St Peter’s Catholic School
Health & Safety and related policies
This document contains the following policies:
•
•
•
•
•
•
•
•
•
•
•
•
•

Health and Safety
Accidents
Lone Working
Driving at Work
Display Screen Equipment
Educational Visit
Fire Safety
Health & Safety Risk Assessment
Medical Conditions
Managing Contractors
Managing Stress at Work
School Minibus
Violence and Aggression
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SECTION ONE – HEALTH AND SAFETY POLICY
1.1

Introduction

St Peter’s Catholic School is committed to maintaining a healthy and safe place of
work for employees, as well as taking all reasonable steps to ensure that pupils,
parents, members of the public and the environment (that may be affected by its
work) are exposed to the lowest practicable level of risk.
The Governing Body recognises that:
– it has a moral duty to take all reasonable steps to prevent people being
harmed;
– accidents cost money, particularly in terms of lost time, repairs and
investigations, and increasingly such costs have to be met from limited
budgets;
– it has a legal duty imposed by the Health and Safety At Work Act and other
Regulations to provide a safe place of work, safe plant and equipment, safe
systems of work, a safe working environment, adequate facilities, safe
methods of handling, storing and transporting goods, information, instruction
and training; and take reasonable care of the health and safety of others.
– The Every Child Matters agenda stipulates the entitlement of pupils to a
healthy and safe environment
High standards of health and safety reduce harm and losses, improve our overall
performance and make good business sense.
1.2 School General Statement of Policy

This is a policy statement for the Health and Safety arrangements, and the subsequent
implementation of these at St Peter’s Catholic School.
This statement does not replace the SMBC policy but complements the
recommendations and requirements within it.
Aims
We aim to:
•

Provide and maintain a safe and healthy environment throughout the school site
and safe means of entry and exit from it
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•

Establish and maintain safe working procedures amongst staff, pupils,
volunteers and all those on the school site

•

Ensure safe measures of using, storing and transporting articles and
substances

•

Provide safe systems for the control of noise, toxic and corrosive substances
dust and vapours under the school’s control

•

Formulate effective procedures for use in case of fire and other emergencies
and for evacuation the school premises

•

Lay down procedures in case of accidents and medical treatments

HEALTH AND SAFETY POLICY
STATEMENT OF INTENT
The Governing Body of St Peter’s Catholic School will meet its responsibilities under
the Health and Safety at Work Act and other health and safety legislation to provide
safe and healthy working conditions for employees, and to ensure that their work does
not adversely affect the health and safety of other people such as pupils, students,
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visitors and contractors. Details of how this will be done are given in this health and
safety statement.
The Governing Body will ensure that effective consultation takes place with all
employees on health and safety matters and that individuals are consulted before
allocating particular health and safety functions to them.
Where necessary the Governing Body will seek specialist advice to determine the
risks to health and safety in the establishment and the precautions required to deal
with them.
The Governing Body will provide sufficient information and training in health and safety
matters to all employees in respect to the risk to their health and safety.
The Governing Body requires the support of all staff to enable the maintenance of high
standards of health and safety in all the schools activities.
This Statement includes a description of the establishment’s organisation and its
arrangements for dealing with different areas of risk. Details of how these areas of risk
will be addressed are given in the arrangements section.

…………………………………………. Head Teacher
…………………………………………. Chair of Governors
Date……………………………

1.3 Solihull Metropolitan Borough Council Health and Safety Policy
Statement
Solihull Council is committed to providing and maintaining a healthy and safe place of
work, as well as taking all reasonable steps to ensure that the public and the environment
(which may be affected by the work of the Council) are exposed to the lowest practicable
level of risk. Approval and publication of this Policy Statement demonstrates this
commitment.
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This Policy is supported by Members, the Chief Executive and the Corporate Leadership
Team, who are ultimately responsible for effective health and safety arrangements within
the Council. However, health and safety is the responsibility of everyone and this Policy
will be implemented by management and employees alike throughout the Council.
The Council’s Health and Safety objectives are to:
 comply with health and safety legislation, agreed Codes of Practice and other
relevant standards
 integrate good health and safety management into service delivery, management
and decision-making processes
 consult and communicate with employees and trade union representatives to
ensure they are aware of their health and safety responsibilities
 strive for continuous improvement in health and safety standards
 recognise the different demands that the Council faces, but work together to deliver a
consistent approach to managing health and safety

To achieve these objectives the Council will:
 maintain a documented and consistently applied health and safety management
system including effective leadership, clear roles, responsibilities and reporting lines
 so far as reasonably practicable, provide and maintain healthy and safe work
places, equipment and methods of working
 provide adequate resources to meet our commitment to health and safety
 appoint competent people to support us to meet our statutory duties  establish
effective “upward” and “downward” communication systems
 provide employees at all levels with suitable and sufficient information, instruction,
training and supervision to enable them to work safely and avoid any actions that
may adversely affect the health or safety of themselves or others
 engage with partners, contractors and other agencies to promote good standards
of health and safety
 regularly monitor health and safety performance to ensure that risks are dealt with
sensibly, responsibly and proportionately.
This Policy and accompanying arrangements will be reviewed regularly to take
account of changing legislation, best practice and experience gained within the
Council.
Section two: Organisation and Responsibilities

The Council recognises that the successful implementation of its health and safety
objectives is dependent on the commitment and involvement of Members, senior
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management and officers. For the purposes of the Corporate Manslaughter and
Corporate Homicide Act 2007, senior management includes:
Full Council
Cabinet
Chief Executive
Corporate and Service Directors
Heads of Service / Head Teachers
The following describes how the Council organises and structures itself and the roles
and responsibilities of key individuals and groups, to develop both a positive culture
towards health and safety and effective management arrangements.
2.1

Council

The Council as the employer is ultimately responsible for the application of Health
and Safety legislation, for achieving the objectives of this Health and Safety Policy,
and for ensuring that adequate resources are made available to meet the health,
safety and welfare needs of its employees.
The Council delegates the work required to meet these responsibilities to Cabinet,
the Chief Executive and Corporate Directors, with advice from the Corporate Health
and Safety Support Team.
2.2

Cabinet

Cabinet will:
1.
2.
3.

2.3

Hold the Corporate Leadership Team responsible for ensuring that this Health
and Safety Policy is implemented.
Take account of health and safety implications when making decisions.
Monitor, through an annual report, the overall performance of the Council's
health and safety management systems.
Resources Portfolio Cabinet Member

The Resources Portfolio Cabinet Member will:
1.
2.
3.
4.

2.4

Act as the Member Risk Champion for Health and Safety.
Approve this Health and Safety Policy on behalf of Cabinet as part of the
delegated responsibilities.
Personally endorse the published Health and Safety Policy Statement as the
nominated Member Representative.
Approve the Annual Health and Safety Report prior to publication.

Chief Executive and Corporate Leadership Team
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The Chief Executive has overall responsibility for health and safety across the Council,
and leads in setting corporate policy and direction.
Corporate Directors support the Chief Executive, however, they are also responsible
for ensuring that robust health and safety management systems exist in their
respective Directorates.
Corporate Leadership Team (CLT) sets the strategic direction for effective health
and safety and provides effective health and safety leadership by:
1.
2.
3.
4.
5.
6.
7.

8.

2.5

Periodically reviewing the Corporate Health and Safety Policy to ensure it
continues to reflect the organisation’s priorities, plans and targets.
Recommending to Resources Cabinet Member the Corporate Health and
Safety Policy and subsequent revisions.
Ensuring adequate resources are available to implement the corporate Health
and Safety Policy.
Taking account of health and safety when developing policies, making
decisions, implementing major projects and change management initiatives.
Reviewing health and safety performance at least once a year.
Recommending to Cabinet Member the Annual Health and Safety Report.
Ensuring full co-operation between Directorates to enable us to work as
“One Council” to deliver a consistent approach to managing health and
safety.
Identifying on an exception basis any significant and/or emerging health and
safety issues from within individual Directorates.
The Director of Governance

As the Director with responsibility for Risk Management and Health and Safety, the
Director of Governance leads on all operational health and safety issues and is
appointed as the “Health and Safety Director”. The Director of Governance will:
1.

2.
3.

4.

Ensure competent people are appointed to provide advice and guidance on
health and safety. These persons will form the Corporate Health and Safety
Support Team.
Ensure arrangements are in place to monitor, inspect, audit and review health
and safety activities.
Ensure there are effective arrangements for consulting with employees on
health, safety and welfare issues and for promoting collaborative working with
Trade Union appointed Health and Safety Representatives
Ensure that a suitable training programme is maintained that addresses the
needs of staff at all levels.
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2.6

Operational Leadership Team

The Operational Leadership Team (OLT) consists of a Head of Service
representative from each Directorate. OLT sets the operational direction for effective
health and safety and provides effective health and safety leadership by:
1.
2.

3.
4.
5.

Approving all operational health and safety policies.
Reviewing surveys, data, trends, priorities and other information as required
and make recommendations to Directorate Leadership Team’s and/or CLT on
ways to further reduce the likelihood or impact of identified health and safety
risks.
Recommending to CLT the Annual Health and Safety Report.
Acting as promoters of health and safety by sharing experiences and
improving co-ordination across the Council.
Taking account of health and safety when developing policies, making
decisions, implementing major projects and change management initiatives.

2.7

Corporate Health and Safety Group

1.

The Corporate Health and Safety Group ensure that the Council’s approach to
managing health and safety is implemented in a co-ordinated and consistent
way.

2.
The Corporate Health and Safety Group is Chaired by the Health and Safety
Team Manager. Membership includes the Director of Governance, Head of
Governance Services, a Health and Safety Representative from each Directorate,
the Transport Manager, a representative from Human Resources, the Insurance
Manager, the Facilities Manager and Union Representatives. The Corporate Health
and Safety Group:
1.
2.
3.
4.

2.8

Fulfils the Council’s obligations as regards consultation, on health and safety at
work, with recognised Trade Unions.
Recommends operational health and safety policies and standards to OLT for
approval.
Monitors health and safety performance within Directorates.
Reviews the Council’s health and safety performance annually and supports
production of an annual report for the Corporate Leadership Team and Cabinet.
Directorate Health and Safety Groups

Each Directorate will establish a Directorate Health and Safety Group. Whilst the
Groups are not responsible or accountable for managing health and safety on
management’s behalf, the Groups offer advice and support to Managers who are
responsible for managing such risks.
The Directorate Groups are chaired by a nominated member of the corporate Health
and Safety Support Team. Membership includes a Lead Representative plus
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representatives from each of the Divisions and/or significant Teams within each
Directorate. All Representatives are expected to nominate a Deputy if they are
unable to attend meetings.
The Directorate Health and Safety Lead Representative and the nominated Health and
Safety Officer will work together to ensure appropriate membership of the Directorate
Groups.

The role of each Directorate Health and Safety Group is to:
1.

Provide support and advice on the identification, assessment and management
of identified health and safety risks.
2.
Support Managers who are responsible for managing health and safety.
3.
Review surveys, data, trends, priorities and other information as required and
make recommendations (to the Corporate Health and Safety Group) on ways
to further reduce the likelihood or impact of significant health and safety risks.
4.
Ensure staff are consulted on relevant health and safety matters and that their
views are considered.
Ensure there are adequate arrangements for communicating relevant health and
safety information throughout their Directorate.
2.9 Responsibilities of the Corporate Director of Children’s Services
The Director Children’s Services will:
• Provide specific advice and instructions to schools.
• Monitor and advise schools on the management of Health and Safety.
Ensure compliance with Health and Safety legal duties.
2.10 Responsibilities of the Governing Body
The Governing Body is responsible for:
1. Complying with the Council’s Health and Safety policy and Arrangements;
2. Formulating and ratifying the establishment’s Health and Safety Statement and
health and safety plan;
3. Regularly reviewing health and safety arrangements regularly (at least once
annually) and implementing new arrangements where necessary;
4. Ensuring that the site and premises are maintained in a safe condition and that
appropriate funding is allocated to this end from the school’s delegated budget;
5. Ensuring that risk assessments are made and recorded of all the schools work
activities including those off site which could constitute a significant risk to the
health and safety of employees or other persons;
6. Ensuring that the statement and other relevant health and safety documentation
from the LEA is drawn to the attention of all employees;
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7. Prioritising action on health and safety matters where resources are required
from the establishment’s budget, seeking further advice where necessary and
ensuring that action is taken;
8. Reporting to the LEA any hazards which the establishment is unable to rectify
from its own budget;
9. Seeking specialist advice on health and safety which the establishment may not
feel competent to deal with;
10. Promoting high standards of health and safety within the establishment;
11. Active and reactive monitoring health and safety matters within the school
including health and safety inspection reports and accident reports;

2.11 Responsibilities of the Head Teacher
The Head Teacher is responsible for:
1. The day to day management of health and safety matters in the establishment in
accordance with the health and safety policy and ensuring the health and safety
arrangements are carried out in practice;
2. Ensuring that risk assessments are made and recorded of all the schools work
activities including those off site which could constitute a significant risk to the
health and safety of employees or other persons;
3. Ensuring that remedial action is taken following health and safety inspections;
4. Ensuring that information received on health and safety matters is passed to the
appropriate people;
5. Identifying staff health and safety training needs and arranging for them to be
provided including induction for new staff and maintaining records of training;
6. Attending the establishment’s health and safety committee;
7. Drawing up the establishment’s annual health and safety action plan;
8. Co-operating with and providing necessary facilities for trades union safety
representative;
9. Participating in the Council health and safety auditing arrangements and ensuring
audit action plans are implemented;
10. Monitoring purchasing and maintenance of equipment and materials and ensuring
that it complies with current health and safety standards;
11. Monitoring contractors and ensuring that only competent, approved contractors are
engaged to work on the school site;
12. Seeking specialist advice on health and safety matters where appropriate;
13. Ensuring that a procedure is in place to deal safely with persons on the premises
who may be under the influence of alcohol or drugs.
14. Ensuring that Health and Safety Handbooks and Asbestos Log are kept up to date;
15. Ensuring that the correct accident reporting procedures are followed and that
where appropriate accidents are investigated;
16. Ensuring appropriate procedures for authorisation of school visits is followed;
17. Ensuring that all statutory inspections are completed and records kept;
18. Ensuring that emergency drills and procedures are carried out regularly and
monitored for effectiveness;
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19. Monitoring contractors on site and ensuring they consult the asbestos log.
Note: in the absence of the Head Teacher these responsibilities fall to his/her
immediate deputy.

2.10 The Responsibilities of all Employees in School
Whilst it is acknowledged that the ultimate responsibility for Heath and Safety matters
in school rests with the Head Teacher and Governing Body all staff in school have a
clear responsibility in ensuring the effective delivery of this policy.
The Health and Safety at Work Act (1974) states that:
‘It shall be the duty of every employee whilst at work:
1. to take reasonable care for the health and safety of himself and of any other
persons who may be affected by his acts or omissions at work, and
2. as regards any duty or requirement imposed on his employer or any other person
under any of the relevant statutory provisions, to cooperate with him so far as it is
necessary to enable that duty or requirement to be performed or complied with’
3. The Act further states that: “No person shall intentionally or recklessly interfere with
or misuse anything provided in the interests of health and safety”
Employees should ensure that procedures are observed and carried out for the
protection of pupils and all other visitors to school, all employees should:
1. know of, and observe, any specific safety measures relevant to their own working
area and working practices
2. observe the standards of dress which are deemed to be consistent with safety and
hygiene in their working practices and areas
3. ensure that their immediate responsibilities in maintaining the necessary safety and
hygiene for their work are fulfilled
4. know and apply the necessary emergency procedures which may result as a
consequence of a fire or any other emergency, accident, injury or first aid situation
5. not use, or wilfully misuse, neglect or interfere with items provided for their own
safety or for the safety or others
6. maintain a clear line of communication regarding health and safety practices and
procedures, cooperating with other school employees in promoting the continual
improvement of safety measures within school
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7. cooperate with the designated safety representatives and officers of the Health and
Safety Executive or the Public Health Authority, as appropriate, to ensure the
effective delivery of this policy in school
8. all personnel involved with working with or alongside children should be CRB
checked with enhanced checks for staff working directly with children
9. All individual staff members are vital to the effective implementation of this policy
but some staff have particular obligations which relate to their own subject and/or
management areas of responsibility. These staff members are directly responsible
to the Head Teacher in ensuring that they are fully aware of any existing or new
safety measures and procedures and that they are fully observed and
implemented. Further, they must ensure that any additional guidance given by the
Head Teacher, the Local Authority or by other external advice agencies is
implemented as appropriate to the needs of the school.
2.7

Leadership Team members/Phase Leaders

Leadership Team and Phase Leaders are responsible for:
1. The day to day management of health and safety within their team/phase in
accordance with the health and safety policy;
2. Ensuring follow up and remedial action is taken following health and safety
inspections;
3. Passing on health and safety information received to the appropriate people;
4. Acting on health and safety reports from above and below in the hierarchy;
5. Identifying health and safety training needs through performance management
when appropriate;
6. Ensuring the ECM agenda is adhered and worked to
7. Planning and Curriculum reflects Health and Safety of all stakeholders

2.8

Responsibilities of Risk Assessors

Although a management responsibility, nominated Risk Assessors will usually
undertake workplace risk assessments. The Risk Assessor is a member of staff who
has undergone training to give them the required knowledge and skills to undertake
health and safety risk assessments i.e. they are competent. All staff will undertake risk
assessment in-house training to enable them to produce risk assessments.
Risk Assessors will:
1. Attend appropriate training before carrying out any risk assessments.
2. Carry out risk assessments as directed by their Manager.
3. Make a written record of the risk assessment using corporate documentation.
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4. Communicate the findings of the risk assessment to the relevant Manager.
5. Where risks are not adequately controlled, develop an action plan with the
appropriate Manager.
6. Conduct inspections of the workplace as part of the Health and Safety Committee
at least once per term to ensure that the working environment and equipment are
safe and adequately maintained.
7. Inform Managers of any additional hazards they become aware of.
8. Seek further advice/support and expertise where required.
9. All risk assessments will be kept in a central file which is kept in the main office
2.9

Emergency Resilience Team

Where an accident results in death, the Authority’s Emergency Plan applies and the
Resilience Team will lead the Council’s response. The Resilience Team comprises the
Council’s Emergency Planning and Business Continuity specialists who are
responsible for:
i. Activating the emergency command structure.
ii. Liaison with the emergency services.
iii. Supporting the Chief Executive throughout the response.
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SECTION THREE:

ARRANGEMENTS AND PROCEDURES

Arrangements and procedures recorded in this section of the Safety Policy have been
devised to assist persons to discharge the responsibilities and duties defined in
Section Two.
3.1

Health and Safety Defect Reporting Procedure

The Head Teacher will provide the Governing Body with a regular report containing
the details of any accidents / dangerous occurrences and of any necessary
alterations to working practices and procedures needed to avoid recurrence of those
accidents / dangerous occurrences. The Governors will ensure that measures are
implemented.
The arrangements for reporting defects (with the premises and / or materials and
equipment) on a day-to-day basis are set out as follows:
i. Staff members who discover any defect shall report it to the Site Manager using
a school form 'Health and Safety - Defect Report Form'.
ii. The Site Manager will add the defect report to the ‘Defect Report Register’,
recording the date of receipt.
iii. The Site Manager will take the necessary steps to:
a)

Have the defect rectified, within a reasonable period of time, and record
the details on the defect report form and file it in a “Defects” Register.
b)
Remove the hazard or reduce the risk of injury to an acceptable level,
pending corrective action. Actions may include informing staff and
pupils of the hazard and / or taking the equipment / area concerned out
of use.
iv. If the defect is likely to affect the 'normal' running of the school the Head
teacher / Senior Management Team will be informed.
v. Once the defect has been repaired / item taken back into use, the date that this
occurs shall be recorded in the “Defects Register”.
vi. In order to monitor the action that has been taken and / or any delays in work
being carried out, the Summary Sheet shall be checked weekly by the Head
teacher / Site Manager and produced at termly intervals at the Governors’
Health and Safety Sub-Committee, at which recent defects should be identified
and outstanding works discussed.
3.2

Monitoring Arrangements

The Governing Body recognises the importance of monitoring health and safety
matters. Monitoring will be carried out in a number of ways.
a)

The Governors Health and Safety Sub-Committee will call for annual reports
on:
Accident / incidents
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b)
c)
d)
e)

f)

Results of internal or external health and safety inspections
Maintenance reports
Complaints, hazards and defects reports
Reviews of any procedures carried out by the Head teacher
Analysis of First Aid Accident books
The Head teacher shall provide such reports as required by the Governing
Body as part of his / her management of the school.
A Governor on behalf of the Governing Body shall carry out a termly visual
inspection of the school and report any issues arising to the Head teacher.
Safety Representatives, as appointed by staff, shall be allowed time to inspect /
monitor the school and report any issues to the Head teacher.
The Authority’s Health and Safety Officer or his / her representative shall
inspect the site on a regular basis and report back any issues, as may other
Officers of the Authority.
Periodically review risk assessments.

To help this process, the Governing Body will ensure that all reasonable inspection
facilities and information are provided on request to officers of the Authority,
Inspectors of the Health and Safety Executive and to any other bona fide health and
safety officials.
3.3

Health and Safety Information Dissemination Procedure

Information and instructions on health and safety matters are available / given to
teaching and non-teaching staff, pupils and visitors as follows:
Employees
i. Employees have been informed about all of the existing information held on the
school site and have signed a form to indicate that they have received and read
those documents which relate to themselves and their work. ii. All documentation
referred to in a), above, is kept in or with the school health and safety files which
are located in the main office. These files are readily available for staff for
reference purposes at any time.
iii. The only exception to this is where information is better kept at a site / subject
area level. In this case employees involved shall be informed of its location
and the information shall be kept on annex files. The master file will include a
note on the content and location of annex files. (The amount of information on
annex files should be kept to the minimum as ideally all information should be
kept in one place.)
iv. New documentation arriving at the school will be copied. The original will be
held on file and the copy circulated to appropriate employees. Employees are
required to sign a form to indicate that they have read the document concerned.
After circulation the document will be put in the school's health and safety files
referred to in b), above. The circulation form will be kept on file with the
document.
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v. The Head teacher will determine the circulation of each document and ensure
that all named employees have signed the circulation form before the
document is put into the health and safety file.
Pupils
It will be the responsibility of teaching staff to ensure that pupils are made aware
of existing and new health and safety information. This responsibility will be
split between the class teachers (for general health and safety arrangements),
and staff with a specialisation (curriculum-determined arrangements).
Visitors
The admin team shall ensure that visitors are informed of any health and safety
arrangements which may affect them during their visit.
Any visitors arriving on the site who is unknown or unexpected will be
questioned before being allowed access to the building. All visitors are required
to sign in at the main office and wear school lanyards to show that they are
officially recognised on site. Lanyards contain the fire evacuation procedures
on the reverse. Any visitor who has a disability is required to make themselves
known to the office staff so that in the event of an evacuation assistance can
be given.
All visitors to school are required to observe the health and safety regulations
whilst on the school site.
3.4

Safety Committee

The Head teacher / Business Manager will chair the committee and all appointed
safety representatives will be members. At present the Health and Safety Committee
carry out this role.
3.5

OTHER PROCEDURES

The Governing Body and Head teacher have agreed various procedure that may
change from time to time that support this main Health and Safety Policy and these
are listed below and can be found in the school’s shared drive under policies.
Employees are reminded that they must make themselves aware of this document – in
return the School Governors and Head Teacher will ensure that all Employees are
made aware of any changes.
Supporting Policies / Procedures:• School Accidents
• Managing Contractors
• Display Screen Equipment (DSE)
• Driving at Work
• School Minibus
• Fire Safety
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•
•
•
•
•
•

Managing Stress at Work
Violence and Aggression at Work
Educational Visits
Medical Conditions
Lone Working
Health & Safety Risk Assessments

Specific Health & Safety Risk Assessments and logs (e.g Asbestos) are maintained by
the Site Manager / appropriate person.
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St Peter’s Catholic School
Accident Reporting Procedures

The following section explains the day-to-day arrangements that are in place to report and
investigate accidents, incidents, diseases and near misses / dangerous occurrences at work
across the School. These arrangements apply to all employees.
For information a summary flow diagram of the accident reporting and investigation procedure
is attached as Appendix A. It should be noted however, that this is provided only as an
overview and should be read in conjunction with the detailed notes below.

1.1

First Aid

First aid personnel have been appointed to assist with accidents and emergencies which occur
at the workplace. In the event of an accident or incident resulting in minor injury, first aid
treatment may be administered, in line with the School’s First Aid Policy.
Where an ambulance is required, local arrangements should ensure the emergency services
are met and guided by the quickest route to the casualty and nearest relatives informed of the
situation.

1.2

Reporting

All accidents, incidents or near misses that could result in injury, will be reported to the Solihull
MBC Health and Safety Team, using the Accident Report Form.
In addition, some types of accidents or incidents require reporting to the Health and Safety
Executive (HSE) and failure to do so is a criminal offence. The Health and Safety Team of Solihull
MBC will report these to the HSE.
To meet HSE reporting requirements, it is essential that managers report all accidents and
incidents by completing the Accident Report Form promptly. The following timescales must be
adhered to:
Type
Death
Major Injury
Dangerous occurrence
Minor Injury
Near miss

Verbal Notification
Immediately
Immediately
Immediately
Not required
Not required

Report Form Completed
Within 24 hours
Within 24 hours
Within 24 hours
Within 5 working days
Within 7 working days

Where an accident results in sickness absence from work, the School Sickness, Absence and
Ill health Policy applies.

St Peter’s Catholic School

1.3

Investigation

The School approach to reducing/ preventing an accident or incident re-occurring is based on
a thorough investigation procedure which will ensure that the circumstances of a particular
accident have been rectified; and any preventative measures taken are adequate.
In the first instance, department managers are responsible for investigating all accidents or
incidents and recording the outcome accurately and factually on the Accident Report Form.
Whilst the complexity and resource requirements for the investigative process will vary,
depending on severity, the purpose of the investigation procedures are to:
•
•
•
•
•

1.4

Confirm extent of injury / damage;
Determine the sequence of events leading up to the accident or incident;
Identify underlying causes including any unsafe acts or conditions;
Identify actions that needs to be taken to prevent further accidents of a similar nature
Review and update appropriate risk assessments to take into account the findings and
recommendations from the accident investigation.

Risk Assessment

The School aims to be proactive in reducing the risk of an accident or incident occurring by
requiring its managers to undertake risk assessments of all work activities (identifying
significant risks) and ensure that all staff have read and understood their contents.
A separate Health and Safety Risk Assessment Procedure details the process that should be
followed.

1.5

Performance Monitoring

Details of accidents are reported to the Health and Safety Committee on a termly basis. The
analysis of this data allows the committee to identify trends and potential training requirements
to reduce the risk of accidents and incidents within a particular area.

1.6

Supporting Policies and Guidance

The school has a range of supporting policies and guidance documents in place. These
include:
• School Health and Safety Policy
• Risk Assessment Procedure

Other guidance will be issued from time to time as appropriate.

1.7

Training

The School will ensure, as far as reasonably practicable, that all employees are adequately
trained to carry out their work safely and are provided with information on safe working
practices and accident prevention.

2.0

Approval
This policy was adopted by St Peter’s Catholic School.

Appendix A

GUIDANCE TO DEPARTMENT HEADS
SOLIHULL MBC ACCIDENT / INCIDENT REPORTING PROCEDURE
INCIDENT OCCURS

DEAL WITH THE INCIDENT IMMEDIATELY and make the situation safe. Administer first aid,

Is the Accident or
Incident Serious?

MINOR INJURY /
NO INJURY (NEAR
MISS)

FATALITY / MAJOR INJURY/
HSE REPORTABLE
DANGEROUS OCCURRENCE

FOLLOW THE REPORTING PROCEDURE
Minor Injury
Manager carries out investigation, completes
Reporting Form and sends it to the Health and
Safety Team within 5 working days

In Working Hours
Contact Head Teacher and the Health and
Safety Team on ********
Outside Working Hours

No Injury (near miss)
Manager carries out investigation, co mpletes
Reporting Form and send it to the Health and
Safety Team within 7 working days

Contact Head Teacher - ***********

Manager MUST ensure that:

Solihull MBC Health & Safety Team will:
•
•
•

Family/carers informed if necessary
Incident Reporting Form completed
Investigation undertaken to determine:
Review the Report Form
- the underlying cause
Report to Health and Safety Executive if
- that the circumstances of a
appropriate

particular accident have been rectified; and
managers have completed
-

any preventative measures are
adequate and pose no further risk.

Ensureappropriate investigations that

Complete further investigation where
necessary

•

Ensure that risk assessments are
Recommend further action and involve
and appropriate professional advisers if required
amendments made

•

Escalate to more senior manager if
management

reviewed

Support managers as needed
Identify trends and produces reports for appropriate

Appendix B
A Summary of the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 1995
The following is provided only as a summary for managers, further advice should be sought from
the Health and Safety Team where necessary.
The following events are deemed so serious that they must be reported to the Health and Safety
Executive (HSE) by the quickest possible means (e.g. by telephone):
•

Fatality

•

Major injuries including:
- Fracture (except fingers or toes) or dislocation
- Amputation
- Loss of sight (temporary or permanent) or injury to the eye
- Electric shock or electrical burn leading to unconsciousness, resuscitation or admittance to
hospital for more than 24 hours
- Loss of consciousness
- Acute illness from exposure to a biological agent or its toxins or infected material
- Hypothermia or heat induced illness where resuscitation is required or admittance to
hospital for more than 24 hours

•

Someone who is not at work (e.g. member of the public) suffers an injury because of an
accident and is taken from the scene to a hospital.

•

Dangerous occurrences including:
- Incident caused by a lift, hoist, crane, mobile powered access platform, access cradle,
excavator or forklift truck.
- Incident involving overhead electric line, electrical short circuit or overload.
- Collapse of scaffolding, building, more than 5 tonnes of material, floor or wall. - Incidents
involving flammable liquid or gas.

Other accidents must be reported to the HSE within 15 working days, via the HSE Web Site
•

An employee is unable to carry out their normal duties for more than seven days. This does not
include the day of the accident, but does include weekends.

•

Specified diseases include:
Traumatic inflammation of the tendons of the hand or forearm
Carpal tunnel syndrome
Hand-arm vibration syndrome
Avian chlamydiosis
Hepatitis, legionellosis, leptospirosis, tetanus or tuberculosis
Any infection reliably attributable to exposure to blood or body fluids.
Mesothelioma, lung cancer or asbestosis
Cancer of the nasal cavity or associated air sinuses Occupational asthma or
dermatitis
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Working Alone Policy
This Policy has been adopted by St Peter’s
Catholic School
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SECTION ONE – WORKING ALONE POLICY
1.1

Introduction

The Council recognises that there are many situations where employees may be required to
undertake work on their own and in some cases, this may constitute all, or a significant part, of
their working week. This might include employees who work:
•
•
•
•

separately from others in the same building e.g. in a reception area, in basements or
storage areas, remote work areas in schools and other buildings
away from their fixed base without colleagues, e.g. drivers, visiting other premises or
people in their homes
at home
outside “normal” hours e.g. caretakers, cleaners, teachers and others who may work
early or late to meet workload demands

The Council recognises that working alone may put people in a more vulnerable position. For
example, it may be more difficult for them to summon help if things go wrong or if their health
and safety is at risk.
The Working Alone Policy forms part of the Council’s overall Health and Safety Policy. It
provides a comprehensive picture of how Solihull MBC complies with its legal obligations and
takes responsibility for managing the health and safety risks associated with working alone to
ensure, as far as reasonable practicable that lone workers are not be put at more risk than any
other employees.
For the purposes of this Policy, lone working is defined as "work in any situation in which the
ability to summon assistance may be impaired".
The Policy is set out in three parts:
Section One contains the Policy Statement which sets out the Council’s commitment to
managing health and safety as it relates to employees working alone.
Section Two describes the organisation and states who is responsible for what.
Section Three describes the day to day arrangements in place to achieve the aims set out in
the Policy Statement.
1.2

Scope of Policy

Anyone might find themselves working alone, therefore this policy applies to all employees,
whether permanent, agency or temporary staff.
The Working Alone Policy has been developed in consultation with recognised Teacher
Associations/ Trade Unions to provide a fair, consistent and supportive framework for the
effective management of lone working.
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1.3

Legislation and Standards

Working alone is not prohibited, although, sometimes the law requires at least two people to
undertake certain work e.g. work in confined spaces, work on live electrical equipment and
work that involves using unsecured ladders more than two metres above the ground.
The relevant applicable legislation and standards include:
The Health and Safety at Work etc Act 1974 sets out a duty of care for employers to ensure
the health, safety and welfare of their employees whilst they are at work. This includes lone
workers.
The Management of Health and Safety at Work Regulations 1999: requires employers to
undertake suitable and sufficient assessments of the risks to the health and safety of
employees whilst they are at work. This includes the additional risks associated with lone
working.
Employers are also under a duty to provide:
•
•

1.4

facilities for first aid under the Health and Safety (First Aid) Regulations;
suitable equipment and training in their use under the Provision and Use of Work
Equipment Regulations and the Lifting Operations and Lifting Equipment Regulations.
Working Alone Policy Statement

In relation to lone working, the Employer (whether this is the Council or the School Governing
Body) will:
•

identify and assess the significant risks associated with working alone;

•

involve and consult staff or their representatives when undertaking the required risk
assessment process;

•

provide appropriate training and information to raise general awareness and equip
both managers and employees with the necessary tools to effectively identify and
reduce risks associated with working alone;

•

take steps to check control measures are in place (examples of control measures
include instruction, training, supervision and issuing protective equipment);

•

review risk assessments annually or, as few workplaces stay the same, when there
has been a significant change in working practice;

•

undertake monitoring of working alone activities / operations.

