety Manager

2.5
The Principal will designate the Facilities Manager to be the School’s Health and Safety (H&S) Manager.  The Facilities Manager will be responsible for the day to day implementation of the Health and Safety Policy and will be the designated contact with the Health & Safety Executive.

Responsibilities of Supervisory Staff

2.6
All supervisory staff will make themselves familiar with the requirements of health and safety legislation and codes of practice that are relevant to the work of their area of responsibility.

2.7
In addition to the general duties that all members of staff have, they will be directly responsible to the Facilities Manager for the implementation and operation of the School’s Health and Safety Policy within their relevant departments and areas of responsibility.

2.8
Responsibility for aspects of Health and Safety are written into the Job Descriptions of the School’s managers.

2.9
Supervisory staff will take a direct interest in the School’s Health and Safety Policy and in ensuring that staff, students and others comply with its requirements.

Responsibilities of all members of staff

2.10
All staff are expected to familiarise themselves with the Health and Safety aspects of their work and avoid conduct which would put themselves or anyone else at risk.

2.11
In particular, members of staff will:

i
be familiar with the Health and Safety Policy and all safety requirements laid down by the Governing Body;

ii
ensure that staff, students, visitors and contractors are applying Health and Safety regulations, rules, routines and procedures effectively;

iii
see that all plant, machinery and equipment are in good and safe working order and adequately guarded, and not make or allow improper use of such plant, machinery and equipment;

iv
use the correct equipment and tools for the job and any protective equipment or safety devices that may be supplied;

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

vi
report any defects in the premises, plant, equipment and facilities that they observe to the Facilities Manager; and

vii
take an active interest in promoting Health and Safety and suggest ways of reducing risks.

Health and Safety Committee

2.12
The School will have a Health and Safety Committee which will monitor Health and Safety issues within the School.  The Committee will report to the Governing Body.

3
Safety Education

3.1
The curriculum for Personal and Health Education (PSHE) and Citizenship can address the issue of accidental injury and death in children and young people.

3.2
One of the aims of PSHE is to enable children to apply personal and social skills to a range of contexts in their lives.  Skills in risk assessment learned in relation to preventing accidents are transferable to other issues.

3.3
The curriculum for science, design and technology, information and communication technology, art and design, and physical education.

4
Health & Safety Arrangements

Fire Safety

4.1
Appropriate procedures for ensuring that safety precautions are properly managed will be formulated and disseminated to all staff.  These procedures will include Fire Drills and the use of Fire Extinguishers.

4.2
The School’s evacuation procedure will be prominently displayed in all teaching rooms, offices and curriculum areas.  All staff and students must be fully conversant with the procedures for evacuation of the premises in case of a fire/bomb threat.  Evacuation procedures will be tested each term.  The evacuation and safety of visitors and contractors will be the responsibility of the person who they are visiting or working for.

4.3
All fire fighting equipment will be checked annually by an approved contractor and records maintained.  The fire alarm will be tested weekly from different points when the site is not in use and records maintained.  All emergency lighting will be tested six-monthly and records maintained.

Reporting Accidents

4.4
All accidents to staff, students and visitors must be reported, in writing, using the School’s accident report form.  The completed form should be given to the Facilities Manager.  Certain accidents must be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).  The Facilities Manager will ensure that the Health and Safety Executive is informed of reportable incidents.

Coping with the sudden death of a student

4.5
A copy of the DfE guidance notes on coping with the sudden death of a student is given in Annex 2 to this policy.

First Aid

4.6
First aid can save lives and prevent minor injuries becoming major ones.  Under health and safety legislation, employers have to ensure that there are adequate and appropriate equipment and facilities for providing first aid in the workplace.

4.7
The School follows the best practice guidance to first aid within schools
4.8
The Facilities Manager should ensure that the number of certified first-aiders will not, at any time, be less than the number required by law.  In addition, supplies of first aid material should be held at various locations throughout the School.  These supplies should be checked on a regular basis by a qualified first-aider.

Equipment

4.9
Protective clothing/gloves/masks/helmets must be provided and used by technicians and site supervisory staff when required.  Staff and students must be provided with and use protective glasses/eye shields in all workshops and laboratories.  Visitors must be provided with protective clothing as appropriate.

4.10
The following equipment must be checked annually by approved inspectors or an appropriately trained member of staff:

I
fume cupboards

Ii
all electrical appliances

Iii
workshop equipment, e.g. lathes, kilns

IV
fixed gymnasium equipment

4.11
When new equipment is purchased, it is the responsibility of the departmental manager, with the assistance of the Facilities Manager as necessary, to ensure that it meets appropriate educational standards and that its installation and use conforms to Health and Safety requirements.

