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SECTION 1 : Statement;  Rational and Commitment 
 

(a) The following policy is produced as being representative of the schools organisation 
and arrangements for Health and Safety.  Knowledge of the policy and the procedures 
herein is required by all staff and Governors. 

 
(b) It is imperative that all staff should adhere to the working arrangements at all times 

and it is especially important that new staff read the policy and the procedures prior to 
commencement of work (i.e. during their induction period) 

 
(c) This policy is subject to the provisions of the Health and Safety at Work 1974 (HSW) 

which requires that schools make premises reasonably safe for all people using the 
site. 

 
(d) The policy includes the security of the school and the individual. 

 
The Governors and Senior Leadership Team of the school are committed to a safety 
management approach to Health & Safety, and thereby to an organised, well informed and 
pro-active approach to all health & safety and welfare related issues.  All activities will be 
planned and executed with a systematic approach which includes an element of ‘context 
sensitive’ risk assessment, and where necessary, control measures will be put in place to 
reduce/eliminate to a safer level any foreseen risks. 

 
This policy supplements and operates in conjunction with North Somerset Council’s statement 
on Health and Safety. 

 
It is the policy of this school to operate at all times in a manner which ensures, so far as is 
reasonably practicable, the health, safety and welfare of all persons employed, visiting, 
working in or being taught at the school. 

 
All school staff are reminded that they have a legal duty to carry out their work with due 
regard for the health and safety of themselves, other staff, pupils, contractors and visitors to 
the school, and to observe the health and safety requirements relevant to their activities. 

 
A suitable assessment (which includes an element of ‘context sensitive’ risk assessment) of all-
foreseeable hazards and risks to staff, pupils and visitors will be carried out.  Where significant 
risk is identified, appropriate measures to reduce or eliminate the risks will be taken and 
communicated to those concerned. 

 
Consultation will take place with any Union appointed safety representatives and members of 
staff on matters that effect their health and safety.  If required, specialist advice will be sought 
at the earliest opportunity from The North Somerset  School’s Health and Safety Officer, Priory 
School Consultancy, Building Surveyors, Asset Manager or other specialist advisers, such as 
the local Fire Officer. 

 
All staff are requested to support the school in achieving a safe environment for everyone.  
The necessary information, training, instruction and supervision will be made available by 
managers to achieve this, particularly to staff after recruitment, transfer or changes to their 
responsibilities. 

 
 Governors and the Senior Leadership Team of the school will, in conjunction with the other 
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three partners at The Campus, ensure safe access to and safe egress from the building is 
maintained at all times and that safe storage of equipment and materials is achievable, and 
regular maintenance/inspection of equipment and plant occurs at regular intervals 

 
 A copy of this statement will be brought to the attention of all members of staff.  It will be 

regularly reviewed and updated as necessary, or at least annually.  This will be the 
responsibility of the Bursar to keep the Policy updated and then all changes agreed by the 
Governors. 

 
 Additional information to implement this policy is contained in the attached Schedule of Duties. 

Further information is contained within the North Somerset Health and Safety Manual. 
 
 
 The Governors of Baytree School recognise their responsibility to provide a safe and healthy 

environment for the pupils, teaching staff, non-teaching staff and visitors who are on the 
premises. 

 
 The Governors will take all reasonably practicable steps within their power to fulfill this 

responsibility. 
 
 It is the intention of the Governors that for Health and Safety purposes the school will operate 

within the structure and framework of North Somerset LA and will apply all appropriate 
instructions and advice issued by the Department for Education (DfE) and the HSE. 

 
 The Headteacher is required to draw up the necessary arrangements to secure compliance 

with all Health and Safety requirements. 
 
 
Chair of Governors………………………………………         Headteacher……………………………… 
(Print Name)                                                         (Print Name) 
 
 
Signed………………………………………………………..          Signed………………………………………………. 
 
Date………………………………                                      Date…………………………… 
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SECTION 2 : Responsibilities and Organisation 
 
Final responsibility for Health and Safety on a day to day basis is accepted by the Headteacher but all 

have a duty to pursue the schools objectives in respect of Health and Safety.  
 
It is important that all staff within the school and other persons who may visit or use any area    
          of the school, must adopt the following standards of working: 

(a) To work safely and efficiently; 
(b) Not to misuse any machine or substance; 
(c) To use the approved protective clothing and equipment; 
(d) To report any defect in any machine, accessory or electric cabling; 
(e) To comply with all instructions and procedures issued for safety; 
(f) To take reasonable care for the Health and Safety of other person(s) who may 

be present. 
 

The extent to which anyone is responsible for Health and Safety matters is  
effectively limited by their contract of employment.  It is only possible to have  
responsibility for those matters over which one has executive authority.  Thus a  
Head of Department is responsible for Health and Safety within the Department,  
while a Class Teacher and Assistants are responsible for the immediate areas of  
their work. 
 
The chain of responsibility for Health and Safety issues is the same as in other areas: 
 

Governors     Governors 
Headteacher     Headteacher 
Heads of Departments   Admin Staff 
Teachers  
Teaching and Learning Support Assistants/Health Care Assistants 
General Assistants/Modern Apprentices 

   Lunchtime Supervisors 
 
The reverse should apply when reporting a potential hazard. 
 
Those who have a responsibility can delegate the tasks necessary to discharge it but they 
cannot delegate the responsibility itself and must ensure effective monitoring of the way the 
tasks are being performed. 
 
KEY POINTS: 
General 

• Children should be able to experience a wide range of activities.  Health and Safety 
measures should help them to do this safely, not stop them. 

• It is important the children learn to understand and manage the risks that are a normal 
part of life. 

• Common sense should be used in assessing and managing the risks of any activity.  
Health and Safety procedures should always be proportionate to the risks of an activity. 

• Staff should be given the training they need so they can keep themselves and children 
safe and manage risks effectively. 

 
The Law 



 6 

 
The main legislation covering this area is the Health and Safety At Work etc Act 1974 and 
regulations made under that Act. 

• The employer (the local authority, governing body or proprietor) is responsible for 
health and safety, though tasks may be delegated to staff 

• Employees also have a duty to look after their own and other’s health and safety 
• It is very rare for school staff to be prosecuted under criminal law with regard to 

accidents involving children 
 
Employers, school staff and others also have a duty under the common law to take care of 
pupils in the same way that a prudent parent would do so. 
 

• Most claims for negligence are brought against the employer (who has public liability 
insurance) and not individual members of staff 

 
Tackling Myths about Legal Action 
We know that some schools and teachers worry about being prosecuted if an accident occurs.  
The HSE Policy statement School trips and outdoor learning activities : Tackling the Health and 
Safety Myths explains the HSEs main interest is in real risks arising from serious breaches of 
the law, such as a trip leader taking pupils canoeing but not ensuring they were all wearing 
buoyancy equipment.   
The statement makes clear that the HSE wants to encourage all schools and local authorities to 
remove wasteful bureaucracy – so that they focus only on real risks and not on paperwork.  It 
also explains what the HSE takes into account when deciding whether to prosecute following an 
accident.  This might include the severity of the injury, how far good practice was followed, the 
seriousness of the breach of the law and whether it is in the public interest to prosecute.   
 
Sometimes civil proceedings in negligence can be taken against an employer or an individual 
member of staff.  However, legal action for negligence against schools is only likely to be 
successful if: 

• The school has not taken care of a child in a way that a prudent parent would have 
done 

• As a result, the child has been injured and 
• The injury was a foreseeable consequence 

 
Duties as an Employer 
Under the Health and Safety at Work etc Act 1974 the employer in a School must take 
reasonable steps to ensure that staff and pupils are not exposed to risks to their health and 
safety.  This applies to activities on or off school premises. 
 
Regulations made under the Health and Safety at Work etc Act 1974 set out in more detail 
what actions employers are required to take.  For example, the Management of Health and 
Safety at Work Regulations 1999 require employers to: 
 

• Assess the risks to staff and others affected by school activities in order to identify the 
health and safety measures that are necessary and, in certain circumstances, keep a 
record of the significant findings of that assessment 

• Introduce measures to manage those risks (risk management) 
• Tell their employees about the risks and measures to be taken to manage the risks 
• Ensure that adequate training is given to employees on health and safety matters 

 
Although employers retain responsibility for the health and safety of pupils, they can delegate 
tasks to headteachers or school staff. 
 
 
Duties as an Employee 
The Law requires employees to: 
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• Take reasonable care of their own health and safety and that of others who may be 
affected by what they do at work 

• Co-operate with their employees on health and safety matters 
• Do their work in accordance with training and instructions 
• Inform the employer of any work situation representing a serious and immediate 

danger, so that remedial action can be taken. 
 
 
Power to Bar Abusive Parents 
Sometimes aggressive or abusive behavior from a parent can present a risk to staff and 
children.  School premises are private property and parents will generally have permission from 
the school to be on school premises.  However, in cases of abuse or threats to staff, pupils or 
other parents, schools may ban parents from entering the school. 
 
It is also an offence under section 547 of the Education Act 1996 for any person (including a 
parent) to cause a nuisance or disturbance on school premises.  The police may be called to 
assist the school in removing a parent but local authorities and governing bodies may also 
authorize a person to remove a person if they have reasonable cause to believe that the person 
 is causing a nuisance or a disturbance. 
 
Schools should have a written policy setting out the behavior expected of parents on the 
premises and the procedures that will happen when the school wishes to restrict a parent’s 
access to school premises.  A parents who has been banned from entering school premises is 
trespassing if he or she does so without permission. 
 