2

Working Alone Policy and Procedure – adopted by St Peter’s Catholic School

SECTION TWO – ORGANISATION
2.1

Roles and Responsibilities

Personal safety is a responsibility shared by the Employer, managers and individual
employees. The following describes roles and responsibilities in relation to working alone
operations / activities.
More detailed responsibilities for managing health and safety arrangements generally, can be
found in the Council or School’s Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

c)

for core council staff, the employer is the Council;
for staff in community schools, community special schools, voluntary controlled schools,
maintained nursery schools and pupil referral units the employer is the Council (also
referred to as the Local Education Authority);
for foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

The Council and/or Governing Body delegate the work required to meet their health and safety
responsibilities to the Chief Executive, Corporate Directors, Head Teachers and Line
Managers (as appropriate), with advice and support from the Corporate Health and Safety
Support Team. However, the employer retains ultimate responsibility for ensuring that the
Working Alone Policy is implemented.
2.1.2 The Chief Executive / Corporate Directors / Head Teachers / Line Managers
The Chief Executive / Corporate Directors / Head Teachers / Line Managers will ensure that:
1.
2.

The risks associated with working alone are identified, properly assessed and shared
with individual employees.
Effective management action is taken to minimise the potential risks of working alone,
including:
• Making sure lone workers have no medical conditions which make them unsuitable
for working alone.
• Providing adequate information, instruction, training and supervision for lone
workers to ensure that individuals understand the risks associated with their work
and the relevant safety precautions.
• Undertaking occasional site visits, particularly if there are high-risk activities.
• Making regular contact by telephone or radio and making arrangements for
individuals to contact a supervisor if they need additional guidance.
• Implementing appropriate arrangements to ensure that a lone worker returns to
their base or home at the completion of a task away from the normal workplace.
• Implementing appropriate arrangements for dealing with any emergency,
particularly out of hours incidents.
• Providing appropriate first aid facilities.
3
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•

3.

4.

Making staff aware of the Council’s corporate Warning Marker system for
employees who undertake home visits to check addresses and be aware of any
potential risks.

Employees adhere to safe systems of work and any injuries or incidents relating to
working alone activities are reported and investigated with remedial action taken where
necessary.
Arrangements for working alone are regularly monitored and reviewed

2.1.3 Corporate Health and Safety Support Team
The Corporate Health and Safety Support Team will:
1.
2.
3.
4.

Develop, maintain and review the Working Alone Policy and Procedure.
Ensure appropriate implementation of the Working Alone Policy and Procedure through
health and safety audits and inspections.
Ensure appropriate health and safety awareness and training is available to staff.
Provide assistance (as appropriate) to complete local risk assessments.

2.1.4 Directorate / Schools Health and Safety Groups
The Directorate/Schools Health and Safety Groups will:
1.

2.

Provide support and advice to relevant Head Teachers / Line Managers on the
identification, assessment and management of risks associated with Working Alone
activities / operations.
Review surveys, data, trends, priorities and other information relating to lone working,
as required, and make recommendations on ways to further reduce the likelihood or
impact of identified health and safety risks.

2.1.5 Employees
Employees have a duty to take care of their own health and safety and must:
1.
2.
3.
4.
5.

Take an active part in the development of any working alone risk assessment.
Report to management (in confidence) any personal conditions which may be
detrimentally affected by any working alone operation / activity
Accept opportunities to attend training and receive additional support if appropriate.
Comply with any information, instruction and training that is provided in relation to lone
working.
Ensure their own health and safety is not put at risk by taking appropriate safety
precautions when working alone, including for example:
•
Not working at heights on a ladder or steps.
•
Not going into lofts or any other spaces in which they might become trapped
Not doing any tasks involving hazardous tools or materials.
•
Locking the doors and closing the windows, where possible, to prevent intruders.
•
Making themselves aware of the nearest fire exit and first aid kit.
•
Making sure someone knows where they are and their estimated time of arrival
home.
4
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SECTION THREE – ARRANGEMENTS
The following section explains the day-to-day arrangements that are in place for the
management of working alone operations / activities across the Council and in Schools. These
arrangements apply to all employees.
3.1

Local Management

Establishing safe working for those working alone is no different from organising the safety of
other employees. Head Teachers and Line Managers already have a responsibility (as set out
in the Council or individual School’s Health and Safety Policy) to provide a safe working
environment and to ensure that risk assessments are undertaken for work activities they
control.
However, for lone working, the working arrangements and related risk assessment must take
account of any additional risk factors including (but not necessarily limited to) the following:
•
•
•
•
•

the possibility of accidents or sudden illnesses when there is no-one to summon help or
provide first aid;
the threat of violence;
the possibility of a fire;
the possibility that individuals working alone may attempt tasks which cannot safely be
done by one person e.g. heavy lifting, or use of certain equipment;
the danger of being accidentally locked in a room or building.

To help managers identify the full range of potential risks, the Corporate Health and Safety
Team has developed a checklist of typical hazards faced by lone workers.
Deciding what measures to put in place to manage the hazards associated with working alone
activities / operations should be based on the level of risk that employees may be exposed to.
In this respect, the following categories of risk have been assessed in relation to lone workers:
•

•

•

Low risk – those employees who occasionally work alone; may include working at home or
travelling between sites on SMBC business, once or twice a week. This will not involve
work in remote areas, or places with which contact may be difficult or where the need to
maintain contact with the office will be minimal.
Medium risk – those employees who regularly work alone as part of their role; may include
one or two visits during the day to carry out their associated work activity / operations,
possibly in locations where contact may be limited.
High risk – employees who work alone for the majority of their day; may include those who
work outside of standard office hours or in remote areas with minimal contact. Could
include areas of poor communication for mobile phones or lack of public telephones in
rural areas or where problems have previously been encountered, such as violence or
vandalism or potentially hostile/sensitive situations.
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Local risk assessments will determine the extent of the arrangements that need to be in place
to manage the risk of lone working in each service area and it is part of a manager’s role to
ensure that their employees are provided with suitable and sufficient training and information
on these procedures.

To assist managers decide what arrangements they should have in place to manage the risks
of working alone, the Corporate Health and Safety Support team has developed a checklist of
the typical control measures depending on whether employees are assessed as being at
low, medium or high risk from working alone.
3.2

Supporting Policies & Guidance

The Council has a range of supporting policies and guidance documents in place, to assist in
the managing of Employees Working Alone and any associated risks. These are available on
the Health and Safety Intranet pages and include:
•
•
•
•
•
•

Corporate Health and Safety Policy
Risk Assessment Policy
Accident Reporting and Investigation Policy
Violence at Work
Managing Stress at Work Policy
Driving at Work Policy
3.3

Communication

Internally, the Working Alone Policy (and any future revisions) will be launched through Core
Brief to ensure that all staff are aware of its existence and their responsibilities. It is also available
on the Health and Safety Intranet pages.
HSE leaflets and guidance booklets will be used to inform staff of good practise.
Please contact the Corporate Health and Safety Support Team on 0121 704 6328, for further
information.
3.4

Date of Application

Since May 2010, with a Policy refresh in August 2012.
3.5

Equalities

As part of the refresh of this Policy, two specific questions about any potential equalities
implications have been considered:
-

firstly, whether anything in the policy impacts on a person’s ability to access Services;
and
secondly whether it is possible that people could be disadvantaged by an employee not
using the policy properly.
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It has been concluded that there are no direct equality implications associated with this
particular Policy.
3.6

Planned Date of Review

This Policy will be reviewed in 2015.

GUIDANCE BELOW
Checklist of Typical Hazards for a Lone Working Risk Assessment
The following table contains some key questions for Head Teachers/ Line Managers to
consider when identifying the specific hazards of lone working. Any that apply, should be
referred to in the relevant risk assessment.
Question
Consideration
Does the workplace present a special The environment, location, contents, unfamiliarity etc.
risk to a lone worker?
Consider access requirements, transport and parking
arrangements, etc.
Consider security issues – lighting at entrances and
exits, can windows and doors be secured to prevent
unauthorised access?
Remember: lone workers working at another
employer’s workplace are still the responsibility of
his/her own employer.
Does the activity present a special
risk to a lone worker?

Consider the equipment, process, substances,
location, time, members of public, handling cash etc.
Are there any hazards specific to the work process,
which may create particular risks for lone workers e.g.
electrical systems, confined spaces etc?

Is there a safe way in and out for one
person?

Consider both in the course of normal work and in the
event of an emergency etc.
Lone workers are particularly at risk if a fire occurs
because they are less likely to be aware of a fire until
they themselves see or smell it. Lone workers should
always be aware of the appropriate access routes out
of the building from their place of work.
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Can the equipment be adequately
controlled and handled by one
person?

Consider whether the work involves lifting objects too
large for one person or whether more than one person
is needed to operate essential controls for the safe
running of equipment.

Can one person safely handle all
goods, substances and materials?

Consider whether there are any flammables, toxins,
pathogens etc.

Is the working environment
appropriate?

Consider heating, lighting, ventilation etc.

Are the welfare facilities adequate and
accessible?
Question
Does the lone worker have first aid
facilities or access to them?

Consider access to toilets, washing facilities, drinking
water etc.
Consideration

Does the lone worker have access to
a reliable and suitable means of
communication or other means of
summoning assistance if required?

Consider telephone, mobile, radio, inactivity alarm etc.

Is there a risk of violence associated
with the work activity or location?

Consider any previous history of verbal threats,
violence, interaction with public, etc.

Lone workers should have access to adequate firstaid
facilities and mobile workers should carry a firstaid kit
suitable for treating minor injuries. Occasionally risk
assessment may indicate that lone workers need
training in first aid.

Properties/clients to be visited should be checked on
the corporate Warning Marker System prior to visiting.
Is the lone worker more at risk due to
their gender or inexperience?

Consider maturity, familiarity with procedures,
knowledge and experience, particularly young and
new workers.
Where women travel alone, ensure they have been
trained in the precautions to take when using public
transport and car parks. In some cases, the fitting of a
car telephone or emergency device may be
necessary.
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Has the employee received sufficient
information, instruction and training to
enable the work to be undertaken
safely whilst alone?

Training is particularly important where there is limited
supervision and lone workers need to be sufficiently
experienced to fully understand the risks and
precautions required. Consider for example,
emergency procedures, out-of-hours procedures,
personal safety training, etc.
Lone workers should be competent to deal with
unusual or new circumstances beyond their training,
and know when to stop and seek advice.

Is the worker medically fit to
undertake the work alone?

Consider both routine work and foreseeable
emergencies that may impose additional physical and
mental burdens on the individual. Medical advice
should be sought if necessary.

Question
What arrangements are in place to
provide adequate supervision?

Consideration
The extent of supervision required depends on the
risks involved and the ability of the lone worker to
identify and handle health and safety issues. The
higher the risk, the greater the level of supervision
required. It should not be left to individuals to decide
whether they require supervision.
Employees new to a job, undergoing training, doing
a job that presents special risks, or dealing with new
situations may need to be accompanied at first.
Supervision might include periodic visits, use of local
security staff, signing in/out, periodic contact
arrangements, open diaries, CCTV, inactivity alarms,
‘permits to work’

Are there contingency plans in place
should an alert or alarm be raised by
a lone worker?

Are these plans well known and rehearsed? Would
colleagues know what to do, who to contact?
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Are lone workers visiting individuals
in their own homes?

Prior to visits of new clients, consider:
• Previous history
• Behaviour patterns
• Problems with relatives
• Use of medication/drugs/alcohol
• Obtain information from other colleagues and
agencies regarding the client
For existing clients, consider:
• Preferred location for the meeting – clinic/health
centre/home
• Preferred time of day for visit considering
daylight/evening
• Previous attitude of relatives
Properties/clients to be visited should be checked on
the corporate Warning Marker System prior to visiting.

Checklist of Typical Control Measures for a Lone Working Risk
Assessment
The following table contains some typical control measures action for Head Teachers/ Line
Managers to consider when managing the specific hazards of lone working. Any that apply,
should be referred to in the relevant risk assessment.
Low Risk Controls

Medium Risk Controls

Individuals are aware that they
must inform their Line
Manager of any health issues
that may affect them working
alone.
Regular 1:1 supervision
meetings provide the
opportunity to discuss lone
working arrangements.

In addition, Line manager
In addition, pre-employment
prompts discussion as part of checks are undertaken for new
regular 1:1 meetings.
employees to check existing
medical issues or referral to
Occupational Health.
In addition, lone working
In addition, there is regular
arrangements are periodically contact with the lone worker
reviewed including site visits whilst they are working alone.
where appropriate to observe
arrangements in operation.
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Individuals have reliable, easy
access to a telephone or
other means of
communication.

In addition, individuals have
a mobile phone to call the
office or family when away
from the office or working
late.

A “buddy system” operates
and individuals report their
safe return to work or home
to the nominated contact.
Someone in the office is
nominated to make sure
everyone has returned safely
/ is accounted for at the end
of each working day. The
following response is
initiated if the individual does
not make contact when
expected:
• Attempt to contact by
phone
• Call colleague at home
• Contact line manager
• Call police
Individuals know how to
access first aid facilities,
particularly out on site.
Individuals have received
basic health and safety
awareness training.

In addition, a local system
operates (e.g. a whiteboard
or diary system) to monitor
the whereabouts of
individuals during the day as
well as their expected return
time.
There is an agreed (and
tested) alarm raising protocol
in place for staff that may be
unable to speak freely e.g.
use of a predetermined script
that colleagues recognise as
a request for emergency
assistance.

In addition, mobile workers
are provided with a personal
first aid kit.
In addition, individuals attend
personal safety/aggressive
situations training.
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In addition, individuals have
access to an electronic or
automatic warning device that
operates if specific signals are
not received periodically from
the lone worker.
In addition, consideration is
given to personal protective
equipment, such as an attack
alarm, as well as electronic or
automatic warning devices that
operate if specific signals are
not received periodically from
the lone worker. This may
include tracking devices to
ascertain the whereabouts of
individuals who work alone in
isolated situations.

In addition, consideration is
given to providing individuals
with first aid training.
In addition, individuals attend
stress management training.

Driving at Work Policy For
Schools Based Staff

This policy has been adopted by St. Peter’s
Catholic School

Introduction
Driving at Work Policy – this has been adopted by St. Peter’s Catholic School

According to ROSPA (the Royal Society for the Prevention of Accidents), driving is the most
dangerous work activity that most people do and about 150 people are killed and seriously
injured every week in crashes involving someone who was driving, riding or otherwise using
the road for work.
Endorsable road traffic offences contribute to a significant number of casualties. For example,
in 2011, excess speed contributed to 213 deaths and using a mobile phone while driving
contributed to 374 road casualties.
Various legislation applies to the use of Motor Vehicles including:
•
•
•
•

Road Traffic Act
Road Safety Act
Highway Code
Road Vehicles (Construction and Use) Regulations

The Health and Safety Executive (HSE) in collaboration with the Department for Transport
and ROSPA have published Guidance for Employers on “Driving at Work – Managing
work-related road safety”. This Guidance clearly states their view that the requirements of
Section 2 of the Health and Safety at Work Act 1974 and Regulation 3 of the Management
of Health and Safety at Work Regulations 1999 apply to all work related activities, including
“work-related driving”.
To help to keep people safe whilst driving at work, the Council has developed this Driving at
Work Policy. Please note that failure to comply with this Policy could result in disciplinary
action.

1.

Purpose and Scope

The law counts you as "driving for work" whenever you drive in the course of your
employment. Everyday commuting does not count, but journeys that start from your home and
go to a work location other than your normal workplace are counted as work-related driving.
In relation to work related driving, the Council and the School aims to:
•
•
•

ensure, so far as is reasonably practicable, the health and safety of staff who drive on
School business;
involve all staff in the identification and proper assessment of all significant risks
associated with work related driving activities;
encourage safe driving by providing employees with appropriate information,
instruction, training and supervision.

This Policy:
a) applies to all schools based staff (a separate Policy applies to Core Council staff);
b) applies to vehicles owned, hired or leased by the Council and the School as well as
those owned by individual employees;
c) applies to employees who manage someone else who drives;
d) includes the use of cars, motorbikes, scooters, lorries, vans, wagons and minibuses;
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e) excludes commuting to and from work or evening meetings (in the case of
Governors).
2.

Roles and Responsibilities

The following describes roles and responsibilities in relation to work related driving. More
detailed responsibilities for managing health and safety arrangements generally can be
found in the School’s Health and Safety Policy.
2.1

Employer

Overall responsibility for health and safety rests with the employer. This varies as follows:
a)

b)

for staff in community schools, community special schools, voluntary controlled schools,
maintained nursery schools and pupil referral units the employer is the
Council (also referred to as the Local Education Authority);
for foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

The Council and/or Governing Body delegate the work required to meet their health and
safety responsibilities to the Chief Executive, Corporate Directors, Head Teachers and Line
Managers, with advice and support from the Corporate Health and Safety Support Team.
However, the employer retains ultimate responsibility for ensuring that the Managing
Driving at Work Policy is implemented.
2.2 The Schools Health and Safety Group
The Schools Health and Safety Group is responsible for developing, maintaining and regularly
reviewing the Driving at Work Policy.
2.3Governing Body
The Governing Body sets the operational direction for effective health and safety and will:
a)
b)
c)

comply with the Council’s Driving at Work policy Schools and arrangements;
take account of health and safety when developing policies, approving major projects
and implementing change management initiatives;
review health and safety performance (including driving at work activities) at least once
a year.

2.4Head Teachers / Line Managers
Head Teachers / Line managers have a duty to satisfy themselves that any drivers under their
supervision can legally and safely drive the vehicle before giving authority to drive.
Headteachers (either personally or through clear delegation to their line managers) will:
a)

ensure that all staff they manage are aware of the risks associated with driving at work
and that safe working practises operate;
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b)

c)
d)

e)

f)
g)

h)

signpost drivers to the Driving at Work Policy and if required provide appropriate
guidance that includes more practical instruction and advice for example minibus
driving;
ensure that any casual car users present their driving licence for review as part of their
annual appraisal;
in the event that a line manager is unsure of the entitlement regarding a driver, he/she
must contact the Transport Manager who will in turn determine the next steps to
establish the person’s entitlement to drive that class of vehicle.
not permit any employee who is suspected of being intoxicated by alcohol, or drugs
(either prescribed or illegal) or where there are concerns about driving ability, to drive
on Council / School business;
notify the Health and Safety Support Team of all work related road traffic accidents;
consult Occupational Health for advice on the employee’s well being as required to
help determine fitness for driving in line with the Managing Sickness and Ill Health
Policy;
consult Human Resources for advice before any action is taken as a consequence of
this Policy.

2.5Health and Safety Support Team
The Health and Safety Support Team will:
a)
b)

c)
d)

support the School to develop polices, procedures and standards as regards work
related driving activities;
review reports of any driving related accidents and where appropriate, conduct
impartial accident investigations and prepare reports of such investigations, with
recommendations to prevent recurrence;
assist in the development of health and safety awareness and training;
present quarterly performance data (including accident statistics, risk assessment
progress and training activities) to the Schools Health and Safety Group.

2.6Transport Manager
The Council’s Transport Manager will:
a)
b)

c)

be responsible for the procurement, supply, maintenance and repair of all SMBC
owned vehicles;
be the nominated holder of the Council’s Goods Vehicles Operators Licence (known as
the “O” Licence) and is responsible for ensuring that Council vehicles are operated
properly;
provide advice as required to Head Teachers / line managers in particular to the
purchase, maintenance and use of Minibuses;

2.7 Drivers of SMBC Vehicles (including School Minibuses)
Drivers of any SMBC vehicles have ultimate responsibility for traffic related matters whilst
the vehicle is on the highway, including personal driving standards, road worthiness of the
vehicle and the behaviour of persons carried as passengers.
As such, drivers of any SMBC vehicles (including school minibuses) must
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a)
b)
c)
d)
e)
f)

g)

h)
i)
j)
k)
l)

familiarise themselves with this Managing Driving at Work Policy and comply with all
the standards and guidelines;
where relevant, familiarise themselves with the separate minibus
guidance/handbook and apply the guidance when driving;
report any driving convictions or medical condition that might affect driving ability as
soon as these occur, to the appropriate Line Manager/Head teacher;
notify their Line Manager/Head teacher if they lose their driving licence;
carry out any required vehicle checks and report defects immediately;
only use the vehicle for authorised journeys i.e. on school business, as the school’s
motor insurance policy may be invalidated by the unauthorised use of vehicles,
leaving the driver open to litigation, prosecution or disciplinary action;
co-operate with and support the school, Head teachers, Line Managers and other
employees, in meeting their health and safety legal responsibilities including the
requirement to complete a driving licence check mandate for the Transport
Manager to confirm they hold a valid and correct driving licence with the DVLA;
undertake any required training in safe methods of driving, including a driver
assessment where required;
know the height and weight limits of their vehicles and ensure that such limits are not
exceeded (primarily overloading minibuses during use);
ensure that loads are safely secured and extending loads are properly marked;
drive safely in a way that will not bring the School/Council into disrepute.
not drive if they do not have a valid and correct driving licence or have any doubts
about their ability to drive safely.

2.8 Casual Car Users
Employees who drive their own cars either as part of their work or voluntarily to transport
children and/or colleagues must:
a)
b)
c)
d)
e)

f)

g)

familiarise themselves with this Managing Driving at Work Policy and comply with all
the standards and guidelines;
report any driving convictions or medical condition that might affect driving ability as
soon as these occur, to the appropriate Line Manager/Head teacher;
notify their Line Manager/Head teacher and the Transport Manager if they lose their
driving licence;
have appropriate business insurance and tax;
maintain their vehicle in a roadworthy condition at all times (including regular servicing
and maintenance in accordance with manufacturer’s guidelines) and have an MOT
where applicable;
co-operate with and support the school, Head teachers, Line Managers and other
employees, in meeting their health and safety legal responsibilities including the
requirement for casual car users to submit a copy of their driving licence to their line
manager to confirm they hold a valid and correct driving licence as part of the annual
appraisal process;
drive safely and in a way that will not bring the School/Council into disrepute; h) not
drive if they:
- do not have a valid and correct driving licence;
- do not have adequate and appropriate insurance cover;
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3.

do not have a valid MOT for the vehicle they are driving, where required; or have any doubts about their ability to drive safely.

Arrangements for Managing Driving at Work
3.1 Corporate Management

The Council recognises that a detailed assessment of every driver would be a major
undertaking. Therefore, the Council and School’s approach to managing driving risks is
based on the school risk assessment that identifies the potential risks associated with work
related driving activities and the arrangements in place to minimise these risks including
those related to the driver, the vehicle and the journey..
Head teachers are responsible for ensuring that:
•
•

the school risk assessment is tailored to the particular circumstances in their school
and shared with their teams;
the control measures identified continue to be implemented locally; and • that anyone
who drives as part of their employment is legally competent to do so (see 3.3 below for
details).

3.2

Local Management

At a local level, all persons who drive for business purposes are personally responsible for
ensuring that they are:
•
•

legally qualified to drive;
appropriately insured to drive;

•
•

medically fit to drive; •
driving safely.

driving a safe vehicle;

In addition, drivers of SMBC vehicles are responsible for ensuring that:
•
•

vehicles are driven in a way that will not bring the School /Council into disrepute;
vehicles operate within their legal gross vehicle and axle weights and are loaded
securely.

3.3 Legal Competency
Line managers / Head teachers must confirm, on appointment and annually thereafter, that
drivers are legally competent to drive. This means ensuring that all drivers have a valid and
correct driving licence and that a record is made/retained by the line manager to confirm
that the original copy has been verified.
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In the event that a line manager is unsure of the entitlement regarding a driver, he/she
must contact the Transport Manager who will in turn determine the next steps to establish
the person’s entitlement to drive that class of vehicle.
In addition, at any time, the Health and Safety Support Team or the Transport Manager
may request sight of an employee’s driving licence, evidence of appropriate business
insurance cover and, where appropriate, MOT certificate. Employees are required to
produce such documentation, within a reasonable timescale, if required to do so.
All information will be treated in the strictest confidence.
Drivers that have been disqualified from driving will be relieved of all driving duties with
immediate effect. Advice will be sought from Human Resources to identify, in consultation
with the individual and their line-manager, the most appropriate course of action. In some
instances, this may result in termination of employment. Each case will be dealt with on its
merits.
A reminder that for road traffic offences (e.g. speeding) the driver would go to court and for
vehicle offences (e.g. defective tyres), the driver and / or the registered keeper would go to
court.
3.4Driver Training and Assessment
With the exception of those who drive SMBC vehicles, experience suggests there is no
business case for blanket driver training across Solihull Schools. However, the Health and
Safety Team should be contacted to discuss any individual requirements.
Drivers of SMBC vehicles (including school minibuses) are required to attend the Council’s
approved driver training every 3 years. Re-assessment my take place more often if an
incident merits if, for example, an individual driver is convicted of a traffic offence, such as
speeding, is involved in a blameworthy collision or if complaints have been received.
Please contact the Transport Manager for more information.
New employees who are recruited to roles that require them to drive Council owned
vehicles must undertake some form of driver assessment as part of the interview process.
For more information, contact the Council’s Transport Manager who can provide appropriate
advice.
3.5Communication
The Driving at Work Policy is available on the Health and Safety Extranet and Solnet.
Head teachers will ensure that the school risk assessment is shared with their teams to
ensure staff are aware of the risks associated with driving and the measures in place to
minimise these risks.
4.

Equality Duty

It has been concluded that this policy poses no significant equality issues.
5.

Further Advice and Guidance
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For further information, please contact the Health and Safety Support Team on telephone
0121 704 6328.
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SECTION ONE – DISPLAY SCREEN EQUIPMENT POLICY
1.1

Introduction

The health problems associated with using display screen equipment (DSE) can include:
-

upper limb disorders (including pains in the neck, arms, elbows, wrists, hands,
fingers), often known as repetitive strain injury or ‘RSI’
back ache
fatigue
temporary eye strain (but not eye damage) and headaches.

The causes may not always be obvious and can be due to a combination of factors. But
enough is known about the importance of some measures - for example, the need to sit
properly and take breaks - for the risks to be tackled effectively.
Employers are required under the Work with display screen equipment: Health and Safety
(Display Screen Equipment) Regulations 1992 as amended by the Health and Safety
(Miscellaneous Amendments) Regulations 2002 to protect the health and minimise the risks
to employees who use DSE by:
-

assessing workstations to identify and reduce risks to employee’s health
ensuring that workstations meet specified minimum requirements
planning work activities so that they include breaks or changes of activity providing eye and eyesight tests on request, and special spectacles if needed providing appropriate information and training.

For the purposes of this Policy, the following definitions apply:
• “Employer” relates to either the Council or School (for more detail see Section 2.1.1)
• “Display Screen Equipment or DSE” (sometimes called Visual Display Unit or VDU)
relates to a display screen, usually forming part of a computer and showing text,
numbers or graphics.
• “User” relates to an employee who uses DSE more or less continuous on most days.
This will include the majority of those whose job mainly involves, for example DSE
based data input and order processing. Where use is less continuous or frequent,
other factors connected with the job must be assessed. It will generally be appropriate
to classify the person concerned as a User or Operator if they:
- normally use DSE for continuous or near-continuous spells of an hour or more at a
time; and
- use DSE in this way more or less daily; and
- have to transfer information quickly to or from the DSE;
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and also need to apply high levels of attention and concentration; or are highly
dependent on DSE or have little choice about using it; or need special training or skills
to use the DSE.

• “Operator” relates to any self employed or agency person who uses DSE provided by
the employer (whether this is the Council or the School) as a significant part of their
normal work on a daily basis usually for continuous periods of an hour or more.
• “Workstation” relates to any assembly of DSE (including laptops and any input device
e.g. keyboard, mouse), accessory furniture/equipment (including a work chair, desk,
work surface, a document holder or telephone), and the immediate work
environment around the display screen.
The purpose of this Policy is to provide practical information on how to ensure that the health
effects associated with the use of display screen equipment are properly assessed and
suitable action taken to minimise the risks. The Policy is set out in three parts:
Section One describes the employer’s policy for managing health and safety as it relates to
employees who use DSE.
Section Two describes the organisation, roles and responsibilities of those responsible
for implementing this Policy.
Section Three describes the day to day arrangements in place to achieve the aims set out
in the Policy Statement.
1.2

Scope of Policy

This Policy applies to any employee who uses DSE as a significant part of their normal work
on a daily basis usually for continuous periods of an hour or more. This includes:
-

those employed on NJC terms and conditions of service for local government
employees
teachers and support staff in schools
home and agile workers, whether or not the workstation is provided in whole or in part
by the employer
temporary and agency staff, although for these workers, certain duties such as the
provision of eye and eyesight testing remain the responsibility of the employment
agency, whilst responsibility to provide a suitable workstation and DSE assessment
remains the responsibility of the employer.

The Policy does not apply to:
-

DSE intended mainly for public operation for example, PC’s provided in libraries; Laptops and other portable systems not in prolonged used. - Partners using
agile working areas.
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The DSE Policy has been developed in consultation with recognised Teacher Associations/
Trade Unions to provide a fair, consistent and supportive framework for all persons who may
use DSE equipment.
1.3

Legislation and Standards

The key applicable legislation and standards include:
The Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the
Health and Safety (Miscellaneous Amendments) Regulations 2002 advise employers on how
the effects of DSE work can best be minimised through identification of those at risk and
assessment of their workstations.
The Management of Health and Safety at Work Regulations 1999 require employers to
undertake suitable and sufficient assessments of the risks to the health and safety of
employees whilst they are at work. This includes the risks associated with using DSE.
The Workplace (Health, Safety and Welfare) Regulations 1992 require the environment
(workplace) to be considered in terms of space, lighting, seating, temperature and humidity.

SECTION TWO – ORGANISATION
2.1
Roles and Responsibilities
The following describes roles and responsibilities in relation to the use of Display Screen
Equipment (DSE).
More detailed responsibilities for managing health and safety arrangements generally, can
be found in the Corporate Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

c)

for core Council staff, the employer is the Council;
for staff in community schools, community special schools, voluntary controlled
schools, maintained nursery schools and pupil referral units the employer is the Council
(also referred to as the Local Education Authority);
for foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

The Council and/or Governing Body delegates the work required to meet their health and
safety responsibilities to the Chief Executive and Corporate Directors, who in turn delegate
day-to-day responsibility to Line Managers and Head Teachers, with advice and support
from the Health and Safety Support Team.
2.1.2

Line Managers / Head Teachers.
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Line Managers / Head Teachers are responsible for the day to day health and safety
arrangements and will:
1.
2.
3.

2.1.3

Nominate one or more DSE Assessors to support the identification of management
of risks associated with the use of DSE.
Ensure that the risks associated with using DSE are identified, properly assessed
and shared with individual employees.
Take effective management action to minimise the potential risks of using DSE, by:
identifying designated Users and Operators of DSE;
• providing suitable furniture and equipment for those using DSE; (Except those
who are home working according to 3.3.3 para. 4)
• providing adequate information, instruction, training and supervision to ensure
that individuals understand the risks associated with their work and the relevant
safety precautions;
• implementing appropriate recommendations made by a DSE Assessor and/or
Occupational Health Adviser to remove or reduce the risks to as low a level as
reasonably practicable;
• taking steps to incorporate changes of task within the working day, in order to
prevent intensive periods of on-screen activity;
• reviewing software periodically to ensure its continued suitability for the task;
• prioritising funding for additional precautions/control measures, where required;
• referring risks to the appropriate senior manager where they cannot be managed
locally.
Health and Safety Support Team

The Health and Safety Support Team will:
1.
2.
3.
4.
5.

Develop maintain and review the DSE Policy and Procedure.
Ensure appropriate implementation of the DSE Policy and Procedure through health
and safety audits and inspections.
Ensure appropriate health and safety awareness and training is available to staff.
Provide training and support for DSE Risk Assessors.
Provide assistance (as appropriate) to complete suitable DSE risk assessments.

2.1.4

DSE Assessors

The nominated DSE Assessors will support their teams and line manager to manage the
risks associated with using DSE. A DSE Assessor is a member of staff who has undergone
training (following initial training – refresher training every 3 years) to give them the required
knowledge and skills to undertake health and safety risk assessments i.e. they are
competent. DSE Assessors will:
1.

Co-ordinate the completion and review of the Workstation Self Assessment Checklist
by all Designated Users and Operators in their area annually, or if there have been
any changes (such as new software, hardware, change of location etc.).
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2.
3.
4.
5.

Consult with the appropriate Line Manager, Head Teacher and/or the Health and
Safety Support Team regarding any issues raised by staff.
Periodically check workstations to ensure that they are correctly set up.
Ensure all users know where to seek help if they have difficulties with an issue that
relates to DSE health and safety.
Follow up self assessments to ensure that any problems identified have been
appropriately resolved.

2.1.5 Employees who are Designated Users or Operators
All employees have a duty to take care of their own health and safety. Employees who use
DSE must:
1.
Complete the DSE self assessment form.
2.
Adjust furniture and equipment so that they obtain the correct posture when working
3.
Take the opportunity to vary activities, break up long periods of DSE activity and
take regular activity breaks from the workstation. (example filing and printing)
4.
Attend eye and eyesight tests at regular intervals (as recommended by the optician).
5.
Always inform their line manager / Head Teacher of any problems with furniture,
equipment or issues that may affect their work / health while using DSE.