4.12
Equipment, materials and chemicals must be stored in the appropriate storage containers and areas.  All containers must be labelled with the correct hazard sign and contents label.  Managers should consider storage life when ordering new supplies.  Reference must be made to COSHH and the Ionising Radiations Regulations; copies of all relevant COSHH and regulations must be kept in the Science Department.

5
Housekeeping

5.1
The Facilities Manager will monitor the cleaning standards of the cleaners.  The standard required is laid down in the cleaning specification.  Special consideration will be given to hygiene areas.

5.2
The Facilities Manager will monitor the efficiency of the waste collection service.  Separate provision must be made for the collection and disposal of laboratory materials (chemicals, broken glass etc.,), clinical waste and normal refuse.

6
Visits

6.1
Educational trips and visits must be organised in accordance with the School’s “Off Site Procedures”.

7
Minibuses

7.1
Users of minibuses must be aware of and observe the following requirements:

I
the driver must have a current licence and not been involved in any accident for the past five years, be aged 25 years or over and hold a full licence in Group ‘A’ or PSV;

Ii
drivers of the minibus are required to complete a record form and supply a photocopy of their driving licence;

Iii
where the transport of students is involved, drivers are required to have undertaken a drivers’ assessment programme and received the resulting accreditation;

IV
when a charge is being made to passengers, the minibus permit must be displayed in the vehicle;

V
internal damage to the minibus is not covered by insurance and the responsibility for the repair lies with the individual or organisation using the minibus (the School will decide upon the repairer to be used);

VI
only one person per seat is to be carried;

Vii
seat belts are to be worn by all passengers and the driver at all times;

Viii
the driver at the time when an offence was committed is responsible for the payment of fines incurred; and

Ix
a log sheet must be taken on each journey, completed by recording the starting and closing mileage readings, detailing any defects and signing before returning, along with the vehicle keys and permit, to the School reception.

8
Visitors to the School Site

8.1
All visitors to the School will sign in at the reception.  Visitors will be collected from reception by the member of staff concerned or escorted to the appropriate area of the School.

8.2
No contractor may undertake work on the School site without permission from the Site Manager other than in an emergency, e.g. fire, flooding or to make safe following theft/vandalism.

8.3
Contractors are responsible for the Health and Safety of their employees and for their safe working practices, which must not constitute a hazard to staff, students and visitors to the School.

8.4
Hirers of the School premises must use plant, equipment and substances correctly and use the appropriate safety equipment.  They will be made aware of their obligations in relation to Health and Safety when making the booking.

8.5
Whilst on site, all visitors and contractors must wear a School visitor’s badge.  Cleaning contractor’s employees must wear an identifiable uniform or an identity badge at all times.  Temporary teaching staff on cover duties will be required to indicate their presence in the School by reporting to reception.

8.6
If a member of staff meets someone on site who they do not recognise and is not wearing a visitors badge, they should, if they do not feel threatened, enquire if the person needs assistance and direct them either to the School reception or off the site, as appropriate.

8.7
If an intruder is uncooperative in going to the reception or leaving the site, or a member of staff feels threatened, or is threatened with violence or a violent attack takes place, immediate help from the Police should be sought by telephone.  A runner to the reception for a ‘999’ call may be quicker then using the internal telephone system.  

9
Security

9.1
All staff should be conscious of all aspects of the security of people and property.  In particular, the emergency exit doors on the outer perimeter of the buildings should only be used in the event of emergencies and kept secure at all other times.

9.2
Maintaining security is aimed at reducing the opportunity for unauthorised persons to enter the buildings through non-designated access points.  It is also necessary to be alert to the possible presence of unauthorised persons on site who may constitute a threat to staff, students and bona-fide visitors and contractors.

10
Critical Incidents

10.1
As part of its commitment for the well being of staff, students and visitors, the School has set out a procedure which is to be adopted in the event of a critical incident occurring either on the School premises or on an activity away from the School site.

11
Healthy Eating

11.1
It is the policy of the School to encourage students to adopt eating habits that are conducive to a healthy lifestyle.  To this end the School works with the catering contractor in providing menu options that support these aims.

12
Monitoring, Evaluation and Review

12.1
Monitoring, Evaluation and Review

 
The Board of Governors will review this policy at least every two years and assess its implementation and effectiveness.  The policy will be promoted and implemented throughout the School.

Annex 1

DfE Guidance

Responsibility for Health and Safety in Schools
Health and Safety at Work Law

Health and safety responsibilities derive from the Health and Safety at Work etc. Act 1974 and associated regulations.  Health and safety legislation is enforced by the Health and Safety Executive (HSE).