Bursar Responsibilities Campus Facilities Team Responsibilities 

• Keeping Health & Safety Policy up to 
date and Reviewed on an annual basis 
at Governors Meeting 

• Baytree H&S Rep at Campus H&S 
Meetings (3 times per year/termly) 

• Responsible person for H & S Audit 
and outcome 

• Completing H&S Inspections as well as 
Governors H&S Inspections (3 times 
per year/termly) 

• Compiling information for Accident and 
Incident Reporting for Deputy 
Headteacher to report back in 
Governors Meetings 

• Fire Warden Responsibility 
• Keeping all Risk Assessments up to 

date and reviewed annually by 
Governors 

• Compiling new Risk Assessments 
where necessary 

• Reporting immediate urgent problems 
to the Campus Facilities Team 

• Statutory Reporting to North Somerset 
Council and other agencies 

• Reporting RIDDOR 
• Evolve Officer and point of Contact for 

Baytree School 
• E Safety Co-ordinator for Baytree 

School 
• Future Information Governance and 

Security Co-ordinator for Baytree 

• Responsible for ensuring a safe, clean, 
presentable environment for all staff, 
pupils and visitors/users of the 
Campus, 5639sqm internal area plus 
extensive external areas including 
recreation pitches, playgrounds and 
changing rooms 

• Security and Emergency Management 
– ensure and manage emergency 
systems and procedures for the 
building 

• Effectively manage and ensure all 
Health & Safety within own Campus 
area and to maintain an advisory role 
to partner services of Health and 
Safety areas 

• To ensure effective task allocation, 
training and appraisal, discipline, work 
patterns, support and recruitment and 
delegation of Health & Safety Tasks 

• Ensuring the Playground checks by the 
Rangers are carried out weekly, 
monthly and annually and information 
of these reports is passed out to 
Campus partners 

• Planned Preventative Maintenance 
• Reactive Building Maintenance – 

manage and monitor an effective 
reactive maintenance system that 
reflects all partner demands and 
priorities ie Health & Safety  
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School – to report any incidents or 
‘near misses’ to NSC IG and Security 
Team as well as ICO (link person for 
Baytree School) 

• Keeping Business Continuity Plan up to 
date 

• Responsible for the safe, clean and 
presentable environment for all staff, 
pupils and visitors 

• Responsible for the safe, clean and 
presentable environment at the school 
flat for all staff, pupils and visitors 

• To attend any Health & Safety Training 
where and when necessary and to 
feedback to staff any highlighted 
issues 

• To work on together as a Campus 
partner on the annual Fire Risk 
Inspection and resolve any issues or 
highlighted areas 

• Responsible for ensuring that all school 
fleet vehicles are roadworthy and meet 
all legal requirements 

• To maintain a School COSHH register 
• Display Screen Awareness Checks 
• Organising Health and Safety Training 

for staff 
• Infection Control 

 

• Establish monitoring and quality 
systems to ensure service delivery is to 
a high standard 

• Engage, employ and manage all 
building and facility related contractors 
on site at any time 

• Hydrotherapy Pool – responsible for 
the technical operation of the Pool 
within recommended guidance.  To 
include Risk Management and 
appropriate controls, effective water 
management and treatment and 
adherence to all required testing ie 
microbiological testing 

• To attend and contribute to Facility 
related Committees ie Health & Safety 

• To ensure compliance with all Health & 
Safety legislation and associated codes 
of practice and authority policies 

• Risk Assessments – to carry out 
annual risk assessment checks and 
update accordingly at the Campus 
Health & Safety meetings 

• To maintain and update a COSHH 
register for the Campus building 

• PAT Testing 
• Playground checks and testing 
• Working at Height checks 
• Infection Control 

 
 
The school recognises the need to identify organisational methods for implementing and 

controlling the health and safety of all persons who work within or visit the school. 
 
It is important to understand that the Health and Safety At Work Act 1974 places overall 

responsibility for Health and Safety with the Employer.  
 
The LA has responsibility for health and safety in community special schools. It has the 

power to ensure that its health and safety policy is carried out in-school and on all 
school activities. 
▪ The LA must provide health and safety guidance to those schools and services 

where it is the employer. It must ensure that staff are trained in their health and 
safety responsibilities as employees and that those who are delegated health and 
safety tasks (such as risk assessment) are competent to carry them out. If an LA 
risk assessment shows that training is needed, the LA must make sure this takes 
place.  

 
▪ In addition to this statutory provision, competent advisory H&S advice is bought 

in via Jo Crickson through Priory Enterprises. 

▪ The LA can direct schools to release staff for health and safety training where 
the scheme for financing schools contains such a provision. If it does not, LAs 
may wish to consider the need for an amendment to their scheme. If the scheme 
allows, the LA can charge the school for any training the LA has provided. 

▪ In the event of non-compliance with a section 39 direction, the LA can apply to 
the Secretary of State for a direction. Section 497 (general default powers) or 
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section 496 (power to prevent unreasonable exercise of functions) of the 
Education Act 1996 applies.   

▪ Ultimately and rarely, compliance would be enforceable through the courts. 
Substantial or persistent non-compliance with scheme requirements is a ground 
for suspending delegation, subject to the governing body’s right of appeal. 

 
Governors 
 
The Governing Body has the responsibility to ensure that all reasonable steps have been taken 
to reduce the possibility of accident or injury to both staff and pupils, although it should be 
emphasised that unnecessary responsibility cannot fall on individual members of the Governing 
Body, nor can the Head of the school or employees avoid responsibility by referring urgent 
matters to that body for information and decision.  The Governors will be kept informed of all 
developments relating to health and safety matters and Clerks to Governors will include such 
matters on the Agenda for every meeting of the relevant committee and of the full Governing 
Body. 
 
Governors Must Ensure: 
 
a) That in co-operation with the Head teacher, an individual school Health and Safety 

Policy is produced that reflects the status of the school and who is the employer, and 
this policy is regularly reviewed and revised as and when necessary; 

b) That risk assessments are undertaken of any activity that has significant associated 
hazards and that a written record of these assessments are kept and reviewed 
regularly; 

c) That sufficient funding is allocated and authorised for health and safety issues e.g. 
major expenditure for maintenance issues, training, provision of personal protective 
clothing etc;  

d) That regular health and safety inspections of the premises are carried out on a termly 
basis; 

e) That the Governing Body receives an annual audit of health and safety systems and 
standards of health and safety from the Head teacher; 

f) That a positive health and safety culture is established and maintained. 
g) That the Governing body appoint a Governor to the role of Health and Safety Governor. 
h) Ensuring that Health and Safety keeps on the agenda by including it intrinsically with 

business discussions 
 
Employee duties 
 
All Employees have a legal duty under Health and Safety legislation, in order to achieve this, 
their duties should include the following; 
 
a) Are responsible for their own Health and Safety 
b) Ensure that their actions will not put at risk the safety of other employees, pupils or 

visitors. 
c) Are alert to observe and correct, or report any unsafe practices or conditions. 
d) Maintain a healthy and safe place to work and cooperate with managers in the 

implementation of all Health and Safety matters 
e) Make suggestions to improve any areas of Health and Safety especially with their 

specific working knowledge of an area or task. 
f) Maintain an active interest in Health and Safety. 
g) Learn and follow the safe operating procedures and Health and Safety rules, for safe 

operation and performance of their roles. 
h) Follow the established procedure if accidents occur. 
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Specific duties for staff are outlined below;  
 
Headteacher 
 

The Head teacher is responsible and accountable for the implementation of this policy and the 
compliance with all relevant legislation in every area and activity within the school.  In order for 
this to be achieved, her operational duties include the following: 
a) Develop strong, positive health and safety attitudes among those employees reporting 

directly to them. Ensuring that a health and safety culture is also developed with the 
pupils. 

b) Ensuring that all members of staff (including new staff, supply staff, probationers and 
students, voluntary helpers etc) are aware of the contents of the school health and 
safety policy and all safe working practices. 

c) If deemed necessary, appointing one or more members of staff, undertaking specific 
duties in relation to health and safety and acting as co-ordinator for the school on 
health and safety matters affecting the school.  (This post is not to be confused with 
union appointed safety reps. This is an extra role to enable the Governing Body/Head 
teacher to effectively manage health and safety.) At Baytree this person is the Bursar 
Issy Johnson. 

d) Ensuring that risk assessments are carried out on any activity that has significant 
associated hazards.  North Somerset Council recommends that a group approach to risk 
assessment be executed, usually consisting of an individual who has received specific 
training in the theory of risk assessment, a teacher/head of department/ assistant who 
has the hands-on experience of tasks being assessed, and any safety representatives 
that school may have.  Where significant risks are identified, appropriate measures 
and/or safe working practices are introduced to reduce/eliminate such hazards. 

e) Undertaking inspections of the school premises, plant, equipment and working practices 
on a termly basis.  Where necessary implement any changes and improvements. (Some 
inspection/monitoring is delegated to Facilities Staff) 

f) Providing an annual report to the Governors of the school regarding safety 
performance. – e.g. How many fire drills have been carried out? How many accidents 
have occurred? Have any trends been discovered?  What risk assessments have been 
carried out? 

g) Making recommendations to Governors where Health and Safety funding is required, 
and to advise on any safety policies that need to be introduced. 

h) Ensuring that effective first aid provision and accident reporting procedures exist in 
accordance with the guidelines issued by the Health & Safety Officer for schools (to 
allow North Somerset to comply with the Reporting of Injuries Diseases and Dangerous 
Occurrences Regulations 1995). 

i) Personally chair the Schools Health and Safety Committee 
 
Bursar/Deputy Head 
 
Bursar/Deputy Head are responsible to the Head teacher for the health and safety of all staff, 
workplaces and activities under their control. To achieve this, their duties include the following: 
- 
a) Develop strong, positive health and safety attitudes among those employees reporting 

directly to them. Ensuring that a health and safety awareness culture is also developed 
with the pupils. 

b) Ensuring that all staff, probationers/students/supply teachers and voluntary helpers are 
aware of the requirements of the Health and Safety Policy, and the safe working 
practices that apply to their area of activity. 

c) Actively encouraging the participation in health and safety and welfare matters of all 
pupils. 

d) Making known to the Head teacher any identified training needs. 
e) Establishing and regularly reviewing Risk Assessments and safe working practices, for 

activities under their control.   
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f) Taking effective action and/or immediately referring to the Head teacher any health and 
safety problems brought to their attention.  This includes the stopping of any practices 
or the use of any tools, equipment etc. which are considered unsafe.  This is to be 
enforced until safety levels are adequate. 

g) Ensuring that all work equipment items of portable electrical equipment (including new 
purchases) are entered on the school inventory before use, and that visual inspection of 
all equipment take place on a termly basis.  Defective or damaged equipment must be 
isolated and taken out of use until repaired or replaced, (repaired by a competent 
person only). 

h) Checking the adequacy of fire precautions and procedures in liaison with the Head 
teacher. 

i) If an accident/incident occurs, assisting in the accident investigation regarding any 
findings and recommendations to prevent a recurrence. 

j) Establish acceptable housekeeping and safe storage standards, of all areas of their 
responsibility 

k)   To develop and implement relevant action plans based on risk assessments, outcomes 
of meetings/audits and inspections, emergency arrangements and to review existing 
health and safety policies and procedure in the school, to ensure all staff pupils and 
contractors adhere to them 

l)  Attend all Campus Health and Safety Meetings (3 times per year) and then report back 
the School’s Health and Safety Governing Body Meeting 

j) Produce on a weekly basis accident/incident report for all pupils and staff for the 
Headteacher and Deputy Headteacher who then report back to the Health and Safety 
Governing Body Meeting (3 times per year) 

k)  To carry out the annual COSHH review and list appropriately on the COSHH sheets and 
keep a log of any hazardous substances used in school or kept on school premises 

l) Record all training and needs for training or update training in a register – Moving, 
Handling and Hoisting; First Aid at Work Training;  Admin of Medication Training;  
Paediatric First Aid Training 