SECTION THREE – ARRANGEMENTS
3.1

General

The following section explains the day-to-day arrangements that are in place for the
management of DSE operations / activities across the Council and in Schools. These
arrangements apply to all employees.
3.2

Corporate Management

The corporate approach to managing the risks associated with the use of DSE is
underpinned by the provision of:
- a suitable workstation that meets a set of minimum requirements (see 3.3.1 below);
- suitable information and training for users, primarily through a computer based
software package (see 3.3.2 below);
- a self assessment approach to identify any issues (see 3.3.3 below);
- support from a network of trained assessors (see 2.1.4);
- eye testing for users and the provision of spectacles where these are required for
DSE work (see 3.3.4 below).
3.3

Local Management

At a local level, Line Managers and Head Teachers are responsible for making sure
appropriate furniture, equipment information and training is provided for employees using
DSE. Line Managers and Head Teachers may delegate certain tasks, but must ensure that
the nominated DSE Assessor is a competent person, and that workstation assessments are
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suitable and sufficient, recorded ( copies kept for three years in a personal file) and regularly
reviewed.
The following describes the local arrangements in more detail:
3.3.1 Minimum Requirements for Workstations
Managers must ensure that workstations and equipment comply with specific minimum
requirements laid down in the DSE regulations (Managers should only purchase equipment
via the approved suppliers – the HSST can assist wit advice on this). This includes:
- a chair with seat height adjustment, seat back adjustment and a stable base (usually
5 wheels/castors);
- a desk which provides ‘adequate space’;
- a separate monitor which tilts and swivels and has a clearly readable screen.
Specific modifications will be required for portable devices such as Laptops, Blackberry
phones/ tablets/ netbooks etc. which are not designed for prolonged use. If such equipment
is used for regular periods of more than an hour, they should be connected to a separate
screen, keyboard and mouse.
All laptop accessories should be as light as possible. It is recommended that a rucksack type
carrier is considered if a laptop is carried frequently.
The Workstation Self Assessment Checklist is designed to ensure that the minimum
requirements are addressed if all questions are positively answered.
3.3.2 Information and Training
DSE training is provided through an E-Learning module that provides Users with the
knowledge to correctly set up and maintain their workstation and related equipment. This
training should take place every three years.
Please contact the Health and Safety Support Team to arrange access.
Internally, the DSE Policy and Procedure (and any future revisions) will be communicated as
appropriate, to ensure that all managers and staff are aware of its existence and their
responsibilities). It will also be launched through the Managers Forum On-Line Newsletter
and Core Brief (as appropriate). It is also available on the Health and Safety Intranet.
3.3.3 Workstation Self Assessment
All Users should complete a Workstation Self Assessment Checklist available on the
Health and Safety Intranet.
Once the Policy is approved it will be available via the Intranet.
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Users who share a workstation must complete an individual Checklist as it is likely that
individuals will need to make adjustments to the workstation set-up to suit them and this
requirement must be highlighted with each user.
Users who work at home must complete a separate Checklist as it is likely that the home
setting will be quite different to that provided in the office. However, where home-working is
at the discretion of the employee, the employer (whether this is the Council or the School) is
not required to provide a workstation that is compliant with the DSE regulations. However,
employees are advised to ensure their set-up is as ergonomic as possible, e.g. suitable work
surface, adjustable chair, good positioning of keyboard and pointing device and reasonable
working environment. Completion of the Checklist will identify any potential improvements.
The completed Checklist should be reviewed by the appropriate DSE Assessor who will
provide assistance to resolve any identified issues. In exceptional cases where there are
unresolved issues, perhaps because of unusual circumstances, the assessment should be
referred to the Health and Safety Support Team. Exceptionally it might be necessary for a
home visit by the DSE Assessor and/or Health and Safety Officer.
Each School/Team should maintain a record of who their DSE Users are, the associated
completed Workstation Self Assessment Checklists and any relevant documentation relating
to actions that have been taken and training/information that has been provided.
The Checklist should be reviewed annually or sooner if major changes take place, such as:
- if the workstation is relocated;
- a major change in workstation furniture;
- a substantial increase in the amount of time required to be spent using display screen
equipment;
- a major change to software used;
- a major change to the hardware (screen, keyboard, input devices etc); - if
environmental conditions such as the lighting are significantly modified. - Pregnancy
- Due to medical condition/injury

3.3.4 Eye Tests
DSE Users are entitled to an eyesight test. The optician’s fee for the test will be paid by the
employer (whether this is the Council or School). A re–examination will be required typically
every two years.
Where glasses are found to be necessary specifically for the use of DSE, the employer
(whether this is the Council or the School) will contribute towards the purchase.
In the case of agency staff, the employment agency should provide eye tests (and special
corrective appliances, if required) to agency worker users who are their employees.
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Further advice, information and relevant forms for eye tests can be found on the HR Intranet
pages.
3.4

Date of Application

March 2012
3.5

Equalities

This Policy will be subject to a Fair Treatment Assessment.
3.6

Planned Date of Review

Twelve months from approval, thereafter every three years.
3.7

Further Advice and Guidance

The Health and Safety Support Team has an extensive intranet site where further advice
and guidance is available on all aspects of health and safety. Alternatively, please contact
the Health and Safety Support Team, telephone 0121 704 6328, or via email
corporategovernance@solihull.gov.uk
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1.1

Introduction

1.

This document has been written with due regard to the Good Practice Guide “Health
and Safety of Pupils on Educational Visits (HASPEV)” published by the
DfEE in 1998 and the Supplements published by the DfES in 2002. It forms the
Educational Visits Policy for all schools and colleges within the Local Authority of
Solihull.

2.

For Schools licensed to offer D of E Expedition work additional policy, procedure
and guidance has been produced by Solihull D of E Office

3.

These policy and the guidance documents are intended to inform all those in
Education and Children’s Services Directorate who have a responsibility for the
management of young people or adults taking part in educational visits. The
information is designed to enable leaders and potential leaders to acquire the
necessary knowledge, experience and confidence required to lead safe and
rewarding visits and, where necessary, seek the appropriate further advice.

4.

Young people from Solihull schools undertake visits for a wide variety of educational
purposes. These range from half-day visits to residential experiences, both locally
and abroad. The activities are similarly broad ranging from adventurous pursuits in
the mountains or on the water, to urban and rural visits.
The Education and Children’s Services Directorate acknowledges the value of such
experiences and the contribution they make to the development of young people.
Various subject areas in the National Curriculum require, by implication or directly,
practical experience in the environment for the effective delivery of the syllabus.
Residential experiences and involvement in challenging situations also make a
significant contribution to personal and social development.

5.

Educational visits have a variety of forms, aims and approaches. The general
principle, underpinning this guidance, is to ensure the safety and welfare of young
people and staff. It is acknowledged that such activities make a valuable
contribution to the experiences of young people. Provided that the aims and
objectives are clearly formulated, and the organisation is methodically carried out,
activities will be not only relevant and effective but also safe.

6.

Any visit or journey will inevitably entail a considerable voluntary commitment by
staff. This voluntary input and the responsibility incurred in the supervision of young
people on any educational visit is recognised and valued by the Authority which
supports and promotes such ventures.

7.

Heads should be mindful of the requirements of the Children Act 1989. It is up to
Heads to judge in each individual situation the amount of contact time during
which volunteers may have access to young people, and where substantial, the
necessity to request a Criminal Record check. It will be for the Head to decide
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whether to allow any volunteers to take up duties prior to a positive clearance. It is
also the duty of the Head or organiser to decide whether a volunteer possesses the
personal attributes needed to take responsibility for the care of groups. Guidance
on Disclosure-Barring is shown in Appendix E
8.

It is important that the young people are equipped with the necessary skills and
techniques to enable them to make sound judgements before ventures are
undertaken. Experience should be acquired gradually and progressively as the
young people achieve their independence.

9.

The aims of outdoor education include encouraging young people to become self
reliant, self confident, responsible and to act independently. This may develop from
participation in independent travel skills, project work, fieldwork, environmental
studies, adventurous activities and the Duke of Edinburgh’s Award, amongst other
activities. Small group and independent work that is not under the direct supervision
of a member of staff can be a most worthwhile approach. However, greater care is
required in the management of such activities.

10.

Accordingly, these guidelines have been designed to provide a framework of good
practice in the organisation of educational visits and to identify a means by which
they may be safely sustained and developed. The need for clear, unambiguous
regulations and guidance has to be set against the difficulty of framing statements
to cover all eventualities. Every effort has been made to ensure that advice is
relevant to any visit or journey undertaken.

11.

These guidelines are appropriate to any occasion where young people are
participating in any activity whilst legally in the care of the LA including:
• All off-site curriculum activities
• All off-site extra-curricular activities
• Situations involving off-site activities arranged by external providers
• Any adventurous activity where there is a duty of care to young people

12.

Whilst these guidelines apply to educational visits, the basic principles of good and
safe practice outlined also apply when conducting activities on site. It is possible to
introduce many of the activities mentioned in these guidelines in school or youth
club environments.

1.2

Duty of Care

13.

There is no question of any automatic legal liability for any injury sustained by a
young person on an educational visit off site. When a Party Leader takes a group
of pupils off site he or she is “in loco parentis” (“in the place of the parent”) and
the duty of care expected is that of a careful parent in similar circumstances. This
duty is continuous and cannot be delegated.
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14.

In practice this means that Party Leaders must exercise sound judgement and
ensure that their actions:
• Are compatible with those expected of a careful and prudent parent
• Take account of the age and known propensities of particular young people • Are
in line with well developed and accepted practice
• Are in line with current LA guidelines.

15.

Whether accompanying the party or not, a Head’s responsibility is (additionally) to
ensure that the Party Leader and helpers have made the proper preparations and
have sufficient experience and ability to accept the responsibility for the care and
welfare of the young people during the journey or visit. Provided this has been done
the Head’s personal responsibility has been discharged.

1.3

Special Needs

16.

In line with the Authority’s Equal Opportunities Policy, young people and adults with
Special Needs have an entitlement to participate in a rich and varied educational
activity programme.

17.

In order for young people and adults to participate in activities and to maintain high
quality teaching and learning, staffing ratios need to take into account individuals
special needs.

18.

Any programme offered should maximise the attainment and achievement of
everyone participating, helping to develop his/her self esteem, self confidence and
citizenship skills (e.g. living in a community with others – often denied due to his/her
special needs).

19.

It is important, if a provider is being used, to identify the specific roles of the Group
Leader and Instructor. The Instructor must be made aware of individual needs
within the group.

20.

When working with groups with Special Needs it is important that Group Leaders
have an established relationship with the group and that any instructor is made
aware of individual problems.

1.4

Adult / Pupil Ratios

21. It is recommended that pupils on educational visits should be accompanied by a
minimum of two adults (depending upon the level of supervision dictated by the risk
assessment), where there are two adults, one of them must be a teacher at the
school and the other an employee. Where there is only one adult supervisor, that
person must be an employee. School pupils cannot be included as adult escorts. It
is strongly recommended that, subject to availability all visits involving an overnight
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stay should have at least one accompanying adult of the same sex as the students.
Adults employed by the venue or an agency must not be counted when calculating
the adult / pupil ratio.
Where a visit is local (10 miles) and does not extend the school day by more than
one hour (before or after), it may be possible for a single adult to accompany the
pupils, subject to assessing the risks.
There are many variables and it is not possible to give precise staffing ratios to
cover all situations. The following are a minimum. Heads may wish to improve
these ratios according to the type of activity being undertaken, where very young
children are involved or with groups with special needs. There should also be one
extra supervisor available for emergencies when determining the ratio of groups
with special needs. A risk assessment should be carried out to determine the ratios.
Minibuses should normally have an adult supervisor in addition to the driver. For
longer journeys, two drivers are recommended. On coaches, there should be at
least two adults in addition to the driver.
22.

Category A visits
These are day visits (i.e. visits that take place within the normal school day
or extend the school day by no more than one hour before or after the normal
school day), where the element of risk is similar to that normally encountered
in daily life.
Any off-site activity, however, will demand an awareness of rural or urban hazards
and the exercise of due care.
Examples of such activities may include farm visits, visits to sites of historic,
commercial or cultural interest, most fieldwork, sports tours and leisure centre
visits, local walks, journeys to the zoo or theatre etc.
Adult / Pupil Ratios
PMLD refers to Profound and Multiple Learning Difficulties
Nursery
Under 5’s
1 adult : 3 pupils
Infant

1 adult : 6 pupils

Junior

Years 1-3 +
Reception
Years 4-6

Secondary

Years 7and over

1 adult : 20 pupils (max)

Special
Needs:

SLD
PMLD/Epileptic

1 adult : 3 pupils
1 adult : 1 pupil

1 adult : 15 pupils (max)

Unless a risk
assessment shows
otherwise
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There may be occasions, particularly when using Authority approved transport or
for journeys between “school” sites, where the above ratio may reasonably be
varied as determined and directed by individual Heads.
Young people with challenging behaviour, or who are particularly disruptive, will
require the necessary staff provision to be available to deal with any difficulties that
may arise.
23.

Category B visits
B1) Visits which extend the normal school day by more than one hour before
or afterwards, but do not involve any nights away from home.
Adult / Pupil Ratios
Under 5’s
Years 1-3 +
Reception
Junior
Years 4-6
Secondary Years 7and over
Special
SLD
Needs:
PMLD/Epileptic
Nursery
Infant

1 adult : 3 pupils
1 adult : 6 pupils
1 adult : 15 pupils (max)
1 adult : 20 pupils (max)
Unless a risk assessment
1 adult : 3 pupils
shows otherwise
1 adult : 1 pupil

B2) Visits involving any nights away from home (residence in a hotel, hostel,
activity centre, holiday complex and camping).
Adult / Pupil Ratios
Nursery

Under 5’s

1 adult : 3 pupils

Infant

Years 1-3 +
Reception
Years 4-6

1 adult : 6 pupils

Junior

1 adult : 10 pupils

Secondary Years 7 and over 1 adult : 10 pupils
Special
Needs:

SLD
PMLD/Epileptic

1 adult : 3 pupils
1 adult : 1 pupil

Unless a risk assessment
shows otherwise

B3) Adventure Activities having an element of risk requiring leader
competence and qualification.
These activities fall in the scope of the Adventure Activities Licensing Authority
(AALA) unless mentioned in the guidance. Such activities may take place in
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hazardous or remote environments and generally require specific skills, experience
and safeguards in order to contain risk at an acceptable level.
Examples of these activities are mountain and moorland walking, canoeing,
climbing and camping and are generally referred to as outdoor pursuits.
Adult / Pupil Ratios
Adult / Pupil ratios and the levels of Leader competence vary according to the
activity to be undertaken.
24.

Category C visits
C1) All visits and residential visits abroad;
C2) Activities having an element of risk, but for which, there is no register of
approved leaders;
C3) Activities where there is a level of uncertainty about the safe conduct of
that particular activity.
Examples in the latter case may relate to the nature of the activity, the staff involved or the
location in which the proposed activity takes place.

Adult / Pupil Ratios
Junior
Secondary
Special
Needs:

Years 3-6
Years 7-13
SLD
PMLD/Epileptic

1 adult : 6 pupils, plus 1 extra adult
1 adult : 10 pupils, plus 1 extra adult
1 adult : 3 pupils, plus 1 extra adult
1 adult : 1 pupil, plus 1 extra adult

25.

For any visit (all categories) where the party subsequently splits into sub-groups,
the Party Leader will need to consider how many adults are needed to accompany
each sub-group (at least two adults per sub-group).

26.

Female and male adult supervisors should accompany mixed groups of young
people. Overnight trips must be supervised by at least two adults to match the sex
mix of the students.

27.

An improvement on these basic adult: pupil ratios and staffing may be required
dependant upon the:
Nature and location of the activity
Gender, ages, attitudes, disability, behaviour and competence of the group
members
Duration of the activity
Weather conditions
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Availability of prompt outside assistance
Type of accommodation
Experience and competence of the staff. (Inexperienced staff should be counted
as group members).
28.

The longer an activity or visit lasts, the more essential it is to have an adequate
staffing ratio. When faced with the continuous responsibility of being ‘in loco
parentis’ staff cannot work efficiently and maintain the necessary degree of
alertness and concentration if they are overtired. Adequate provision must be made
for staff to have breaks and relaxation. The ratio must also take into account any
domestic role that the staff may have, such as the preparation and supervision of
meals.
Staff accompanied by their own children

29.

Due to the likelihood of conflict of role, staff should not be accompanied by their
own child or children without the specific agreement of the Head and other leaders.
Where agreed, some adjustment may need to be made to the staffing ratio.
The use of Parents and other Voluntary Supervisors
The use of parents and other volunteers under the direction of the party leader is
acceptable. The principle of being ‘in loco parentis’ applies to them, but a court is
unlikely to expect the same standard of care from them as it would a teacher, who
is employed to exercise supervision. Heads and party leaders should bear this in
mind when allocating responsibilities and they may find it advisable to keep children
with problems or behaviour difficulties under their own supervision.
Note: The Authority defines 3 categories (A, B and C) for visits but also accepts the
Adventure Activity definitions recognised by DfES (Appendix D).

1.5

Approval for Educational Visits

30.

All Party Leaders undertaking educational visits /activities must follow the
Authority’s system of approval, as detailed below. There are three categories
of activities and associated approvals:
Risk Assessment:

Cat’

Type
Recorded?

A

Day visits in UK

Yes

Copy Approval by:
to LA.?
No

Head Teacher
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B1

Visits in UK extending the normal
school day (>1 hr before or
afterwards).

Yes

No

B2

Overnight visits in UK

Yes

Yes

B3

Adventure Activities

Yes

Yes

C1

Visits abroad
(Day & Residential)

Yes

Yes

Higher risk Adventure Activities

Yes

Yes

C2/C3

Head Teacher

Head, Chair of
Governors and LA

Head, Chair of
Governors and LA
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Section 2
Responsibilities for Educational Visits
2.1

Terminology

The table below defines the terminology and roles of the wide variety of people to
whom this policy is addressed.
Governors Members of school governing bodies. It also includes Community
Governors, members of Management Committees and other formally
constituted groups which have delegated or devolved responsibility
Head
(teacher)

The Head of the establishment, Youth Officer, Designated Officer or line
manager to whom the party leader is responsible and from who initial
outline approval is required.

EVC

The Educational Visits Co-ordinator is the member of staff in a school
specifically involved in the management and planning of Educational
Visits.
The participants or group members for whom the activities are provided.

Young
People
Parent(s)

Including guardians or carers where the latter terms are more appropriate.

Party /
Team
Leader

The person who takes charge and has overall responsibility for the whole
group undertaking an educational visit and the activities they undertake.
Frequently the party leader will also be acting in the role of a group leader.

Group
Leader

The person who is responsible for managing a group engaged in a
particular activity, (usually a teacher, youth worker, or instructor) under the
direction of the party leader.
At times, a number of group leaders may be answerable to the party / team
leader. In certain cases, such as when using the services of a commercial
provider, the “group leader” may work with an “instructor” to whom the
responsibility for the specialist instruction and decision making has been
delegated. In these cases areas of responsibility need to be understood
and agreed.

Supervisor

Any other person with a level of responsibility within the group.

Technical
Adviser

Individuals with a high level of experience in a particular activity who are
able to make judgments about the competence of others within their area
of expertise and are named in the relevant sections of this document.

School

Also includes Youth Groups and any other place where the Authority has a
legal duty of care.
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31.

The Head Teacher, Governing Body, Management Committee and the Authority
have responsibilities and a legal duty to ensure that educational visits are
conducted in such a way that participants and staff are not subjected to
unacceptable levels of risk to health and safety. Educational visits should comply
with the establishment’s Health and Safety Policy statement.

32.

The Head Teacher and Governors / Management committee must:
• Be satisfied of the competence (training and experience) of staff undertaking
and supervising the various activities.
• Ensure that appropriate training is provided where necessary.

2.2

Governors’ responsibilities

33.

The governing body should ensure that all visits and journeys are approved and
that:
• Visits have specific and stated objectives.
• Proposals comply with Regulations, Codes of Practice and Guidance. This
responsibility may be delegated to the Head Teacher where the proposed visit is
a repeat of one previously approved by the Governing Body provided that:
• The visit is within the United Kingdom
• The visit is non-residential
• No significant changes have been made to the itinerary since the previous trip

2.3

Head Teacher’s responsibilities

34.

The Head Teacher has extensive responsibilities (listed in Appendix A), but broadly
he/she should:
• Ensure that visits comply with Regulations, Codes of Practice and Guidance;
Ensure that the group leader is competent to lead the activity (Form ‘D’ can be
used to record staff competencies) and to monitor the risks during the activity
and that the team is suitably balanced (see 1.4 Adult / Pupil Ratios);
• Be clear about his/her own role if taking part in the activity as a team member
– i.e. they should follow the instructions of the Group Leader who has sole
charge of the visit.

35.

The Authority requires that each School has a senior member of staff with the
responsibility for Educational Visits or a member of staff with suitable ability and
the confidence to work within the environment of the Senior Management Team.
The person will be known as the Educational Visits Co-ordinator (EVC).

2.4

Educational Visits Co-ordinator’s (EVC) responsibilities

36.

The functions of the EVC are to:
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•

•
•

•

•

•
•

•

37.

Support Party Leaders of educational visits, helping to establish the purpose of
each visit and the procedures used to manage the risks identified for the
programme;
Support the Head and Governors with decision making and approval;
Organise the induction of leaders, accompanying staff and volunteer helpers: o
Selection and appointing of all potential leaders o
Observation and
monitoring of all leaders
o Knowing how the activities are normally conducted or having recourse to
sound advice about activities outside of their experience.
Organise the training of all leaders, accompanying staff and volunteer helpers
which will commonly involve training such as first aid, hazard awareness, National
Governing Body Awards etc.
Assess the competence of all leaders, accompanying staff and volunteer helpers.
This will commonly be done with reference to an ‘awarding body’ such as first aid,
but could also include practical observation or verification of prior experience.
Organise the emergency planning including the identification of an Emergency
Contact for each visit.
Keep records for individual visits both as an indicator of staff experience and to
include accident and ‘near miss’ reporting.
Review systems and monitor
practice.
Liaise with the Authority to ensure that LA Guidelines are followed.

The EVC must be appropriately experienced and competent.
The term “Appropriate” takes into consideration the size of the school and the extent
and nature of the visits planned. For example, the needs of an Infant school will be
entirely different from a large Secondary school with an active Duke of Edinburgh
scheme.
The criteria for “Experience” relates to the practice of leading, planning and
delivering of educational visits. Evidence of this may be through qualification, but
more usually will be through demonstrated practical leadership over many years of
off-site visits.
“Competency” can be judged by the proven ability to manage the process of
educational visits. Commonly, but not exclusively, this will be vested in a person on
the senior management team of the school.

38.

Each EVC will be supported in their functions by the Authority with:
Selection and induction
Appropriate advice and guidance and training
Access to appropriate training for the EVC and all staff involved in leading
educational visits
• Monitoring
The EVC may well be involved in the planning and management of adventure
activities led by staff in the school. Where this is the case, the EVC will support
•
•
•

39.
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both leaders and the Head by ensuring that the employers’ guidelines for leading
activities are followed. This will involve: Ensuring that all leaders are competent
• Checking that activity guidelines are followed
• Obtaining specialist advice from a Technical Adviser as appropriate
• Ensuring the proper delegation, control and storage of specialist equipment
• Putting in place systems for monitoring activities and if this involves specialist
activities, then using Technical Advisers as appropriate.
Assessment of Competence
40.

It is the responsibility of the Employer to ensure the competence of those leading
and supervising particular activities. An employer might be the Authority or a
Governing Body and the means by which competency might be demonstrated
could vary.

41.

Competence is acquired by the process of on-going learning from accumulated
experiences. Key aspects of competence include personal experience in the
particular activity, up to date training and experience of working with appropriate
groups. Whilst technical competence can be achieved through training events,
safety judgements are more dependent on broad but relevant personal experience
in the environment or the activity.

42.

Attendance at training events should be regarded as enhancing personal
experience but not as an alternative to it. Training may accelerate the process of
acquisition of sound judgement, but does not replace the need for experience.

43.

Educational Visits Co-ordinators (EVC) must record the competence levels of staff.
Where appropriate and when there is any doubt about judging the competence of
an individual to lead a particular activity, the guidance of the Authority’s Outdoor
Education Adviser should always be sought.

44.

An assessment of technical competence may take into account any one or all of
the following:
National Governing Body (NGB) Awards
Local Validation.
Where appropriate, an LA approval system may be devised operating in a similar
way to NGB awards. Local validation will:
o
apply to the specific named individual o
apply to named activities
o
not be transferable to other persons or
organisations o require periodic revaluation and
training
Site Specific Induction
Where appropriate individuals are specifically trained to cope with the unique
demands of a particular named location, induction would take place on site and be

45.
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conducted by a suitable Technical Adviser. In Category ‘A’ field study activities a
highly experienced practitioner with knowledge of the planned venues may be
appropriate.
Role of a Technical Adviser
Technical Advisers are individuals with a high level of experience in a particular
activity whose capability is recognised by the relevant National Governing Body.
They are able to make judgements about the competence of others within their
area of expertise. The names of Technical Advisers acting on behalf of the Authority
may be obtained by reference to the Outdoor Education Advisor.
2.5

Team Leader’s responsibilities

46.

One teacher, the Team Leader, shall have overall responsibility for the supervision
and conduct of the visit and shall have regard to the health and safety of the group.
Specific tasks / responsibilities are identified in Appendix B.

47.

All Team Leaders should be mindful of the Authority’s child protection policy
procedures. The Team Leader should be a qualified member of staff e.g. a teacher,
youth leader or social worker. It is the duty of the Head to decide whether a potential
leader possesses the attributes needed to take responsibility for the care of groups.

48.

In considering approval for a proposed programme the following factors will need
to be considered in relation to the competence of the Team and Group Leaders:
Personal level of skill and recent experience.
• Experience in supervising participants of the age and ability level concerned.
• Experience of the location and activities to be undertaken.
• Organising ability and sense of responsibility. Level of support available.

49.

In addition to being responsible for the planning and preparation of the venture and
the emergency procedures, the Team Leader is responsible for briefing the
accompanying staff, supervisors, parents and helpers and any Instructors if a third
party is involved. A briefing must take place before an activity or journey.

50.

The Team Leader must brief also the young people concerning their tasks,
arrangements, organisation and the expectations that are being placed upon them.

51.

Prior to the visit, the Team Leader must have defined and communicated the
contingency plan for leadership responsibility in case the party becomes divided,
or in the absence of the leader.
Where there is more than one teacher/leader involved, a Team Leader should be
appointed who has authority over the whole group. If more than one “school” is
involved an overall Team Leader should be identified, usually the person with the
most experience in leading such visits.

52.
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53.

All adult supervisors, including teachers and parent/volunteer helpers, must
understand their roles and responsibilities at all times. In particular, all supervisors
must be aware of any young people who may require closer supervision, such as
those with special needs or behavioural problems.

54.

The programme for a visit should be arranged by the Team Leader and any leisure
time incorporated into that programme should be appropriate to the age and ability
of the young people concerned. Leisure periods should be structured and
supervised. Older members of a party may be authorised by the Team Leader to
undertake some leisure periods without direct supervision. However, the Team
Leader should ensure that the location, duration and nature of the leisure activity
are understood by all the young people concerned. (There is no such thing as an
unsupervised group, even during free time.)

2.6

Supervisory Teachers’ responsibilities

55.

Supervisory Teachers on educational visits
• Act as employees of the Authority, whether the visit takes place within normal
school hours or outside those hours, by agreement with the Head Teacher and
Governors;
• Must do their best to ensure the health and safety of everyone in the group and
act as any reasonable parent would do in the same circumstances;
• Must (as well as all other adults assisting the Team Leader) consent and agree
that the Team Leader has full authority to reasonably direct their supervision of
the pupils;
• Should abide by all laws when abroad and be aware that there may be local
customs that should be considered.

Section 3
Arrangements / Procedures for Educational Visits
3.1

Basic Principles of Safe Practice

56.

The basic principles of safe practice planning and undertaking educational visits
include:
a) Ensuring that leaders are competent and effective;
b) Ensuring effective supervision and staffing ratios;
c) Ensuring that risk assessments are recorded and communicated for each visit.
d) Ensuring appropriate levels of first aid provision.

3.2

Competence and effectiveness of Staff

57.

It is essential that all staff responsible for the leading, planning and execution of
educational visits or outdoor activities are competent to conduct such activities
safely.
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58.

3.3
59.

60.

There is no substitute for experience, qualification and competence. A breadth of
experience will enhance a leader’s ability in making sound judgements as to what
constitutes a dangerous situation. Local validation, National Governing Body
Awards and a varied background of recent and professional experience in related
activities enhances safe practice, developing knowledge and expertise in the
ongoing process of risk assessment.
Effective Supervision and Staffing Ratios
For every educational visit there must be a Team Leader who manages the whole
visit. Whilst at times the group will be managed as a whole depending upon
numbers, for many activities it is better for groups to be small, each with a group
leader. Supervision will at times be directly with the Team Leader and at times with
individual group leaders.
Supervision works best when:
The aims and objectives of the visit are clearly understood by all involved;
The visit and activities have been carefully and thoughtfully planned;
Participants have been involved in the overall plan, including identifying potential
hazards;
• Clear guidelines for standards of behaviour have been agreed;
• The young people have had prior contact with supervisors;
• Everyone involved in the visit understands the supervision arrangements.
•
•
•

61.

Supervision can be close or remote:
•

62.

Close supervision occurs when the groups remain within sight and contact
of the supervisor.
• Remote supervision occurs when it is planned that the group works away
from the supervisor. This includes “free time” during visits, including
residential visits.
For all supervision, the Group Leader:
• Will normally be a teacher or Youth Leader;
• Is responsible for the safety of their group at all times;
• Will have a clear plan of the activity to be undertaken and its objectives;
• Needs to anticipate potential hazards and act where necessary;
• Continuously monitors the appropriateness of the activity, the physical and
mental condition of the group members and the suitability of the prevailing
conditions;
• Needs to exercise appropriate control of the group;
• Will have a clear understanding of the emergency procedures and be equipped
to carry them out.
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63.

Potential danger points can occur when re-arranging groups. In particular: When
a large group is split into smaller groups for specific activities;
• When groups transfer from one activity to another and change supervisor ;
• During periods between activities;
• When small groups re-form into a large group.

64.

It is therefore most important that the supervisor:
• Clearly takes responsibility for the group when their part of the programme
commences;
• Clearly passes on responsibility for the group when their part of the programme
is concluded, together with any relevant information.

65.

Supervision ratios will need to be set for each visit and activity, according to the
aims and objectives and a risk assessment of potential hazards. The factors to be
taken into consideration will include the:
• Particular activity
• Group involved, and the needs of individuals within the group
• Environment in which the activity takes place
• Other helpers. Depending upon their personal experience helpers may need to
be counted as a supervisor or as a participant

66.

For all supervision, the participant will:
Know who their group leader is at any given time and how to contact them
• If appropriate, have a ‘buddy’
• Have been given clear, understandable and appropriate instructions
• Not normally be on their own unless suitably trained
• Alert the group leader if someone is missing or in difficulties
• Have a meeting place to return to, or an instruction to remain where they are, if
separated
• Understand the expected standards of behaviour.
•

67.

To ensure good practice for close supervision, group leaders will:
Have prior knowledge of the group
Carry a list of all group members
Have prior knowledge of the venue
Not normally be on their own unless suitably experienced to make required
decisions
• Check regularly that the group is all present. Visual checks for small groups
(less than 7) and headcounts for larger groups (greater than 6)
• Have appropriate access to first aid
•
•
•
•

68.

In addition, when supervision is remote, groups must be sufficiently trained and
assessed as competent for the level of activity to be undertaken, including first aid
and emergency procedures:
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•
•
•
•
•

69.

70.

Participants will be familiar with the environment
Clear and understandable boundaries will be set for the group
Clear lines of communication between the group, Team Leader and the Head
Team Leader needs to monitor the group’s progress at appropriate intervals
Clear arrangements for the abandonment of the activity
Clear point at which the activity is completed

The process of supervision also involves “school based” management. For each
visit they must:
• Provide named contact(s) who will be available at all times
• Monitor the group’s progress whilst away
• Provide an alert should groups not report back when expected
• Provide emergency back-up services as appropriate, this may include a mobile
phone if necessary
Other helpers:
May include support assistants, volunteers, and parents;
Must have received training appropriate to the role they will be undertaking;
Must have their role and responsibilities clearly explained and understood by all
involved in the visit, from the Head to the participant.

•
•
•

3.4
71.

Risk Assessment
Safe practice in the outdoor environment is not about eliminating risk: off-site
activities, by their nature, will entail some level of risk. It is one of the factors that
enable valuable lessons about awareness and responsibility to be learnt. It is the
role of the provider to manage the risk to an acceptable level and to prepare young
people progressively to cope with the level of risk inherent in the activity.
The Royal Society for the Prevention of Accidents (RoSPA) advocates the
importance of preventative strategies in the management of risk. Whatever visit is
proposed, an awareness of potential problems allows intervention before
difficulties arise.
Planning is essential and a pre-visit is therefore highly recommended.

72.

Risk assessments have always been carried out as part of any responsible team
leader’s preparations. However, legislation (Management of Health and Safety at
Work Regulations 1999) requires that risk assessments must be recorded and the
findings communicated to persons taking part in the activity.

73.

Consequently, for each educational visit, a risk assessment must be made,
recorded and communicated to pupils / parents and supervisory staff (irrespective
of whether the visit is Category A, B or C). It is recommended that assessments
are recorded on the Educational Visit Risk Assessment Form ‘B’.
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74.

However, risk assessment is a process not just a document, starting in the
planning phase of the visit and continuing through the end of the visit when the
participants return to school. Changes to the itinerary, changes to the weather,
incidents (whether minor or major) will give rise to the need to re-assess risk. The
Team Leader and other supervisors should monitor the risks throughout visits and
take appropriate action as necessary to control any risk changes.

75.

Risk assessments may be generic (for routine visits) or individual (for every visit
of a higher than normal risk). Any new ideas arising out of the post-trip evaluation
should be fed back into the process.
The Risk Assessment Process

76.

Consider the ‘significant’ hazards – i.e. those that might lead to the risk of serious
accidents – and the actions needed to eliminate or at least minimise the risk. Use
the 5 steps of the risk assessment process:
i) Identify the ‘hazards’: “Anything which could cause harm (e.g. an unguarded
pool of water, or an assembly point on a busy road)”;
ii) Decide who might be affected by those hazards and the potential
consequences; iii) Consider what control measures are already in place
(including supervision); iv) Calculate the ‘residual risk’ with the existing control
measures:
“The likelihood that someone might be harmed by the hazard (e.g. falling into
the water, or stepping from behind a coach into the road)”;
v) Where the residual risks are anything more than low, put in place additional
control measures to minimise or prevent harm, including steps to be taken in an
emergency.
Notes
• Reference to the “Guidance for Management of Educational Visits” document
may assist you.
• Think of each change of environment – from coach to car park, from hotel to
beach – as a change of ‘work area’. Health and safety legislation requires that
you consider the safety of each member of the team as they enter and leave the
work area and that you examine the area for conditions, equipment, or activities
that could pose a hazard.
• Detailed advice and training on risk assessment can be obtained through the
Authority’s Corporate Health and Safety Team.
• An example of a risk assessment appropriate to off-site visits can be found in
Appendix C

77.