Employer

The Health and Safety at Work etc. Act 1974 places overall responsibility for health and safety with the employer.  Who this is varies with the type of school.

For schools the employer is usually the governing body.

Education employers have duties to ensure, so far as is reasonably practicable:

· the health, safety and welfare of teachers and other education staff

· the health and safety of students in-school and on off-site visits

· the health and safety of visitors to the school, and volunteers involved in any school activity.

Employees

Employees have responsibilities too.  The Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations 1999 apply to them as well.

Employees must:

· take reasonable care of their own and others health and safety.

· co-operate with their employers.

· carry out activities in accordance with training and instructions.

· inform the employer of any serious risks.

Enforcement
The HSE enforces health and safety law relating to the activities of schools.

Because the employer is responsible for health and safety in the workplace and on work activities the HSE will normally take action against the employer. However, in some circumstances, for example where an employee failed to take notice of the employer’s policy or directions in respect of health and safety, the HSE may take action against the employee as well or instead.

Responsibility of All Schools
The employer must have a health and safety policy and arrangements to implement it. The Health and Safety at Work etc. Act 1974 applies. Key elements of a health and safety policy are listed below; this is not a comprehensive list.

Employers must assess the risks of all activities, introduce measures to manage those risks, and tell their employees about the measures.  The Management of Health and Safety at Work Regulations 1999 apply.

In practice, employers may delegate specific health and safety tasks to individuals (LAs may delegate specific tasks to schools.  But the employer retains the ultimate responsibility no matter who carries out the tasks.  The employer should therefore maintain an audit track, making clear who is doing what and confirming that these tasks are being carried out.

Key Elements of a Health and Safety Policy

· A general statement of policy

· Delegation of duties as allocated tasks

· Arrangements made to put in place, monitor and review measures

· necessary to reach satisfactory health and safety standards

· Training of staff in health and safety including competence in risk assessment

· Off-site visits including School-led adventure activities

· Selecting and controlling contractors

· First-Aid and supporting students' medical needs

· School Security

· Occupational health services and work-related stress

· Consultation arrangements with employees

· Workplace safety for teachers, students and visitors

· Violence to staff

· Manual handling

· Slips and trips

· On site vehicle movements

· Management of asbestos

· Control of hazardous substances

· Maintenance and when necessary examination and test of plant and equipment such as electrical equipment, local exhaust ventilation, pressure systems, gas appliances, lifting equipment and glazing safety.

· Recording and reporting accidents to staff, students and visitors - including those reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

· Fire safety, including testing of alarms and evacuation procedures

· Dealing with health and safety emergencies - procedures and contacts

Annex 2

DFE Guidance

Coping with the sudden death of a student
Unfortunately, some head teachers will be faced, in the course of their professional lives, with a set of circumstances arising from the death of a student at School or elsewhere.

In such circumstances, head teachers may feel on their own and may need advice at that moment.

Accordingly, the Department has been asked to make advice available to help head teachers cope with the immediacy of a student’s sudden death at school.

Working with the Police

Very soon after the death is announced the Police should visit as they have to carry out an investigation into the circumstances.

You will need to clear rooms or spaces for them to work in.

They may want to collect evidence.

The Police will normally tell the child’s next of kin and will want to speak at once to the usually very upset teacher who will need someone with them and will probably need to stay at school.

The Police will almost certainly tell you that you must not speculate on the cause of death. But remember that the media are under no such restriction.

Telling Students

Where a student collapses during the school day when other students are present, is rushed to hospital and subsequently dies, those students will need to know what has happened before they leave at the end of the school day.

It is important to agree with the police the timing and content of the information that you give to students so as to meet the needs of the students whilst not impeding any police investigation.

Are there any siblings, close relatives, or boy/girl friend who needs to know first?  Advise them first, but only when parents are ready to collect them.

Gather the whole year group together with 20 minutes to go before the final bell.  Timing is everything.  The students will listen intently until you tell them that the student has died.  Then they stop hearing.  If the student has died as the result of an accident you may want to ask them not to speculate about the causes of the accident and not to spread rumours.  Getting them to hear this is very difficult.  Allow them ten minutes to just be together as a year group.  They will need to cry.  Expect that some students will contact the local press.

If you want teachers to tell other students, you should have a statement ready for them to read out before you advise them.

Telling Teachers

This may have to be after you have told the key students.  You will need to tell the teachers who were nearest to what happened first.  Depending on who that teacher is, they will probably need someone with them.

If you want teachers to tell other students for you, have a statement ready for them to read out before you advise them.

Telling Parents

The police will tell the parents of the child.

Getting a letter to other parents, which both expresses sympathy and gives factual information about the death, is very important.  It saves the rumours, which can be intensely hurtful to other students, parents and teachers.