 
Teaching Staff (Including Supply Teachers) 
 
Teachers have a duty of care under Health and Safety Legislation. In order to achieve this, their 
duties include the following: 
a) Ensuring that the Health and Safety culture developed within the school is further 

developed with the pupils, by way of enforcement of health and safety rules. Also by 
including briefs of health and safety, and referral to specific risk assessments, especially 
before any hazardous/high risk activities and lessons. 

b) Ensuring that all students/probationers, supply teachers etc. assigned to help, are 
aware of the general health and safety requirements of the school and the detailed 
requirements for activities relevant to them. 

c) Implementing the health, safety and welfare procedures for pupils at a level appropriate 
for their requirements.  Ensuring that these procedures are explained in terms that they 
can readily understand. 

d) Exercising effective supervision of pupils and maintain an awareness of emergency 
procedures in respect of fire, first aid, accident reporting etc.  

e)  Being aware of the Risk Assessments and seeking information on any special safety 
measures to be adopted in their own teaching areas and ensure that they are adhered 
to. 

f) Setting an example by personally following safe working practices. 
g) Ensuring that where necessary, the appropriate protective clothing, guards etc. are 

available, in good condition and are used. All electrical equipment must be visually 
checked before use. 

h) Reporting to the Head teacher or Head of Department any defects in equipment or 
identified inadequacies in procedures. N.B Where any defect renders the equipment 
potentially hazardous, it should be isolated and clearly labeled ‘awaiting repair’, ‘until 
repaired’ or ‘replaced’. 
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i) Integrating all relevant aspects of health and safety into the teaching process and if 
necessary, giving special lessons - e.g. The use of equipment in technology lessons. 

j) Highlighting any training needs deemed necessary to fulfill their role to their immediate 
line manager. 

k) Ensuring their direct areas of responsibility are well managed in terms of housekeeping 
and safe storage of materials and equipment. 

 
 
 
Non Teaching Staff (HLTAs;  TAs;  LSAs;  GAs;  SMSAs;) 
 
Assistants have a duty of care under Health and Safety Legislation. In order to achieve this, 
their duties include the following: 
a) Implementing the health, safety and welfare procedures for pupils at a level appropriate 

for their requirements.  Ensuring that these procedures are explained in terms that they 
can readily understand. 

b) Exercising effective supervision of pupils and maintain an awareness of emergency 
procedures in respect of fire, first aid, accident reporting etc.  

c) Being aware of the Risk Assessments and Seeking information on any special safety 
measures to be adopted in their own teaching areas and ensure that they are adhered 
to. 

d) Setting an example by personally following safe working practices. 
e) Ensuring that where necessary, the appropriate protective clothing, guards etc. are 

available, in good condition and are used. All electrical equipment must be visually 
checked before use. 

f) Reporting to the teacher or Head of Department any defects in equipment or identified 
inadequacies in procedures. N.B Where any defect renders the equipment potentially 
hazardous, it should be isolated and clearly labeled ‘awaiting repair’, ‘until repaired’ or 
‘replaced’. 

g) Highlighting any training needs deemed necessary to fulfil their role to their immediate 
line manager. 

 
Health Care Assistants (HCAs) and School Nurse 
 
HCAs have a duty of care under Health and Safety Legislation. In order to achieve this, their 
duties include the following: 
a) Contributing to the provision of a safe and healthy environment for pupils. 
b)  Providing essential care to pupils as identified within Health Care Plans an in agreement 
  
          with the main carers of the pupils and the school.  
c) Monitoring Health Care Plans. 
d) Applying simple first aid and administer controlled drugs where  authorised to do so. 
e) Training in and carrying out as necessary specific procedures to pupils. Procedures 
           include:- Tracheotomy care; Emergency Tracheotomy change; Action in the case of an  
           Apnoea attack – resuscitation; suction via tracheotomy; oral suction; catheterisation;  
           gastronomy care and feeding; administration of preventative and emergency (Buccal  
           Midazolam) medication for epilepsy and other procedures as manifested by individual  
           pupils. 
f) Signing in medication on arrival to school, keeping in safe storage and administering  
           routine medication. 
g) Safe storage and administration of oxygen. 
 
Visitors 
 

Every visitor to school shall sign in at main reception and be issued with a visitors badge. 
The signing in book has fire instructions for their safety in the event of the alarm being 
activated and they should follow these if necessary. 
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Contractors 
 
The school, being part of the Campus, has limited responsibility for Contractors as their 
presence is requested and controlled by the Facilities team. All contractors must report to 
the Facilities Manager before any work takes place and prior to each working session. 
Ideally they should not be on site while pupils are present. 
 
 
Trade Union Safety Representative 
 
Any Trade Union Safety Representative will be encouraged by the Head teacher to fulfil his/her 
duties as well as being released for any appropriate training. He/she will be entitled to inspect 
the school in accordance with the agreed Trade Union/Authority procedures. 
 
The Campus 
 
Baytree is one of three other tenants in “The Campus” building which is owned by North 
Somerset through their Development and Environment Section. There are therefore major 
aspects of H&S that their site management is responsible for e.g. fire safety, cleaning, general 
site access, safety and security, external contractors, hydro pool maintenance, electrical testing 
etc. All partners including Baytree play an active part in monitoring H&S through the Campus 
Health and Safety Committee (who ratify Campus wide policies) and by cooperating with the 
facilities management on H&S matters. 
 
Facilities Team Responsibilities: 

a)  To be responsible for awarding, checking competency, managing, monitoring and 
auditing all compliance contracts and maintenance services agreements carried out on 
the Campus premises. 

b)  To be responsible for emergency procedures and evacuation of The Campus premises 
c) To ensure that the school asbestos register (we do not have asbestos in the building) 

and the asbestos management plan is maintained and available as required 
d) Investigate all serious incidents and liaise with appropriate authorities as necessary 
e) Ensure there is a systematic and methodical system of servicing and inspection to 

maintain workplace equipment in the school – ie Hoists and raise orders for faults or 
replacement where necessary with the current contracted provider 

f) Keep an up to date COSHH register listing all substances that are kept on The Campus 
which are hazardous with COSHH data sheets attached 

g) Report to the Bursar any defects or hazards that could affect the safe running of the 
school 

h) Be responsible for co-ordinating all contractual work and maintenance carried out on 
the Campus premises including health and safety matters concerned with other 
contractors 

i) Ensure that first aid boxes are available in agreed strategic places around the site and 
that these are inspected on a termly basis, or as required. 

 
The Local Authority 
 
To provide a model Health and Safety policy, outlining the clear policy statement, roles and 
responsibilities and the arrangements necessary to implement the health and safety standards. 
To provide advice to schools and Governors on complying with health and safety legislation. 
Competent advisory H&S advice is also bought in via Jo Crickson through Priory Community 
School Enterprises. 
Monitor performance of health and safety in schools 
HSE reporting on behalf of schools on RIDDOR reportable accidents.  
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Health & Safety Executive 
 
The Health & Safety Executive (HSE) have many powers, including the right to visit the school 
and have sight of all relevant policies and documents. 
They have the right to turn up for announced or unannounced visits, however they will usually 
visit in connection with an accident that has been reported to them. 
If contact is made within the school by the HSE either by visit, phone or writing, the school will 
make contact with the Education Safety Officer to make them aware of the reason for contact. 
 
 
 
 
SECTION 3 : Arrangements 
 
The Governors recognise that the way forward in achieving effective management of the school 
health and safety policy and the arrangements necessary to fulfil the obligation is through the 
Governor Buildings. Finance, Health and Safety Committee and the Campus Health and Safety 
Committee. 

 
The school recognises its obligations to identify arrangements designed to make its safety 
policy effective. 
 
 
The following arrangements exist to ensure the health and safety of all.  

 
Monitoring and Risk Assessments  
 
The Governors’ Health and Safety Committee has the role of monitoring the outcomes of the 
risk analysis and make recommendations to the Full Governing Body of improvements they feel 
are necessary. 
 
It must be noted that staff in our Special School will need to constantly make risk assessments 
bearing in mind changes in environment, mood, ability and health of pupils.  This section sets 
out how staff are advised to make such assessments that can only be made on a day-to-day, 
minute-by-minute basis. 
 
Risk Assessment 
 
Teachers, and other staff who work closely with children on a day to day basis, are constantly 
assessing the current situation in their immediate environment.  These assessments are often 
informal (i.e. not written down) and done on a minute to minute level i.e. are dynamic. 
 
In a special school this is particularly important both in the teaching/learning aspect and on the 
care/control side since very small changes in the environment, mood or ability to cope with 
requests can occur at any time.  These changes do affect the Health & Safety aspects of the 
situation particularly the degree of risk.  This is such an integral part of the work that staff 
become highly skilled in this constant monitoring of the situation while often being unaware 
that they are, in fact, assessing for risks and hazards all the time. 
 
The school carries out risk assessments of significant hazards and risks as per legal 
requirements. To enable this is successfully carried out, the arrangements at the school for 
undertaking risk assessments are as follows: 
 
Risk Assessments will be carried out for a variety of hazards across the school – which may be 
activities, areas/locations, events or even individuals. 
 
The overall risk assessment process will be managed by the Headteacher. 
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Assessments are delegated by the Health and Safety Co-ordinator for completion to competent 
individuals who understand the process of risk assessment, the hazards and risks related to the 
subject that is being assessed and the control measures required to eliminate or reduce the 
risk. 
 
We use a team approach to risk assessment involving input from relevant staff and, where 
appropriate, will involve pupils in the process. 
 
Prior to being published, assessments will be checked by the Health and Safety Co-ordinator, 
Headteacher and Governors. 
 

• Staff will have access to assessments by the Teacher Drive 
• Governors will have access to assessments by accessing the Teacher Drive and also 

discussing ALL Risk Assessments and reviewing them annually.  Assessments will be 
subject to review on an annual basis or before should circumstances dictate (such as a 
related accident), or if it is believed the assessment is no longer valid. 

 
Training in Risk Assessment will be provided by Priory Community School (PCS) where needed 
and will be repeated on an bi-annual basis and records relating to this will be retained by the 
School Business Manager on SIMS. 
 
Blank documentation for school risk assessments can be found on the Teacher Drive. 
 
 
 
First Aid 
 
The school’s arrangements for providing first aid cover have been developed in line with North 
Somerset Council’s overarching first aid arrangements. 
 
A First aid assessment of need has been carried out by the Headteacher and Campus Facilities 
Manager which has given an informed picture of the school’s first aid risks and related 
requirements provision put in place according to these findings. 
 