When the visit has been completed, it is good practice to review the risk
assessment to measure the effectiveness of control measures and whether any
additional unforeseen hazards had been encountered. The review should be
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recorded on the Post Off-Site Visit Evaluation Form ‘E’ and submitted to the
Head Teacher and Educational Visits Co-ordinator following the end of the visit.
3.5

First Aid Provision

78.

Team leaders should have a working knowledge of first aid. The level of
knowledge or qualification required will depend upon the nature of the activity, the
extent of outside assistance, the remoteness of the environment and the current
health of the group.

79.

A valid First Aid certificate is a pre-requisite for many National Governing Body
Awards relating to outdoor activities but leaders should have a recognised
procedure for help and assistance if they are unhappy about any aspects of first
aid.

80.

Team leaders who supervise water-based activities should take account of
seasonal differences and be competent in water rescue and life saving techniques
including cardio-pulmonary resuscitation, (CPR). This should be reflected in their
qualification and experience.

3.6

Educational Visit Planning Flow Chart
Refer to
Check with appropriate members of the

Visit

Educational

↔

management team to see whether the

↔

Visits Policy &
Organiser
proposed visit will interfere with the Guidance
curriculum or other visits? documents

Organise
staffing (see
Section 1.4)

Investigate venue and
pre-visit (where possible)

Investigate transport

↕
Check that staff have
the required
qualifications, training
experience. Remissions Policy)
Form ‘D’

Investigate costs and determine
who pays (see Charging &

and

Complete Visit Planning Authorisation Form
'A' and submit to EVC and Head teacher

Seek

consent

parental
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Risk assess the proposed visit with reference to information determined about the venue by a previsit, that supplied by the venue and risk assessments and their post-visit evaluation forms
recorded for previous similar off-site visits. Record the risk assessment(s) on Form 'B'.
Complete Educational Visit Approval Form 'C' and submit to EVC
Category B2 & B3
Category A & B1 visits

Category C visits
visits

Submit Form 'C' to
Head teacher for

Submit Forms ‘B’ and 'C'
Submit Forms ‘B’ and 'C' to
to Head teacher, Chair of
Head teacher, Chair of
approval
Governors and Local Governors and

Local
Authority for approval.

Authority for approval.

Briefing meeting for Briefing meeting for Briefing meeting for staff and students (see guidance
parents (see
Emergency Contacts (see notes)
guidance notes)
guidance
notes)
Go on visit, monitoring and re-assesses risks at all times.
On return from visit complete evaluation Form 'E'.
Submit to EVC within 6 working days.

Notes:
1. When submitted to the Local Authority for approval, Forms ‘C’ and the Risk
Assessment Form ‘B’ must be received by the Authority at least 10 working days
before the date of the educational visit.
2. Team Leaders are reminded to take copies of all relevant paperwork on the visit with
them including:
• Insurance documentation
• Medical Identity Cards (E111)
• Passports
• Group Lists
• Medical Consent Forms
• Emergency Planning Documents.
3. Other items that Team Leaders are reminded to take on the visit:
• Contingency money
• First Aid Kit
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•

Mobile Phones (and Chargers)

4. Leave behind 2 copies each of Itinerary, Group lists, Emergency contacts information:
Copy 1 to the nominated Emergency Contact(s)
Copy 2 to the Head Teacher’s P.A.

3.7

Emergency Procedures

81.

All those involved in the planning, approval and organisation of visits should
recognise that risks involved will be minimised if careful attention is paid to planning,
preparation and supervision. An emergency is difficult to define. There are many
variables, given the extent of a problem that may arise and how Leaders may
respond. Emergencies will require an on-the-spot response by the party leader.

82.

In the event of emergency procedures being implemented, it is the responsibility of
either the Head or the Authority to make all official statements to the media. It is
important that the Leaders or party members do not make any comment either
directly or indirectly to the media. No admission of liability should be made.

83.

If it becomes necessary for young people to return either to School or their
established base, separately to the rest of the group, it is important that an adult
accompanies them. If this adult is not a parent or close relative then it should be a
supervisor. Such an occurrence will affect supervision ratios and the party leader will
need to make appropriate arrangements. Any serious injury or illness should be
notified to parents as soon as possible through the party leader, or if the emergency
services are involved, through the emergency contact person.

84.

Training will be made available regarding these procedures via Educational Visit Coordinators and / or the Authority.

3.7.1 Procedures to follow in the event of an Incident
85.

The Incident Management Flowchart, below, has been designed to be a practical
field guide for managing emergencies that involve medical / injury incidents or when
the Emergency Services may need to be called. Team Leaders may find it useful to
take laminated copies of the flowchart and the supporting notes with them on the
educational visit.
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Incident Management Flowchart for Visit Leaders
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3.7.2 Actions to be taken by the Team Leader / Supervisor involved in the incident
86.

The following notes extend the flowchart referred to above:

Ref.
1
2

3

Instruction
An Incident Develops

Notes
Assess the nature and extent of the emergency.

Make sure that the
remainder of your group is
accounted for and in no
further danger.

Give first aid as appropriate: this will probably indicate
the extent and severity of the situation.

Think! Make a decision.
STOP, think and decide
your course of action.
Dependent on the severity
of the situation you have 3
choices available to you

1. You can solve the problem with first aid.
2. The incident requires medical assistance, but NOT

4(C)

Emergency
Services Required
Call 999

5(C)/2 Wherever possible
delegate a responsible
person to look after the
remainder of the group

For other incidents remove group from scene

from the emergency services.
3. You need help from the emergency services
4. Non injury event dealt with locally
5. Non injury event seek help from emergency
services
This is the most serious route to take.
Call the emergency services as required, give your
name and address, location and telephone number
followed by:
• The location and time of the accident.
• State the nature of the incident, details of injuries
and who is injured.
• The condition of those involved and where they are
located.
• State what action you have taken so far
Having handed over to the Emergency Services, you
are still responsible for the rest of the group.

7(C)/2 If abroad and appropriate notify the British Embassy or Consulate

Note:
The Police have a responsibility for investigating all serious accidents or fatalities whether
on the highway or in the hills. If the accident is in the United Kingdom the Police will
endeavour to withhold the identities of casualties until parents have been informed.
Continued:
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Ref.
Instruction
5(C)/1 Act on
instructions from
the Emergency
Services.

Notes
You should now allow Emergency Services to take control of the
situation. However, whilst they have taken responsibility for the Duty of
Care for your group or individual(s) involved in the incident, the Leader
will need to care for the remainder of the group if necessary and will
need to follow the groups own emergency procedures.
• If required collect the remainder of the group and arrange for their
return to base. If it is a serious incident staff and children may be in
a state of shock. They will also require care and comfort.
• Keep them informed. Protect them from any press or media
attention.
• An adult should accompany any casualties to hospital.
• If necessary, arrange for one adult to remain at the incident site to
assist or liaise with the Search/Rescue/Emergency Services.
• If appropriate contact the group’s off-site base and/or the Team
Leader.
• Advise party members not to contact other people
An Emergency Contact Person will need to be accessible at all times.
Give the following information:
• Your name, location and telephone number.
• The location and time of the accident.
• The nature of the incident.
• Details of injuries and names of individuals involved.
• The condition of those involved and where they are located.
• What action you have taken so far.
• Agree location and telephone numbers for future communication.
The above information is very important. Write it down first to make sure
all the facts are given. This will allow the appropriate action to be taken.

6(C)

Call Emergency
Contact Person
as soon as
possible and
implement
agreed
emergency
procedures.

5(A)

If appropriate the following should be actioned:
Return to the
• A written report should be prepared by all adults involved whilst still
base or an
fresh in the memory. A record should be kept of names and
agreed location to
addresses of any witnesses. Keep any equipment involved in its
maintain
original condition.
communication
• Restrict access to a telephone until the Head or delegated contact
and be with the
person has been informed and sufficient time has elapsed for the
remainder of the
Head or delegated contact person to contact the parents of those
Group.
directly involved.
•

•
•

Do not make statements to press/media or allow anyone else to
make statements. Legal liability should not be discussed or
admitted. Refer all press/media to the Local Authority
Between 9.00 a.m. and 5.00 p.m. (0121) 704 6000.
Depending upon the situation jointly decide the next course of action
with the Team Leader, group and Emergency Contact Person.
On return to School complete accident/near miss forms.
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3.7.3 Actions to be taken by the Emergency Contact Person
87.

Depending upon the situation all or some of the following will be relevant:
a) Write down all the information that is given and confirm that it is correct. Fill in
Appendix F “Emergency procedures action plan”.
b) As the incident is likely to be picked up by the media, it is vital to identify an
alternative telephone number known only to the Team Leader and the contact
person to maintain a free communication channel in the event of any future
problems. If at all possible this should not be a mobile phone because of its
limitations.
c) If the Emergency Contact is not the Head, then if possible notify the Head.
d) Notify the next of kin of the young people directly involved in the incident.
Advise if appropriate of:
• The nature of the incident
• The location of the incident
• Any travel arrangements that may be necessary
• A means of continued communication
e) Notify the next of kin of the remainder of the group. Advise if appropriate of
• The nature of the incident
• The well being of their child
• A means of continued communication
f) At the discretion of the Head or Emergency Contact Person inform the Local
Authority via the Emergency Planning Officer or the 24 hour emergency
number.
In the event of a major emergency any further information will be issued through
the Local Authority office dealing with the incident.

3.7.4 Action to be taken by the Local Authority
88.

Depending upon the situation the Authority will:
a) Ensure that all the relevant information has been received.
b) Appoint a designated Senior Officer to co-ordinate the response to the
emergency and liaise with the press/media centrally.
c) The designated person should act as the on-going point of contact to which all
involved should direct questions and requests.

3.7.5 Mobile Phones
89.

Many Leaders now carry a mobile phone to save time in the event of an
emergency. While it may be a useful item of additional equipment, technical
difficulties arise easily especially in mountainous areas and when batteries cannot
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3.8

be recharged. Their use, therefore, should complement and not replace traditional
safety and communication procedures.
It is also likely that many young people will carry mobile phones: Leaders
will have to decide a policy regarding the carrying of phones by the group.
Insurance

90.

Schools are provided with a package of insurance by the Corporate Director of
Resources some of which is provided centrally by the Authority and some of which
the school must opt into if they wish to take them out.

91.

All liability insurance required for on-site and off-site activities is covered as a part
of the insurances provided centrally by the Authority. The additional insurance
cover provided by ACE Insurance is for personal accident insurance for on-site
activities and travel insurance (including personal accident cover) for educational
visit activities.
Note: Only those trips for which the appropriate authorisation has been
completed will be covered by the ACE insurance arrangements.

92.

When planning trips either in the UK or overseas it is important that appropriate
Travel Insurance cover is in place. For those schools that opt into the ACE scheme
all trips are automatically covered, including ski trips etc, however if you are
undertaking any hazardous activities then please contact the Insurance Section
(tel. 0121-704-8200) to discuss any issues and concerns.

93.

As part of the package with ACE you will have access to their website which is full
of useful information in the planning of schools trips including advice on what risk
assessments need to be carried out and other useful information. Details of how
to access the website at www.eduvia.com will have been sent to you as part of
your annual renewal information. If you have any queries about the use of this
website please contact the Insurance Section on 0121-704-8200.

3.8.1 Motor Insurance
94.

It is an offence to drive without appropriate insurance and staff or voluntary helpers
using their own vehicles on educational visits should ensure that their own motor
insurance applies in these circumstances.

95.

Motor Insurance which includes personal business use cover for the driver in
question will normally automatically provide the appropriate cover. If anyone is in
doubt about the adequacy of their cover they should obtain written confirmation
from their own motor vehicle insurers that their cover is sufficient.
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96.

The onus for pointing out the necessity of having appropriate cover rests with the
party leader.

Form ‘A’

EDUCATIONAL VISIT PLANNING:
MANAGEMENT AUTHORISATION REQUEST
Team Leader:
Destination:

Purpose:

Details of any planned activities (if relevant):

Date / Time(s):

Depart:
Return:

If overnight,

Number of nights:
Type of accommodation:

Proposed Travel Arrangements:

Proposed Contractor (if known):

Supervision Arrangements (Teachers / Adults):
Name

Leader,
Supervisor?

First Aid
Qualified?

Approved
Minibus Driver?

Other Qualifications /
Experience (relevant)
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Number of Pupils:

Male

Female

Year Group / Age Range

Page 1 of 2

Form ‘A’
Financial
Arrangem

ents:

Expenditure
Transport

Income
No. of pupils x cost requested per head (£)

Admissions

Total from pupils (£)

Insurance

Concessions x cost per head

Staff Cover

Other income (grants, funds):

Accommodation

Total expenditure

Total Income

Comments (if any)

Attachments: Proposed Letter to Parents
Authorisations:

Team Leader

Date:

Educational Visits Co-ordinator

Date:
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Finance Officer

Date:

Head Teacher

Date:

Page 2 of 2
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Form ‘B’ Educational Visit Risk Assessment

Visit Description

Team
Leader

Date of Visit

Male Staff

Year Group

Gross / Initial risk
Hazard

Persons
at Risk

Risk Description

Likelihood

Impact/
Severity

Number of
pupils

Female Staff

Risk
Level

Current Mitigating
Action
(Existing Controls
/Precautions)

Net risk
Likelihood

Impact/
Severity

Risk
Level

Owner

Assessed by (Print)

Signed

Date assessed

Approved by EVC (Print)

Signed

Date
Page 1 of
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Form ‘B’ Educational Visit Risk Assessment:
Risk Scoring Grid

Impact /
Severity

High
Med
Low
Low
Med
Likelihood

High

Notes:
1. Hazards
Look only for hazards that you could reasonably expect to result in significant
harm, i.e. requiring at least a hospital visit.
Consider the stages of the visit in chronological order, examining the activities
that take place at each stage. For example: assembling; journey, including rest
stops; arrival; accommodation (if appropriate); activities; breaks; re-assembly;
return journey (if different from outbound) and finally dispersion.
2. Persons at Risk
Staff / Students / All.
3. Risk Description
What harm could result to the Persons at Risk if there were no controls in place
to control the Hazard.
4. Gross Risk Level
The level of risk from a hazard when no control measures in place.
5. Current Mitigating Action (Existing Control measures)
Consider the physical geography e.g. upon arrival at destination are there
pavements, barriers etc.; if residential, is there adequate security within the
accommodation.
Consider the management systems that are in place e.g. Ratio of staff to pupils,
First Aid training etc.
6. Net Risk Level
The residual level of risk from a hazard with the Mitigating Actions (Existing
Control Measures in place.)
7. What actions can be taken to further reduce the risk?
Can the risk be removed completely?
Is there a less risky option?
Can access to the hazard be prevented?
Can arrangements be made to reduce exposure to the hazard?
Can particular clothing or equipment be provided?
Do specific warnings need to be included in meetings for pupils / parents?
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Form ‘C’

EDUCATIONAL VISIT APPROVAL FORM

(Page 1 of 3)
School:
Contact No.

EVC:

Party Leader:
Outbound

Return

Date and Times of Visit:
Destination /Itinerary /
Purpose

Insurance
Arrangements (Tick box)

SMBC
Other (give details of
Company or Provider

Number of Pupils in Group

Male

Is a list of Pupils enclosed (*)

ACE

Female

YES

AGE RANGE

NO

(*) Only required for trips involving absence from home. If NO, list is to be retained at school

Names of Teachers /
Adults

Position i.e.
Leader,
Supervisor

First Aid
Qualified?

Approved
Minibus
Driver?

Other relevant Qualifications
and Experience
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Form ‘C’
(Page 2 of 3)

Risk Assessment

Have Risk Assessments been made, recorded and communicated for
this Off-Site Visit?

YES

NO

Has a copy of the Risk Assessment(s) sent to the LA with this
Approval Form? (Category B and C off-visits only)

YES

NO

Has any of the Staff made a preliminary visit to the proposed venue in
the last 6 months?

YES

NO

If not have other efforts been made
to source information about the
venue?

Details

First Aid Provision
Details of First Aid
Provision

Transport
Mode of Transport proposed

Name of Contractor, if appropriate
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Travel Information for Overnight and Visits Abroad (Category B & C)
Departure

Return

Date
Time
Port /Airport
Ferry / Airline
Company
Booking No. /
Flight No.

Form ‘C’

Emergency Contacts

(Page 3 of 3)
For visits within normal school hours it will be assumed that the school will be the nominated
Emergency Contact. If there is a possibility that a visit may overrun the school day, Emergency
Contact must be arranged. The level and duration of the visit or activity will dictate whether all or
some of the following is required.
Name

Name

Tel No. Day

Tel No. Day

Tel No. Evening

Tel No. Evening

Mobile

Mobile

Name

Name

Tel No. Day

Tel No. Day

Tel No. Evening

Tel No. Evening

Mobile

Mobile

Emergency contacts must be fully aware of their obligations and be available with the
necessary paperwork at all or stated times. All contacts must be conversant with the
Emergency Procedures as required in the Authority's Off-Site Policy and Guidance. Visits
abroad and residential visits in the UK over 36 hours in duration should have at least 4
Emergency Contacts.

Approval
Category A

Category B1

Category B2&3

Category C(all)
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Head Teacher
Chair of Governors
Local Authority
Signatory
(on behalf of Director
of Education and
Children's Services)

Date
LA comments

Please Note:
A detailed list of ALL participants, addresses and contact numbers will need to be
lodged at school for all Category B & C visits before the visit is due to take place.

Form ‘D’

Educational Visits: Staff Competence Sheet
Name………………………………………….
1. Current Qualifications and Training Courses attended
(All local, National and training courses deemed appropriate and relevant to Off-Site Visits)

Qualification

Awarding Body

Date of
Training

Date of
Assessment

First Aid

2. Experience that may be relevant

3. Agreed competences
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Activity

Cat.

Supervisor

Team Leader

A

B1

B2

C1

EVC Approval
Name:

Signed

Cat
B3

Level of Activity

Date:

Supervisor

Provider

C2

C3

LA Officer Approval
Name:

Signed

Date

Form ‘E’

POST EDUCATIONAL VISIT EVALUATION
Please fill in as much detail as possible in order to help with the planning of
similar Educational visits in the future.
Destination / activity / date(s):
Team Leader:
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Adult: Pupils ratio on visit:
Please comment on the following features, paying particular attention to Health
and Safety issues:
Departure from school
Transport / Travel
Location
Activities
Educational Content
Behaviour
Arrival back at school
Any close calls / Near
misses
In addition, for Residential Visits
Quality of Instruction
Quality of Equipment
Accommodation
Food
Evening Activities
Links with Travel Company/
Representatives
Please return this form (with any additional supporting evidence) to Head Teacher
/ Educational Visits Co-ordinator within 10 working days after return from visit.

APPENDIX A HEAD TEACHER’S RESPONSIBILITIES
The Head Teacher should ensure that:
•
•
•

Adequate child protection procedures are in place
All necessary actions have been completed before the visit begins
A suitable risk assessment has been completed and appropriate safety measures
and emergency procedures are in place
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Training needs have been assessed by a competent person and the needs of the
staff and students have been considered
The group leader has experience in supervising the age groups going on the visit
and will organise the group effectively
The group leader or another teacher / instructor is suitably competent to instruct
the activity and is familiar with the location / centre where the activity will take
place.
Group leaders are allowed sufficient time to organise visits properly
Non-teacher supervisors on the visit are appropriate people to supervise children
Ratio of supervisors to students is appropriate
The LA and governing body has approved the visit, if appropriate
Parents have signed consent forms
Arrangements have been made for the medical needs and special educational
needs of all the students
Adequate first-aid provision will be available
The mode of transport is appropriate
Travel times out and back are known, including pick-up and drop-off points
There is adequate insurance cover
The school has: the address and telephone number of the visit’s venue; a contact
name; details of companies providing transport, including flight numbers
A school contact has been nominated and the group leader has details
The group leader, supervisors and nominated school contact have a copy of the
emergency procedures
The group leader, supervisors and nominated school contact have the names of
all the adults and students travelling in the group and the contact details of
parents and the teachers’ and other supervisors’ next of kin
There is a contingency plan for any delays including a late return home
The financial and cash handling aspects of the trip meet the requirements of the
Governors Policy for Purchasing and Financial Management and the DfES policy
for Charging and Remissions.

APPENDIX B TEAM LEADER’S RESPONSIBILITIES
The team leader must:
• Obtain the Head Teacher’s prior consent
• Follow LA and Governing Body policies
• Appoint a deputy
• Clearly define each group supervisor’s role and ensure all tasks have been
assigned
• Be able to control and lead students of the relevant age range
• Where tuition is given by school staff, be suitably competent to instruct students in
an activity
• Where tuition is given by external provider, ensure that their competency has
been demonstrated
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•
•
•
•
•
•
•
•
•
•
•
•
•
•

Wherever possible, be familiar with the location / centre where the activity will
take place*
Be aware of child protection issues
Ensure that adequate First-Aid provision will be available
Undertake and complete the planning and preparation of the visit including the
briefing of group members and parents
Undertake and complete a comprehensive risk assessment
Review regularly undertaken visits / activities and advise the Head Teacher where
adjustments may be necessary
Ensure that teachers and other supervisors are fully aware of what the proposed
visit involves
Have enough information on the students to assess their suitability or be satisfied
that their suitability has been assessed and confirmed
Ensure the ratio of supervisors to students is appropriate for the needs of the
group
Consider stopping the visit if the risk to the health or safety of the students is
unacceptable and have in place procedures for such an eventuality
Ensure that the group supervisors have details of the school contact
Ensure that group supervisors and the school contact have a copy of the
emergency procedures
Ensure that the group’s supervisors have the details of student’s special
educational or medical needs which will be necessary for them to carry out their
tasks effectively
Observe the guidance set out for teachers and other adults in the main policy

(*) If, despite sufficient warning, the Team Leader cannot arrange a pre-visit,
evidence of risk assessment must be sought from the centre to be visited.
Where the location / accommodation is re-arranged with insufficient warning,
the Team Leader must complete a risk assessment at the earliest opportunity
and take the decision to continue or abandon the visit.
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Form ‘B’

APPENDIX C: Example of Educational Visit Risk Assessment
Visit Description

Scuba Diving

Team Leader

John Smith

Date of Visit

8th – 12th October 2002

Male Staff

2

Gross / Initial risk
Hazard

Coach
Accident

Persons
at Risk

All

Loss of
students during
rest stops

Pupils

Disembarkation
on major road

All

Scuba diving

All

Risk Description

Range of potential
injuries from minor
cuts to death.

Pupils left without
supervision
Potential for injury in
traffic accident.
Potential abduction

Likelihood

Impact/
Severity

M

H

M

M

Range of potential
injuries from minor
cuts to death.

M

H

Range of injury
potential from minor to
death

M

H

Risk
Level

Female Staff

1

Current Mitigating Action
(Existing Controls
/Precautions)
Using Licensed Contractor and
following LA Code of Practice
for travelling by Coach
Management procedure
requiring a register of
pupils and headcounts
before departing stop.
Ensure Mobile Phone
communication between
multiple coaches
Ensure that participants
disembark away from passing
traffic
Warn pupils of the dangers
Pupil Code of Conduct.
Under Instructor or Dive Master
at all times.
Signed liability forms

Year Group

7-9

Number of
students

19

Net risk
Risk
Level

Owner

Likeli
hood

Impact/
Severity

L

M

Head
Teacher
/ EVC

L

L

Team
Leader

L

M

Team
Leader

L

M

Team
Leader /
Instructor

Carriage of
scuba
equipment

All

Cuts, bruising and
potentially fractures if
equipment dropped on
limbs etc.

M

H

Training is provided in care and
use of equipment

L

M

Team
Leader /
Instructor

Assessed by (Print)

John Smith

Signed

J.Smith

Date assessed

7th July 2002

Approved by EVC (Print)

Mel Jones

Signed

M. R. Jones

Date

21st July 2002
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Appendix D Grades of Adventure Activities, as defined by
DfES
In order to discharge their responsibility for the safe supervision of adventure activities, Local Authority’s
(L.A’s) should determine which activities entail a level of risk sufficient to bring additional procedures into
play beyond those applied to off-site visits generally.
These additional procedures may involve training, induction and formal assessment of leader competence,
and obtaining and heeding expert technical advice.
A broad range of activities could be considered “adventurous”. The categorisation here is intended to assist
L.A’s, Head Teachers and EVC’s to determine an appropriate course of action in respect of activities
presenting different levels of potential risk.
Grade ‘A’ Adventure Activities
Activities that present no special risks and can be supervised by a teacher (who has been judged competent
to lead educational visits, generally) are considered to be Grade ‘A’. In accordance with good practice, these
activities are conducted following the LA’s or school’s standard visits procedures. Examples might include:
Walking in parks or on non-remote country paths
Field studies in environments presenting no particular hazards
Grade ‘B’ Adventure Activities
Activities where safe supervision requires that the leader should, as a minimum, have undergone an
additional familiarisation or induction and been approved as appropriately competent by the L.A. A National
Governing Body (NGB) award such as the Basic Leadership Award (BELA) may also be relevant as a
measure of competence for teachers supervising Grade ‘B’ activities. Examples of activities might include:
Walking in “open country”
Camping in summer
Cycling on roads or non-remote off-road terrain
Climbing on indoor climbing walls
Low level initiative challenges
Grade ‘C’ Adventure Activities
Activities for which safe supervision requires that the leader should normally have undergone a recognised
course of training, have gained relevant experience and have been judged competent, either by the
appropriate National Governing Body (NGB) or by a person acting on behalf of the LA as a technical advisor
for the activity. The process of training, accumulation of experience and assessment may lead to the award
of a recognised NGB qualification. Alternatively, it may lead to a local or site specific validation.
Activities in Grade ‘C’ include all those within the activities scope of the Adventure Activities Licensing
Regulations 1996, as well as other activities for which this rigour of assessment of leader competence is
appropriate.
Examples of the latter might include:
Remote hill or moorland walking
Camping in winter
Swimming in the sea or open water
Climbing / Abseiling outdoors
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Appendix E Disclosure and Barring Service Checks
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APPENDIX F :Emergency procedures action plan
Type of Incident TRAFFIC INJURY NON INJURY SLIP/TRIP/FALL OTHER…………………………………

Action Plan
1. Remember to look after
yourself
2. Maintain effective
engagement with group
3. Establish nature of incident
4. Any casualties? YES
a) Implement first aid
b) Emergency services
c) Referral to medical
support
5. No casualties
a) Incident dealt with
locally
b) Emergency services

Incident details matrix
Your name and contact number

Location

Name of group and leader

………………………………… …………………... ………………………………
………………………………… ………………….. ……………………………...
Number of students in group
…………………………….
Names and ages of injured

Name of any members sent for assistance
………………………………………….
Names of witnesses

…………………………..

…………………………………………

Name and contact details for staff
accompanying casualties or
witnesses

…………………………..

………………………………………..

……………………………………

………………………………………………………………………………..

……………………………………..

………………………………………………………………………………..

……………………………………..

Proposed course of action

6. Inform establishment
emergency contact

Brief description of incident

…………………………………………………………………………………………………
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SECTION ONE – FIRE SAFETY POLICY
1.1

Introduction

Fire has the capability to cause multiple fatalities and extensive property damage. At the
time of writing, national fire statistics indicate that in twelve months there were some 24,900
fires in buildings other than dwellings; 19 people died and there were 1,200 injuries.
The most common identified cause of death from a fire incident is being overcome by gas or
smoke. The highest non-fatal casualty rates occurred in public administration premises
including care homes.
Whilst about half of these fires were started accidently (by either faulty electrical appliances
and leads or cooking appliances), certain buildings are more prone to deliberate fires than
others including hotels, hostels and catering facilities, garages and sheds, recreational and
other cultural services premises and schools.
According to the Association of British Insurers (ABI)
-

claims in the region of £639 million – or £3.6 million every day – are made for damage
caused by fires; and
arson, which tends to increase during a recession, affects 20 schools a week,
disrupting the education of 90,000 schoolchildren, causing damage costing £65m.

The Policy is set out in three parts:
Section One describes the employer’s policy for managing health and safety as it relates to
fire.
Section Two describes the organisation, roles and responsibilities of those responsible
for implementing this Policy.
Section Three describes the day to day arrangements in place to achieve the aims set out
in the Policy Statement.
1.2

Statement of Intent

Solihull Council recognises the importance of fire safety. The objectives of this policy are to
ensure, so far as reasonably practicable, that:
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•
•
•

•
•
•

1.3

roles, responsibilities and accountabilities are clearly defined and understood in order
to secure fire safety and both corporate and individual compliance with relevant
legislation;
competent persons are appointed to provide fire safety advice;
employees are provided with appropriate information, instruction and training at
appropriate intervals about the fire precautions in Council owned, managed or
occupied premises.
risks from fire, or from dangerous substances which could lead to a fire, are assessed
and control measures are implemented to either eliminate risk or to reduce identified
risks as low as reasonably practicable;
appropriate arrangements are in place to safely evacuate any building in the event of
a fire;
any fire safety equipment is maintained, by a competent person, in a fit and efficient
state, in efficient working order and in good repair.
Scope of Policy

Fire Safety is everyone’s responsibility and this Fire Safety Policy:
a) applies to all premises and activities under Solihull Council’s control. This includes
Community and Voluntary-Controlled schools, Pupil-Referral Units and Special
Schools;
b) applies to all employees including agency workers, consultant, volunteers and
temporary staff;
c) has been developed in consultation with recognised Teacher Associations/Trade
Unions to provide a fair, consistent and supportive framework for the effective
management of fire safety across the Council and Schools.
For the purposes of this Policy, the following definitions apply:
•
•

1.4

“Employer” relates to either the Council or School (for more detail see Section 2.1.1)
“Responsible Person” relates to the person who is charged with the authority and
overall responsibility for day to day management of a whole (or part of a) Council
owned or leased building e.g. Head Teacher, Business Manager, Service Manager,
Building Custodian etc. (for more detail see Section 2.1.3).
Legislation and Standards

The key applicable legislation and standards include:
The Regulatory Reform (Fire Safety) Order 2005 requires the 'responsible person' for a
premises to carry out a fire safety risk assessment of the premises and based on the
findings of the risk assessment provide appropriate fire safety measures to address the risks
identified.
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The Fire Safety Order applies in England and Wales. It covers general fire precautions and
other fire safety duties which are needed to protect people in case of fire in and around most
premises.
Fire Authorities have a duty under the Order to enforce this legislation and will carry out an
inspection programme on premises based on risk.

SECTION TWO – ORGANISATION
2.1

Roles and Responsibilities

The following describes roles and responsibilities in relation to Fire Safety.
More detailed responsibilities for managing health and safety arrangements generally, can
be found in the Corporate Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

for core Council staff, the employer is the Council;
for staff in community schools, community special schools, voluntary controlled
schools, maintained nursery schools and pupil referral units the employer is the Council
(also referred to as the Local Education Authority);
for foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

c)

To meet its responsibilities, the employer will ensure that:
•
•
•

there is an effective Fire Safety Policy that is regularly reviewed
adequate funds are available to meet fire safety requirements
there are sufficient numbers of competent staff to meet its responsibility for fire safety

The Council and/or Governing Body delegates the work required to meet these health and
safety responsibilities to the Chief Executive and Corporate Directors, who in turn delegate
day-to-day responsibility to Heads of Service and Head Teachers, with advice and support
from the corporate Health and Safety Support Team.
2.1.2

Heads of Service / Head Teachers / Line Managers

On behalf of the employer (whether this is the Council or the School) Heads of Service, Line
Managers and Head Teachers are responsible for the detailed arrangements necessary to
manage the risk of fire within their areas of control and demonstrate their positive and visible
commitment to fire safety by:
1.
2.

Where required, ensuring a sufficient number of Fire Wardens are appointed for their
service area.
Ensuring that appointed Fire Wardens are given time to complete appropriate training
and undertake their role effectively.
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3.

4.
5.

6.
7.
8.

Ensuring that the needs of employees, pupils and the general public who are unable
to evacuate the building unaided are assessed and that a Personal Emergency
Evacuation Plan identifying adequate arrangements
Providing any necessary equipment and training for workers delegated to provide
assistance in the event of a fire, to ensure that they can be safely evacuated.
Ensuring that each member of their own staff:
- undertakes appropriate fire safety training;
- Is aware of and complies with safe working arrangements related to fire safety; observes basic fire precautions.
Considering fire safety when reorganising workplaces, changing systems of work or
introducing new plant or machinery.
Ensuring that any visitors and contractors are provided with sufficient information and
instruction to enable them to comply with the fire safety arrangements in place.
In the event of an evacuation occurring early morning or late afternoon, there may be
limited numbers of appointed Fire Wardens available. In such instances, Heads of
Service must be prepared to make the necessary arrangements to manage the
controlled evacuation of the building/site.

2.1.3 Responsible Person(s)
Every Council property will have a person nominated to take responsibility for managing the
building. This means that, in many cases, the manager in charge of the workplace, such as
the Unit Manager, Headteacher, Facilities or Building Manager, will act as the “Responsible
Person” for it. In buildings occupied by several departments (for example the Council
House), there is a dedicated Facilities Manager who acts as the Responsible Person.
The Responsible Person will make sure that general fire precautions are in place for the
safety of employees, service users, visitors and pupils by:
1.
2.
3.
4.

5.
6.

7.
8.
9.
10.

Identifying and training sufficient numbers of Fire Wardens for the property/and to
cover for holidays and other absences.
Ensuring that fire risk assessments are undertaken and recorded by competent
persons.
Undertaking regular workplace inspections and spot checks to identify any fire related
issues, such as poor housekeeping.
Making sure that the results of fire risk assessments, inspections and spot checks
feed into routine business planning processes so that appropriate resources are made
available to implement any additional actions.
Ensuring fire protection and detection equipment is maintained and regularly serviced.
Ensuring the necessary checks of fire-fighting equipment, emergency lighting, fire
alarm and detection systems are completed daily, weekly or monthly as required. The
checks must be recorded in the premises log book.
Ensuring that the evacuation process is practised at least termly in schools and at
least annually in other properties.
Ensuring the management and maintenance of premises’ fire logs.
Raising any fire safety concerns they have with the Health and Safety Support Team.
Taking action to deal with any premises related fire safety issues, for example, by
liaising with Property Services regarding fire-fighting equipment, fire alarm and
detection system servicing.
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11.