Dealing with the Media
Contact the Sponsor straight away

If your school does not already have a member of staff nominated as press officer, you may need to assign a colleague as press officer at once, even for fielding enquiries.  You may well need intense help.  A press officer may be required for the whole day.

The press and local TV channels may contact the parents and they together with the press may speculate about the cause of death.  This is a very hard thing to deal with, especially if a TV crew has filmed this speculation by distraught parents.

Keep expressing your sympathy for the parents so that editors will find it hard to cut this part of your statement.

If there is a post mortem, this may happen very quickly, possibly within 24 hours of the death.

Ensure you are advised of the results of any post mortem as soon as possible.

Helping the School Recover

This is a long-term issue.  You can help a school recover through a memorial service or assembly and through the use of counsellors.

Recognise that those who go to counsellors may well not be those whose need is greatest.

A brother or sister may well have intense needs that appear later.  It is very difficult for the school to know when to stop making allowances.

Annex 3

RISK ASSESSMENT MANAGEMENT AND ADVICE

Risk assessment and risk management should be seen as just one part of a comprehensive health and safety and security policy for our school. Without an effective whole school policy, none of the individual strategies recommended will be particularly effective.

Terminology 
In Health and Safety terms a ‘hazard’ is any situation with the potential to cause harm or damage. Hazard can describe unsafe conditions e.g. a physical condition which can make the workplace unsafe, such as a slippery floor; unsafe acts e.g. rushing, horseplay, taking shortcuts. Unsafe omissions such as the failure to follow safe systems or wear protective equipment can also be termed hazards. 

A ‘risk’ in this context, is the likelihood that the harm from a particular hazard will be realised. To analyse the extent or magnitude of a risk, we need to take into account the total number of people who might be affected, and what the harmful consequences could be for each one. A risk assessment should hence examine the likelihood of harm and the probable severity of the harm, taking into account immediate consequences and also any long-term effects. 

Risk assessment and risk management 

Schools (and indeed others too) often confuse risk assessment and management but they are two separate things, both essential to the safety and security of our school. Our school will begin by properly assessing the risk posed by hazards in their school, and then go on to manage those risks, thereby reducing the likelihood of harm. 

Risk assessment 
This is predominantly a health and safety term which refers to the process through which hazards are identified, and the risks that they pose evaluated. 
A risk assessment is a means of auditing the potential for unwanted situations to occur, enabling decisions to be made about steps which could minimise the possibility of the situation arising. Effective risk assessment leads to the development of effective and informed risk management strategies which in turn reduce the likelihood of serious incidents and/or losses and can thereby significantly reduce costs. 

Risks to consider when undertaking our school risk assessment:
· Strategic risk – covering policy issues and longer term aims. Something would be considered a strategic risk if it was considered able to damage longer term strategy and policy within the school. 

· Financial risk – covering investment, pricing and costs. A financial risk would be an occurrence with the ability to negatively impact upon school finances – for example if expensive equipment was stolen or damaged the school might need to find additional funds to replace these items unless they were fully covered by insurance.  

· Operational risk – covering reliability and actual teaching issues. Would, for example, loss of computer equipment have a negative impact upon the ability of some teachers to follow their lesson plans and hence inhibit the teaching process?  

· Compliance risk – covering the quality of service provided, meeting national and professional standards and legal obligations. 

· Reputation – this can be severely affected by failing to manage any of the above four risk areas or failures in health and safety. A good reputation is important when attracting and retaining staff, students and investments and is generally reflective of a well- run school. 

When assigning resources such as time and money, risks in all these areas must be considered. 

Risk management
This describes how best to eliminate or reduce the damage which may be caused by any particular hazard, using the resources available. 

It is predominantly a business term which explains the process of assessing how best to use and conserve assets, to eliminate hazards where possible and to plan for every eventuality. A risk here, is seen as an issue which could impact on an organisation’s ability to meet its objectives. Our School must take into account of each of the risks identified and work out how to manage them using the money, time and other resources to best effect. All risks are important, and it is up to us to determine which are most important or relevant in our own context. 

Completing risk assessments 

Multiplying the likelihood and severity of any risk together, will result in a risk rating. The issue at stake at all times when carrying out risk assessment is to ensure the safety and welfare of all those involved. 

What extra measures need to be put in place? 

A risk assessment should not be an isolated process, but something which is ongoing across the whole school. Effective risk assessment always follows the five key stages outlined below: 

1. Make a list of all hazards or potential security issues. These should include the various types of hazards as mentioned earlier including unsafe acts, physical conditions and omissions. 

2. For each one, decide who might be harmed, how severe the harm might be, and what the full impact on the school is likely to be in the worst case scenario.  