First Aid training is managed at the school by the School Bursar who ensures that appropriate 
individuals are identified, trained and that their training remains current.  A training database is 
in place which details who is due refresher training and when: 
 
The school has : 

7 Paediatric First Aiders 
• 5 First Aid at Work qualified 

 
FIRST AID AT WORK AND PAEDIATRIC FIRST AIDERS 

 

NAME CERTIFICATE DATE ACHIEVED RENEWAL DATE 
Kirsty Tudor 

 

Paediatric First Aid 06.10.16 Oct 2019 

Kirsty Tudor 

 

First Aid at Work 19.09.16 Sept 2019 

Rachel Pickford 

 

Paediatric First Aid 18.09.17 Sept 2020 

Rachel Pickford 

 

First Aid at Work 29.01.18 January 2021 

Debbie Champ First Aid at Work 22.05.17 May 2020 

 

Carol Orum Paediatric First Aid 11.10.16 October 2019 
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Clare Dover Paediatric First Aid 25.06.18 June 2021 

 

Jo Sweeting Paediatric First Aid 14.09.15 September 2018 

 

Maria O Neill First Aid at Work 06.02.17 February 2020 

 

Maria O Neill Paediatric First Aid 11.10.16 October 2019 

 

Kate Prevett First Aid at Work 26.09.18 Sept 2021 

 

Aline Kay Paediatric First Aid 21.11.18 November 2021 

 

 
The Campus has all Red Shirt staff qualified as First Aid at Work. 
 
First aiders’ identities and contact details are clearly displayed by the signing in desk. 
 
First aid training is provided by a competent training provider (PULSE and ACORN who has 
been selected in line with NSC guidance and the tender process. 
 
The school has 1 first aid box which is kept in the Medical Room and are clearly signed.  It also 
has 2 portable first aid kits for use at any time.  First aiders are asked to replenish the contents 
of first aid kits after use by ordering through the School Bursar.  The contents are also 
routinely checked. 
 
The First Aid room/area is located as the Medical Room within the school on the ground floor.  
It is immediately available and fit for purpose. 
 
In the event of an accident or incident to a pupil or adult at the school, a suitably trained first 
aider will attend and: 
 

• Take control of the situation 
• Provide initial care for the injury or illness as appropriate 
• Call an ambulance as necessary 

 
Parents are informed of first aid given to their children by accident slips home in their school 
diary or are telephoned due to nature of incident/accident. 
 
 
Work at Height 
 
The school’s arrangements to ensure safe working at height have been developed in line with 
North Somerset Council’s overarching first aid arrangements – which are followed for all 
activities that incorporate an element of work at height. 
 
Work at height is avoided where possible but, where this is not practical, is suitably risk 
assessed, planned and supervised.   
 
We have developed a general working at height risk assessment that addresses any tasks 
routinely carried out on school premises, which is reviewed on an annual basis or sooner if 
circumstances dictate (eg change of task, new equipment or an accident).   
 
We endeavor to select the safest practical access equipment for each activity.  Equipment is 
checked by the Users (Campus Facilities Staff) prior to each use and the Campus Facilities 
Supervisor periodically inspects and records the condition of all ladders.  This is held in the 
Campus Facilities Team Office. 
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Ladders and stepladders are used only when they represent the most suitable form of access, 
the task is low risk and short duration and staff are suitably trained in their use. 
 
All staff that work at height receive training or information on how to do so safely which is 
proportionate to the activity they carry out. 
 
Active Monitoring 
 
In order to ensure that we are proactively managing our Health and Safety at the school we 
undertake a recorded Health and Safety Inspection 3 times per year (these are carried out with 
a Governor and the School Bursar).  We use the exercise to identify areas for improvement or 
issues that need rectifying and address these on a risk basis.  The inspection or ‘walk around’ is 
recorded and the results raised at the Campus Health and Safety Meeting and actions are 
monitored to completion by the School Bursar/Health and Safety Co-ordinator.  Reports and 
outcomes are forwarded to the Governors B,F, H&S Committee for information/action. 
 
In addition to this programmed inspection, faults and other hazards that are identified at the 
school between inspections are monitored by use of a hazard reporting sheet.  This is located 
online and reviewed by the Campus Facilities Team on a daily basis. 
 
This ensures that corrective actions are taken promptly and that a suitable audit trail is 
retained. 
 
Accident Reporting and Investigation 
 
Accident reporting is carried out as per North Somerset requirements.  In summary, we do the 
following: 
 
All accidents to pupils and staff regardless of how trivial are recorded in the staff accident/pupil 
accident or incident book.  Minor near misses are also recorded here too.  This is usually carried 
out by the individual themselves, those that have witnessed the accident and then signed off as 
recorded and noted by the Headteacher or Deputy Headteacher or in their absence a member 
of the Senior Management Team.   
 
Certain accidents/incidents are reported to North Somerset on the appropriate documentation 
(which can be found in Section 23).  These are outlined in North Somerset’s overarching 
accident reporting arrangements and include: 
 

• All significant incidents of violent aggressive and abusive behavior 
• Serious accidents and incidents to pupils and staff 
• Near misses of a more potentially significant nature 

 
The Deputy Headteacher/Bursar is the school’s identified person to report accidents and she 
has a system in place to retain copies at a local level. 
 
Accident investigations, where we look to identify and address both immediate and underlying 
causes will be carried out at a local level by the Headteacher who would be accompanied by the 
Deputy Headteacher as necessary.  For investigations of a more serious or involved nature, we 
utilize the services of PCS. 
 
Accident statistics and trends will be presented to Governors for consideration and discussion 3 
times per year. 
 
Display Screen Equipment 
 
All members of staff who are deemed as DSE ‘users’ carry out the DSE assessment given to 
them by the Health and Safety Co-ordinator and this also gives information on the features of 
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their workstation including how to adjust it. 
 
Users carry out a DSE self-assessment/questionnaire which is given to them by the Health and 
Safety Co-ordinator to address any issues that arise. 
 
When issues are identified, the Health and Safety Co-ordinator carries out a workstation 
assessment with the user which records any remedial actions taken. 
 
 

 
 
 
 
 

 
SECTION 4 : Moving;  Handling and Hoisting 
 

Moving; Handling and Hoisting training for all staff who require it is provided regularly 
by Acorn Training and records kept by the School Bursar of retraining needs.  
Moving; Handling and Hoisting  General Procedures & Considerations are contained in 

Appendix 1. 
The form used for Moving and Handling Risk Assessment is contained in Appendix 2. 
(See Appendix 1 Moving and Handling Policy May 13 and Physical Intervention Policy 

May 16) 
 

 

                                 Guidelines for Intimate Care 
 
1. Introduction                                                                                  ‘Making the most of 

every day.’ 
 

Intimate Care is defined as enabling pupils to carry out or be involved in personal life 
functions with dignity and respect, meeting individual needs. 

 
Intimate care can include the following: 

   
 
 
 
 
 
 
 
 
2. The purpose of these guidelines is: 
 

• to protect both pupils and staff 
• to provide information to parents/carers about the schools arrangements for 

intimate care 
• to ensure that the high standards of intimate care within these guidelines are 

maintained by all staff 
 

3.  Arrangements for Intimate Care  
 

• Moving pupils including 
physiotherapy 

• Administering emergency 
medication, 

• Personal hygiene e.g. 
menstruation 

 

• Toileting 
• First Aid 
• Changing pupils for 

swimming / PE 
• Dressing 
• Feeding 
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• The induction given to new staff covers Safeguarding policy and arrangements, 
general health, safety and security information, lifting and moving training, intimate 
care and personal hygiene arrangements.   

 
• All staff have a responsibility to familiarise themselves with pupils’ individual needs, 

follow these and review / update them at least annually  (see individual care/ 
feeding /moving and handling  plans)  

 
• It is important that for certain pupils, their intimate care is provided by familiar staff 

on a daily basis where possible.  (i.e.  feeding  pupils with dysphagia difficulties – 
this can only be carried out by staff with training) 

 
• Intimate care tasks must not be attempted unless the member of staff feels 

confident and sure about how to proceed.  If in doubt, ask a colleague. 
 

• Intimate care tasks should be seen as an important part of the individual’s 
curriculum.  It may be that Individual Education Plan objectives are linked to aspects 
of intimate care.     

 
• This should be seen as quality time with individuals, focusing on communication, 

increasing independence and raising self-esteem. 
 

• It is important that privacy, dignity and confidentiality are maintained at all times.  
Adults should be sensitive to pupils’ feelings and wishes, introducing age appropriate 
strategies in consultation with home and outside agencies. (See school Sex and 
Relationships policy for appropriate terminology to be used. 

 
• Intimate care procedures should take place in designated areas ensuring total 

privacy where required. 
 
 

• The environment should be clean, pleasant, hygienic and relaxing. Appropriate 
resources should be available. 

 
• Health and hygiene procedures should always be followed, e.g. use of gloves, hand 

washing, safe disposal of waste, wiping down of surfaces, etc – SEE INFORMATION 
IN HYGIENE ROOMS 

 
• In certain situations, individual care plans will be identified for specific pupils. Review 

of the care plan will be required (at least annually) and some recording may be 
necessary. 

 
• Links with the home are essential to maintain continuity and consistency of practice. 

 
• Contact with outside agencies needs to be maintained where appropriate  

 
• Intimate Care hygiene routines are typically carried out by up to two members of 

staff. Where it is possible a member of the same sex will carry out intimate care for 
older pupils. When a member of staff is supporting personal hygiene intimate care 
on their own, e.g. ‘standing change’ in a toilet, they will ensure they tell someone 
from their class team that they are taking the child to the toilet, the toilet door must 
remain unlocked and the member of staff must have a radio to call for additional 
help if needed.   

 
• Evidence of soreness, irritation, bruising, scratches, discharge, etc need to be 

recorded and reported to parents and class teachers.  
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• Where signs or symptoms of a suspicious nature concern staff, it should be reported 
immediately to Designated Safeguarding Lead or Lead Deputy, at Baytree this is the 
Headteacher and Deputy Headteacher (Head or Deputy Head) 

 
• In cases where pupils are sexually aroused or pupils have emotional reactions during 

intimate care procedures, this must be identified on their individual care plan and 
strategies / arrangements agreed with parents / carers.  

 
• Pupils with communication difficulties must be made aware of forthcoming 

intervention using appropriate communication e.g. Makaton / body signing / objects 
of reference.  All pupils should be informed about what is going to happen, seeking 
their consent for procedures.   

 
• If staff feel that a pupil is using a caring situation inappropriately, all those involved 

need to discuss the situation to determine an outcome in consultation with 
parents/carers 

 
• Incidents related to First Aid, including the administration of rectal medications must 

follow the appropriate guidelines (Pupil Care Plan etc)  and in consultation with the 
Baytree Nursing and Healthcare team.  