Taking precautions to avoid arson, such as making sure the perimeter of the premises
is secure, not placing rubbish skips adjacent to the building etc.

2.1.4 Fire Warden
All appointed Fire Wardens will attend the corporate Fire Warden training. This training
should be repeated every 3 years. Although the specific duties can be agreed at local level
having taken into account the findings of the relevant fire risk assessment, typically these
duties will include:

1.

2.
3.

4.

Routine tasks such as ensuring that:
- fire doors are locked shut when not in use;
- fire doors fitted with a self-closing device are not wedged open and close
completely under their own effort;
- fire doors fitted with an automatic release device are capable of closing unhindered
should the device be triggered;
- all evacuation routes remain free of any obstruction or hazard;
- fire alarm call points are visible, unobstructed and available;
- fire detectors and sensors are undamaged, free of any accumulations of dust and
not subject to any conditions likely to interfere with their correct operation;
- control panels for any fire protection equipment are indicating normal operation;
- fire extinguishers are where they should be, unobstructed and in a usable
condition.
In the event of an unplanned alarm activation, Fire Wardens must wear their high
visibility fire safety vests.
Fire Wardens will without putting themselves in danger:
- encourage people to leave the building by the nearest safe route;
- conduct a sweep of a pre-designated area to ensure that all occupants have
evacuated;
- remind anyone refusing to leave the building that they are putting themselves and
others at risk and that employees may be subject to disciplinary action;
- once all the people have evacuated, assist in preventing re-entry to the building
until the Emergency Services give the “all clear”;
- report any problems or issues arising during fire drills to the Senior Fire Warden.
- when at the Assembly Point e.g. assist with crowd control and be on hand to
provide any help and advice if possible.
Following any evacuation situation, Fire Wardens will provide feedback to the
Responsible Person on problems encountered, so that appropriate action can be taken.

2.1.5 Health and Safety Support Team
Health and Safety Officers within the corporate Health and Safety Support Team will:
1.
2.
3.

Provide advice and assistance as the Council’s competent persons on fire safety
matters.
Develop corporate polices, procedures and standards on fire safety.
Develop fire risk assessments and complete annual reviews at all SMBC occupied
premises and schools.
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4.
5.

Assist in the development and delivery (as appropriate) of health and safety
awareness and training.
Liaise with statutory bodies such as the Health and Safety Executive (HSE) and the
Fire and Rescue Service (referred to in the Policy as the Fire Service) as necessary.

2.1.6 All Employees
Employees have a duty to take care of their own and others’ health and safety and must:
1.

Familiarise themselves with the fire evacuation procedures for their workspace i.e. what
to do and where to go in the event of a fire alarm.
2.
Comply with fire safety procedures, safe systems of work information, instruction and
training provided.
3.
Not do anything that will put themselves or other people at risk from fire.
4.
Report any problems relating to fire issues to their line manager without delay.
5.
Not interfere with, or misuse any fire safety equipment e.g. wedging open fire doors,
misuse of fire fighting equipment or similar acts.
6.
Co-operate in undertaking fire drills and evacuation.
7.
Follow the instructions given by appointed Fire Wardens and leave the building in the
event of a fire or other emergency. Any person who refuses to comply with such
instructions and remains in the building without proper authority, will do so at his/her
own risk and may be subject to disciplinary action, without prejudice to any action that
might be taken by other appropriate authorities, for example, the HSE or Fire Service.
8.
Inform their immediate manager of any disability that may impact on their safe
evacuation from the premises in the event of a fire or emergency situation.
9.
Report without delay any work situation that represents a serious danger to fire safety
or a shortcoming in the Councils fire protection arrangements.
10. In conjunction with other colleagues, staff to maintain a safe & tidy work area and not to
place items into evacuation routes which may hinder staff leaving the building.
2.1.7 Teaching Staff
In addition to their other “employee” responsibilities, teaching staff must:
1.
2.

Make their students aware of the evacuation plan for the room in which they are taught.
This extends to lecture rooms, halls and theatres.
In the event of a fire alarm, direct the students to the nearest escape route and ensure
that all students leave the room.

2.1.8 Contractors
Contractors are required to:
1.

2.

Co-operate with the Council and follow any instructions relating to fire safety given by
their Council contact (e.g. the project manager overseeing their works) or given by
members of the Council’s corporate Health and Safety Support Team.
Ensure that they and all staff falling under their control have received appropriate
information, instruction and training (including induction training provided by the
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Council) to enable them to comply with this policy and the Council’s emergency
arrangements.

SECTION THREE – ARRANGEMENTS
The following section explains the day-to-day arrangements that are in place to minimise the
risk of fire across the Council and in Schools. These arrangements apply to all employees.
3.1

Corporate Management

The corporate approach to managing the risks of fire is underpinned by:
• a programme of corporately managed fire risk assessments for all workplaces to
assess the risk from fire and to evaluate the adequacy of the protection measures
and compliance with all relevant legislation;
• the provision and maintenance of appropriate fire detection, alarm systems,
emergency lighting, fire fighting equipment, evacuation signage, appropriate means
of escape and protected escape routes;
• regular fire drills and emergency evacuations;
• the provision of essential training for all employees and appointed Fire Wardens;
• appropriate instruction for contractors and other visitors on the action to be taken in
the event of a fire;
• good housekeeping practices to minimise the risk of fire;
• strict enforcement of the smoke free policy to support the fire safety arrangements.
3.2

Local Management

At a local level, Responsible Persons and their appointed Fire Wardens are responsible for
fire safety in their particular service area.
3.3

Fire Wardens

The Responsible Officer will make appropriate arrangements to publicise the names and
contact details of the appointed Fire Wardens in their building(s) so that everyone is aware
of who they are.
Should an evacuation occur early morning or late afternoon, there may be limited numbers of
appointed Fire Wardens to take control of the evacuation. In such instances, Heads of
Service must be prepared to make the necessary arrangements to manage the controlled
evacuation of the building/site.
3.4

Fire Risk Assessments

The Council’s corporate Health and Safety Support Team carry out fire risk assessments
and subsequent reviews at all Council buildings and schools. However it is the responsibility
of management to ensure that the control measures are in place and any action plan
findings are acted upon within the time frame given within the risk assessment action plan.
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A copy of the most up to date Fire Risk Assessment should be kept within the Fire Log Book
and made available to any visiting authority.

3.5

Fire Detection and Alarm Systems

Where appropriate, buildings will be fitted with automatic fire detection and alarms systems
in line with current regulations, standards and/or guidelines. Annual fire risk assessment
reviews carried out by the Health and Safety Support Team may recommend the installation
or enhancement of these systems dependant on the findings of the said assessment.
Where the above systems are in place, they will be regularly serviced by a competent
nominated service provider as per the Corporate contract in line with the relevant British
Standards.
The Responsible Person should ensure the relevant weekly checks of the alarm systems are
carried out on a local level in line with the instructions of the Corporate Fire Log Book and
the manufacturers instructions. If required, further advice on the test activation of the alarm
systems can be sought from the nominated service provider or the Health and Safety
Support Team.
All activations of the fire alarm should be recorded within the Fire Log Book, this includes
testing, maintenance and false alarms.
Where fire detectors are fitted, employees should ensure that false activations are not
caused by their activities or omissions, for example using toasters where these appliances
are located.
3.6

Fire Fighting Equipment

Suitable and sufficient fire fighting equipment will be provided in all properties, including fire
extinguishers and fire blankets (recommended for all kitchen areas).
It must be emphasised that employees are not expected to put themselves at risk by fighting
fire. However, if they have been given training in the use of extinguishers, or are familiar with
the operation of and appropriate use of extinguishers, small fires, no bigger than the size of
a waste paper basket, may be tackled. This must only be done after raising the alarm. It is
imperative that, if employees feel themselves to be at risk, they leave the fire and make their
escape.
The Responsible Person must ensure that any fire fighting equipment is inspected annually
to ensure it remains in an operational condition and is kept in an easily accessible position. A
record of these services must be recorded in the Fire Log.
In addition to an annual service, the Responsible Person must ensure that fire extinguishers
are kept in good order and available for use at all times. This can be achieved by regular
inspections by a nominated person and should include checking:
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a) that the tamper indicator is not broken - this is usually a plastic tag or disc to show
the pin has not been removed or tampered with;
b) that the pressure gauge needle is in the green area - if there is no pressure gauge,
the extinguisher is discharged using an internal gas cartridge, therefore no check is
required;
c) the unit has no signs of corrosion, dents, damaged, discharge or deterioration.
Any issues found must be reported to the contracted service provider and entered into the
fire log book.
3.7

Emergency Evacuation Plan

The overriding aim is to be able to completely evacuate the building within a reasonable
time, without having to rely on the Fire Service to rescue people from the building. As such,
current fire legislation requires the Responsible Person in each property to produce a
current, written emergency evacuation plan for all people that are likely to be in a building,
including people requiring assistance. The Plan should describe:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

the action employees should take if they discover a fire
how people will be warned if there is a fire
who takes charge in the event of an evacuation
how the evacuation of the workplace should be carried out
identification of key escape routes, how people can gain access to them and escape
from them to places of safety
arrangements for the safe evacuation of people identified as being especially at risk,
such as young children and babies, contractors, those with disabilities, members of
the public and visitors
where people should assemble after they have left the workplace and clear directions
to the assembly point
procedures for checking whether the workplace has been evacuated
how the fire brigade and any other necessary emergency services will be called and
who will be responsible for doing this
the fire-fighting equipment provided
the duties and identity of employees who have specific responsibilities in the event of
a fire
where appropriate, any machines/processes/power supplies which need stopping or
isolating in the event of fire
specific arrangements, if necessary, for high-fire-risk areas of the workplace
arrangements for emergency plans to be drawn up by other users of the premises
contingency plans for when fire protection measures (fire alarms, emergency lighting,
sprinklers etc.) are out of order
procedures for liaising with the fire service on arrival and notifying them of any special
risks, e.g. the location of highly flammable materials.

There is a requirement in legislation to test these evacuation plans at least annually. Schools
are recommended to test evacuation drills a minimum of once a term. Where services/units
operate outside of office hours i.e. evenings, overnight and weekends, arrangements also
need to be put in place for practices during these times.
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These unannounced drills are to be arranged by the Responsible Person in conjunction with
local managers who will attend to isolate services as necessary, trigger the alarms and reset
them once the drill is completed. The outcome of the drill is to be recorded in the Fire Log
Book.

Personal Emergency Evacuation Plans (PEEP’s)

3.8

A more detailed Personal Emergency Evacuation Plan (PEEP) must be produced for any
staff (whether full or part-time, including temporary, agency staff, or staff on a short term or
interim contract), pupils, visitors and contractors who may require assistance in an
emergency evacuation because of, for example:
- limited or lack of mobility affecting movement horizontally, or down steps
- the width of some evacuation routes for wheelchair exit
- difficulty in opening doors
- a visual impairment
- a hearing impairment
If the individual works or visits multiple locations, a PEEP must be completed for each
building.
Ultimate responsibility for ensuring a PEEP is completed, rests with the appropriate Line
Manager. However, all PEEPS will be undertaken in consultation and partnership with the
person who is the subject of the PEEP.
For all visitors, the person they are visiting is required to ascertain whether the person has
any significant mobility or sensory difficulties and undertake a PEEP. If at all possible this
should take place before the visit so that appropriate reasonable adjustments can be
considered in advance.
To assist Line Managers and employees to develop a PEEP, more detailed advice is
available electronically on the Health and Safety Intranet pages.
3.9

Training and Instruction

It is essential that all new members of staff complete the basic fire awareness training. This
is currently provided through an e-learning module that is managed as part of the Council’s
Induction Programme.
In addition, on the first day of employment each new member of staff will be instructed by
their line manager in the following:
•
•
•

what to do if there is a fire
what to do if the fire alarm sounds
the location of the nearest fire alarm
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•

the location of the nearest fire exit, as well as a secondary route
route to get to the assembly point(s).

the location and

Existing employees are required to complete regular refresher training at a period as
recommended by the corporate Health and Safety Support Team - currently every three
years.
Fire Warden initial and refresher training is available from the Corporate Health and Safety
Team, from whom further details are available.
Training can be booked via the Oracle self-service system or, for those without computer
access, by contacting the corporate Health and Safety Support Team.
3.10

Contractors and Visitors

Staff who invite visitors onto the site must take responsibility for their safe evacuation at all
times. In the event of an evacuation situation, the member of staff responsible for the
contractor or visitor should assume responsibility for escorting them to the assembly point or
safe area when the fire alarm sounds.
Contractors and visitors must be made aware that Fire Wardens have authority to instruct all
persons to leave the building, in the event of a fire or other emergency. Any person who
refuses to comply with such instructions, and remains in the building without proper
authority, will do so at his/her own risk and may be subject to action taken by other
appropriate authorities, for example, the Health and Safety Executive or Fire Service.
If a contractor or visitor’s whereabouts cannot be confirmed and it is possible that they could
be stranded within the building, staff must report this immediately to a Fire Warden or other
senior manager.
3.11

Changes to Buildings

If any major change occurs within the building, be it either structural, change of processes or
substantial increase of population, the Responsible Person must contact the corporate
Health and Safety Support team to ensure that the proposed work meets fire safety
legislative requirements and how this should best be reflected in the fire risk assessment.
3.12 Fire Log Book
Fire regulations require that any tests, maintenance and safety training can be audited to
ensure they are being carried out. The most effective way of demonstrating compliance is to
keep records, and a Fire Log Book is one way of doing this.
Property Services have issued all Council properties with a Fire Log Book. The Log Book
must be kept up to date and readily available for inspection by any visiting authority when
required. The Fire Log Book should contain:
1. Fire Alarm System - Record of Testing, maintenance and false alarms
2. Emergency Lighting - Record of Testing
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3. Fire Drill - Record of Fire Drill
4. Staff Fire Training - Record of Training
5. Portable Fire Fighting Equipment - Record of Fire Extinguisher and Blanket
maintenance
6. Fire Brigade and Health & Safety Staff Visits - Record of Visits
7. Hose Reel(s) - Record of Hose Reel Monthly Visual Inspections
8. Dry / Wet Riser – Record of Monthly Riser Inspections
9. Hose Reel and Hydrant Servicing, Testing & Inspection - Record of Hose Reel and
Hydrant Maintenance
10. Dry / Wet Riser - Record of Dry / Wet riser Test and Inspection
11. Refuge Point Communication - Record of refuge point communication Test and
Inspection
All records of servicing by nominated contracted servicing companies must be retained and
kept within the Fire Log Book.
3.13 Smoking
The Health Act 2006 prohibited all smoking in enclosed public places and workplaces with
effect from 1st July 2007. In practice, this means that smoking is not permitted in:
- any Council managed buildings (including doorways, and refuse areas);
- the grounds of all Council workplaces including internally situated car parks; - all
council owned or hired vehicles whether or not carrying the Council logo; private vehicles carrying service users on council business.
Exception: Where smoking takes place immediately outside Council premises and it is
considered that this arrangement is potentially hazardous or damaging to the Council,
employees, or members of the public, the Council will give consideration to designating an
open smoking area on Council premises. This will be subject to the suitability of such an area
and a risk assessment being undertaken.
3.14

Communication

Internally, the Fire Safety Policy (and any future revisions) will be communicated as
appropriate, to ensure that all managers and staff are aware of its existence and their
responsibilities. It will also be launched through the Managers Forum On-Line Newsletter
and Core Brief (as appropriate). It is also available on the Health and Safety Intranet.
Staff notice boards will be used to display posters and articles that relate to Fire Safety, HSE
leaflets and guidance booklets will be used to inform staff of good practice.
3.15

Shared Occupation / Lettings

In the case of shared buildings or sites, clear arrangements should be made as to who is
responsible and all the above considerations should be agreed with all parties and
reasonable steps taken to cooperate and coordinate in all matters.
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This may require communication and co-operation between all parties to ensure coordination
of fire safety provisions, firefighting measures, evacuation procedures etc.
In the event that part of the school or other building maybe let – the School / Centre Manager
have a responsibility to ensure that Hirers of the site are aware of the Evacuation Procedure,
including contact names in the event of an Emergency.
3.16

Date of Application

June 2013
3.17

Equalities

As part of the development of this Policy, two specific questions about any potential
equalities implications have been considered:
-

firstly, whether anything in the policy impacts on a person’s ability to access Services;
and
secondly whether it is possible that people could be disadvantaged by an employee
not using the policy properly.

In answering these questions, it has been concluded that this policy poses no significant
equality issues.
3.18

Planned Date of Review

Twelve months from first approval, thereafter every three years.
3.19

Further Advice and Guidance

The Health and Safety Support Team has an extensive intranet site where further advice and
guidance is available on all aspects of health and safety. Alternatively, please contact the
Health and Safety Support Team, telephone 0121 704 6328, or via email
corporategovernance@solihull.gov.uk
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SECTION ONE – SMBC RISK ASSESSMENT POLICY
1.1

Introduction

To help to keep people safe the law requires employers to carry out risk assessments for all
work activities. However, the law does not expect employers to eliminate all risk, but they are
required to protect people (both employees and others) as far as 'reasonably practicable',
therefore risk assessments are designed to identify and address the significant risks that arise
from work activities.
Risk assessments must be “suitable and sufficient”. A suitable and sufficient risk assessment is
one where:
a)
b)
c)

all significant hazards have been identified;
those who might be affected, and how they might be harmed, have been considered;
risks from significant hazards have been assessed in terms of both likelihood and potential
impact/severity;
reasonable precautions / control measures have been implemented; and
any remaining (residual) risk is tolerable.

d)
e)

However, the process of carrying out health and safety risk assessments is not merely to comply
with legislation. Effective risk assessment can:
•
•
•

reduce the likelihood of accidents, injuries or ill health occurring;
reduce costs from employees being absent from work, covering shifts, completing forms and
accident investigations;
improve the quality and efficiency of service delivery as well as the working environment;
promote a positive health and safety culture.

This document describes how Solihull MBC complies with its legal obligations and takes
responsibility for managing its health and safety risks effectively, using a structured and cost effective
approach to risk assessment. It applies to all SMBC workplaces and activities.

1.2

Scope of Policy

This Policy applies to all employees, including those employed on NJC terms and conditions of
service for local government employees, Soulbury, centrally employed teachers and all
teaching and support staff at schools, as well as any agency and temporary staff.
This Policy has been developed in consultation with recognised Teacher Associations/ Trade
Unions to provide a fair, consistent and supportive framework for the effective management of
health and safety risks.
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1.3

Further Advice and Guidance

The Health and Safety Support Team has an extensive intranet site accessible at
http://solnet/HealthandSafety/ where further advice and guidance is available on all aspects
of health and safety. Alternatively, please contact the Health and Safety Support Team,
telephone 0121 704 6328, or via email corporategovernance@solihull.gov.uk

SECTION TWO - ORGANISATION
2.1

Roles and Responsibilities

The following describes responsibilities in relation to the risk assessment process.
More detailed responsibilities for managing health and safety arrangements can be found in the
Council’s overall Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

c)

For core council staff, the employer is the Council;
For staff in community schools, community special schools, voluntary controlled schools,
maintained nursery schools and pupil referral units the employer is the Council
(also referred to as the Local Education Authority);
For foundation schools, foundation special schools and voluntary aided schools, the employer
is usually the Governing Body.

The Council and/or Governing Body delegates the work required to meet their health and safety
responsibilities to the Chief Executive and Corporate Directors, who in turn delegate day-to-day
responsibility to Head Teachers and Line Managers, with advice and support from the Health
and Safety Support Team.
2.1.2 Head Teachers / Line Managers
Head Teachers / Line Managers will:
1.
2.
3.

Ensure that sufficient resources are available for the effective implementation of the Council’s
Risk Assessment Policy and related procedures.
Identify the locations, activities and tasks to be assessed.
Ensure that:
a competent person completes risk assessments and that they are suitable and
sufficient;
all hazards created by the workplace and work activities are identified; significant risks arising from these hazards are assessed;
appropriate and sufficient control measures are in place to remove or reduce the
risks to as low a level as reasonably practicable;
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-

4.
5.
6.
7.

there is effective communication of risk assessments so that all employees, and
others who may be affected, are aware of the risks they face and the measures
in place to protect them.
Monitor the progress of risk assessment activities as part of existing performance
management timetables in line with corporately agreed timescales.
Monitor the effectiveness of any control measures or precautions introduced.
Prioritise funding for additional precautions/control measures, where required.
Refer risks to the appropriate senior manager where they cannot be managed locally.

2.1.3 Health and Safety Support Team
Health and Safety Officers within the Health and Safety Support Team will:
1.
Provide advice, support and guidance on all aspects of the Risk Assessment Policy.
2.
Assist in the development and delivery of health and safety awareness and training.
2.3. Undertake specialist risk assessments, where appropriate.
3.4. Monitor health and safety arrangements to ensure that the Health and Safety Risk Assessment
Policy is complied with.
2.1.4 Directorate and Schools Health and Safety Groups
The Directorate and Schools Health and Safety Groups ensure that the Council’s Risk
Assessment Policy is implemented in a co-ordinated and consistent way. The Groups are not
responsible or accountable for managing health and safety risks on management’s behalf.
However, the Group offers advice and support to Head Teachers and Line Managers who are
responsible for managing specific risks. The role of each Health and Safety Group is to:
1.
2.

Provide support and advice on the identification, assessment and management of
identified health and safety risks.
Review surveys, data, trends, priorities and other information as required and make
recommendations on ways to further reduce the likelihood or impact/severity of significant
health and safety risks.

2.1.5 Directorate Health and Safety Lead Officers
As part of their overall responsibility for health and safety, each Director has nominated a
Directorate Health & Safety Lead Officer. These Officers are operational experts within a specific
Directorate and are not responsible for managing health and safety issues on management’s
behalf. Responsibilities include:
1.
2.
3.
4.
5.

Acting as a Directorate focal point for staff to raise health and safety concerns.
Providing appropriate support and advice to Managers on the identification, assessment and
management of the Council’s health and safety risks.
Providing operational advice regarding practical solutions for managing identified health and
safety risks.
Liaising with the Health and Safety Support Team to resolve more complex issues.
Supporting the relevant Health and Safety Officer to:
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produce quarterly progress reports to Directorate Management Teams and the
Corporate Health and Safety Group on risk assessment activities; - identify risk
assessment training needs.
2.1.6 Risk Assessors
Although a management responsibility, nominated Risk Assessors will usually undertake
workplace risk assessments. The Risk Assessor is a member of staff who has undergone training
to give them the required knowledge and skills to undertake health and safety risk assessments
i.e. they are competent. Risk Assessors will:
1.
2.
3.
4.
5.
6.

Attend appropriate training before carrying out any risk assessments.
Carry out risk assessments as directed by the Manager.
Make a record of the Risk Assessment using corporate documentation/software.
Communicate the findings of the risk assessment and where risks are not adequately
controlled, develop an action plan with the appropriate Head Teacher/ Line Manager.
Inform their Head Teacher/Line Manager about any additional hazards they become aware of.
Seek further advice/support and expertise where required.

2.1.7 Employees
Health and safety laws require all employees, wherever they work, to do certain things. This means
that employees must:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Act responsibly and take care of their own health and safety and that of anyone else who
is affected by their acts or omissions.
Undertake any required training in safe methods of working and only use tools, machinery,
plant, vehicles or equipment that they are trained to use.
Familiarise themselves with the contents of any risk assessments relevant to the activities
being undertaken.
Comply with any control measures, safe working practices or special requirements in
place to protect health and safety.
Use tools, machinery, plant, vehicles and equipment for the purpose provided, and in
accordance with manufacturers’ instructions and training provided.
Make use of and take good care of anything (including equipment and protective clothing)
provided for the purposes of health and safety.
Report defects, hazards, accidents, incidents, “near misses” and anything thought to be
dangerous to their Head Teacher or Line Manager.
Withdraw from use any unsafe tools, machinery, plant, vehicles or equipment.
Inform their manager of any risk assessment that they have any concerns about.
Not intentionally or recklessly interfere with, or misuse anything provide in the interests of
health and safety.
Actively look for opportunities to improve health and safety.
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SECTION THREE – ARRANGEMENTS FOR UNDERTAKING RISK
ASSESSMENTS
3.1

General

The following guidance describes in more detail the risk assessment process.

3.2

Key Definitions

A Hazard is something with the potential to cause harm (this can include for example, an
object, materials or substances, plant or machines, methods of work, the working
environment, a person or the situation).
Risk is “the chance that somebody will be harmed by a hazard”. The extent of the risk is measured
in terms of the likelihood of harm occurring and the impact if it does.
Reasonably Practicable means weighing up the degree of risk against the time, cost and
physical difficulty of taking measures to eliminate/reduce the risk i.e. the greater the risk, the
more reasonable it would be to go to more substantial expense and effort to eliminate or at
least reduce it to the lowest level possible.
Competent Person is someone who has sufficient training, experience or knowledge of their work
area to enable them to identify the full range of hazards and the most practicable precautions to
reduce the risks identified, as well as knowledge of their own limitations.

3.3

Corporate Management
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The Council already has an agreed and effective corporate approach for identifying, assessing
and managing its business risks. This approach is detailed in a Risk Management Policy that
has been agreed by both Corporate Leadership Team and Members. To ensure a consistent
approach to producing “suitable and sufficient” risk assessments, the corporate approach for
assessing business risks is also be used for all health and safety risk assessments.
In addition, to assist Head Teachers/Line Managers a number of corporate and model risk
assessments have been developed by the Health and Safety Support Team relating to
specific areas, including (but not necessarily limited to):
•
•
•
•
•
•
•

Driving at Work
Manual Handling
Use of Display Screen Equipment
Fire
Stress
Site Managers
Primary and Secondary Schools

Details of these risk assessments can be found in the corresponding corporate Policy or relevant
guidance published on the health and safety intranet pages at http://solnet/HealthandSafety/ or
contact the Health and Safety Support Team.

3.4

Local Management

At a local level, Head Teachers/Line Managers are responsible for identifying hazards,
making sure risk assessments are carried out and recorded, and ensuring that any control
measures are implemented and communicated to employees. A Head Teacher/ Line Manager
may delegate the task of carrying out risk assessments, but must ensure that the nominated
Risk Assessor is a competent person, and that the risk assessments are suitable and
sufficient, recorded, regularly reviewed and communicated to employees.
Specialist risk assessments may be needed for certain work tasks, such as working with
hazardous materials. The Health and Safety Support Team can provide assistance, as appropriate,
with such risk assessments.
Wherever possible, risk assessments are to be created and maintained on the corporate risk
assessment software “Harriet”, so that the Council can:
•
•
•
•
•

record and manage risks in a consistent way, including what might cause them;
easily identify key risks that, because of their likelihood and impact, are priorities;
record responses to risks by logging mitigating actions and internal controls, and allocating
responsibility for them;
monitor and review risks, including tracking the changes to risks; and
produce predefined and ad hoc management reports.

The software is currently available to all core council managers and is being “rolled out” to
schools. Access, user training and detailed user guides can be obtained by contacting the Health
and Safety Support Team.
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3.5

The Risk Assessment Cycle

The following diagram describes Solihull’s risk assessment cycle.
Define
the
Work

Identify
the

Activities
Monitor

COMMUNICATE
Manage

AND

Consider

CONSULT Harm
Record

The following section
detail.
3.5.1 Define the

Prioritise

describes the risk assessment process in more
Activities

Head Teachers, Line Managers and Risk Assessors need to understand the work activities
under review before completing a Risk Assessment. Talking through with staff or watching
how they actually undertake particular activities is useful to identify how activities are
completed.
3.5.2 Identify the Hazards
The first stage of a risk assessment is to look for hazards. A hazard can be something easily
seen, such as a trailing cable or it can be something less obvious like stress. The Risk
Assessment will need to consider the following:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)

The workplace environment, the layout, the standard of maintenance and cleanliness,
lighting, temperature, fire precautions, noise etc.
Work equipment to ensure that it is safe to use, and adequately guarded.
Work activities and methods of working.
Any specific people/customer issues e.g. disruptive pupils or abusive phone calls.
Any specific employee issues e.g. young or pregnant workers.
Maintenance and cleaning activities, as well as any materials or substances used,
including any Safety Data Sheets and manufacturers' instructions.
Personal protective equipment (PPE).
Manual and people handling methods used.
Any external factors that could affect the workplace e.g. weather conditions, the work
of sub-contractors, the general public, or power failure etc.
Plant and equipment, particularly the risks from new plant, equipment or proposed
changes in the method of working
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k)

Accident and ill health records to identify existing problem areas.

3.5.3 Consider who might be harmed
It is not necessary to list individuals by name, instead consider groups of people who might
be harmed by the hazards identified. Consideration should be given to:
Those based in the workplace

Staff, teachers, peripatetic and temporary
staff

Those who may be at particular risk

Young workers, students, trainees, new and
expectant mothers, people with disabilities
and those working on their own

Those who may not be in the workplace all
the time
Those who share or pass through your
workplace
Those in the wider environment

Cleaners, contractors and visitors
Service users, pupils, parents
The local community and members of the
public

Consider how these people could be harmed - How could they come into contact with the
hazard and what would be the resulting injury / effect?
3.5.4Prioritise Risks
To ensure resources are focused on the most significant risks, the Council’s approach to risk
assessment requires identified risks to be assessed in terms of both the potential likelihood
and impact so that action can be prioritised. The methodology adopted for assessing risks is
simple and easy to use. It looks at each risk and assesses:
a)
b)

how likely it is that the risk will occur; and
what is the potential impact of the risk, using a rating of high, medium or low.

Appendix A describes the agreed criteria for assessing likelihood and impact.
Please Note: The risk assessment process requires each risk to be rated twice.
The first rating (the “gross” risk level) is assessed on the basis that there is no action being
taken to manage or reduce the identified risk or any existing measures are not operating
effectively. In other words, the worst-case scenario if the risk were to occur. The Council
considers the gross risk to ensure that:
-

all significant risks are identified, even those believed to be well managed;
the seriousness of the risk is not hidden by the fact that it is thought to be well
controlled, as this may not always be the case.
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The second rating (the “net” risk level) is assessed in light of any existing or planned
measures to manage or reduce the identified risk. In other words, the reality if the risk were
to occur. The Council considers the net risk to ensure that:
-

any measures already in place to minimise the likelihood or impact of the identified risks
are taken into account;
the seriousness of the risk is not exaggerated as this may lead to a risk adverse culture.

To focus attention on the risks that pose the most threat, both the gross and net risk levels of
each risk are plotted and prioritised using a simple 3x3 matrix. The matrix uses a “traffic light”
approach to show high (red), medium (amber) and low (green) risks.
Where the likelihood and impact/severity cross on the matrix determines whether a risk is
green, amber or red. For example, a risk assessed as High Likelihood and High Impact is a
Red risk. A risk assessed as Medium Likelihood and Low Impact is a Green risk.
Likelihood and Impact Matrix
I
M
P
A
C
T

High
Medium
Low

Amber
7

Amber
8

Red
9

Green
4
Green
1

Amber
5
Green
2

Amber
6
Green 3

Low

Medium

High

LIKELIHOOD
3.5.5 Record Risks
Having assessed and prioritised the risks, those with a gross risk level of red, amber or green
must be recorded.
Head Teachers/Line Managers have discretion with regards to how they record the lowest
risk levels and risks do not need to be formally recorded if, having fully considered the
agreed criteria for assessing impact (as described in Appendix A), the only impact if the risk
were to occur is possible first aid treatment.
Effective management of these risks is considered to be within the expected day-to-day role
and responsibilities of all managers and, to ensure the Council focuses attention on the most
significant risks, such risks will, generally, not be recorded within a formal risk assessment.
Wherever possible, risk assessments should be created and maintained on the Harriet risk
assessment system. The software is currently available to all core council managers and is
being “rolled out” to schools. Access, user training and detailed user guides can be obtained
by contacting the Health and Safety Support Team.
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Appendix B provides an overview of the Harriet risk assessment template that is used to
record all these risks.
A Risk Owner must be allocated to each identified risk. Such accountability helps to ensure
“ownership” of the risk is recognised and appropriate resources are allocated. The title and
/or name of the Risk Owner must be recorded in the risk assessment.
Each risk will have mitigating actions in place to minimise either the likelihood of the risk
occurring or the impact if it does occur. An “Action Owner” must be allocated to each
identified action. Again, such accountability helps to ensure “ownership” of the action is
recognised and appropriate resources are allocated. The title and /or name of the Action
Owner must be recorded in the risk assessment.
3.5.6 Manage Risks
In terms of health and safety risks, the law says that employers must take all "reasonably
practicable" precautions to manage any "significant" hazards. Having assessed and
prioritised identified risks, it will be clear which risks pose the most the threat and where
management action needs to be taken.
Where a risk is assessed as being a net red risk i.e. where, even after all existing control
measures have been taken into account, the impact could be death, abuse, life-threatening
or permanent disability, the activity must cease until management have agreed how the risk
is to be effectively managed.
It is anticipated that all risks will be managed in one, or a combination of, the following ways:
-

-

-

-

-

avoidance / elimination of risks contract out dangerous work activities to specialists
with appropriate facilities
substitution
undertake the work activity in an alternative, less hazardous way, use a less hazardous
substance or better guarded machine
controlling risks at source
provide additional control measures like guarding, ventilation, enclosures, automation,
segregation of process, altering process or process materials thereby removing
operators from danger areas etc
safe systems of work
provide a safe system of work, establish / identify high risk aspects within this and
redesign or alter the activity to minimise or eliminate these
instruction and training
provide appropriate instruction and training so that staff are suitably trained before
commencing work
the use of personal protective equipment (PPE) as a last resort when all other
alternatives have been considered, consider whether PPE could help to reduce risk.