3. Evaluate the risks (the likelihood that the harm from a particular hazard will be realised) arising from each hazard and decide whether your existing precautions are adequate or if more should be done  

4. Record your findings and monitor the situation  

5. Review your assessment and revise as necessary 

The simplest way of assessing risk is to use a numerical system, in which calculations could be made taking into account the precautions which are already in place and imagining the ‘worst case’ scenario if nothing further is done. Once all these ratings have been recorded, the school can examine further measures which could be put in place to reduce the risk, if the risk rating appears to be too high. The key advantage of using a numerical approach to rate risk, is that it is a simple way of working out which areas need most urgent attention. 

Another approach is the system generally used by the British Standards Institute which categorises risk on a scale of trivial to intolerable; this matrix highlights the issue that at no point is a risk ever totally removed. It can be used as a good estimate of the risks which need to be addressed first. 

The overall aim with any risk assessment is to reduce the level of all residual risks to a level where all those concerned accept and tolerate them. 

Conducting a full school security review 

A comprehensive school security review is an essential step when addressing the security needs of our school. This should involve a tour of the inside and outside of the school ideally carried out by the person responsible for school security, accompanied by the principal or a senior leader. During the tour, key hazards should be noted down, photographs taken and a fundamental review of all security issues and measures undertaken. It is important to imagine worst-case scenarios. The key is to be able to spot our own vulnerabilities before unwelcome visitors do so, or an accident takes place. 
Such a review should not be a one-off activity – instead it should be part of an ongoing monitoring plan. This will ensure that we keep on top of any issues that need addressing and monitor how they progress. In particular the following should be checked, and the risks reported on a regular basis: 

Doors and windows: be aware of the general state of repair and ensure that an ongoing programme of maintenance is carried out. A broken or damaged window is not only an open invitation to an opportunist thief it is also a signal that security is not a high priority. External doors need to be solid and it is wise to consider steel lined doors in some areas. There should also be high specification locks on doors and a well monitored system for access to keys. It may be worth investing in toughened glass in certain areas of the building 
Perimeter fences: again always ensure that these are well maintained and of high specification. Ensure that they carry the appropriate safety signs where relevant. 
School grounds: trees and foliage should always be well trimmed and allow for good visibility. 
Outbuildings: ensure that all outbuildings have appropriate locks which are able to protect their contents, older buildings tend to be more vulnerable in this respect. Similarly outbuildings that are merely used as “junk stores” can soon become fire hazards and can attract undesirables – thus compromising site security. 
Public access areas: all schools are accessible to the public to a certain degree however public rights of way sometimes actually cross school premises. Members of the public who use the path should not stray from it onto school property, however it is advisable to keep records of the number and type of incidents where trespassing occurs. These can be walkers straying on to school premises and getting into the buildings; vandalism and break-ins; used syringes, broken bottles or condoms littering the area. Keeping a record of these will highlight how much of a risk the right of way may present. Security measures to combat these issues might include fencing off the path, fencing around school buildings, or introduction of CCTV. A diversion or closure of the public right of way can be sought under The Countryside and Public Rights of Way Act 2000 if such an action is deemed necessary to protect the health or safety of staff and students. 

Plans to cover school visitors 

Beyond the internal and external security, schools should have measures in place to reduce the risks as follows:

· Contractors on site: the important security feature, is to ensure that contractors’ actions do not compromise the overall security of the site. This would include things like leaving ladders accessible at night; leaving full skips accessible causing a fire hazard; parking vehicles in places which block fire routes etc. Liaison with the contractor’s safety officer should prevent issues like this arising. 

· Control of visitors to site: whatever the duration of the visit there should be a system in place to ensure that all visitors to the premises are logged and monitored. This is always useful in case of an emergency evacuation. 

· Community access: this frequently takes place outside of school hours. If this is the case, it is important to be able to isolate sections of the school premises so that the public do not have access to the whole site at times when it is not fully staffed. Where access is taking place during school hours the need for a controlled means of entry is important as outlined above. Additional personnel on site will also increase the number of vehicles on the premises and therefore it is important that all vehicle routes and speed limits are clearly marked. 

Getting our priorities right, managing details 

Keeping a record of all incidents, accidents and near-misses can prove invaluable when making judgements about how to prioritise spending on risk related issues. This record will highlight particularly vulnerable areas and allow us to spot trends (For example, do most attempted break-ins take place on a certain night and if so what else is happening in the area on that night? Is there a certain part of the building which is more prone to vandalism in which security could be tightened?) 