 
• Staffing levels for swimming / PE activities should enable staff to change in privacy 

and be adequate to meet any identified risk assessments.   
 

• For offsite situations, staff must ensure that appropriate facilities are available, prior 
to the visit and take a portable hoist if required.  

 
4. Lifting and Handling 

 
• All pupils that need lifting / handling have an individual Moving and Handling plan. 

These must be followed at all times and are reviewed annually by the class team – 
see Moving and Handling Policy within the Health and Safety policy.  

 
5. Related Documents 
 
School policies: Safeguarding, Sex and Relationships, Health and Safety, and Behaviour 

Teaching and Learning. 
 
 
EBR 
Reviewed Oct 2017  
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SECTION 5 :  Wheelchair Safety and Guidance Points 
 Wheelchairs should have regular mechanical checks.   
 Report if brakes fail to check properly. 
 Ensure wheels are stable 
 Ensure tyres are correctly inflated. 
 Before putting child into wheelchair ensure that it is on a level surface 

and stable. 
 Ask for assistance when necessary. 

 
General points for comfort and safety of children in wheelchairs - Jane Burrell, 
MCSP, Paediatric Physiotherapist 

 
1. Brakes should always be on when putting children in and out of 

wheelchairs. 
2. Ensure bottoms are well back in wheelchairs. 
3. Pelvic Straps on and snug (most important safety strap) 
4. Ensure further straps are on and snug, e.g. harness or chest straps. 
5. Knee blocks on (if provided) trousers smooth and blocks just touching 

knees. 
6. Feet on foot rests and any straps fastened. 
7. Check General Posture of child. Child should be as symmetrical as 

possible. 
8. Trays can be used for extra support but must not be used on transport. 
NB: If straps do not fit recheck position of child, especially pelvis position. 
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SECTION 6 : Minibuses and Designated Vehicles 
 
See Corporate Driving Policy – Reviewed May 15 please see school website 
www.baytreeschool.co.uk for information under Policies Section 
 See Minibus Policy = May 15 (Appendix 3) 
 
At Baytree School we use the North Somerset Council Policy Use of Designated Vehicles and are 
guided by Fleet Transport (contact Carl Nicholson) for any issues or queries. 
All employees are covered under the North Somerset Council Insurance Policy to be able to 
drive any vehicle (providing it is not deemed to be a vehicle requiring a MIDAS certificate) 
 
Any employees that volunteer to drive any vehicle requiring a MIDAS certificate will be funded 
by the school and the test arranged. 
 
Currently the two vehicles (September 2018) are free from needing the MIDAS certificate 
however we do offer an assessment to drive the minibus. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.baytreeschool.co.uk/


 23 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 7 : Educational Visits 
 
See Educational Visits Policy – Appendix 4 
 
Baytree School follow the North Somerset Council Educational Visits Policy and buy into the EVC 
scheme. 
All residential courses ie Calvert Trust/Kilve Court are entered onto EVC and assessed by the 
Local Authority before the trip takes place to ensure that all Risk Assessments have been 
cleared and accepted. 
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SECTION 8 : Equipment and Premises 
 

Electrical (Supplies, Equipment & Fittings) 
Should always be installed by a qualified electrician.  Wear and tear on cables should  
be reported immediately to the nominated Health & Safety Officer.  Extension  
cables should be properly covered to avoid being tripped over.  Multi-socket  
extension cables should only be used for computers.  The correct fuse must always 
 be used for electrical equipment - 3 amp : radio, TV, tape recorder, refrigerator  
and computers; 13 amp : iron, vacuum cleaner, kettle, toaster, polisher, portable  
cooker, microwave, convector heater, fan heater, OHP and projector –  
 
If in doubt ask!!! 

 
 The Campus Facilities Staff are responsible for and organize testing of portable  
electrical equipment. Any equipment found to be defective must be clearly marked  
“Unsafe - do not use”.  If the defective unit is portable then it must be kept in a  
safe area (Facilities staff)   
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SECTION 9 : School Equipment 
 
 (a) Marker pens - pens which are mainly water based should be used.  If other 

pens have to be used they should be used by a member of staff in a well-
ventilated area and after use kept securely out of reach of pupils.

 (b) Pen tops - pens supplied to pupils should have air holes in the tops.  If children 
bring their own pens staff will need to check that tops have air holes.  If they do 
not THEY MUST NOT BE USED. 

 (c) Kettles - used in classrooms or activity areas must be adequately supervised. 
 (d) Rotary Trimmers - used by staff, and students with adequate supervision. 
 (e) Headphones - should have an impedance of from 400 to 1000 ohms to avoid 

damage to the ears. 
 (f) Tools - should be kept safely and their use supervised closely in the classroom 

or activity area. 
 (g) Protective clothing - should be used as directed. 
 (h) Displays - should not be placed near heaters or suspended from light fittings. 

Care should be taken when erecting displays e.g. see Working at Height Risk 
Assessment. 
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SECTION 10 : COSHH/Hazardous Substances  

Refer to COSHH REGULATIONS 2002 as outlined in North Somerset LEA Health & Safety 
Procedure and to The Campus COSHH policy. 

 
 
What is COSHH? 
COSHH stands for ‘Control of Substances Hazardous to Health’. 
 
Substances hazardous to health includes chemicals used directly for work activities such as 
cleaning agents, adhesives and paints.  They also include those generated as a by-product of 
work, such as fumes or products of combustion, naturally occurring substances such as dust 
along with biological agents such as pathogens. 
 
Hazardous substances can be found in nearly all work environments and can be present in 
many different forms such as solids, liquids, gasses, vapours, dusts and fumes.  They can harm 
in many different ways and can represent a hazard to staff and pupils. 
 
Cleaning chemicals, for example, can cause skin damage, irritation or dermatitis whilst dusty 
atmospheres can cause lung diseases.  Corrosive substances in laboratories such as acids can 
burn living tissue whilst substances such as solder flux or certain adhesives and resins can 
cause people to develop occupational asthma.  Numerous other products or substances used at 
work can be harmful, such as paint, varnish, lubricant and beauty products.  If stored, used 
and assessed properly, however, the ill-health that can be caused by them is entirely 
preventable. 
 
In addition to health hazards, some substances can be dangerous because they are flammable 
or explosive.  If these are not properly stored or adequately assessed, they can pose an 
increased fire risk. 
 
COSHH – the Law 
The Control of Substances Hazardous to Health Regulations (2002) require employers to 
prevent or control exposure of employees to hazardous substances.  To support this 
requirement, COSHH provides a framework that the employer can work within in order to put in 
place good working practices. 
 
A substance falls under COSHH if: 
 

• It is marked as hazardous (has hazard symbols on the packaging) 

An irritant, for example  or  toxic substance .  As from June 2015, new 
pictograms are to be introduced to packaging to indicate hazardous properties.  The 2 
systems are currently being run together as the new one is gradually introduced, and 
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you will start to see a number of symbols such as this or this appearing 
on the packaging of substances 

 
• It has a workplace exposure limit 
• It is a biological agents used at work 
• It is a dust of a certain size/concentration 
• It creates a risk to health because of its properties and the way it is used/is present in 

the workplace 
 
COSHH does not cover radioactive substances, lead or asbestos as these are covered by their 
own legislation. 
 
What does COSHH require and what does the school have to do to comply? 
 
In order to prevent or reduce workers’ exposure to hazardous substances, the school needs to : 
 

1.  Find out what the health hazards are 
• Identify which substances the school uses that fall under COSHH 
• Think widely and cover all working areas and departments.  Discuss with all 

relevant staff to get their input 
• Put together an inventory to identify these substances identifying where they 

are stored and what they are currently being used for 
 

2.  Decide how to prevent harm to health through a risk assessment approach 
• Assess the risks of substances falling under COSHH by use of NSC’s COSHH 

Assessment Form 
• Identify how the substance is hazardous to health taking into account different 

forms of substances such as gas, solids, mists etc and the ways these can enter 
the body.  Information on how substances are harmful can be obtained from a 
variety of sources such as: 
 
-safety data sheets which give information about substances classified as 
hazardous.  By law, your supplier must give you an up to date data sheet for a 
substance that is ‘dangerous for supply’.  Do remember, however that keeping a 
copy of the safety data sheet in itself is not a COSHH assessment. 
- Baytree School’s experience 
- Other school’s/organization experience 
- Accidents, incidents or near misses with the substance 
- HSE guidance 
- CLEAPPS guidance 

 
• Identify the jobs and tasks that could lead to exposure, who could be exposed 

and how often 
• Factor these into the COSHH assessment and list how you currently control 

exposure 
• Reflect the risk posed by the substance after your control measures take effect 

(high, medium, low) and identify if you need to do anything further to control 
the risk 

 
Provide Control Measures to reduce harm to health 
 
Baytree School ensures adequate control measures are in place which can be identified in the 
COSHH assessment by this method: 
 

• Eliminate the harmful product or substance if recognized and use a safer one 
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• Substitute for a safer form eg paste or pellets rather than power or a water-based 
varnish as opposed to a solvent-based one 

• Provide personal protective equipment 
 
Make Sure Control Measures are Used 
 
Baytree School is responsible for ensuring that control measures provided are properly used by 
staff.  This is where information, instruction, training and supervision and visual 
checks/observation are all of importance. 
Employees have a duty to use control measures provided, follow any defined safe ways of 
working and report defective equipment and concerns with working processes. 
 
Keep All Control Measures in Good Working Order 
 
Baytree School must make sure that the control measures keep working properly.  This 
requirement applies to equipment and also to safe ways of working. 
 
Provide Information, instruction and training for employees and others 
 
Baytree School will explain to all employees who use potentially hazardous substances: 

• What the associated dangers are 
• The main findings of the COSHH assessment 
• What the control measures are and how to use them 
• How to fit and use any personal protective/respiratory equipment 

 
This information also needs to be factored into lesson plans and delivered to pupils where 
necessary. 
 
 
Plan for Emergencies 
 
Baytree School need to plan and practice to cope with foreseeable accidents, incidents or 
emergencies.  This will be in line with The Campus Procedures and guidance. 
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SECTION 11 : First Aid Procedures 
 
First Aid provision at Baytree School is determined by assessment.  The assessment should 
consider what the Health and Safety risks are at Baytree and what first aid provision would be 
considered adequate in light of any risks.  For example, what accidents are likely to occur at 
Baytree and what equipment and trained personnel we would need in place to deal with them 
effectively.  We have to think about the size, layout and location of Baytree School and the 
specific hazards on site, pupils with specific health needs and the past accident statistics.   
 
We have in the past used ACORN Health and Safety as a training provider however from 1 April 
2016 NSC has in place a new registered provider of First Aid Courses – PULSE First Aid Ltd.  
There may be rare circumstances where PULSE cannot provide bespoke courses and we would 
then go back to ACORN for their support and provision. 
 