Managers are responsible for ensuring that appropriate action is taken in response to
identified health and safety risks. Managers need to consider whether the existing
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controls/precautions reduce the risk to an acceptable level or whether further action is
needed. This involves weighing the risk against the cost needed to remove/reduce it.
Appendix A describes in more detail the management action required for each level of risk.
3.5.7 Monitor Risks
The risk assessment process is not an end in itself, nor is a risk assessment a static
document. Significant risks need to be monitored regularly to ensure that prompt and
appropriate action is taken to reduce their likelihood and/or impact. It is a Manager’s
responsibility to ensure that agreed actions are implemented and operate effectively.
Solihull’s approach is one where monitoring is:
•
•
•

part of existing performance monitoring arrangements;
proportionate to the level of risk i.e. focused on those risks that, because of their
likelihood and impact, make them priorities;
about making sure risks are being effectively managed and not bureaucratic back
covering.

Although the exact process used may differ, Risk Owners will consider the following key
issues when risks are monitored:
a)
b)
c)
d)
e)
f)
g)
h)

is the risk still valid and if not should it be closed;
has anything changed since the last review;
have proposed or planned actions been progressed;
are existing actions operating effectively;
has the likelihood or impact of the risk increased or decreased;
have any events related to this risk materialised elsewhere that we need to learn from;
taking account of the seriousness of the risk, should it be escalated;
have any new risks arisen.

Regular monitoring reports of the progress to manage identified risks enables senior
managers and Members to be more fully aware of the extent of the risks and the changes
occurring to them.
Appendix A details the agreed reviewing and reporting arrangements aimed at providing
different levels of the Council with the most appropriate information.
3.5.8 Communicate and Consult
Employees should be involved throughout the risk assessment process, from the start where
the activities are identified through to the completion of the risk assessment. Where Possible
the Health and Safety Representative should be consulted at the model risk assessment
development stage.
Once completed, it is important that the contents of the assessment are shared with
employees and other relevant people, such as contractors, students, visitors etc. This
ensures that employees are aware of the likely risks and dangers arising from their work and
the measures in place to avoid or reduce these risks.
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Risk assessments are' working documents' and may need to be referred to regularly, so they
need to be easily accessible. However, where personal information is included, they will
need to be kept secure and accessed by authorised persons only.
It is good practice for employees to sign as evidence they have seen the assessments and
know what control measures are in place to protect their own and any other person’s health
and safety. Where a workplace is shared, health and safety legislation requires that risk
assessment information from both parties must be shared and precautions notified.
If, as a result of a risk assessment, changes are required to work equipment, processes or
organisation staff must be consulted and their views taken into account. If employees have a
trade union health and safety representative, they should also be consulted in case they
strongly disagree with the risk assessment.
Training on different aspects of health and safety is a legal requirement and the Council has
developed a corporate Health and Safety Training Plan. Training is managed through the
Health and Safety Support Team who can help Head Teacher/Line Managers and/or
individual employees to identify training needs.
Some training is very specific to the job being undertaken and it is a Head Teacher/Line
Manager’s responsibility to ensure that staff have been suitably trained before commencing
work. Examples include moving and handling of people, using hazardous substances etc.

4.

Date of Application
2010

5.

Planned Date of Review
Three years from date of approval.
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APPENDIX A
Health and Safety Risk Assessments
Likelihood
Descripti Example Detail
on
High Red

Highly likely to happen; hazard occurs frequently.

Medium
Amber
Low
Green

Likely to happen; hazard occurs but it is not a persistent issue.

Impact
Descripti
on
High Red
Medium
Amber
Low
Green

Possible; hazard occurs occasionally.

Example Detail
Extremely harmful e.g. death, life threatening illness/injury, amputation, permanent
disability, major fire.
Harmful e.g. serious injury, longer-term absence over 3 days, burns, lacerations,
concussion.
Slightly harmful e.g. superficial or temporary injury, short term absence less than 3 days

I
M
P
A
C
T

High
Medium
Low

Amber
7
Green
4
Green
1
Low

Amber
8
Amber
5
Green
2
Medium

Red
9
Amber
6
Green
3
High

LIKELIHOOD

Health and Safety Reviewing and Reporting Framework
Risk
Level

Action and Timescale

Review and Reporting

Red 9

Work should not be
started or continued until
the risk level has been
reduced. While the control
measures should be
costeffective, the legal
duty to reduce the risk is
absolute. This means that
if it is not possible to
reduce the risk, even with
unlimited resources, then
the work must not be
started or must remain
prohibited.

The appropriate Head Teacher/ Director must be made
aware immediately and the risk must be escalated to the
most appropriate Leadership Team where the effectiveness
of the suggested mitigating action must be considered. If the
risk could affect the whole Council or School, or if wider
support is required to manage it, the risk must be escalated to
the Corporate Leadership Team for Core Council and the
Senior Management Team or Governing Body for Schools.
Progress to manage this risk must be kept under review
until reduced to Amber and it is expected that the outcome
of such reviews will be minuted (at least monthly) in the
appropriate meeting minutes and a comment recorded in
either the manual or electronic risk assessment.

Risk

Action and Timescale

Review and Reporting
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Level
Amber 7

Amber 6
Amber 8

Amber 5

Although this risk is
unlikely to happen, all
reasonable efforts should
be made to reduce the
impact of this risk.
Risk reduction measures
should normally be
implemented within six
months, depending on the
number of people exposed
to the hazard.
Work should not be
started until the risk has
been reduced.
Considerable resources
may have to be allocated
to reduce the risk. Where
the risk involves work in
progress, the problem
should be remedied as
quickly as possible and
certainly within one
month.
Efforts should be made to
reduce the risk, but the
costs of prevention should
be carefully considered.
Risk reduction measures
should normally be
implemented within three
months, depending on the
number of people exposed
to the hazard.

The appropriate Head Teacher/ Head of Service must be
made aware and he/she must consider the effectiveness of
the suggested mitigating action and make a decision as to
whether the risk should be escalated to the appropriate
Leadership Team.
Progress to manage this risk must be reviewed at least six
monthly. It is expected that the outcome of such reviews will
be minuted in the appropriate meeting minutes or 1:1 notes
and a comment recorded in either the manual or electronic
risk assessment.
The appropriate Head Teacher/ Head of Service must be
made aware and he/she must consider the effectiveness of
the suggested mitigating action and make a decision as to
whether the risk should be escalated to the appropriate
Leadership Team.
Progress to manage this risk must be reviewed at least
quarterly. It is expected that the outcome of such reviews will
be minuted in the appropriate meeting minutes or 1:1 notes
and a comment recorded in either the manual or electronic
risk assessment.

The appropriate Head Teacher/ Head of Service must be
made aware and he/she must consider the effectiveness of
the suggested mitigating action and make a decision as to
whether the risk should be escalated to the appropriate
Leadership Team.
Progress to manage this risk must be reviewed at least
quarterly. It is expected that the outcome of such reviews will
be minuted in the appropriate meeting minutes or 1:1 notes
and a comment recorded in either the manual or electronic
risk assessment.

Green 4
Green 3
Green 2
Green 1

Whilst this level of risk is
generally acceptable,
consideration should be
given to cost-effective
solutions, or
improvements that impose
minimal or no additional
cost burden. Monitoring is
required to ensure that the
controls are maintained.
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The appropriate Line Manager must be made aware and
he/she must consider the effectiveness of the suggested
mitigating action and make a decision as to whether the risk
should be escalated to the appropriate Head of Service.
Progress to manage this risk must be reviewed at least
annually (or sooner if circumstances change significantly)
and a comment recorded in either the manual or electronic
risk assessment.
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Harriet Risk Assessment Software – APPENDIX B

Title & Description of
the Hazard/ Risk

Colour coded list
of hazards/risks
within the Risk
Assessment.

Details of the events
& activities that can
cause the hazard/risk
to occur.

Likelihood of the
hazard / risk
occurring before
(initial / gross) and
after (net) control
measures are in
place

Details of the
potential
consequences if the
hazard/risk occurs.

Impact should a
hazard/risk occur
before
(initial/gross) and
after (net) control
measures are in

Users can select
whether a risk is
confidential.
Record of the reason
for closure

Gross & Net Risk
Level as per
SMBC 3x3 risk
matrix:

When a risk is closed,
this box is ticked

Background info
regarding the reason
for closure.

Date the risk was
first identified
Hyperlink to related
documents.

Control Strategy
describes how the
risk is managed
e.g. PPE, Training
Select a tab to see
risk owners,
persons at risk,
hazard types, and
control measures
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The risk review tab must be
completed after a risk has been
reviewed.

Page

Each control measure has a named
person(s) who is responsible for
ensuring this action is put in place.

The Control Measures
tab lists the controls
that are in place or are
to be put in place to
reduce the initial risk
level. Where actions
need to be put in place
there is also a date of
implementation.
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St Peter’s Catholic School
Supporting Pupils at School with Medical
Conditions
Policy Framework Spring
2017

Medical Conditions in School – Policy Framework
Saint Peter’s Catholic School

This Policy has been adopted by St Peter’s School

The School is an inclusive community that welcomes and supports pupils with medical conditions and
provides all pupils with any medical condition the same opportunities as others at school.
We will help to ensure they can:
•

be healthy

•

stay safe

•

enjoy and achieve

•

make a positive contribution

•

achieve economic wellbeing once they left school.

The School makes sure all staff understand their duty of care to children and young people and know
what to do in the event of a medical emergency. Staff are regularly updated by e-mail and briefings.
The School understands that certain medical conditions are serious and potentially life threatening,
particularly if poorly managed or misunderstood, and understands the importance of medication and
care being taken as directed by healthcare professionals and parents.
All staff understand the medical conditions that affect pupils at this school. Staff receive annual
training on the impact medical conditions can have on pupils from the School Nurse including; Epi Pen
and Asthma.
The School’s Health & Safety Committee is responsible for this medical conditions policy, its
implementation and subsequent review. Overall responsibility will be with the Business Manager.
This policy framework describes the essential criteria for how the School can meet the needs of
children and young people with long-term conditions and short term medical needs. It has been
adapted from a sample Medical Conditions Policy shared by Diabetes UK. It should be read alongside
Solihull’s ‘The Administration of Medicines in Schools and Settings: A Policy Document (6th Edition)’,
2015 and ‘Supporting pupils at school with medical conditions: Statutory guidance for governing
bodies of maintained schools and proprietors of academies in England’, DfE 2015.
This policy will be reviewed every year and is available from the School’s Website and by request from
the School Office.
Complaints by parents or others should be discussed initially, as appropriate, with the Class teacher
or Head teacher. It is desirable that complaints should be dealt with informally, but if that is not
possible, then a written, formal complaint should be registered with the Head teacher, unless it is a
matter concerning the Head teacher, when it should be directed to the Chair of Governors. Parents
may request a copy of the full complaints procedure from the School Office.

1

The School is an inclusive community that supports and welcomes pupils with medical
conditions.
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•

The School is welcoming and supportive of pupils with medical conditions. It provides children
with medical conditions with the same opportunities and access to activities (both school
based and out-of-school) as other pupils. No child will be denied admission or prevented from
taking up a place in this school because arrangements for their medical condition have not
been made.

•

The School will listen to the views of pupils and parents.

•

Pupils and parents feel confident in the care they receive from the School and the level of that
care meets their needs.

•

Staff understand the medical conditions of pupils at the School and that they may be serious,
adversely affect a child’s quality of life and impact on their ability to learn.

•

All staff understand their duty of care to children and young people and know what to do in
the event of an emergency.

•

The whole School and local health community understand and support the medical conditions
policy.

•

The School understands that all children with the same medical condition will not have the
same needs.

•

The School recognises that duties in the Children and Families Act and the Equality Act relate
to children with disability or medical conditions.

2

The School’s Medical Conditions Policy is drawn up in consultation with a wide range of local
key stakeholders within both the school and health settings.
•
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Stakeholders include
–
Headteacher
• Governors,
• Parents,
•
•

Staff,
Pupils,

•

School Nurse.

The Medical Conditions Policy is supported by a clear communication plan for staff,
parents/carers and other key stakeholders to ensure its full implementation.
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• Pupils, parents, relevant local healthcare staff, and other external stakeholders are informed of
and reminded about the medical conditions policy through clear communication channels for
example :
•
•
4

Signposted via School Newsletter to School Web-site
Induction information for new parents

All staff understand and are trained in what to do in an emergency for children with medical
conditions at the School.
•

All school staff, including temporary or supply staff, through their induction process, are made
aware of the children with current medical conditions at the School and understand their duty
of care to pupils in the event of a medical emergency.

•

All staff receive training in what to do in the event of a medical emergency and this is refreshed
at least once a year during the Autumn Term.

•

The School will, in partnership with parents and health care professionals, give careful
consideration to whether an individual healthcare plan (IHP) is appropriate or proportionate.
The development of a plan will be led by the School Nurse.

•

A pupil’s individual healthcare plan will explain what help they need in an emergency. The IHP
will accompany a pupil should they need to attend hospital. Parental permission will be sought
for sharing the IHP within emergency care providers.

5

All staff understand and are trained in the school’s general emergency procedures.
•

All staff, including temporary or supply staff, know what action to take in the event of a
medical emergency and receive updates at least yearly.

•

If a pupil needs to attend hospital, a member of staff (preferably known to the pupil) will stay
with them until a parent arrives, or accompany a child taken to hospital by ambulance. They
will not take pupils to hospital in their own car.
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The School has clear guidance on providing care and support and administering medication
at school.
•

The School understands the importance of medication being taken and care received as
detailed in the pupil’s IHP.

•

The School will make sure that the care needs of individual children are met, wherever possible
pupils will be encouraged to self-medicate to cover all routine administering of prescribed
medicines though if required the School will ensure that there are several members of staff
who have been trained to administer the medication. This includes escort staff for home to
school transport if necessary. The School will ensure that there are sufficient numbers of staff
trained to cover any absences, staff turnover and other contingencies. The School’s governing
body has made sure that there is the appropriate level of insurance and liability cover in place.
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•

The School will not administer medication (prescription or non-prescription) to a child under
16 without a parent’s written consent except in exceptional circumstances, and every effort
will be made to encourage the pupil to involve their parent, while respecting their
confidentiality.

•

When administering medication, for example pain relief, the School will check the maximum
dosage and when the previous dose was given. Each time this is done, it is recorded in a log
and the parents will be informed. This school will not give a pupil under 16 pain relief unless
prescribed by a doctor.

•

The School will make sure that a trained member of staff is available to accompany a pupil
with a medical condition on an off-site visit, including overnight stays.

•

The School will not require parents, or otherwise make them feel obliged, to attend school to
administer medication or provide medical support to their child, including with toileting issues.

•

Parents at the School understand that they should let the School know immediately if their
child’s needs change.

•

If a pupil misuses their medication, or anyone else’s, their parent is informed as soon as
possible and the school’s managing substance related incidents/behaviour/disciplinary
procedures are followed.
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The School has clear guidance on the storage of medication and equipment at school.
•

The School makes sure that all staff understand what constitutes an emergency for an
individual child and makes sure that emergency medication/equipment, such as asthma
inhalers, blood glucose reading meters and adrenaline pens, is readily available wherever the
child is in the school and on off-site activities, and is not locked away. Pupils may carry their
emergency medication with them if they wish/this is appropriate.
Emergency medication/equipment including Salbutamol (Asthma) inhalers are stored in the
Main School Office together with a copy of all Pupils’ individual healthcare plans and written
consent from parents for the emergency administering of Salbutamol.

•

Pupils may carry their own medication/equipment, or they should know exactly where to
access it.

Pupils can carry controlled drugs if they are competent, otherwise the School will keep
controlled drugs stored securely, but accessibly, with only named staff having access. Staff at
the School can administer a controlled drug to a pupil once they have had specialist training,
the list of which will be kept with the Pupil’s individual healthcare plan.
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•

The School will make sure that all medication is stored safely, and that pupils with medical
conditions know where they are at all times and have access to them immediately.

•

The School will store medication that is in date and labelled in its original container where
possible, in accordance with its instructions. The exception to this is insulin, which though
must still be in date, will generally be supplied in an insulin injector pen or a pump.

•

Parents are asked to collect all long-term medications/equipment at the end of the school
term, and to provide new and in-date medication at the start of each term. Once a course of
short-term medication is completed, it should be collected by parents to dispose of
appropriately.

8

The School has clear guidance about record keeping and the procedures to be followed
whenever a school is notified that a pupil has a medical condition.
•

Parents at the School are asked if their child has any medical conditions as part of the Standard
Admission Process.

•

Where appropriate and proportionate, the School uses an IHP (Individual Health Care Plan) to
record the support an individual pupil’s needs around their medical condition. The IHP is
developed with the pupil (where appropriate), parent, school staff, specialist nurse (where
appropriate) and relevant healthcare services.

•

The School maintains a centralised register of IHPs.

•

IHPs are regularly reviewed by the School Nurse, at least every year or whenever the pupil’s
needs change.

•

The pupil (where appropriate), parents, specialist nurse (where appropriate) and relevant
healthcare services hold a copy of the IHP. Other school staff are made aware of and have
access to the IHP for the pupils in their care.

•

The School makes sure that the pupil’s confidentiality is protected.

•

The School seeks permission from parents before sharing any medical information with any
other party.

•

The School meets with the pupil (where appropriate), parent, specialist nurse (where
appropriate) and relevant healthcare services prior to any overnight or extended day visit to
discuss and make a plan for any extra care requirements that may be needed. This is recorded
in the pupil’s IHP which accompanies them on the visit.
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•

The School keeps an accurate record of all medication administered, including the dose,
medication remaining, time, date and supervising staff.

•

The School makes sure that all staff providing support to a pupil have received suitable training
and on-going support, to make sure that they have confidence to provide the necessary
support and that they fulfil the requirements set out in the pupil’s IHP. This should be provided
by the specialist nurse/school nurse/other suitably qualified healthcare professional and/or
the parent. The specialist nurse/school nurse/other suitably qualified healthcare professional
will confirm their competence (where appropriate), and the School keeps an up-to-date record
of all training undertaken and by whom.
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The School ensures that the whole school environment is inclusive and favourable to pupils
with medical conditions. This includes the physical environment, as well as social, sporting
and educational activities.
•

The School is committed to providing a physical environment accessible to pupils with medical
conditions and pupils are consulted to ensure this accessibility. The School is also committed
to an accessible physical environment for out-of-school activities.

•

The School makes sure the needs of pupils with medical conditions are adequately considered
to ensure their involvement in structured and unstructured activities, extended school
activities and residential visits.

•

All staff are aware of the potential social problems that pupils with medical conditions may
experience and use this knowledge, alongside the School’s bullying policy, to help prevent and
deal with any problems. They use opportunities such as PSHE and science lessons to raise
awareness of medical conditions to help promote a positive environment.

•

The School understands the importance of all pupils taking part in physical activity and that all
relevant staff make appropriate adjustments to physical activity sessions to make sure they
are accessible to all pupils. This includes out-of-school clubs and team sports.

•

The School understands that all relevant staff are aware that pupils should not be forced to
take part in activities if they are unwell. They should also be aware of pupils who have been
advised to avoid/take special precautions during activity, and the potential triggers for a
pupil’s medical condition when exercising and how to minimise these.

•

The School makes sure that pupils have the appropriate medication/equipment/food with
them during physical activity.

•

The School makes sure that pupils with medical conditions can participate fully in all aspects
of the curriculum and enjoy the same opportunities at school as any other child, and that
appropriate adjustments and extra support are provided.
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•

All school staff understand that frequent absences, or symptoms, such as limited
concentration and frequent tiredness, may be due to a pupil’s medical condition. The School
will not penalise pupils for their attendance if their absences relate to their medical condition.

•

The School will refer pupils with medical conditions who are finding it difficult to keep up
educationally to the SENCO who will liaise with the pupil (where appropriate), parent and the
pupil’s healthcare professional.

•

All pupils at the School learn what to do in an emergency, to follow the instructions of a
member of staff precisely and without delay.

•

The School makes sure that a risk assessment is always carried out before any out-of-school
visit, including work experience and educational placements. The needs of pupils with medical
conditions are considered during this process and plans are put in place for any additional
medication, equipment or support that may be required.
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This school is aware of the common triggers that can make common medical conditions
worse or can bring on an emergency. The School is committed to identifying and reducing
triggers both at school and on out-of-school visits.
•

School staff have been given training and where appropriate written information, via e-mail
on medical conditions which includes avoiding/reducing exposure to common triggers.

•

The IHP details an individual pupil’s triggers and details how to make sure the pupil remains
safe throughout the whole school day and on out-of-school activities. Risk assessments are
carried out on all out-of-school activities, taking into account the needs of pupils with medical
needs.

•

The School reviews all medical emergencies and incidents to see how they could have been
avoided, and changes school policy according to these reviews.

Each member of the school and health community knows their roles and responsibilities in
maintaining and implementing an effective medical conditions policy.
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•

The School works in partnership with all relevant parties including the pupil (where
appropriate), parent, school’s governing body, all school staff, employers and healthcare
professionals to ensure that the policy is planned, implemented and maintained successfully.

•

The roles and responsibilities for all relevant parties are :
Head teacher
o

The overall responsibility for the development and implementation of the School’s
Medical Conditions procedures, their annual review and any subsequent adjustment.

Parents :
o

The provision of up-to-date information as and when changes to either condition or
medication are affected.

o

The supply of any prescribed medication and the removal of any that is out-of-date or
unrequired.

o

Ensure they have another nominated adult who is contactable at all times.

Governors :
o

Through representation on the Health & Safety Committee to develop and implement
policy, to be consulted on any changes to such and formally note the emergency
administering of any medication.

o

That sufficient staff have received suitable training and are competent before taking
on the responsibility of supporting children with medical conditions.

School staff :
o

To be aware of any pupils under their direct supervision with current medical
conditions requiring the routine or otherwise administering of medication.

o

To be conversant with the procedures to be followed in the event of a medical
emergency including the location of the nearest first aid point and any medication
stored in School.

First Aid Staff :
o

To be aware of any pupils with current medical conditions requiring the routine or
otherwise administering of medication.

o

To be fully conversant with the procedures to be followed in the event of a medical
emergency, including the recording of any medicines administered.

Pupils
o

To be fully involved in discussions about their medical support needs and contribute
as much as possible to the development of and comply with their individual
healthcare plan.
School Nurse
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o

Will notifying the school when a child has been identified as having a medical
condition which will require support in school. Wherever possible, this will be done
before the child starts at school.

o

Support school staff to ensure the appropriate steps are being taken to support the
child’s medical condition through liaison with lead clinicians.

o

Provide advice on any staff training needs.

Other Healthcare Professionals
o

Other healthcare professionals, including GPs and paediatricians, will notify the school
nurse when a child has been identified as having a medical condition that will require
support at school. They provide advice on developing individual healthcare plans.
Specialist local health teams are be able to provide support in schools for children
with particular conditions (e.g. asthma, diabetes, epilepsy).

Local Authority
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o

The Local Authority (LA) will commission and appoint the school nurse. They have a
duty to promote co-operation between the Governing Body, clinical commissioning
groups and NHS England, with a view to improving the wellbeing of children with
regards to physical and mental health, education, training and recreation. o The LA
provide support, advice and training of school staff. o Work with the school to support
pupils with medical conditions attend full-time.

o

Make arrangements if a child will be away from school for 15 days or more because
of health needs.

The medical conditions policy is regularly reviewed, evaluated and updated. Updates are
produced every year.
•
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In evaluating the policy, the School seeks feedback from key stakeholders including pupils,
parents, school healthcare professionals, specialist nurses and other relevant healthcare
professionals, school staff, local emergency care services and governors. The views of pupils
with medical conditions are central to the evaluation process.
Emergency Procedures

•

In the event of a medical emergency, the emergency services must
be contacted and it is important to follow any advice given.

•

Any necessary first aid administered.
contacted.

14.

Parents / Next of kin

Defibrillators
•

The school has two defibrillators, one located in the school reception/entrance and another
by the entrance to the sports hall.

•

The two defibrillators have been registered with NHS England.
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•

First Aid staff have been trained in their usage but full instructions (including step by step
verbal instructions) are provided when the defibrillator is activated and should be followed all
times.

•

They are available for school and community use in an emergency.

15.

Asthma Inhalers
•

The school uses the Department of Health protocol for use of emergency salbutamol inhalers.

Appendices

1. Department of Health’s Guidance on the use of emergency salbutamol inhalers in
schools (September 2015)
2. Solihull MBC’s Guidance Document on ‘The Administration of Medicines in
Schools and Settings 6th Edition (December 2015)
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Use of Contractors
Health and Safety Guidance and
Procedure
This Policy has been adopted by St Peter’s
Catholic School

Solihull MBC Use of Contractors Guidance
and Procedure
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SECTION ONE – USE OF CONTRACTORS
1.1

Introduction

SMBC uses a wide range of contractors to carry out work on its behalf, these range from
cleaning to the larger building contracts. Consideration must be given to the existing
procurement contracts (http://solnet/purchasing/resource/resource.htm ) and the advice offered
by Procurement when using the services of contractors http://solnet/purchasing/ . Health and
Safety considerations are made at the time of the initial tendering process.
This guidance document deals primarily health and safety considerations, procedures when
dealing with the variety of contractors, identifying the relevant legislation that applies.
It particularly in relation to construction works identifies that there is a difference between works
covered by Part 3 of the Construction (Design and Management) Regulations 2007 (which sets out
additional management duties which apply to projects above the notification threshold (projects lasting
more than 30 days, or involving more than 500 person days of construction work. These additional
duties require particular appointments or particular documents which will assist with the management
of health and safety from concept to completion) and locally arranged minor works and maintenance.

These responsibilities, if not properly managed, can lead to events that could prove costly to
all parties. As well as the immediate effects, further consequences can arise from delays to
the work and claims for damages. All parties must co-operate to ensure that health and safety
is properly managed – this will avoid things going wrong in the first place.
Work undertaken for a client by a contractor is usually covered by a civil contract. It is good
practice for health and safety requirements to be written in to such a contract. However, health
and safety responsibilities are defined by the criminal law and cannot be passed on from one
party to another by a contract.
In any client/contractor relationship, both parties will have duties under health and safety law.
Similarly, if the contractor employs sub-contractors to carry out some or all of the work, all
parties will have some health and safety responsibilities. The extent of the responsibilities of
each party will depend on the circumstances.
Examples of Client / Contractors joint responsibility
Contractors provided a scaffold onto a fragile, unfenced roof, which was 10 m off the ground,
so that a new leak testing technique requiring access to a roof vent could be tested. An
operator walked onto the roof and fell to his death through a fragile vent. The client was found
guilty and fined £27 000 plus costs for failing to provide adequate information and
supervision. The contractor was found guilty and fined £3000 plus costs for failing to
implement straightforward controls and safeguards.
A self-employed electrical contractor was injured while working at a client’s premises when a
fork-lift truck struck and dislodged the ladder he was working from. The client was prosecuted
because no risk assessment had been made nor any steps put in place to ensure the
contractor’s safety. The client was found guilty and fined £9000 plus costs.
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A client was prosecuted for failing to provide information to a contractor working on ceiling tiles
in the foyer of an occupied tower block. Unknown to the contractor, the ceiling tiles contained
asbestos and were removed in an uncontrolled manner, placing the contractor and occupants
at risk. The client was found guilty and fined £35 000 plus costs.
It is important as shown in the examples above that SMBC ensures that both parties consider
those risks from each other’s work that could affect the health and safety of the workforce or
anyone else. The client and the contractor need to agree the risk assessment for the
contracted work and the preventative and protective steps that will apply when the work is in
progress. If subcontractors are involved, they should also be part of the discussion and
agreement.
Further advice and guidance can be obtained by contacting the Corporate Health and Safety
Support Team using telephone 0121 704 6328.
1.2

Legislation and Standards

The principal legislation covering the relationship between a hirer and a contractor is
Section 3 of the Health and Safety at Work Act 1974. This places a duty on both an
employer and a contractor to protect, so far as is reasonably practicable, the H&S of their own,
and, each other’s employees - and, any other people (i.e. visitors) who may be affected by
their actions.
The Management of H&S Regulations 1999 requires both the employer and the contractor to
carry out a suitable and sufficient assessment of the risks involved with the work, to exchange
this information, and, to ensure that it is provided to each other’s employees.
Construction (Design Management) Regulations 2007 The
Regulations are divided into five parts.
Part 1 of the Regulations deals with matters of interpretation and application. The
Regulations apply to all construction work in Great Britain, and apply to both employers and the
self-employed without distinction.
Part 2 covers general management duties which apply to all construction projects, including
those which are non-notifiable.
Part 3 sets out additional management duties which apply to projects above the notification
threshold (projects lasting more than 30 days, or involving more than 500 person days of
construction work).
Part 4 of the Regulations applies to all construction work carried out on construction sites, and
covers physical safeguards which need to be provided to prevent danger. Duties to achieve
these standards are held by contractors who actually carry out the work, irrespective of
whether they are employers or are self employed.
Duties are also held by those who do not do construction work themselves, but control the way
in which the work is done. In each case, the extent of the duty is in proportion to the degree of
control which the individual or organisation has over the work in question.

Adopted by St Peter’s Catholic School

4

Part 5 of the Regulations covers issues of civil liability; transitional provisions which will apply
during the period when the Regulations come into force, and amendments and revocations of
other legislation.
Clients and contractors have legal responsibilities under various other health and safety
regulations dealing with specific hazards, eg The Control of Substances Hazardous to
Health Regulations 2002 (as amended)., the Control of Lead at Work Regulations 2002
and the Control of Asbestos Regulations 2006 (it is important that the locality of Asbestos in
SMBC properties is shared with contractors).

SECTION TWO – ARRANGEMENTS
The following section explains the day-to-day arrangements that are in place for the
management of contractors across the Council and in Schools. These arrangements apply to all
employees.
2.1 Organisational Management

The initial inclusion of the Procurement process at the pre-tender and tender
stage of the contract process ensures that health and safety concerns are
initially addressed.
2.1.1 However it is important that the Contract / Project Manager must decide what they need
to do to effectively manage and supervise the work of contractors. The more impact the
contractor’s work could have on the health and safety of anyone likely to be affected, the
greater the management and supervisory responsibilities of SMBC.
2.1.2 In all circumstances, Contract Managers (on behalf of SMBC the client) need sufficient
knowledge and expertise to manage and supervise the contracted work. It is essential that the
nature of the controls exercised by the Contract Manager (on behalf of SMBC the client) is
agreed before work starts. An important part of this is the arrangements for the selection and
control of any sub-contractors.
2.1.3 Contract Managers may need to agree with the contractor how the work will be done and
the precautions that will be taken. Again, the extent of SMBC (the client’s ) responsibilities will
be determined by the impact that the contractor’s work could have on anyone likely to be
affected. Relevant issues include:
•
what equipment should or should not be worked on/used;
•
personal protective equipment to be used and who will provide it;
•
working procedures, including any permits-to-work;
•
the number of people needed to do the job;
2.1.4 Reporting of accidents and safekeeping of records and plans.
SMBC (Contract Managers) , contractors and sub-contractors should monitor their health and
safety performance. This means checking whether the risk assessment is up to date and that
control measures are working. The level of monitoring depends on the risks - the greater the
risks, the greater the monitoring. Contract Managers should make periodic checks on the
contractor’s performance to see if the work is being done as agreed. Contractors and
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subcontractors should carry out day-to-day checks to see that what should be done is being
done.
2.1.5 Some work-related accidents, diseases and dangerous occurrences have to be reported
to the enforcing authorities. The SMBC Corporate Health and Safety Team will investigate all
injuries, cases of work-related ill health and ‘near misses’ to find out what went wrong and
why they were not prevented. SMBC, contractors and subcontractors should share the
lessons learnt from monitoring and investigations with each other and with all the workforce.
2.1.6 Where health and safety requirements are not being met, the first step is for the
Contract Manager and the contractor to find out why and put matters right. If health and safety
performance is not brought up to requirements, the Contract Manager (on behalf of SMC the
client) will need to stop the contractor working on the job until requirements can be met.
2.2 Supporting Policies & Guidance
The Council has a range of supporting policies and guidance documents in place, to assist in
the managing of Use of Contractors and any associated risks. These include:
•
•
•

Corporate Health and Safety Policy
Risk Assessment Policy
The Compliant Procurement Process – Step by Step Guide
for Schools and Non Schools.

SMBC Rules for Contracts

Any further advice regarding this document you can contact Steve Dean, Health and Safety
Manager, telephone 0121 704 6829, or via email at stdean@solihull.gov.uk.
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SECTION 3 – GUIDANCE
USE OF CONTRACTORS – GUIDANCE To PROJECT & CONTRACT MANAGERS
3.1 WHAT YOU NEED TO DO
Note the Operational Manager / Contract Manager would represent SMBC (the client). For this
document SMBC will be used (see additional guidance for schools at appendix A)
3.1.1 Identify the job
SMBC (client) need to clearly identify all aspects of the work they want the contractor to do,
including work falling within the preparation and completion phases. The level of risk will
depend on the nature of the job. Whatever the risk, SMBC (client) needs to consider the health
and safety implications of the job they want done. This will involve selecting someone suitable
to do the job, assessing the risks, deciding what information, instruction and training is
required, how co-operation and co-ordination between all parties is achieved, how the
workforce is to be consulted and the level of management and supervision required.
3.1.2 Select a suitable contractor
SMBC (Client) need to satisfy themselves that contractors are competent (i.e. they have
sufficient skills and knowledge) to do the job safely and without risks to health and safety.
The degree of competence required will depend on the work to be done.
Make sure contractors know and understand what performance you expect. Explain your
health and safety arrangements to them. Show them your procedures, permit systems,
health and safety policy statement and make sure they understand and will act in accordance
with it.
You need to decide how you will determine a contractor’s competence. You could, for example,
ask prospective contractors:
•
what experience they have in the type of work you want done;
•
what their health and safety policies and practices are;
•
about their recent health and safety performance (number of accidents etc);
•
what qualifications and skills they have;
•
their selection procedure for sub-contractors;
•
for their safety method statement;
•
what health and safety training and supervision they provide;
•
their arrangements for consulting their workforce;
•
if they have any independent assessment of their competence;
•
if they are members of a relevant trade or professional body; or
•
whether they or their employees hold a ‘passport’ in health and safety training. This is
growing trend in some industries.
•
You can then decide how much evidence (eg references) you need to seek in support of
what prospective contractors have told you.
3.1.3 Select a suitable sub-contractor
The selection of any sub-contractors is probably best left to the contractor. SMBC (Client)
must, however, satisfy themselves that a contractor has an effective procedure for appraising
the competence of a sub-contractor. When selecting a suitable subcontractor, a contractor
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may use some or all of the criteria that a client may use in selecting a suitable contractor (see
above). Again, the degree of competence required will depend on the work to be done.