When making decisions about our key priorities, it is always tempting to focus on our finances first and the risks which are identified afterwards. However, it cannot be stated clearly enough that the key concern must always be for the safety of the people involved in the situation, followed by the potential risk to our organisation whether it be financial or not. There does need to be a balance between financial resources and security, and the law itself states it is essential to look at what is ‘reasonably practicable’ in the situation. This simply means that where funds are limited, the risks must be carefully assessed and prioritised to ensure those which are higher risk are quickly and thoroughly dealt with. It is recognised that all risks cannot be totally eliminated, merely controlled and planned for. 

In determining how to prioritise resources, we look at both cost and time factors. A large investment of money can be daunting, but over a long period of time could prove extremely cost effective (e.g. investment in CCTV cameras). Similarly, small scale, inexpensive work (e.g. repairs to broken window catches) which can seem time consuming for a relatively small impact, and which might be left for months, can have a dramatic effect not only in improving security but also boosting confidence of staff or students if done quickly and efficiently. As a general rule in health, safety and security terms, a bad situation is always made worse by neglect and a short time spent on routine maintenance can prevent hours of expensive work being required at a later date. 

Preventative security may seem expensive, but it is important to recognise that not acting has costs too – in terms of repairs to damaged buildings, broken equipment and stolen items, not to mention our insurance premiums. If a major incident should occur, the financial implications of poor or disorganised security planning could be catastrophic. This is not an area where we should be looking to spend the minimum and hope for the best! 

Imagine the worst case scenario for each hazard and assess the levels of damage which could occur in terms of disruption, the damage to reputation, financial implications etc. Once these levels have been clarified we will be able to work out those which pose the most severe risk and where money must be spent straight away. 

Collaborative approaches to maintaining strong security links 

Often the best security service which a school can have is one that money can’t buy – nosey neighbours, (or at least caring ones!) If a school is at the heart of the community which it serves then the community will be far more willing to report incidents and be more at ease about approaching the school when situations occur (e.g. spotting a suspicious car in the area, noticing panes of glass which need repairing etc.) They are also more likely to become involved in fundraising events and so feel that they have a stake in the premises which they wish to protect. 

Local firms too will feel more committed and may be prepared to help with issues such as shared premises patrols on adjoining premises and help with maintaining or providing security equipment or advice. 

Working with other schools in the area is also a good way of cutting costs through purchasing items in bulk. This helps to build closer links between the schools, thus fostering a greater sense of commitment and community amongst students, staff and parents. 

It is important to realise that we are not alone. There is a wealth of specialist information available on security and safety issues – often from independent advisors and specialists. We might consider contacting the following: 

Local police – most forces have a schools advisor who will discuss security issues and who will have the benefit of local knowledge and issues. 
Fire Brigade – as well as advising on fire prevention they will be able to suggest ways to encourage students to consider the implications of fires in the school and help to combat arson. 
Fire Protection Association – their website offers advice to industry on general fire prevention issues and a number of downloads. Much of this can be adapted for schools. They also offer training and consultancy services. Contact www.thefpa.co.uk 
Local Youth Courts and youth services – mainly as an educational support to examine the effect of vandalism and the long-term implications of this kind of action. 
Health and Safety Executive – their website provides a number of free downloads (particularly useful is “five steps to risk assessment”) dealing with legal aspects of health & safety in Schools as well as practical guidance. Contact www.hse.gov.uk 
HSE Expo/ IFSEC – this combined annual exhibition at the NEC showcases the latest developments in health & safety provision, fire-fighting equipment and security equipment. It is one of the largest in Europe, is normally staged in May and includes a number of specialist seminars. For details contact www.ifsec.co.uk 
 Specialist magazines and newsletters, such as School Financial Management, also focus on these kinds of issues. Information on risk assessment and emergency planning can be found in issues 55, 57 & 62 of SFM respectively. This newsletter also regularly carries information on health & safety issues and how they relate to financial management in schools. 

Emergency planning 

If the worst does happen, it will be easier to handle if you have taken rational steps and thought about how to deal with the situation in advance. Emergency planning is an important element of any risk management strategy. There is a legal requirement for all organisations to provide an emergency procedure or plan under the Management of Health and Safety Regulations 1999. There are many other practical reasons why an organisation should carry out Disaster and Emergency Planning (e.g. insurance, social expectations, environment). The most important reason for educational institutions is because of the duty they owe to the young people in their care. The human cost of not planning for disaster, can be very significant and in an education establishment the scope for added anguish if a disaster should occur is immense. 