First Aid Courses 
 
Standard Qualifications for First Aid At Work: 
 

 First Aid at Work Certificate (FAW) – this is a 3 day course with an examination at the 
end.  The certificate is valid for 3 years and will require a 2 days course at the end of 
the three years to re-qualify.  An optional annual refresher is also available. 
 
An FAW enables a first-aider to give emergency first aid and equips the first-aider to 
treat a range of specific injuries and illnesses.  This is a 3 day course and therefore as 
well as dealing with emergencies will deal with a more extensive range of illnesses and 
injuries that may be encountered by Baytree School. 

 
Paediatric First Aid 
 
 This is a 12 hour course aimed at those working in Early Years Foundation Stage.  The 
 certificate is valid for 3 years. 
 
 This course is aimed at establishments with pupils under 5 years and is aimed to fulfill 
the requirements of the Practice guidance for Early Years Foundation Stage (EYFS).  This 
course is specifically for children under 5 years and is not intended to fulfill requirements under 
the regulations for first aid cover for employees. 
 
Requirements for Employees 
 
Guidelines should be followed in  order to comply with Baytree’s statutory requirements to 
employees: 
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LOW HAZARD 
Eg most Primary Schools 
 
Less than 50 staff – at least 1 first aider trained in EFAW or FA (children and adults) 
More than 50 staff – at least 1 first aider trained in FAW for every 100 employed (or part 
thereof) 

 
 

 
 
 
 
SEE FIRST AID PROVISION POLICY – The Campus June 2014 
SEE LIST OF FIRST AIDERS FAW and PAEDIATRIC FIRST AIDERS  

 
 
SECTION 12 : Administration of Medication 
  

All staff must familiarise themselves with the procedure for the Administration of Medication 
Policy. 
 
Admin of Medication here in Baytree School is a very daily activity – there is a procedure and 
process in place that is supported by the Healthcare Team led by the School Nurse.  All 
Teachers and Support Staff attend a bespoke training session regarding Admin of Medication 
run by and led by the School Nursing Team (PCT). 
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SECTION 13 : Medical Emergencies 
 
 Staff will need to familiarise themselves with individual pupil’s HEALTH CARE PLANS and what 
constitutes a medical emergency  

 
15.1 Emergency Radio System for calling Emergency help  

Staff must ensure that they have been trained in the use of this – see separate sheet. 
 
15.2 Epilepsy  
 

1 All staff MUST acquaint themselves with the pupils known to have seizures and the usual 
nature of these seizures. 

2 The HCA’s and others are trained to administer Buccal Midazolam.  HCA’s contacted through 
emergency radio system. 

3 In the event of an episode which is either of a different nature or prolonged CALL THE 
EMERGENCY SERVICE.  A visit to Accident and Emergency at the hospital is likely to follow. 

4 Inform a Senior Leader at the earliest opportunity. 
5 Inform the parents and arrange for them to see their child at the hospital. 

 
A member of staff will accompany the child to the hospital and stay until parents arrive. 
The staff member should be someone who knows the pupil and details of the episode so can 
confidently answer doctor’s enquiry, e.g. did patient lose consciousness?  WRITTEN RECORDS (e.g. 
HEALTH CARE PLANS) SHOULD BE TAKEN BY STAFF WITH THE PUPIL. 

  
WRITTEN RECORDS of all seizures must be kept: 

1) Pupil individual record sheet 
2) Emergency action taken in individual incident/accident record and School 

Incident/Accident Book 
3) Additional statement if requested 
4) Contemporaneously (within 24 hours) 

 
15.3 Emergency Visits to Hospital  
 

These procedures apply for ALL EMERGENCIES WHERE THERE IS A NEED TO CALL THE 
EMERGENCY SERVICES.  This could include prolonged seizures, cessation of breathing, 
injuries about which a first-aider makes this decision, inhalation of water and any other 
episode deemed an emergency. 

 
Staff must make themselves aware of the medical needs of the pupils (Health Care Plans) and 
follow the procedures as set out in Administration of Medication Policy, Section 2iii, WHO 
DOES WHAT - SCHOOL STAFF. 



 32 

Please note that the sequence will vary according to pupil need and context. 
 

PUPIL WRITTEN DETAILS MUST ALWAYS BE UP TO DATE AND READILY AVAILABLE TO TAKE 
TO HOSPITAL - PR3 and MEDIC P 
 
Staff accompanying pupils to hospital will act in ‘LOCO PARENTIS’ until parents arrive.  If there 
is a decision to transfer hospitals this principle remains.  Staff need to inform school so that a 
decision can be made about who this staff member should be. 
 
NOTHING IN THE SCHOOL POLICY SHOULD DISCOURAGE STAFF FROM GIVING HELP IN 
GOOD FAITH IN A LIFE THREATENING EMERGENCY. 
 

15.4 Washing down and Cleaning up Procedures.  
 

IF SPILLAGE OF BLOOD OR BODY FLUIDS USE: 
 

• Bleach (10%) available from Facilities Staff. 

• Protective Clothing 

• Disposable Aprons 
• Disposable Gloves 
• Paper Towels (Dispose of in Nappy Bin) OR, if there is a need to 

contain fluids, use Titan Sanitizer Powder (from Facilities Staff). 
•      After removal of gross contamination, surfaces should be cleaned  
          with hot water and detergent and then disinfected with a bleach    
          solution (1:10). It is essential to assume that all surfaces in the   
          immediate vicinity will be contaminated by the droplets liberated by vomiting or         
          diarrhoea and thus need disinfecting. 

 
BE SURE TO THOROUGHLY RINSE THE SURFACE AFTERWARDS. 

 
REGULAR WASHING DOWN USE: 

• Pine  Disinfectant (available from Facilities Staff already diluted in 

clearly marked spray bottles). 
• Use gloves. 

 
KEEP CHEMICALS OUT OF REACH OF THE PUPILS AT ALL TIMES. 
DO NOT INHALE THE VAPOUR 
AVOID CONTACT WITH EYES e.g. do not spray into eyes 
USE THE PROTECTIVE CLOTHING PROVIDED. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 33 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION 14 : Hydro Pool Rules and Arrangements  
 
See Hydro Rules and Arrangements Appendix 9 
See Hydrotherapy Policy (Campus February 17)  Appendix 17 
 
Baytree School has exclusive use of the Hyrdrotherapy Pool each school day and there are a number 
of rules regarding adult/pupil ratios;  use of the pool;  safety and security in the Pool – watchers and 
supporters to enable young people to use this facility.   
All classes are fully aware of their ratios and pupils needs for this facility and ensure that safety is 
paramount during these times. 
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SECTION 15 : Security 
See Security Policy The Campus Feb 2009 
See Threatening and Abusive Behaviour The Campus May 2006 
See Baytree Security Signing In/Out Policy June 2011 
 

EMERGENCY COMMUNICATION PROTOCOLS 
When on the Campus,  Baytree will use  Channel     5.30 
   Herons’ Moor      Channel     7.30 
                                   Facilities        Channel     8.00 
   
If using the radios off site for other purposes (e.g. when out, e.g. to enable separate groups to stay in 
touch) change the channel to a mutually agreed one and CHANGE BACK on return to Campus. 
 
Charging – each class is responsible for own charging of radios (charger kept in class). 
 
Health Care Assistants and Leadership Team member (SLT) on duty will keep radios on and volume turned 
up for monitoring and immediate response.  
 
 
Radios in classes should be on with volume turned down to minimise disruption. When being used – turn 
volume up! 
 

Clear communication 
To maximise the “readability” of the transmitted signal, pause a few seconds after pushing “talk” button, 
hold the radio 10 – 15 cms from your mouth and speak at a normal voice level and speed. 
 
First names only 
 
State:- 
Type of help needed – Medical / Leadership Team 
Where 
Who  
Why 
 
The person called (HCA / SLT) will respond immediately by voice to indicate that help is coming. 
 
Remember it is a public wavelength – appropriate language at all times and nothing confidential.  
 
TO LOCK KEYS – Hold down the “On” button for 2 seconds after power on. 
RING TONE ONLY – Hold “Talk” down and push “Channel Down” 
 
 

 

Volume 
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SECTION 16 : Risk Assessments 
 
Risk assessment is a principal requirement of the Management of Health and Safety at Work 
Regulations 1999.  Regulation 3 requires all employers and self-employed persons to undertake a 
systematic assessment of all risks (except the trivial) to workers and any others who may be 
affected by their work activities.  The purpose of the risk assessment is to assist the employer to 
determine what measures to take in order to establish safe systems at work, and to comply with 
health and safety legislation. 
The increasing amount of health and safety legislation requiring risk assessments, whether for 
hazardous substances, noise or just ‘significant’ risks, has aroused some consternation.  Those 
who persistently grumble that risk assessments are a bureaucratic waste of time tend to be those 
who misunderstand the purpose and benefits of the exercise.  The reality is that a risk assessment 
should be useful, providing a formal, structured approach which can actually assist in selecting an 
appropriate control measure. 
 
One of the problems many people have in carrying out risk assessment is understanding the 
terminology.  A particular difficulty is understanding the difference between the hazard and risk. 
 

• A hazard is something with the potential to cause harm, and this can be a substance, 
part of a machine, form of energy, method of work or a situation 

• Risk is a measure of the likelihood that the harm from a particular hazard will occur, 
taking into account the possible severity of the harm 

• Risk assessment is the process of analyzing the level of risk, considering those in 
danger, and evaluating whether hazards are adequately controlled, taking into account 
any measures already in place. 

 
Requirement to Undertaken Risk Assessments 
 
The Management of Health and Safety at Work Regulations 1999 require every employer to make 
a suitable and sufficient assessment of: 

• The risks to the health and safety to his employees to which they are exposed whilst they 
are at work and 

• The risk to the health and safety of people not in his employment arising out of, or in 
connection with, work being carried out by, or on behalf of, their Organisation 

 
For the purpose of identifying the measures necessary to control any risks associated with his 
business. 
The requirement to do risk assessments has been implicit in much  health and safety legislation 
prior to the Management of Health and Safety at Work Regulations. 

Talk 

Channel 

Channel 

Up 

Channel 

Down 

  5.30 

On / Lock 
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The Health and Safety at Work Act 1974 requires employers to provide, so far as is reasonably 
practicable, a place of work, systems of work, equipment and substances that are ‘safe and 
without risks to health’.  In order for an employer to comply with this he must be able to assess 
the risks to which his employees are exposed.  Many subsequent regulations made under the 
Health and Safety At Work Act include more explicit requirements for risk assessment. 
 