3.1.4 Assess the risks of the work
A risk assessment must be done and both SMBC (the client) and contractor should be party
to it. SMBC (the client) should already have a risk assessment for the work activities of their
own area. For example the activities within the school the Head Teacher will have a risk
assessment of the activities carried out on the site. The contractor must assess the risks for
the contracted work and then both parties must get together to consider those risks from each
other’s work that could affect the health and safety of the workforce or anyone else. SMBC
(the client) and the contractor and any other user of the site need to agree the risk
assessment for the contracted work and the preventative and protective steps that will apply
when the work is in progress. If subcontractors are involved, they should also be part of the
discussion and agreement.
3.1.5 Provide information, instruction and training
SMBC (the C l i e n t), contractors and sub-contractors must provide their employees with
information, instruction and training on anything which may affect their health and safety.. All
parties need to consider what information should be passed between them and agree
appropriate ways to make sure this is done. They need to exchange clear information about
the risks arising from their operations, including relevant safety rules and procedures, and
procedures for dealing with emergencies. This exchange of information should include
details of any risks that other parties could not reasonably be expected to know about. The
information must be specific to the work. In other words, you must talk to one
another.
.
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APPENDIX A

Considerations when Appointing Contractors in Schools
Heads of schools are responsible for the management of health and safety, including
contractor safety issues within their school. Key responsibilities are outlined below.
You must:
•

Ensure compliance with relevant legislation.

•

Ensure that an effective strategy is in place for maintaining and monitoring the
performance of contractors where they are appointed by the faculty, school or
service.

•

Allow adequate time for training and obtaining competence in relation to contract
management.

•

Ensure all contractors appointed by the faculty, school or service is competent and
whenever possible use only contractors from the approved list.

•

Where there is more than one employer, school or service in the building, it is
important to make sure the impact of contractors working in the local area is
considered and those affected are informed of the work.

•

Ensure any accidents or near misses associated with the school or service are
recorded,

For those premises who subscribe to their services the majority of contractors used will be
engaged by The Property Services Team through one of our partnerships. When they are
commissioning work on behalf of the school will use CHAS (Contractor Health & Safety
Assessment Scheme) registered and/or accredited and
some consideration will already have been given to their
suitability for the task and compliance with health and
safety legislation.
However, even with partnership contractors Premises
Managers still have a responsibility to;
•
•
•

monitor the performance of contractors whilst
working on site;
ensure that appropriate consultation takes place
prior to and during the contract work
ensure that contractors are appropriately
inducted prior to commencing work on site

Those who do not subscribe to The Property Services

Adopted by St Peter’s Catholic School

9

Team or are engaging contractors outside the scope of the team e.g. I.T. specialists, window
cleaners, grounds maintenance should refer to the section on the Selecting a suitable
contractor.
Selecting a Suitable Contractor
Clients/Schools need to satisfy themselves that contractors are competent (i.e. they have
sufficient skills and knowledge) to do the job safely and without risks to health and safety.
The degree of competence required will depend on the work to be done. Make sure
contractors know and understand what performance you expect. Explain your health and
safety arrangements to them. Show them your procedures, permit systems, health and safety
policy statement and make sure they understand and will act in accordance with it.
You need to decide how you will determine a contractor’s competence. You could, for example,
ask prospective contractors:
The expertise of the contractor’s workforce - checks must be made on contractors carrying out
certain types of work e.g. Gas & Electrical contractors to ensure they have the qualifications to
carry out the specified work i.e. Gas Safe, ECA, NICEIC
• The contractor’s experience on similar projects;
• The contractor’s arrangements and track record in relation to health and safety issues;
• The contractor’s H&S training arrangements and records;
• Any accident/incident records and statistics;
• Current insurance certificates;
• Any notices issued or prosecutions for health and safety offences;
• The content and quality of risk assessments carried out;
• Any safe systems of work in place;
• Inspection and maintenance records and systems;
• Procedures for the appointment, use and control of sub contractors;
• Accreditation to relevant professional bodies;
• The appointment of a health and safety competent person; Any information provided within
the organisation’s H&S Policy; Emergency procedures;
• The financial status of the contractor and their ability to deliver the contract safely.
The extent to which each of the above points needs to be considered will depend upon the
type of work to be carried out, the location and duration e.g. in the case of an electrician being
contracted to change light bulbs, the majority of these points will not be necessary however,
care must be taken to ensure that the contractor is a member of an approved electrical body
and the contractor will need still need to receive a brief induction prior to commencing work.
NOTE: Registration/accreditation with the Contractors Health & Safety (CHAS)
Assessment Scheme would be an indication that most of the above factors have been
considered already.
ACTION REQUIRED IF CONTRACTORS ARE WORKING IN AN UNSAFE MANNER

For work organised by Property Group:
a) If the Premises Manager considers there to be an imminent risk of death or serious injury to
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Directorate/DSO employees, service users, contractors etc., arising from the contractor’s activities
on site, they must insist the contractor stops work immediately and seek further advice from the
Building Surveyor/Property Group Project Champion;
b) If the contractor seems to be working in an unsafe manner, but there appears to be no serious or
imminent danger, the Premises Manager should advise the contractor of their concerns. If the
contractor continues to work in the same manner, the person responsible for organising the work
on site should be contacted, i.e. the property service team to enable them to take appropriate
action (e.g. check scaffolding, halt work.)

For work organised by others e.g. Headteachers, IT Services:
a) The same procedures as above should be followed and in addition, the relevant officer
responsible for organising the work (e.g. IT Services) should be contacted and informed of any
action taken.
In both cases it may be appropriate to report any concerns using the accident/incident reporting
and investigation procedure.
REMEMBER, EVERYONE HAS A RESPONSIBILITY FOR HEALTH AND SAFETY AT WORK
If any further information or assistance is required when dealing with contractors, please contact
the Property Services Team or Health and Safety Support Team.
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APPENDIX B

GENERAL RISK ASSESSMENT FOR
THE USE OF CONTRACTORS WORKING WITHIN COUNCIL OCCUPIED PREMISES

Name & address of
office/establishment/school:
Name & address of contractor:
Contractor emergency contact number:
Reason for visit/work to be carried out
including location:
Has any CRB check been requested? (Where necessary, due to
vulnerability of service users or other reason)

YES

NO

Is contractor wearing official ID:

YES

NO

Has a visitors badge been issued:

YES

NO

Has contractor signed in:

YES

NO

Details of any potential risks identified to employees, service users, contractors etc. and how
these will be eliminated/controlled:
Risks

Yes/No

Trailing Wires
Use of Ladders/Stepladders
Slips, trips and falls
Falling debris
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Control measures

Dust etc.
Others (please specify)
Does the Contractor have their own suitable work equipment?
YES
NO (e.g. ladders,
tools, power tools etc. provide details of any equipment to be used on site). If the contractor
does not have their own equipment, work must be postponed until suitable equipment is
acquired by the Contractor.

NB: CONTRACTORS MUST NOT USE EQUIPMENT BELONGING TO THE
OFFICE/ESTABLISHMENT/SCHOOL OR ANY EMPLOYEE (NOTE – there maybe a formal
agreement with long term contractors to use some equipment such as ladders for running
repairs).
FIRE:
Have the Fire Evacuation procedures been explained to the Contractor?
YES

NO

NB Incorporate:
Discovering a fire
Activating the fire alarm
Escape routes
Break glass points etc.
Fire assembly points
COSHH:
Has the use of any hazardous substances, materials or potentially hazardous activities been
notified to/by the contractor?
YES
NO
If YES, provide details:

RISK ASSESSMENTS:
Has the Contractor’s Risk Assessment been seen?

YES

NO

OR has the Contractor notified you about any hazards or risks which their work may pose
during the contract?
YES
NO
If YES, provide details:
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INFORMING EMPLOYEES AND OTHER RELEVANT PERSONS THAT CONTRACTORS
ARE ON SITE:
E-Mail sent:

Date:

By whom:

‘Contractor on Site’ notices displayed?

YES

NO

Details any other action taken:

ON COMPLETION OF THE WORK:
Contractor asked to advise when they have completed the work and are ready to leave the
building:
Name:
Work site revisited with Contractor and area confirmed to be safe:
YES

NO

Contractor signed out, returned Visitor’s pass and escorted out of the building:
YES
Any Other Information/Comments:

Risk assessment completed by:
Date:
Signature(Schools representative):
Signature (Contractor):
Date:
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NO

When preparing to leave the site
When preparing to leave the site, contractors must notify the Premises Manager
or his/her nominated representative (s), that they are leaving the site (i.e. the
contractors should be booked on and off site). Prior to leaving the site, contractors
2 of 2
must ensure that all work areas are safe and secure and that all equipment
and tools have been removed. If necessary, a joint inspection should be
undertaken by the Premises Manager or his/her nominated representative (s),
and the contractor
APPENDIX C Checklist for Managers

 Do you know when the contractor will be on site? Dates, times, duration.
 Do you know what equipment/ chemicals they are bringing on site? Will these be left on site?
What risk do these pose to employees and customers/ service users?

 Do you know what areas they will be operating in? Will these areas need to be separated
off? Is there a risk of tripping, slipping or contact with hazardous equipment, chemicals or
materials?

 Have you informed the contractor of your health and safety arrangements? Include
emergency evacuation arrangements, any appropriate risk assessments, location of
asbestos, signing in/out arrangements when arriving and leaving site, smoking
arrangements and who to report incidents, accidents or problems to.

 Have you seen the contractors risk assessments, safe systems of work, method statements,
permit to work where applicable?

 How will you monitor the contractors activities? What on-going checks will you do?
 How do you know who is on site? Does the contractor know where to sign in/ out?
 How will you ensure contractors are not left with vulnerable people without supervision?
 If a security pass or key code is needed, is security still maintained? Are cards signed in and
out, are key codes regularly changed?

 Do the contractors have Public Liability Insurance?
 Will work to be done impact on water, gas or electricity supply?
 Do the contractors need any information about the services carried out on site or any
behavioural tendencies of service users?

Remember:
Contractors are not just builders, they can be cleaners, electricians, caterers, instructors. They
are individuals or companies with whom you have a contract with for provision of a service,
role or work.
If you identify any problems were there is an eminent risk, work must be stopped and you
should contact Property Services/ Facilities and Health and Safety.
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Where another team within SMBC organise the contract, you still have a responsibility for
ensuring the above is in place.
You need to inform the contractors of your health and safety arrangements and any risks as
well as asking to see their risk assessments and safe working arrangements. CONTROL OF
CONTRACTORS

Contractors Name
Date Work is to Commence
Date Work is to be Completed
Time on site

Adopted by St Peter’s Catholic School
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(hh:mm) Finish:

Have you provided the contractor with;
Emergency evacuation procedures
 Signing in and out arrangements



 Accident reporting arrangements
 Point of contact
 Relevant risk assessments and health and safety info
Signature of behalf of contractor:………………………………………………..
Signature on behalf of SMBC:…………………………………………………….
CONTROL OF CONTRACTORS

Monitoring sheet
Name of Contractor………………………………………………………………....
DATE:
TIME:
COMMENTS:

SIGNED:
PRINT NAME:

DATE:
TIME:
COMMENTS:

SIGNED:
PRINT NAME:

DATE:
TIME:
COMMENTS:

SIGNED:
PRINT NAME:
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Managing Stress at Work
Policy

This policy has been adopted by St.
Peter’s Catholic School.
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SECTION ONE – SMBC MANAGING STRESS AT WORK POLICY
1.1 Introduction
Every job brings its own pressures and demands; these are an unavoidable part of working
life. Some pressure can be a good thing, keeping individuals motivated and providing a
sense of achievement and job satisfaction. However, people have a varying ability to deal
with pressure and, if the emotional and physical demands on a person are greater than their
capacity to cope, stress and ill health may occur.
Stress is not a mental illness, but the natural adverse reaction people have to excessive
pressures and demands imposed on them.
Stress can be defined as “the adverse reaction people have to excessive pressure or other
types of demand placed on them”. This makes an important distinction between pressure,
which can be a positive state if managed correctly, and stress which can be detrimental to
an individual’s health.
According to the Health and Safety Executive 27.5 working days are lost for every incident of
stress related absence and at Solihull, stress accounts for just over 23% of all employee
sickness absence, with over 6800 days taken off in the 12 months to June 2011.
Taking action to reduce stress can result in better health, reduced sickness absence,
increased performance and output, better working relationships and lower staff turnover.
The Managing Stress at Work Policy is set out in three parts:
Section One describes applicable legislation and contains the Managing Stress at Work
Policy Statement which sets out a commitment to manage work related stress effectively.
Section Two describes the organisation and the roles and responsibilities of those
responsible for implementing this Policy.
Section Three describes the day to day arrangements in place to achieve the aims set out
in the Policy Statement.

1.2 Scope of Policy
Anyone can suffer from stress and this policy therefore applies to all employees. This
includes those employed on NJC terms and conditions of service for local government
employees, Soulbury, centrally employed teachers and all teaching and support staff at
schools. This policy does not apply to agency staff or contractors and any issue regarding
stress should be referred to the agency or contractor.
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Whilst the policy primarily deals with work related stress, it is recognised that individuals who
are suffering from stress for whatever reason, should have support and access to help. The
Managing Stress at Work Policy has been developed in consultation with recognised
Teacher Associations/ Trade Unions to provide a fair, consistent and supportive framework
for the effective management of stress. It also provides a structured procedure for dealing
with cases where an employee’s stress is cause for serious concern.

1.3 Legislation and Standards
The relevant applicable legislation and standards include:
The Health and Safety at Work etc Act 1974 requires employers to ensure, as far as
reasonably practicable, that their workplaces are safe and healthy.
The Management of Health and Safety at Work Regulations 1999 requires employers to
assess the risk of stress-related ill health arising from work activities.
Additionally, the Health and Safety Executive (HSE) have developed a set of Management
Standards for Tackling Stress to help employers meet their legal obligations. The
Management Standards cover six areas of work design that can, if not properly managed,
represent the primary sources of stress at work. The Council has used the Standards to
simplify the risk assessment process.

1.4 Managing Stress at Work Policy Statement
In relation to the management of work related stress, the Employer (whether this is the
Council or the School Governing Body) will:


develop and maintain a documented and consistently applied management system
to identify and reduce workplace stressors;



identify and assess the significant workplace stressors;



consult with employees and trade union representatives on all proposed action
relating to the prevention and management of work related stress;



provide appropriate training and information to raise general awareness and equip
both line managers and employees with the necessary tools to effectively identify and
manage stress within the workplace;



take all reported occurrences of stress seriously and offer appropriate confidential
support for employees who are suffering from symptoms of stress;



undertake monitoring of stress related absence.
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SECTION TWO – ORGANISATION 2.1

Roles and Responsibilities

The following describes roles and responsibilities in relation to managing work related
stress.
More detailed responsibilities for managing health and safety arrangements generally can be
found in the Corporate Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

c)

For core council staff, the employer is the Council;
For staff in community schools, community special schools, voluntary controlled
schools, maintained nursery schools and pupil referral units the employer is the Council
(also referred to as the Local Education Authority);
For foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

The Council and/or Governing Body delegates the work required to meet their health and
safety responsibilities to the Chief Executive, Corporate Directors, Head Teachers and Line
Managers, with advice and support from the Health and Safety Support Team. However, the
employer retains ultimate responsibility for ensuring that the Managing Stress at Work Policy
is implemented.
2.1.2 The Chief Executive / Corporate Directors / Head Teachers / Line Managers
The Chief Executive / Corporate Directors / Head Teachers / Line Managers will ensure that:
1.
2.
3.

Relevant employees attend stress management training.
Risks associated with work related stress are identified and properly assessed (see
Section 3.4 for further details);
Effective management action is taken to minimise work related stressors, including: maintaining effective communication with staff (particularly during any period of
change);
using team meetings, one-to-one meetings and appraisals as an opportunity to
discuss the issue of stress;
monitoring workloads to ensure that people are not overloaded or overworking;
maintaining a safe working environment;
providing staff with adequate training, instruction and supervision to undertake
their duties;
promoting positive working to avoid conflict and dealing with unacceptable
behaviour;
being aware of the signs of stress and responding effectively to employees who
identify the potential risk of excessive stress levels.

Managing Stress at Work Policy – adopted by St. Peter’s Catholic School

Page 3

4.
5.
6.

Any stress related absence is reported and managed in accordance with the Sickness
Absence Management Policy and Procedure.
Where appropriate, referrals to Occupational Health are made.
Appropriate support and advice is sought from Human Resources (HR) if work related
stress is identified as a problem, is a reason for absence or if an individual is returning
to work following a stress related absence.

2.1.3 Health and Safety Support Team
Health and Safety Officers within the Health and Safety Support Team will:
1.
2.
3.
4.

Jointly (with HR) develop corporate polices, procedures and standards as regards
managing work related stress.
Carry out a programme of audits and inspections to ensure that health and safety
policies are complied with.
Ensure appropriate health and safety awareness and training is available to staff.
Provide assistance (as appropriate) to complete suitable stress risk assessments.

2.1.4 Human Resources
Officers within Human Resources will:
1.
2.
3.
4.
5.

Jointly (with the Health and Safety Support Team) maintain and review the Managing
Stress at Work Policy.
Provide advice and guidance on the effective management of stress related absence in
accordance with the Sickness Absence Management Policy and Procedure
Monitor the effectiveness of measures to address stress by providing appropriate
sickness absence data and statistics to management, as required.
Support the identification of any stress “hot-spots” .
Review the Employee Survey data to ensure that the results are used to assist in the
management and reduction of stress.

2.1.5 Occupational Health
The Occupational Health Service provides specialist support and advice regarding identified
potential work related stress issues. Occupational Health will:
1.
2.
3.
4.

Where required, undertake pre-employment health screening.
Provide medical or specialist advice to support effective stress management.
Facilitate referrals to workplace counsellors or specialist agencies as required.
Support employees returning to work following stress related absence.

2.1.6 Employees
Employees have a duty to take care of their own health and safety and must:
1.

Take individual responsibility for their own feelings and reactions to stressful situations
and their personal methods of coping.
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2.
3.

4.
5.

Take an active part in the development of any stress risk assessment.
Inform (either directly or through appropriate line management) HR or the Health and
Safety Support Team, if they feel they are experiencing the adverse effects of stress,
so that the underlying causes may be addressed.
Accept opportunities to attend training and receive additional support if appropriate.
Take reasonable steps to ensure that they do not cause unnecessary stress to others.

SECTION THREE – ARRANGEMENTS FOR MANAGING WORK RELATED
STRESS 3.1 General
The following section explains the day-to-day arrangements for managing work related
stress. These arrangements apply to all employees.

3.2 Corporate Management
At a corporate level, the aim will be to manage work related stress using both a proactive
and reactive approach that should minimise the risk of work related stress whilst effectively
managing any identified instances of stress.
Proactive measures include:






Corporate monitoring of the effectiveness of the arrangements in place to manage
work related stress.
Identification of stress “hot-spots” with action plans to minimise work related stressors
where required;
Corporate monitoring of risk assessments to identify common work related stressors
and assess the adequacy of the arrangements in place to minimise them;
Training and information to assist employees to identify the causes and signs of
stress as well as measures to reduce the risk and individual coping strategies.
An Employee Assistance Programme (EAP) that provides information, expert advice
and specialist counselling to support staff and their families effectively manage both
work and non-work related stress.

Reactive measures include:




HR support to manage any identified instances of stress (this may include referral to
Occupational Health);
Reporting and managing any stress related absence in accordance with the Sickness
Absence Management Policy and Procedure;
Using risk assessments as a basis for discussion with an individual who has idenified
stress as an issue or is returning from a stress related absence, in order to develop an
action plan to effectively manage such instances.
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3.3 Local Management
At a local level, the approach to managing work related stress is based on the principles that
all persons take individual responsibility for:
-

their own feelings and reactions to stressful situations and their personal methods of
coping;
informing their line manager, HR or the Health and Safety Support Team, if they feel
they are experiencing the adverse effects of stress, so that the underlying causes may
be addressed.

-

Line Managers are responsible for ensuring that:
-

work related stressors are proactively identified, properly assessed and minimised using
the corporate risk assessment (see 3.4 below for details);
HR are contacted for further support and advice if work related stress is identified as a
problem or is a reason for absence.
any stress related absence is reported to HR and effectively managed in accordance
with the Sickness Absence Management Policy and Procedure.

-

3.4 Risk Assessment Process
Risk Assessments are fundamental to the management of health and safety and will be used
to identify and assess the significant stressors that exist within particular service areas. Such
risk assessments must be:




carried out by competent persons;
recorded using the corporate Risk Assessment Template;
communicated to those affected; and reviewed and revised, as appropriate.

For more detailed information about risk assessments generally please refer to the corporate
Health and Safety Risk Assessment Policy and Procedure.
To assist with the identification and assessment of significant risks related to work related
stress, the Health and Safety Team has produced a corporate “Managing Stress at Work
Risk Assessment”. This Risk Assessment is available electronically on the Health and
Safety Intranet pages.
This risk assessment is based on guidance from the Health and Safety Executive and
examines the six key aspects of work which experts have decided can contribute to stress if
not managed properly:



Demands – workload, work patterns and the work environment
Control – the amount of say staff have in how they do their work
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Support – encouragement, sponsorship and resources provided by the Council and
colleagues
Relationships – positive working to avoid conflict and dealing with unacceptable
behaviour
Role – the understanding by employees and the avoidance of conflicting roles
Change – the organisation and management of large and small change within the
organisation

Line managers need to review this corporate risk assessment and amend it to reflect the
particular circumstances within their own service area.
Wherever possible, risk assessments should be created and maintained on the Harriet risk
assessment system. The software is currently available to all core council managers and is
being “rolled out” to schools. Access, user training and detailed user guides can be obtained
by contacting the Health and Safety Support Team.
To assist line managers to develop their own risk assessment, the Health and Safety
Support Team has produced a “Stress Risk Assessment Questionnaire” that teams can
complete to help identify any stressors related to their particular service area.
The Health and Safety Support Team can provide assistance, if line managers need help to
complete the Risk Assessment Questionnaire, to facilitate a team discussion or deliver a
stress awareness briefing.
If the risk assessment does not reveal any significant risk of work related stress, line
managers need only keep the matter under review. However, if the assessment identifies
potential workplace stressors, controls must be put in place to eliminate or reduce them to
the lowest levels reasonably practicable.

3.5 Training
Training is available for all employees. All Council employed line managers are required to
attend a mandatory training course. Governing Bodies should consider whether this training
should be attended by school designated management.
There is also training available for anyone suffering from stress or at risk of stress. Line
managers are encouraged to identify any staff that would benefit from this training, although
individuals can book directly.
The training covers the following broad areas:
Stress Awareness
To explore what stress is, the signs and symptoms and the impact stress has on someone.
Stress Management Workshop for Managers
To explore the legal and financial implications of workplace stress and their personal
responsibilities around identifying and managing stress within teams.
Effective Stress Management
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To explore different coping strategies to help individuals manage their own stress.
In addition, practical advice and guidance is available on the Health and Safety Intranet
pages to support both managers and employees.

3.6 Employee Assistance Programme
The Employee Assistance Programme is available free of charge to employees and their
immediate dependants within the household family. This is a confidential facility that
provides information, expert advice and specialist counselling by telephone 24 hours a day,
7 days a week, on a wide range of issues, both work and non-work related.
The service is contactable via a free-phone telephone number – 0800 282 193 or online from
the PPC Online web site – www. ppconline.info
Employees can call the regular free-phone access number to obtain support and advice on
anything from citizen’s advice bureau style issues such as consumer rights, dealing with a
noisy neighbour, to telephone counselling support on home or work related concerns.
Information on the site is drawn from a number of professional sources and presented in the
form of fact sheets and useful links that are easy to read and download. There are also
structured programmes to help employees improve aspects of their life.

3.7 Communication
The Managing Work Related Stress Policy (and any future revisions) will be communicated
as appropriate, to ensure that all managers and staff are aware of its existence and their
responsibilities. It is also available on the Health and Safety Intranet.
Staff notice boards will be used to display posters and articles that relate to managing stress.
HSE leaflets and guidance booklets will be used to inform staff of good practise.

3.8 Other Support
There are a range of supporting policies in place to assist in the management of stress.
Some examples include the Corporate Health and Safety Policy, Recruitment and Selection,
Dignity at Work, Induction Process and the Parental Leave Scheme. Advice on using any of
these Policies should be sought, in the first instance, from HR.

3.9 Equalities
This Policy has been subject to an Equality Impact Assessment.

3.10 Planned Date of Review
2013.
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3.11 Further Advice and Guidance
For further information, please contact the Health and Safety Support Team on telephone
0121 704 6328
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Driving a Minibus Guidance and
Handbook Schools and Youth
Services
This Policy has been adopted by St Peter’s
Catholic School

Minibus Guidance– adopted by St Peter’s Catholic School

SMBC MINIBUS GUIDANCE 1.

Introduction

Driving a minibus puts extra demands on the driver and requires additional skills in order to be
able to handle the vehicle safely, particularly if he/she normally only drives a car, or if driving is
not their main occupation. It is not simply like driving a large car.
A minibus is longer, wider, taller and up to 3 times heavier than the weight of a car, especially
when loaded with passengers. As such it:
-

takes further to stop
has slower acceleration and less power for hills or overtaking
is more cumbersome to manoeuvre
has more body roll, pitch and sway

In addition the driver takes on the responsibility for the safety of more passengers than normal.
Although rare, serious, sometimes fatal accidents have occurred involving minibuses.
So, whilst the Council has a separate Driving at Work Policy (which all drivers must read), this
guidance provides more practical instruction and advice, specifically for minibus drivers.

2.

Purpose and Scope

This guidance applies to all Council minibuses (owned or hired) whether being driven by a
Council employee, volunteer or whilst on loan to community groups such as a scout group. The
purpose of this guidance is to:
-

raise awareness of the specific safety, legal and operating requirements in
respect of minibuses;
offer guidance in terms of operating practice, record keeping etc; - offer
contacts for further guidance and advice.

This guidance must be read in conjunction with the Driving at Work Policy.

3.

Roles and Responsibilities

3.1.

Head Teachers and Heads of Service

Head Teachers / Heads of Service must satisfy themselves that there is a system in place to
ensure that any minibus is maintained in a safe condition, with all legal, insurance and permit
matters properly implemented and monitored. Such a system should also be put in place where
vehicles are hired or borrowed, even for short periods. This system is best managed by a
named individual in the school/organisation, known as ‘the named vehicle holder’, who has day
to day responsibility for the vehicle as outlined below.
3.2

Named Vehicle Holder
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This person should report regularly to the Headteacher / Designated Manager in respect of the
vehicle documentation, vehicle use and must keep and maintain the correct and up to date
documentation for the vehicle, particularly:
-

vehicle log book and tax records
insurance
MOT certification.
minibus Section 19 permit
service and maintenance records
register of authorised drivers

The ‘named vehicle holder’ should ensure that the vehicle is regularly serviced. DIY
maintenance must not be considered.
3.3

Minibus Driver

Drivers of minibuses have ultimate responsibility for traffic related matters whilst the vehicle is
on the highway. This responsibility covers personal driving standards, road worthiness of the
vehicle and the behaviour of persons carried as passengers, and anyone driving a Council
minibus must, in addition to the requirements set out in the Driving at Work Policy:
a) familiarise themselves with the Driving at Work Policy and comply with all the standards
and guidelines;
b) be aged 25 years or over;
c) have held a full driving licence to the required DVLA standard for at least 3 years (note:
the automatic inclusion of minibus entitlements on licences ceased from 1st January
1997)
d) have undertaken the Council’s approved minibus driver course within the last 3 years;
e) be driving buses registered under the Section 19 Permit Scheme;
f) keep their internal driver passport available for inspection whilst in charge of the vehicle.
g) report any driving convictions or medical condition that might affect driving ability as soon
as these occur, to the appropriate Line Manager/Head teacher;
h) notify their Line Manager/Head teacher and the Transport Manager if they lose their
driving licence;
i) carry out any required vehicle checks and report defects immediately;
j) only use the vehicle for authorised journeys i.e. on school business, as the school’s
motor insurance policy may be invalidated by the unauthorised use of vehicles, leaving
the driver open to litigation, prosecution or disciplinary action;
k) co-operate with and support the school, Head teachers, Line Managers and other
employees, in meeting their health and safety legal responsibilities including the
requirement to complete a driving licence check mandate for the Transport Manager to
confirm they hold a valid and correct driving licence with the DVLA;
l) undertake any required training in safe methods of driving, including a driver assessment
where required;
m) know the height and weight limits of their vehicles and ensure that such limits are not
exceeded (primarily overloading minibuses during use);
n) ensure that loads are safely secured and extending loads are properly marked;
o) drive safely in a way that will not bring the School/Council into disrepute.
p) not drive if they do not have a valid and correct driving licence or have any doubts about
their ability to drive safely.
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3.4

Transport Manager

The Council’s Transport Manager will:
a) provide advice and support (where requested from Schools) as required to Head
Teachers / line managers in particular to the purchase, maintenance and use of
Minibuses;
b) complete an annual check with the DVLA to ensure that minibus drivers have a valid
driving licence and are permitted to drive.
c) administer the Driving Assessment Scheme, including the employment of a Driver
Assessor / Trainer.
3.5

Health and Safety Support Team

The Health and Safety Support Team will:
a) support the Council to develop corporate polices, procedures and standards as regards
minibus driving activities;
b) review reports of any driving related accidents and where appropriate, conduct impartial
accident investigations and prepare reports of such investigations, with
recommendations to prevent recurrence;

4

Arrangements for Minibus Driving

The Council’s overall approach to managing minibus driving is based on the following:
4.1

The Law

To drive a minibus for your employer you must have Category D1 entitlement.
Drivers reaching age 70 and thereafter must pass a medical examination and apply to DVLA to
retain their minibus D1 entitlement each time they renew their licence.
Non-employees may drive a minibus weighing up to 3.5 tonnes without D1 entitlement,
providing they have held a full car licence for at least 2 years, but they must not receive any
payment or consideration for doing so, other than out of pocket expenses.
Without D1 on your licence, you may not tow any size trailer or drive outside the UK.
Car licences held before 1 January 1997 normally include D1 with restriction Code 1 or 101.
This means that the vehicle must not be used for hire or reward, unless the vehicle is operated
under a valid Section 19 Permit (see below). However, this is not valid outside UK. Old licences
show this entitlement as Group A.
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Car licenses obtained for the first time after 1 January 1997, permit the driving of vehicles with
up to 8 passenger seats (excluding the driver). To drive a minibus (9 to 16 passenger seats)
you must be aged 21 or over and hold Category D1 entitlement by passing a medical and the
Passenger Carrying Vehicle (PCV) theory and practical driving tests.
See identify as to what you can drive – Follow link to https://www.gov.uk/vehicles-you-can-drive

4.2

Section 19 Permit Scheme

Non-profit making organisations (including schools) concerned with education, religion, social
welfare, recreation or other activities of benefit to the community are exempt from PSV
Operator Licensing if they hold a valid Section 19 Permit for each vehicle in use. These permits
now last 5 years and are not valid outside the UK.
Solihull MBC has adopted a policy which requires that all minibuses owned by, hired by
or donated to the Council will be operated under a Section 19 Permit. Permit holders
must:
a) only provide services to their own members or to groups whom the organisation
serves;
b) not provide services to the general public, or on journeys outside the UK;
c) ensure the permit disc is displayed on the inside of the windscreen so that it can be
easily seen from outside the vehicle but does not obstruct the driver’s view of the road;
d) only use one vehicle at a time under each permit;
e) allow other organisations to use their permit(s) or permit disc(s).
4.3

Driver Training and Assessment

All drivers who hold category D1 are required to contact the Transport Manager to arrange to
attend the Council’s approved Minibus Driving Course and, as appropriate, a refresher course
every 4 years.
Re-assessment may take place more often if an incident merits it; for example if an individual
driver is convicted of a traffic offence, such as speeding, is involved in a blameworthy collision,
or if complaints have been received.
4.4

Vehicle Roadworthiness

All minibuses operated under Section 19 permits must follow VOSA recommended
maintenance arrangements, which include:
-

daily walk around checks
mandatory vehicle safety inspections and routine maintenance checks every 6
weeks.

All completed safety inspection and checking documentation is to be kept for a period of 15
months.
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4.4.1 Daily walk around checks
These must be undertaken each time before a vehicle is used and are usually undertaken by
drivers. A walk around check of the vehicle including the load and trailer (if applicable) should
cover:
- Lights
- Tyres (including the spare)
- Wheel fixings
- Bodywork
- Brakes and steering
- Engine oil level
- Load security

4.3.2 Vehicle safety inspections and routine maintenance checks
These inspections are in addition to the routine daily walk around checks and the MOT test.
The maintenance checks can be contracted out to a third party such as garage but whoever
carries out the checks must be able to recognise faults such as parts wearing out too quickly.
They should also know what the standards of performance and normal wear of parts are. If
maintenance is contracted out, there must be a written agreement with the contractor. The
person undertaking the safety inspection should sign the form declaring that, in their opinion,
the vehicle is roadworthy.
Routine checks should be carried out at set intervals which are time rather than mileage based,
e.g. every ten-twelve weeks. The "owner's manual" supplied with the vehicle should set the
minimum recommended maintenance checks advised by the manufacturer.
However, bearing in mind that passengers are to be carried and possibly a number of different
drivers used, SMBC recommend that inspections are carried out at least every thirteen weeks.
4.4.2 MOT Tests
Every minibus requires an annual MOT test from the first anniversary of its registration date. A
minibus with 13 or more passenger seats requires a Class V test, which can only be conducted
at designated testing stations or LGV testing stations. A minibus with 12 or less passenger
seats only requires a normal car (Class IV) MOT certificate and can be tested at any garage
with MOT Test facilities.
4.4.3 Breakdown Procedures
Operators must ensure that there is a clearly defined written procedure which must be followed
in the event of a collision or breakdown and that all drivers and escorts are aware of, and
adhere to it. Regular vehicle checks and maintenance will reduce the likelihood of the minibus
breaking down during a journey. But even a well maintained minibus may break down, and
operators may wish to arrange a service contract with a garage or rescue organisation.
4.5

Passenger Safety
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4.5.1 Picking Up and Setting Down
Wherever possible, park where your passengers can board safely from the pavement using the
side door. If it is necessary to use the rear door, supervise them to make sure they keep away
from passing traffic.
Park so that passengers do not have to get out into traffic. Avoid using the rear doors except in
an emergency. Make sure everyone takes their belongings and any litter with them.
4.5.2 Supervision
A driver cannot safely drive and supervise up to 16 children at the same time. Children are
likely to distract a driver with questions, moving about and general noise. They may also
distract drivers in other vehicles. A passenger assistant is recommended and should preferably
be someone the children know, especially with younger children.