The type of emergency facing a school is likely to vary according to its individual circumstances. Some sites may face higher risks of flooding, for example, while others might have greater problems with vandalism. Some crises to consider when developing emergency strategies are:

· Extreme weather conditions (floods, gales etc) and natural disasters 

· Major criminal incident alerts 

· Terror alerts 

· Fire 

· Leak of toxic gas in the vicinity of the school 

· Structural problems 

· Epidemic or disease outbreak 

The emergency plan should show how the organisation will cope with any of the above in both the short and long terms. The short term will involve aspects such as reporting of the incident, ensuring a clear chain of command, procedures for shutting down various operations and/or checking that areas have been cleared, evacuation procedures, process to account for control of visitors to the premises and to monitor their evacuation, notification of authorities, parents and so on. A longer-term plan will consider how the organisation will cope with the aftermath of any of the above and how it will then return to a normal operating situation. This could be anything from the use of alternative premises as emergency classrooms following a fire, to the provision of counselling services to students. 

In order to ensure prompt action in an emergency, these procedures need to be familiar to all parties both external and internal and to be reviewed frequently. The most expensive fire alarm system in the world will not save lives if no-one in school has ever heard it function and doesn’t recognise it in a crisis. To ensure the plans can be successfully followed, an information pack should be prepared to assist the emergency services. The pack should be made available to local fire and police services beforehand as well as being accessible to them at the time of the emergency. The following information would be valuable:

· Details of vehicular access/egress at the site and details of an alternate route should the preferred access be blocked 

· Details of the location of water hydrants 

· Details of the location of any hazardous substances on site e.g. chemical stores, gas bottles 

· Site plan and buildings plan showing evacuation routes 

· Details of the location of the evacuation point 

· Details of any area which can be used as a holding area if required 

· Details of emergency contact/liaison officers 

All of the above are vital steps in maintaining the safety and security of the site and personnel and – other than the time invested in compiling and updating them – are relatively inexpensive to carry out. 

Summing up 

In summary the following seven steps help to guide us through the key features of managing school security: 

7 steps to a more secure school
1. Be clear about the difference between risk assessment and risk management and ensure both are carried out effectively  

2. Carry out a detailed school security review inside and outside your premises.  

3. Identify the risks and carry out risk assessments  

4. Prioritise actions and spending based on the highest risks, but be practical in addressing smaller issues which are easily dealt with through day to day good practice.  

5. Above all bear in mind the risk to individuals as this has high legal status.  

6. Investigate sources of funding for school security within the LEA and externally, being imaginative to harness a wide range of sources.  

7. Review school security on an ongoing basis and make sure it is enshrined in the health and safety culture of the school. 

Key questions to consider 

The following questions should act as prompts when reviewing security arrangements: 

1. Do we have external lighting? If so, is it positioned so that it illuminates the most vulnerable areas?  

2. Is there an alarm on the premises? If so is it directly linked to the police? If not, how far away can it be heard?  

3. Are the premises covered by CCTV? Is this known in the area?  

4. Is access to the site controlled and monitored at all times? Is this entrance clearly signposted?  

5. Is a visitor pass system in operation?  

6. Are all school vehicles security marked and secured with locking wheel nuts?  

7. Is there a school safe? Is all cash stored in this at night? How well known is the combination?   

8. Are all pieces of equipment such as computers and DVDs security marked? Where are they stored during school holidays?  

9. When did we last have a fire survey? How effective was our last fire drill?   

10. When were the fire extinguishers last tested?  

11. Are all staff trained in security and safety awareness? 
EDUCATIONAL VISITS

The following tips/points are a guide to help you when planning any off site visit.  Please contact the Educational Visits Co-ordinator (EVC) who is available to offer support and advice.

No school visit is able to go ahead unless the correct procedure and paperwork is completed by any staff member leading a trip. The EVC has been advised by the Principal that no trips are to be signed off unless the correct process has been fully completed.

WHO / WHAT IS THE EVC?

The EVC (Educational Visits Co-ordinator) is available to offer help and advice regarding school trips but is not able to arrange the trip or risk assess it.

THE BENEFITS

School trips/visits are fantastic opportunities for both students and staff and are most successful when they have been well planned.

The benefits are....

· FUN

· RAISE ACHIEVEMENT BY BOOSTING SELF –ESTEEM AND MOTIVATION

· DEVELOP KEY SKILLS 

· DEVELOP SOCIAL EDUCATION AND CITIZENSHIP

· PROMOTE HEALTH AND FITNESS

The real life “Horror Stories” where trips have not been properly planned and relevant information has not been obtained are staggering and often tragic. There have been thousands of accidents and incidents on school visits/trips and since 1985 the deaths on school trips are an average of three a year. Road traffic accidents, drowning and adventurous activities are the highest causes. This is not something that should put us off arranging a trip but something that should make us understand the importance of planning and preparing in advance.

All school visit information should be kept for a minimum of six years however if there has been any problems on a visit like an accident this should be kept forever, plus you must fill in the school accident book on your return as a health and safety requirement.