Approach 
 
The basic approach to the management or risks in health and safety can be summed up in the 
following stages: 

• Consider all tasks and solutions 
• Identify the hazards that are, or may be, involved 
• Identify those who may be exposed to the hazards 
• Analyse the risk of injury or loss from the hazards 
• Evaluate if the risk is adequately controlled 
• Consider any further control measures that may eliminate or reduce risk 
• Implement the risk control measures 
• Monitor the measures 
• Review and feedback any corrective action 

 
The legislation requires that a risk assessment should be suitable and sufficient.  This requires the 
input of detailed and correct information initially and the implementation of the results of the risk 
assessment. 
 
Trivial risks can usually be ignored, as can risks arising from routine activities associated with life 
in general, unless the work activity compounds those risks, or there is evidence of significant 
relevance to the particular work activity eg regular crossing a busy road from one premises to 
another. 
 
Prevention 
 
The preventive and protective measures that have to be taken following the risk assessments 
depend upon the relevant legislation and the risk assessment. 
In deciding upon the measures the following principles should be applied: 

• It is always best if possible to avoid a risk altogether eg by not using a particular 
dangerous substance or article if it is not essential to the business 

• Combat risks at source, rather than by half measures.  For example, if the steps are 
slippery, treating or replacing them is better than providing a warning sign 

• Wherever possible, adapt work to the individual especially as regards the design of 
workplaces, the choice of work equipment and the choice of working methods 

• Take advantage of technological progress, which often offers opportunities for improving 
working methods and making them safer 

• Risk prevention measures need to form part of a coherent policy and approach having the 
effect of progressively reducing those risks that cannot be prevented or avoided altogether 

• Give a priority to those measures which protect the whole work force and all those people 
who work there, and so yield the greatest benefit 

• All staff need to understand what they are required to do 
• The avoidance, prevention and reduction of risks at work needs to be an accepted part of 

the approach and attitude at all levels of the Organisation and to apply to all its activities. 
 
 
 
Priory School currently support Baytree School with Health and Safety and have 
provided a Model Risk Assessment disk that is used by all teachers at Baytree School. 
All Pupil Risk Assessments are available on the Teacher Area under each class.  
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SECTION 17 : New and Expectant Mothers 
 
If you are pregnant or a new mother, Baytree School needs to ensure that their employees can 
continue to carry out their work safely. 
Some workplaces pose more potential risks to new and expectant mothers and their child than 
others and these risks need to be properly managed by Baytree School.  As you move through the 
stages of your pregnancy and your body changes, you may need to make regular, small changes 
to your working setup to ensure you are as comfortable as possible. 
 
The following arrangements outline what steps Baytree School will take: 
 
Responsible and Risk Assessment Procedure 
 
The Designated Health and Safety Officer must: 

• Ensure that any specific risks to women of childbearing age and all new and expectant 
mothers (and their babies) are considered as part of the general risk assessment process 
and brought to the attention of all female employees of childbearing age 

• Complete and record an individual risk assessment with the new or expectant mother as 
soon as possible after she makes it known to her line manager.  This will include 
consideration of physical, biological, chemical and working/environmental factors.  This 
assessment should be recorded on Baytree’s ‘Workplace Risk Assessment for New and 
Expectant Mothers’ 

• Eliminate or adequately reduce any risks identified.  If this is not possible, the Health and 
Safety Officer in conjunction with Schools HR must either: 

1.  Temporarily alter working hours or conditions to avoid the risks if it is reasonable to do 
so.  If this is not possible: 

2. Identify and offer suitable alternative work if this is available.  If this is not possible: 
3. Suspend from work on paid leave for as long as necessary, to protect the mother’s health 

and safety, and that of the baby 
 

• Periodically review the risk assessment throughout the course of pregnancy and make 
changes to it as necessary 

• Review the situation on the employee’s return to work after maternity leave.  The initial 
individual risk assessment should be revisited and revised if necessary 

• Ensure suitable facilities for pregnant and breastfeeding mothers are provided 
• Be aware that there can be additional requirements for new or expectant mothers who 

work at night and, in such circumstances contact Schools HR to further discuss  
 
New and Expectant Mothers must: 

• Notify their manager in writing that they are an expectant mother, are breastfeeding or 
have given birth in the last 6 months 
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• Co-operate with and assist their Health and Safety Officer in the risk assessment process 
• Follow any measures introduced as a result of the risk assessment to eliminate or reduce 

the risk 
• Inform the Health and Safety Officer of any changes in their health that may have an 

impact on the risk assessment process 
 
Potential Hazards 
 
Hazards to a new or expectant mother can arise from processes related to the job, working 
conditions and certain biological, chemical or physical agents that may be present in your job. 
 
 
 
 
 
Some of the more common hazards may include (but are not limited to); 
 

Physical Hazards Working Conditions 

Movements and postures Mental/physical fatigue, working hours 

Manual handling Passive smoking 

Shocks or vibrations Temperature 

Noise Working alone 

Radiation (ionizing and non-ionising Working at Height 

Compressed air and driving Travelling 

Underground mining work Violence 

 Personal protective equipment 

Biological Agents Chemical Agents 

Infectious diseases Toxic chemicals 

 Mercury 

 Carbon monoxide 

 Lead 

 Pesticides 

 
 
The Law 
There are several laws that relate to expectant or new mothers.  These include: 

• Health and Safety at Work Act 1974 
• Management of Health and Safety at Work Regulations 1999 
• Workplace (Health, Safety and Welfare Regulations) 1992 
• Equality Act 2010 
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Workplace Risk Assessment for New and Expectant Mothers 
 

Personal Details 

Name  Contracted Hours:  

School  Expected Delivery 
Date: 

 

Class/Area  Maternity Leave 
Begins: 

 

Post Held:  Date of Assessment:  

 
 

Questions Yes/No Control Measures in 
Place 

Further Controls 
Recommended 

Physical Job Demands 

Manual Handling eg 
lifting or carrying? 

   

Bending, standing or 
awkward postures for 
prolonged periods? 

   

Need to access/work 
in limited or confined 
space? 

   

Exposed to Noise?    

Using Stairs 
frequently? 

   

A lot of walking?    

Agility/Dexterity 
required? 

   

Radiation (ionizing and 
non-ionising)? 

   

Shocks, vibration or 
movement? 

   

Working Conditions 

Extremes of 
temperature (including 
lack of ventilation)? 

   

Working with animals?    

Toilets easily 
accessible? 

   

Able to take comfort    
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breaks when needed? 

Working at height eg 
use of step stools or 
ladders? 

   

Risk of violence and/or 
aggression? 

   

Excessive work 
demands/working 
hours? 

   

Lone working?    

Business driving?    

Seating – suitable 
height and support? 
 
 

 
 
 

  

Questions Yes/No 
 

Control Measures in 
Place 

Further Controls 
Recommended 

Working with display 
screen equipment 
(DSE)? 

   

If yes, is there a 
current DSE 
workstation 
assessment? 

   

Personal protective 
equipment required for 
any work activities? 

   

Biological and Chemical Hazards 

Exposures to 
infectious diseases? Eg 
rubella, chicken pox, 
parvovirus hepatitis 

   

Use of hazardous 
chemicals eg cleaning 
chemicals, cartridge 
toners, glues? 

   

Other Potential 
Risks 

   

    

    

    

 
 

Signed (Health and Safety Officer): 
 

 

Signed (New/Expectant Mother): 
 

 

 
 
Note:  Control measures should be regularly monitored by the Health and Safety Officer to ensure 
they remain effective throughout the time that the new/expectant mother could be at risk.  
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SECTION 18 : Display Screen Equipment 
 
Employers are required to comply with the Health and Safety (Display Screen Equipment) 
Regulations 1992 as amended and the Workplace (Health, Safety and Welfare) Regulations 1992 
which refer to workstations. 
 
Display Screen Equipment (DSE) is becoming more common throughout the workplace and many 
of us use DSE for large parts of the day. 
 
Computer monitors and screens, televisions, flat panel screens and touch screens are all forms of 
DSE.  DSE also includes screens that display line drawings, graphs, charts, computer-generated 
graphics and non-electronic systems such as microfiche. 
 
DSE is commonly inter-changed with ‘workstation’ and covers more than just someone’s computer 
monitor.  A workstation includes the: 

• Computer 
• Monitor – sometimes referred to as a Visual Display Unit (VDU) 
• Keyboard and mouse 
• Chair and foot rest 
• Phone 
• Desk 
• And other equipment 

 
Who is a ‘User’? 
 
The regulations give guidance on who should be considered a ‘DSE User’ for the purpose of 
complying with the regulations.  It will generally be appropriate to classify the person concerned 
as a user or operator if they: 
 

a.  Normally use DSE for continuous or near-continuous spells of an hour or more at a 
time, and 

b. Use DSE in this way more or less daily, and 
c. Have to transfer information quickly to or from the DSE, 

 
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. 
 
Part-time workers should be assessed using the same criteria.  For example if an employee works 
only two days a week but spends most of that time at a computer, that person should be 
considered a user. 
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DSE Training 
 
It is the responsibility of the Baytree School to provide relevant training to make sure that 
employees considered as ‘DSE users’ know how to correctly use and adjust all aspects of their 
workstations to avoid potential health problems.  There is a course run by North Somerset Council 
as regards DSE e-learnng.   
 
All new staff considered as ‘users’ should be required to complete DSE training as part of their 
mandatory induction training.  Staff should also complete this after a change in office locations, if 
they start experiencing discomfort whilst using their workstation or every two years as a minimum 
refresher. 
 
 
 
 
DSE 2 – DSE Under Risk Assessment Questionnaire – to be completed by staff 
 
Following the completion of the training, staff should complete DSE 2 – DSE User Risk Assessment 
Questionnaire (see end of this document).  The questionnaire should be given to the Health and 
Safety Officer on completion, who will need to address any issues that the form raises. 
 
DSE 3 – Workstation Assessment – to be completed by Health and Safety Officer 
 
If the DSE User Risk Assessment form raises any issues for the Health and Safety Officer to 
address, the DSE 3 – Workstation Assessment form (see end of this document) can be used to 
record the assessment by the Health and Safety Manager and actions taken. 
 
Complex workstation assessments may require additional expertise which the school can choose 
to obtain from a variety of sources.  For further advice contact Schools H&S Team.   
 
Do the DSE Regulations apply to pupils? 
 
No.  The Regulations only place duties on Baytree School in respect of employees (or self 
employed persons working in the employer’s undertaking).  However, Baytree School has more 
general duties under other legislation, such as Health and Safety At Work etc Act 1974, which 
requires work activities to be undertaken in a way that does not create risks to others, such as 
children or the public. 
 
Students will be more receptive to learn if they are in a comfortable environment.  There is a 
significant difference in size between a pupil who is just starting at a senior school and one who is 
at school leaving age.  For this reason the workstation needs to be set up so that it is as 
adjustable as possible especially for the special needs pupils at Baytree School.   
 