4.5.3 Provision and Use of Seat Belts
SMBC adopt the policy that “all minibuses must have seat belts fitted to all seats and seat belts
are worn at all times”. The driver or the most senior member of staff is responsible for ensuring
that students and staff abide to this. However medical exemptions would need to be risk
assessed.
The following table gives a summary of the law:
Front Seat

Rear Seat

Who is
responsible?
Driver

Front Seat

Rear Seat

Child under 3 years
of age.
Child aged 3 to 11
and under 1.35
metres (approx. 4ft
5in) in height.

Correct child restraint to be
used
Correct child restraint must
restraint must be used

Child aged 12 or 13
or younger child
1.35 metres or more
in height.

Adult seat belt must be
worn

Correct child restraint
must be used
Correct child restraint
must restraint must
be used if available *
If not, an adult seat
belt must be worn
Adult seat belt must
be worn

Who is
responsible?
Driver

Driver

Seat belt must be worn.
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Driver (in
minibuses up to
2.54 tonnes
unladen
weight)
Driver (in
minibuses up to
2.54 tonnes
unladen
weight)

All other passengers Seat belt must be worn
(age 14+)

Seat belt must be
worn

Passenger

*The Law requires that an individual seat and seat belt must be provided for each child aged
315 years on all organised trips carrying 3 or more children in a minibus or coach. Children
must wear a restraint that is designed for their age and weight in the front seats. In the rear
seats, if an appropriate child restraint is available it must be used, but minibus operators are not
required to provide them.
Seat belts and anchorage points must:
-

comply with European Standards and have an ‘E’,‘e’ or BS mark;
be the appropriate belt for the seat used - for example minibuses registered on or after 1
October 2001 (whether they carry child or adult passengers) must have forward-facing or
rearward-facing seats. Minibuses up to 3.5 tonnes gross vehicle weight (except those
designed for urban use with standing passengers, or those manufactured six months
before that date) must have inertia reel three-point seat belts in forward facing seats, and
inertia reel three-point seat belts or retractable lap belts in rearward-facing seats
(alternatively, disabled persons seat belts, or child restraints, may be fitted.)

The penalty for seat belt offences is normally by way of a Fixed Penalty Notice (£60.00 fine) but
carries a maximum fine of £500.

4.5.4 Luggage
Luggage must be stowed safely; gangways and emergency exits must be kept clear. All
passengers must have unrestricted access to two escape routes.
4.6

Weight Limits

Over-loading is illegal and unsafe. It may make the vehicle more difficult to control and it will
increase its braking distances, which could lead to an accident.
Operators should consult the manufacturer’s recommendations for the Maximum Authorised
Mass (Gross Vehicle Weight), in the vehicle handbook, which must never be exceeded.
Remember that in order to meet the requirements of the Section 19 Permit “The vehicle has a
maximum gross weight not exceeding 3.5 tonnes (4.25 tonnes including specialised equipment
for the carriage of disabled passengers).”
4.7

Journey and Driving Times

Drivers are encouraged to work out their route and try to calculate the journey time. As a
suggestion, multiply the total mileage by 2 to get the approximate number of minutes, but allow
extra if for congested urban areas. Consider using one of the route planning services available
on the Internet. Check on teletext or radio for possible hold-ups caused by roadworks.
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The presence of a second driver should always be considered both as a result of possible
incapacity of the first driver and also because of tiredness.
Driving a minibus can make extra demands on the driver’s concentration, particularly for people
whose main job is not driving. Falling asleep at the wheel, or even just losing concentration for a
few seconds, can have lethal consequences.
It is recommended that the maximum continuous period of driving should not exceed 2 hours
and should be followed by a minimum break of 10 minutes every 2 hours.
Unless lower limits are in force, the following maximum speeds must not be exceeded:
Motorways 70mph
Dual Carriageway 60mph
Other Roads 50mph
Minibuses first registered on or after 1 January 2005 must be fitted with a speed limiter set to
100 kph (approx 62 mph). These vehicles are banned from using the right-hand lane of
motorways where 3 or more lanes are open for traffic.
4.8
Journeys Abroad
The Regulations that govern journeys outside the UK depend upon the country or countries
being visited (including those which are simply passed through) and the type of trip being
undertaken. Section 19 Small Bus Permits are not valid abroad. Therefore, the driver must hold
a PCV licence if any payment is made by passengers for the trip i.e. where it constitutes ‘Hire
and Reward’. This means that a PCV licence is required for any foreign journey where, had the
journey been made in the UK alone, a Section 19 Small Bus Permit would be required.
4.9

Emergency Equipment

Regulation 42 and Schedule 7 of the Road Vehicles (Construction and Use) Regulations 1986
specify that every minibus must carry a British Standard fire extinguisher of water or foam with
a minimum test rating of 8Aor 21B. If passengers in wheelchairs are being carried, the minibus
should carry two fire extinguishers, one of which is kept in the passenger compartment. Drivers
and passenger assistants should be trained in their use.
The regulations also specify that a suitable, clearly marked first aid box is kept readily available
and in good condition.
The driver and passenger assistant(s) must know where the emergency equipment is kept in
the vehicle and how to use it. The driver should check all the items are present before each trip.
Every time an item is used the driver should inform the operator, who should ensure the item is
replaced or re-filled.

4.10 Emergency Procedures
Before setting off, the driver must make sure all passengers know the procedures for an
emergency, such as evacuation if a fire starts, or the vehicle breaks down. This should form part
of the risk assessment for the journey.
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In case of emergency, as quickly and safely as possible:
-

Stop the vehicle well over to the side or on the hard shoulder
Get everyone out of the vehicle
Supervise to keep them in a safe place away from traffic
Phone 999
Only tackle fire if it is safe to do so with the extinguisher

Remember it is never worth risking a life to save a vehicle.
5.

Further Advice and Guidance

The Health and Safety Support Team has an extensive intranet / Extranet site where further
advice and guidance is available on all aspects of health and safety. Alternatively, please
contact the Health and Safety Support Team, telephone 0121 704 6328, or via email
corporategovernance@solihull.gov.uk.
The

SMBC transport Manager can be contacted on



Telephone 0121 704 6541



Email: kmcfeeley@solihull.gov.uk

Minibus Inspection for Minibus
……………………..
You the driver are legally responsible for the condition of the vehicle.

Minibus Guidance– adopted by St Peter’s Catholic School

Minibus Guidance– adopted by St Peter’s Catholic School

This vehicle is serviceable and any issues found on my daily work around check have been reported.

Drivers name………………………………………………………………….

Date…………………………………………………………………………….

Signature……………………………………………………………………….
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Driving Licence requirements for Minibuses

Are You aged 25 or over (SMBC requirements – DVLA –
require aged 21 or over)

NO
YOU ARE NOT ELIGIBLE
TO DRIVE A MINIBUS

YES

Does the Driver hold a current PCV “D” or “D1”
licence, obtained by passing a separate driving
test?

Driver can drive a
minibus

YES

When did you pass your Category B
(Previous test was Category A) test?

After 31/12/1996

Have you held a full driving
Licence for at least 2 Years

NO

YES
Category D or D
(limited to 16
passenger seats)
N.B. This would be a
PCV operation

purposes to mean non-commercial
activities. This includes school trips
and travel to sporting fixtures within
the school day or as an extracurricular activity

NO
Category B which
includes Category
D1 (old group A)

YES

Is the operation covered by section
19 permit?

Are You being
paid to drive?

NO

NO

Will any passengers (or someone
else on their behalf) contribute
towards the cost of vehicle hire or
fuel?

Are You driving for a noncommercial organisation for
Social purposes? Social

YES
YES

Before 01/01/1997

Does the vehicle weigh less
than 3500kg (MAM) or less than
4250 kg (MAM) if adapted to
carry passengers in
wheelchairs?

YES
Category B Licence which includes
Category D1 (old group A)

YES
NO

Category B which
includes Category
D1 (old group A)

Category D or D (limited
to 16 passenger seats)
N.B. This would be a
PCV operation
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Violence and Aggression at Work
Policy and Procedure
This policy has been adopted by St
Peter’s Catholic School
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SECTION ONE – VIOLENCE AND AGGRESSION AT WORK POLICY
Introduction

1.1

The purpose of Violence and Aggression at Work Policy is to ensure compliance with
legislation and to set out SMBC’s policy and procedures to prevent, manage and respond to
work-related violence (WV).
SMBC as an Employer has a ‘duty of care’ for all their employees and those who might be
affected by their work activities. In addition, health and safety law applies to risks from
violence (including verbal abuse), just as it does to other risks at work.
There are several points regarding Violence and Aggression at Work to consider: Violence includes the threat of assault, not merely physical aggression.
Physical Assault – The intentional application of force to the person of another, without lawful
justification, resulting in physical injury or personal discomfort.
.
Non-Physical Assault – The use of inappropriate words or behaviour causing distress and/or
constituting harassment. It is important to remember that such behaviour can either be in person, by
telephone, letter, email, social media or other form of communication such as graffiti on property

The Policy is set out in three parts:
Section One describes the employer’s policy for managing health and safety as it relates to
Work related Violence (WV).
Section Two describes the organisation, roles and responsibilities of those responsible
for implementing this Policy.
Section Three describes the day to day arrangements in place to achieve the aims set out
in the Policy Statement.
1.2

Statement of Intent

SMBC recognises that occasionally some of its employees may be subjected to acts of Work
related Violence through the course and nature of their work. However no SMBC employee
should ever have to think of violent and aggressive behaviour as part of their job. SMBC will
therefore take all reasonable steps to minimise the incidence and risk of violence to its staff
whilst they are at work. The objectives of this policy are to ensure, so far as reasonably
practicable,
•

There is in place a safe environment and systems in respect of work related violence.
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•
•

Support is available to employees who are victims of Work-related Violence.
Policy and procedures comply with current legislation.

SMBC defines violence as "a non consensual act by another person which results in
damaging or hurtful effects, physically or emotionally in other people". All forms of violence
against employees are wholly unacceptable. All practical steps will be taken to minimise the
risk of violence.
Management supports this policy and will not tolerate or accept any instances of workrelated
violence, including verbal abuse, to our staff. All employees have the right to be treated with
consideration, dignity and respect.
Assault “by a member of the public” excludes harassment by fellow employees, which is a
separate issue. Bullying and harassment issues will be covered by our Dignity at work
Policy which can be accessed via SMBC Intranet. In any incidence it is best to follow the
informal route of speaking to the perpetrator and letting them know you find their behaviour
unacceptable. If the behaviour continues then a formal process will be followed. (where there
is physical violence or assault on or between fellow employees this will be considered an act
of gross misconduct and dealt with under Disciplinary Procedure )

1.3

Scope of Policy

This Violence and Aggression at Work Policy:
Applies to
•

all premises and activities under Solihull Council’s control. This includes Community
and Voluntary-Controlled schools, Pupil-Referral Units and Special Schools;

•

all employees including agency workers, consultants, volunteers and temporary staff;
has been developed in consultation with recognised Teacher Associations/Trade
Unions to provide a fair, consistent and supportive framework for the effective
management of Violence and Aggression at Work across the Council and Schools.

For the purposes of this Policy, the following definitions apply:

•

“Employer” relates to either the Council or School (for more detail see Section 2.1.1)

•

“Employee” relates to all employees including agency workers, consultant,
volunteers and temporary staff; has been developed in consultation with recognised
Teacher Associations/Trade Unions to provide a fair, consistent and supportive
framework for the effective management of Violence and Aggression at Work across
the Council and Schools
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1.4

•

Work-Related - We recognise that work-related violence can occur at any time or
place and it is not limited to working hours or working premises. It is the act of an
individual
to perpetrate violence against an employee in a direct association to their role and
responsibilities being undertaken that constitutes Work Related violence.

•

“Violence” SMBC defines violence as "a non-consensual act by another person
which results in damaging or hurtful effects, physically or emotionally in other people".
All forms of violence against employees are wholly unacceptable. All practical steps
will be taken to minimise the risk of violence.

•

Premises relates to all premises and activities under Solihull Council’s control. This
includes Community and Voluntary-Controlled schools, Pupil-Referral Units and
Special Schools

Legislation and Standards

Under English? law it is an offence to lay your hand on to another person without their
consent. However, there are varying degrees of assault which are governed by the
seriousness of the injury, the harm done and the circumstances.
In addition, health and safety law applies to risks from violence (including verbal abuse), just
as it does to other risks at work.
Employers have a ‘duty of care’ for all their workers. If the mutual trust and confidence
between employer and employee is broken – for example, through harassment and violence
at work – then an employee can resign and claim ‘constructive dismissal’ on the grounds of
breach of contract. Employers are usually responsible in law for the acts of their workers.
Workers who are assaulted, threatened or abused at work also have legal remedies
available to them under civil law. These can result in damages against the employer or
individuals, the most common remedy for which is a personal injury claim
There is no specific health and safety law or regulation that relates solely to Work-related
Violence (WV). In fact the only direct reference in occupational law is in the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR 95), where
the interpretation of ‘accident’ is defined to include:
‘An act of non-consensual physical violence done to a person at work’
The reason is due to violence itself being a breach of criminal and civil law for which the UK
law enforcement authorities are responsible to enforce.
Work related Violence is however covered under general duties of health and safety and
found within five main pieces of legislation within UK**
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There are various Acts that covers the following offences, for example:
•

Common Assault, contrary to section 39 of the Criminal Justice Act 1988;

•

Assault occasioning Actual Bodily Harm, contrary to section 47 of the Offences
Against the Person Act 1861 ("the OAPA");

•

Unlawfully wounding/inflicting Grievous Bodily Harm, contrary to section 20 of the
OAPA;

•

Attempted murder, contrary to section 1(1) of the Criminal Attempts Act 1981.

Additionally other Acts and Regulations may be relevant, dependant on the nature or the
motivation of the violent act, be it physical or non-physical. The use of certain language may
indicate breaches of harassment or discrimination laws.
The key applicable legislation and standards include:
The Health and Safety at Work Act 1974 (HSAWA 74)
The employer has a legal duty under to ensure, so far as is reasonably practicable, the
health, safety and welfare at work of their employees
The Management of Health and Safety at Work Regulations 1999 (MHSWR 99)
Employers must assess the risks and make arrangements for health and safety to be
effective and protect employees from exposure to reasonably foreseeable violence.

(RIDDOR 95)
Employers must report any accident at work to any employee resulting in death, major
injury or incapacity for normal work of three or more consecutive days. This includes
any act of non-consensual physical violence done to a person at work.
Safety Representatives and Safety Committees Regulations (SRSCR) 1977 (a) and The
Health and Safety (Consultation with Employees) Regulations (HSCER) 1996 (b)
Employers must inform and consult with employees on matters relating to their health
and safety. Employee representatives, either appointed by recognised trade Unions
under (a) or elected under (b) may take representations to their employers on matters
affecting the health and safety of those they represent.
In a joint guidance document by the European Commission (EC 2007), it suggested The
Corporate Manslaughter and Corporate Homicide Act 2007 (CMCH 07) can be used if
serious failures of health and safety resulted in the extreme circumstances of a fatality.
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** according to Health and Safety Executive (HSE1996)

SECTION TWO – ORGANISATION
2.1

Roles and Responsibilities

The following describes roles and responsibilities in relation to Violence and Aggression at
Work. More detailed responsibilities for managing health and safety arrangements generally,
can be found in the Corporate Health and Safety Policy.
2.1.1 The Employer
Overall responsibility for health and safety rests with the employer. This varies as follows:
a)
b)

for core Council staff, the employer is the Council;
for staff in community schools, community special schools, voluntary controlled
schools, maintained nursery schools and pupil referral units the employer is the Council
(also referred to as the Local Education Authority);
for foundation schools, foundation special schools and voluntary aided schools, the
employer is usually the Governing Body.

c)

To meet its responsibilities, the employer will ensure that:
•
•
•
•

there is an effective Violence and Aggression at Work Policy that is regularly reviewed
adequate funds are available to meet Work related Violence requirements
there is a zero tolerance towards acts of Work related Violence against SMBC
employees.
will ensure immediate support and understanding is offered to victims of Work related
Violence.

The Council and/or Governing Body delegates the work required to meet these health and
safety responsibilities to the Chief Executive and Corporate Directors, who in turn delegate
day-to-day responsibility to Heads of Service and Head Teachers, with advice and support
from the corporate Health and Safety Support Team.
2.1.2 Operational Leadership Team
The Operational Leadership Team (OLT) supports the continued development of the
Council’s operational health and safety arrangements in a co-ordinated and consistent way.
OLT consists of a Head of Service representative from each Directorate and will:
•

Approve the Violence and Aggression at Work Policy.

•

Review surveys, data, trends, priorities and other information relating to work related
violence as required and make recommendations to Directorate Leadership Teams
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(through the Governance Services Manager) on ways to further reduce the likelihood
or impact of identified health and safety risks.

2.1.3

Corporate Health and Safety Group

The Corporate Health and Safety Group will:
•
•
•

Develop, maintain and regularly review the Violence and Aggression at Work Policy.
Ensure appropriate implementation of the Violence and Aggression at Work Policy
through health and safety audits and inspections.
Monitor health and safety performance in Directorates.

2.1.3 Directorate Health and Safety Groups
Each Directorate Health and Safety Group will:
•

•
•

Provide support and advice to their Directorate Leadership Teams (DLT) and line
managers within their Directorate on the identification, assessment and management
of identified violence at work related health and safety risks.
Offer support and advice to line managers who are responsible for managing such
risks.
Review surveys, data, trends, priorities and other information relating to violence at
work related activities as required and make recommendations to DLTs on ways to
further reduce the likelihood or impact of identified health and safety risks.

2.1.4 Directorate Leadership Teams
The primary role of each Directorate Leadership Team is to manage operational health and
safety risks by:
•
•
•

2.1.2

Having overall responsibility for health and safety in their Directorate.
Ensuring the Managing Violence and Aggression at Work Policy is implemented.
Regularly monitoring the progress of work related driving risk assessment activities as
part of existing performance management timetables.

Heads of Service / Head Teachers / Line Managers

On behalf of the employer (whether this is the Council or the School) Heads of Service, Head
Teachers and Line Managers are responsible for the detailed arrangements necessary to
manage the risk of Work related Violence within their areas of control and demonstrate their
positive and visible commitment to Work related Violence by ensuring in relation to
employees for whom they have line management responsibility that they;

ViolenceAggressionPolicy – this policy has been adopted by St. Peter’s Catholic School 6

a) Assess the level of risk to staff and take steps to minimise it. This should be reflected
within the appropriate risk assessments. Appendix 2 offers guidance to managers.
b) Provide adequate information, instruction and training as appropriate.
c) Treat any reports of Work related Violence, threats or abuse seriously and respond to
them promptly.
(d) Investigate every reported incidence of Work related Violence and review any risk
assessments to introduce suitable control measures and reduce reoccurrence. This
can be done with support from the Health and Safety Support Team.
e) Maintain records of violent incidents that have been reported.
f) Report any violent incidents that result in significant harm in conjunction with the
employee in question, to the Health and Safety Support Team using SMBC's accident
report form.
g) Update, if appropriate, systems such as the Corporate Warning Marker system.
h) Ensure any member of staff who has been a victim of Work related Violence is
supported after the event to ensure an incident debrief is carried out and counselling
offered if required. Employee Assistance Programme should be advised in all
instances.
Managers should issue the guidance contained in Appendix 1, 3 and 4 to all staff potentially
at risk, together with their own specific departmental guidance as appropriate. The Corporate
guidance contained within both these Appendices provides information for members of staff
in minimising risks and coping in difficult situations.
2.1.3 Health and Safety Support Team
Health and Safety Officers within the corporate Health and Safety Support Team will:
a) Provide the necessary information, instruction, training and assistance in order for
managers within respective departments to discharge their responsibilities effectively.
b) Investigate all reported Work related Violence to provide assistance in providing
suitable and sufficient control measures, ensure Legal and Corporate requirement are
being adhered to and providing recommendations where appropriate.
c) Analysing data and identifying trends or potential areas of concern.
d) Review and update the Violence and Aggression at Work Policy and Procedures
within the identified time frames.
2.1.4 Employees
Employees have a duty and must:
a) Take care for their own health and safety and that of colleagues and clients.
b) Participate in such training as is provided.
c) Perform their duties in accordance with such established policies and procedures,
guidelines, codes of practice, instructions and rules in existence at the time;
d) Act in a manner conducive to discouraging aggressive behaviour;
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e) Bring to the attention of management any information pertaining to the risk or potential
risk of violence to themselves or to colleagues and clients.
f) Report to their manager all incidents of actual or potential violence and co-operate
fully in any ensuing investigation.

SECTION THREE – ARRANGEMENTS
The following section explains the day-to-day arrangements that are in place to minimise the
risk of WV across the Council and in Schools. These arrangements apply to all employees.
3.1

Corporate Management

The corporate approach to managing the risks of Work related Violence is underpinned by
the statement from the Chief Executive and support of this document.
3.2

Local Management

At a local level, Responsible Persons are responsible for assessing Work related Violence in
their particular service area and reducing the risk of its occurrence to a safe level that is
acceptable. Managers must establish safe working practices and procedures for those who
work in areas where Work related Violence may occur. Head Teachers and Line Managers
already have a responsibility (as set out in the Council or individual School’s Health and
Safety Policy) to provide a safe working environment and to ensure that risk assessments
are undertaken for work activities they control.
However in relation to Work related Violence, the working arrangements and related risk
assessment must take account of any additional risk factors including (but not necessarily
limited to) the following:
•
•
•

the threat of violence;
the threat of verbal abuse;
the risk of delivering associated with the delivery of information and or decisions that

•

are likely to cause significant anger or distress (i.e. delivering bad news alone);
dealing with persons with a history of violence;
visiting areas that may be considered unsafe.

To help managers identify the full range of potential risks, the Health and Safety Support
Team has developed checklists of typical hazards faced by managers and staff at risk of
Work related Violence which are found at end of this document.
Deciding what measures to put in place to manage the hazards associated with potential for
Work related Violence should be based on the level of risk that employees may be exposed
to. Local risk assessments will determine the extent of the arrangements that need to be in
place to manage the risk of Work related Violence in each service area and it is part of a
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manager’s role to ensure that their employees are provided with suitable and sufficient
training and information on these procedures.

3.3

Supporting Policies and Guidance

The Council has a range of supporting policies and guidance documents in place, to assist in
the managing of Work related Violence and any associated risks. These are available on the
Health and Safety Intranet pages and include:
•
•
•
•
•
•

Corporate Health and Safety Policy
Risk Assessment Policy
Accident Reporting and Investigation Policy
Managing Stress at Work Policy
Working Alone Policy
Driving at Work Policy

Human Resources also provide policies and guidance that can assist in managing Work
related Violence and any associated risks for example the Employees Assistance Programme
and the Dignity at Work Policy.
3.4

Training and Instruction

Despite all the controls measures which may be taken to provide an environment with
lessens the threat of Work related Violence, there will be occasions when employees have to
confront potentially violent or abusive persons. Confidence and capability are important
when dealing with a potentially difficult incident. It is essential therefore that all members of
staff have access to training which provides discussion of:
•
•
•
•

Causes of violence and aggression
Recognition of warning signs
Relevant interpersonal skills
Arrangement details provided by management

Such courses will be provided by SMBC and made available to all employees identified to be
at risk.
3.5

Support and Counselling

SMBC is committed to support employees who are subjected to Work related Violence and
recognises that immediate support and understanding should be offered by management.
The extent of the support will depend on the individual circumstances of each incident.
SMBC has an established counselling service via the Employees Assistance Program which
is available to any employee requiring it. Support will also be provided by managers and
Human Resources where appropriate.
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3.6

Communication

Internally, the Violence and Aggression at Work Policy (and any future revisions) will be
communicated as appropriate, to ensure that all managers and staff are aware of its
existence and their responsibilities. It will also be launched through the Managers Forum
OnLine Newsletter and Core Brief (as appropriate). It is also available on the Health and
Safety Intranet.
Staff notice boards and service user areas will be used to display posters and articles that
relate to Work related Violence and the appropriate behaviour expected by customers,
including Service Users and Parents.
3.7

Date of Application

June 2013
3.8

Equalities

As part of the refresh of this Policy, two specific questions about any potential equalities
implications have been considered:
-

firstly, whether anything in the policy impacts on a person’s ability to access Services;
and
secondly whether it is possible that people could be disadvantaged by an employee
not using the policy properly.

It has been concluded that there are no direct equality implications associated with this
particular Policy.

3.9

Planned Date of Review

Twelve months from first approval, thereafter every three years.
3.10

Further Advice and Guidance

Human Resources can provide advice, guidance, continued confidential support and
guidance to staff who maybe subject to internal bullying (dignity at work), Domestic Violence
and work related violence. Follow the link to the HR site, where the various policies and
guidance can be accessed.
The Health and Safety Support Team has an extensive intranet site where further advice
and guidance is available on all aspects of health and safety. Alternatively, please contact
the Health and Safety Support Team, telephone 0121 704 6328, or via email
corporategovernance@solihull.gov.uk
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Where appropriate, Solihull MBC will take appropriate legal action to manage incidents on a
case by case basis. The Council’s Legal Team can offer advice and assistance on seeking
an injunction, consider any potential criminal offences as well as warning letters. It is
important that incidents are accurately and quickly recorded. Follow link to Legal Services
http://solnet/wwwlegal/legal.htm

ViolenceAggressionPolicy – this policy has been adopted by St. Peter’s Catholic School 11

Appendix 1
Work related Violence Flowchart summarising action to be taken
Incident Occurs

Call Police if Appropriate

Inform Manager

Complete SMBC Acci
Form including Section
get witnesses to
mak statements

Inform Service Head

Send to Health and
Safety Support Team. If
appropriate, they will
inform HSE via
RIDDOR reporting
system.

Appropriate manager to offer support
and advice to victim

If Appropriate, furth
counselling should
arranged (e.g. EAP,
Legal support)

Legal Services to decide
if legal action is possible
against the third party
(the perpetrator)

Manager/Senior Management to
assess if any action can be taken to
prevent a recurrence
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of the incident or in any other
action is necessary (including
updating of warning systems)
Appendix 2
WORK RELATED VIOLENCE - GUIDANCE TO MANAGERS: RISK ASSESSMENT CHECK
LIST
It is the responsibility of managers to identify situations where staff may be at risk as
mentioned in 2.1.2 of this document. A risk assessment must be carried out with a view to
reducing the risk to the lowest practicable level.
In carrying out an assessment, examples of questions to be asked are as follows:
1. Can duties which staff undertake alone and where there is a foreseeable risk,
be organised to reduce the risk or eliminate it altogether?
2. Does the Work related represent a special risk to the solitary worker either
within the building or in leaving the building in hours of darkness?
3. Is external lighting of access footpaths adequate in darkness: are there other
features of planting or screening which make staff vulnerable to surprise attack?
4. Have all staff deemed to be at risk been issued with a personal alarm, or are
alarms available (This should be seen as a last resort) for staff to "book out"
when required? Can car parking arrangements for such staff be improved?
5. Have discussions been held with staff at risk on training opportunities such as
self defence training or dealing with aggression?
6. Is there an additional risk of violence due to cash being handled? Are staff in
areas protected from public access?
7. Is there safe access and exit for one person in a foreseeable emergency
situation?
8. Do employees who are required to work alone have any medical condition
which may make them unsuitable for such work? Consideration should be given
to both routine work and foreseeable emergencies which may impose additional
physical and mental burdens on the individual.
9. Have procedures for lone working been developed and do staff have the
knowledge and maturity needed in order to establish clear limits on what should
and should not be done while working alone?
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10. Is there adequate supervision of staff who work alone, and a system to
monitor situations to ensure arrangements meet policy?
11. Do lone workers have access to a telephone or panic alarm for use in an
emergency, also first aid equipment?
12. Under what circumstances or situations should staff never be on their own?

Having assessed and evaluated the risk, Managers will need to devise plans for dealing with
any hazardous situations which have come to light. The plan should incorporate a mechanism
for monitoring and review of the effectiveness of any action taken.
Appendix 3
WORK RELATED VIOLENCE - GUIDANCE TO STAFF: MINIMISING THE RISKS
Preparation Check List
Thorough preparation and planning can greatly reduce the risk of violence. Consider the
following preparations if your job involves meeting members of the public:Check the records - What is known about the client? Have access to the Warning marker
system?
Interview in the office - Whenever possible, avoid interviews in the client's home.
Remove Potential Weapons - Clear the interview area of any objects that could be used as
weapons.
Office Familiarity - Make sure you know where the panic button is, if there is one, and
where the nearest colleague is situated.
Choose your Time - For example if you know the client drinks alcohol at lunch time, schedule
the interview for the morning.
Work in Pairs - If you have the slightest suspicion of danger.
Movement Diary - Never leave the office to visit a client without telling colleagues where
you have gone and when you expect to return.
Adequate Data - Be well prepared for the interview and try to anticipate the questions you
might be asked.
Stay Detached - Never reveal personal details about yourself, for example your address or
telephone number.
Home Visits
It is not always possible to avoid meeting clients in their own home, in which case the following
additional precautions should be taken.
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Check the Address - Check it is correct; do not be drawn into meeting elsewhere.
Check Authenticity - For example, check the telephone directory and cross match the name
and address, if the client is unknown to you.
Parking - Park as close as possible to the meeting place and position the car so as to be able
to leave the scene quickly, if need be.
Carry a Torch - Particularly if visiting in darkness, or if you have to use unlit passageways.
Let the Client Lead - Follow the client into rooms and avoid having the client behind you.
Choose your Seat - Sit between the client and the door so that you can leave more easily if
necessary.
Other People - If possible try to arrange the appointment for a time when other people, for
example family or neighbours of the client, will be around.
June 2014

Work in Pairs - If you have any reason to suspect you might be at risk, speak to your
manager about taking a colleague with you. If necessary, re-arrange interviews so that you
can take a colleague with you.
Dealing with Animals
It is not unheard of for people to use their animals - usually dogs - as 'weapons'. If you are
concerned about the presence of an animal, tell the owner that you would like it to be
restrained or, preferably, put into another room. If the owner refuses, speed up the interview
but try to avoid conflict. If you are really concerned, terminate the interview and ask the client
to call at your office.
Handling Cash
Sensible precautions will minimise the risk of theft or robbery:
Avoid setting patterns which others can discern. Vary routes, parking and timing as much as
possible.
Keep Cash out of sight - If you have to give change, do so from a separate, small float.
Keep it Secret - Never discuss the fact that you carry or collect cash.
Don't try to be a hero/heroine! - Your safety is the most important thing, hand over the cash.
Working in a public area - each time before you begin work ensure that there is another
member of staff in the building who is on call, pre-arrange how contact will be made with that
person in the event of an emergency. Regular checks ,if possible to be made by members of
staff who are working in the public area, where possible, visual contact between members of
staff particularly when different concurrent activities being held in the same location.
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Appendix 4

WORK RELATED VIOLENCE - COPING WITH DIFFICULT SITUATIONS Recognising
Potential Problems
Although thorough preparation and planning can greatly reduce the risk of violence, it is
nevertheless important to be sensitive to the signs that a client may be on the verge of
becoming violent or abusive. The following are examples but may be supplemented by
training as appropriate:SAYING "NO" - think about the reaction that saying "no" might provoke. Take a colleague
with you if you anticipate problems.
PHYSICAL NEEDS - the presence of pain, illness, hunger, exhaustion, thirst or drugs including alcohol and solvents - can all be factors in bringing about abuse or violence, as can
worry, bereavement and fear. While these factors do not excuse violence, recognising them
can allow appropriate action to be taken, such as enabling an arthritic client to sit down,
supplying a drink, terminating the interview if you suspect the client is intoxicated.
PHYSICAL SIGNS - watch out for changes in mood and/or behaviour which might signal
possible violence, such as heightened pitch of voice or increased volume or speed of
speaking; increasing frustration; increased movement such as fidgeting or arm waving;
clenching of fists or tensing of muscles; sweating or staring.
Defusing the Situation
If a situation is obviously going from bad to worse, there are a number of positive steps you
can take, and a number of things to avoid:
DO
*Keep control of your own emotions and behaviour
*Talk calmly and sensibly, talking more quietly if the client raises his/her voice
*Use words and phrases the client can understand, summarise often
*Adopt an open posture (don't fold your arms), look interested and make some eye contact,
but avoid staring
*If things are getting too heated, suggest a short break, at which point the client can calm
down and you can summon help if necessary
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*Agree, without commitment, to reconsider the client's point of view
*Ask the client to summarise what they want, then repeat what they have said so that they
know you understand
*Personalise yourself if you are receiving abuse because of your position. For example, say
"I find it upsetting when you speak to me like that" rather than "The Council won't tolerate
you saying that"
*Choose your words carefully - say you are "upset" rather than "angry", say please rather than
making a demand *Keep your distance

*Leave the client and/or call for assistance if you feel the situation is getting out of hand
*Consider involving the Police before visiting a client's home if you think there might be
problems
DON'T
*argue, raise your voice or insult
*Use provocative phrases such as "don't be silly" or "just calm down"
*Touch the client, point or wag your finger
*Punish or threaten to punish
*Corner yourself with phrases like "I'll give you just five minutes to leave"
*Personalise the issue. If your actions are governed by departmental rules, make sure your
client knows that your refusal is not a personal issue.
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