THE PROCESS

1. Before any trip/visit can go ahead the first step is to obtain a preliminary application form for an educational visit from the staff room or the EVC. The next step is to contact the EVC who will liaise with the Principal.

2. Next you will need to have your letter to parents and permission slip checked by the Office Manager who will offer you help and advice and try to remind you of anything you may require, she will also confirm that it complies with School policy. As an admin/support team they will support and assist you.

3.  A permission slip from parents is required for all trips. For local trips the EVC can inform you from the list of students attending who has a frequent visit form and who requires one. Please remember at this stage you will also need parents to provide you with any medical information on the consent form. If there is going to be a charge involved, the Office Manager can also give you a conditions of consent form. 

If your trip is going to be all day or during lunchtime, the Office Manager will also provide you with a canteen notification form. Any student that is entitled to free school meals should have a packed lunch made for the day of the visit.

4. When stages 1 and 2 have been completed please see the EVC who can give you help and information to complete a risk assessment and also a checklist to help ensure you have covered everything required.

5. Pass your canteen request to the Catering Manager and leave a list of students’ names attending on reception. If the trip is out of school hours or during school holidays the EVC and a member of SMT should be left with all of the details.

6. If the trip involves a cost to parents you will need to contact Finance who will provide you with the correct documentation. 

PLEASE NOTE:

Overnight stay/travel outside the UK/hazardous/adventurous activities requires at least ONE TERM’S notice and must be approved by the Governing Body.

A major trip requires a YEAR’S notice.

All trips require notice and should not be left until the last minute.  Where possible local visits/day visits and low risk visits require a minimum of three weeks notice. When planning a visit there is a lot to think about and this is where the EVC is available to help and advise you should you require.

These are some examples of the information you will need to provide as a minimum, however each trip is different and the EVC will advise you accordingly. 

ALL TRIPS WITHOUT COMPLETED AND RETURNED PAPERWORK WILL BE CANCELLED. 

EXAMPLE

· Leave a copy of the letter to parents with Reception.  

· Advise the Catering Manager when the trip is taking place and if you have any requirements plus how many students attending. (They also require plenty of notice for this).  All students that receive free school meals are entitled to a packed lunch on the day of the visit.

· The EVC can advise you how many staff are required to attend the trip if you are not sure. The Personnel Manager must be aware of all staff attending for cover purposes.

EXAMPLES OF INFORMATION YOU WILL NEED TO KNOW/PROVIDE

· Venue

· Date

· Number of students male and female

· Year group

· Time of departure and return stating which site

· Name of staff attending and relevant qualifications, especially if it is an adventurous visit plus all previous experience in running/supervising educational visits.

· Briefing details for staff / students and parents where necessary

· Will you carry out an exploratory visit if the venue has not been visited before?

· Type of transport and company being used plus phone number

· Insurance arrangements where required

· Financial arrangements including charges to parents

· Address and contact number of venue/accommodation

· Staff next of kin emergency contact details

· List all hazardous activities and provide a licence number   

EMERGENCY PLAN

Where applicable the following should be included:

· Full address and contact of venue/accommodation

· 24 hour contact details for group leader/school representative/principal/travel agent (if applicable)

· Summary sheet giving details of all group members (students and adults), including; name /emergency contact details / cascade arrangement/special needs/medical needs.

· Take a School mobile phone and leave the number with both receptions.  If the trip is out of hours leave number with a member of SMT and the EVC.

· Supervisors to be issued with written instructions (role and responsibilities)

· Permission must be given to take part in swimming or water sports

· Students’ behaviour contract

· Are first aid arrangements adequate and is someone on the trip first aid trained.  

WHAT IS A RISK ASSESSMENT?

A risk assessment is a dynamic living process - not a piece of paper filed away somewhere. It should go with you on the trip. The risk assessment is a careful examination of what, in the course of your work, could cause harm to people. The aim of the risk assessment is to make sure no one gets hurt.

To make the risk assessments easier why not get the students involved in it. For the gold Duke of Edinburgh award the students have to write the risk assessment.

EVERY RISK ASSESSMENT MUST COVER THESE FIVE STEPS:

1. Identify the significant hazards

2. Decide who may be harmed and how

3. Evaluate the extent of the risk and decide whether control measures are adequate or more should be done

4. Record significant findings

5. Monitor and review

The most hazardous thing on all trips is getting there and back - “road traffic”.

The EVC keeps records of visits and records of staff qualifications etc, so many trips can be done as a “repeat” and are very straightforward.  

Please feel free to visit the school EVC at any time to discuss any trip you are planning who will be happy to help and advise you.
Tony Stephens