THERE IS A GUIDE ON SETTING UP A WORKSTATION IN THE HEALTH AND SAFETY POLICY 
FOLDER UNDER THIS SECTION. 
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DSE 2 – Display Screen Equipment  
User Risk Assessment Questionnaire 
 
This questionnaire is intended for all users of display screen equipment.  It is to be completed by 
the user at the workstation that is normally or most frequently used.  The questionnaire should 
take about 15-20 minutes to complete.  It need not be completed at one time.  Please tick either 
the Yes, the No or, the N/A box if a question is not applicable.  If you have any questions or 
comments or do not fully understand a particular question, speak with the Health and Safety 
Officer who will arrange to go through the questionnaire with you. 
 
 
 

Name Job Title 

School Manager 

Estimated time spent (expressed as 
A percentage of all work) using keyboard and 
screen each week 

Date 

 

1 Monitor Yes No  N/A 

A Can the monitor be adjusted to allow you to achieve a comfortable 
viewing position? 

   

2 The Screen    

A Is the image stable?    

B Is the information on the screen clearly defined and large enough to 
read easily? 

   

C Are the brightness and contrast easily adjustable?    

3 The Keyboard    

A  Does the keyboard have a matt finish?    

B Do you regularly clean the keyboard and are all the keys easily 
readable? 

   

4 Work Desk/Work Surface    

A  Is there adequate free space on the desktop for you to do your work?    

B Does the surface of the desk have a matt finish?    

C Is there adequate leg room below the desktop?    

5 Work Chair    

A Does the chair have a stable five star base?    

B Is the chair fitted with castors?    

C Is the seat height adjustable?    

D Is the backrest height adjustable?    
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E Is the backrest angle adjustable?    

F When properly adjusted, is the chair comfortable and of adequate 
size? 

   

6 Ancillary Equipment    

A If required, do you have access to a document slope?    

B Do your feet comfortably reach the floor, when the chair is adjusted 
correctly? 
If not, do you have a footrest in place? 

   

7 Workspace    

A Have any obstructions or hazards in your work area been eliminated?    

B Does the layout of your immediate work area allow you to do your job 
properly? 

   

C Are you easily able to reach the equipment you need in order to 
perform your job without excessive reaching, stretching or twisting? 

   

     

     

  Yes No  N/A 

8 Lighting    

A Does the general office lighting enable you to view the screen clearly?    

B Have adequate window blinds been provided where required?    

C Have reflections of the screen been satisfactorily reduced? 
Is the lighting suitable for other office tasks when not using display 
screens? 

   

9 Noise    

A Are you able to conduct normal conversation in the office?    

10 Thermal Comfort    

A Have any disturbing draughts been eliminated?    

B Is the temperature control adequate to prevent discomfort from excess 
heat or cold? 

   

C Is the ventilation and humidity control adequate?    

11 Software    

A Is the software generally suitable for the tasks you carry out?    

12 Training    

A Have you completed and understood your DSE training?    

B Do you feel you have received adequate training in the IT skills 
necessary to do your job? 

   

13 Posture    

A Are you able to adjust your workstation and its equipment in order to 
attain a comfortable posture when working? 

   

B Is there sufficient room at the workstation for you to adopt a range of 
different postures whilst working at the keyboard and screen? 

   

C Are you able to organize your work so as to ensure adequate breaks 
away from the computer? 

   

14 Vision and Health    

A Have you had an eyesight test within the last 2 years?    

B Have you had an eyesight test since beginning to use DSE equipment?    

C Are your fingers, hands and wrists free to move without discomfort?    

D Are your shoulders, upper limbs and neck free from aches, pains or 
numbness when working at DSE equipment? 

   

E Do you have any additional needs that are not already taken into 
account? 
 
If applicable, please give details to any of the above questions eg 
symptons, frequency and duration and any medical 
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diagnosis/treatment you have had. 
 
 

15 General Safety    

A Do you know who to see if you are experiencing any problems with 
your workstation? 

   

B Is there a system in place for reporting of defective equipment?    

16 Any other issues you wish to raise concerning the use of your 
workstation? 

   

 
Employee Signature: 
 
 
 
 
 
 
DSE 3 – Workstation Assessment 
 

Name 
 

Job Title 

School Line Manager 
 

 

What type of hardware is in use? Laptop □ Tablet □ Base Unit □ 
Monitor x 1 □  Monitor x 2 □ 
Mouse Type: 

 

Risk Factors Y/N/N/a Guidance Notes Comments/Actions 
Required 

Chair    

Is the chair in good condition, 
stable and with castors that move 
freely? 

 If no, chair may 
need replacing 

 

Are the upper arms more or less 
vertical, shoulders relaxed and the 
lower arms horizontal just above 
the desk surface? 

 Adjust seat height 
if necessary 

 

Do the user’s feet comfortably 
reach the floor? 

 A footrest may be 
required 

 

Is the back properly supported?  Adjust back rest 
to suit user 

 

Does the chair have a sufficient 
range of adjustments to suit the 
user?  (including seat depth) 

 Ensure user 
knows how to 
adjust the chair 
for their 
requirements 

 

If the chair has arms, do they 
allow the user to achieve correct 
working posture? 

 Arms can often 
be removed if 
causing a 
problem 

 

Is there sufficient leg room/space 
under the desk? 

   

Monitor/Laptop screen    

Is the monitor(s) laptop screen(s)  Consider height  
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in the correct position? and position on 
desk 

Is the screen clean?    

Does the user know how to adjust 
settings eg brightness and contrast 
to suit? 

   

Keyboard and Mouse    

Is the keyboard suitable?  Consider type of 
keyboard, and 
whether keys are 
readable 

 

Is the keyboard in the correct 
position? 

 Will vary if user is 
a touch typist or 
not 

 

Is the mouse suitable and being 
used correctly? 

 If an old style ball 
mouse in in use, 
consider replacing 
  

 

Risk Factors Y/N/N/a Guidance Notes Comments/Actions 
required 

Work Surface    

Is the work surface adequate?  Consider layout, 
space and shape 

 

Is equipment correctly laid out?  Consider left and 
right handed 
dominance 

 

Does the user need access to a 
height adjustable desk? 

   

Is a document slope required?  Consider if user 
does a lot of 
copying/referring 
from paper to 
screen 

 

Work Environment    

Is the space and storage 
adequate? 

   

Are the light levels adequate?  If a desk lamp is 
required, it 
should be an 
adjustable, low 
dispersant wide 
beam one rather 
than a spot light 

 

Is the temperature comfortable?    

Is the work area adequately 
ventilated? 

   

Work Organisation    

Does the user have any related 
mobility or health problems? 

   

Does user take sufficient periodic 
breaks from screen work? 

   

Is user up to date with eye tests?  Frequency will 
depend on 
Optician and eye 
health 
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Are there any additional 
accessibility or ergonomic 
problems with the hardware, 
furniture or other equipment? 

   

Summary of comments, actions and any other issues: 

 
 
 
 
 
 
 
Employee signature:                                                   Date: 
Assessor signature:                                                    Date: 

 
 
 
 
SECTION 19 : Fire Emergency Evacuation Procedures 
 
See Appendix 12  
 
Baytree School is fully aware of our Fire Emergency Evacuation Procedures.  At the start of each 
academic year we have a Fire Emergency Evacuation overview given by a member of the Campus 
Facilities Team – this is to ensure that everyone knows what to do in the event of a fire or 
emergency (especially any new staff that have just started to work here at Baytree School) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 48 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 20 : School Playground Equipment Safety 
 
Recently there have been several accidents to children playing on playground equipment in 
schools.  In order to ensure schools are doing all they can to minimize the risks to pupils, you 
should check that you have the following points in place. 
 
Inspections 
 
Annual Inspections need to be completed by a member of RPII (Register of Play Inspectors 
International).  They will check that your equipment complies with the relevant British Standard 
and also check for any structural problems and condition. 
 
Such inspections are offered by insurance companies, play equipment manufacturers and safety 
organisations eg ROSPA.  A list of RPII Inspectors can be accessed via the RPII website 
(www.playinspectors.com).   Alternatively an inspection can be provided via the North Somerset 
Council insurers.  Please contact Karl Edney Insurance Manager on 01934 634627 for further 
details. 
 
Regular inspections should be carried out alongside the annual safety check to look for signs of 
wear and tear and other damage.  You should carry out the following: 
 

• Routine – Daily/Weekly checks where you do a brief once over of equipment for obviously 
signs of wear, damage or vandalism and for any dangerous objects in the area 

• Operational – Monthly/term checks which involve more detailed checks, including whether 
equipment and any guards are in good working order and condition and that components 
such as hooks, chains and uprights are not worn or loose.  These checks should be 
recorded by the school.  The Rangers Service can provide this service including a report at 
a small cost.  Please contact Chris Field, Park Ranger on 01934 622589 for details. 

 
Supervision 
 
The playground should be supervised at all times when children are in it.  Supervision should be 
appropriate to the age of the children. 
 
Where necessary you should ensure that older and younger children are not on the equipment at 
the same time due to differences in size and strength.  You also need to limit numbers on pieces 

http://www.playinspectors.com/
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of equipment eg scramble nets, slides and monkey bars. 
 
You should also look out for and prevent inappropriate behavior, such as pupils pulling each 
others legs on the monkey bars, pupils coming down the slide before others are out of the way 
after coming down and standing on equipment where it is not designed for this purpose. 
 
Risk Assessments 
 
You need to carry out a risk assessment of your play equipment under and keep a record of your 
findings.  This includes the precautions you have in place or need to put in place to eliminate or 
reduce the risks eg inspection regime, supervision requirements, restrictions on use etc 
 
 
 
 
 
 
 
 
 
Section 21 : Incident and Accident Reporting Procedures 
 
Recording Accidents 
 
It is a statutory duty to record all accidents, dangerous occurrences and ill health, and in certain 
specified cases to report these to the Health and Safety Enforcing Authority (HSE). 
 
Baytree School maintains an accident report book for both staff and pupils.  All injuries however 
minor are recorded in the accident book. 
Baytree School adopts four mechanisms to record accidents: 
 

• All minor bumps/slips that occur with frequency when children are playing are recorded in 
the pupil accident book 

• Minor accidents involving staff and visitors are recorded in the staff accident book, which 
conforms to the latest requirements of data protection 

• All other serious accidents and incidents are recorded on the Accident and Incident Report 
Form and forwarded to the Schools Health and Safety Team.   

• All incidents of violent, aggressive or abusive behavior are also reported regardless of 
whether any injury was sustained in the Pupil Incident book in the School Office.  They 
can be reported again on the Accident and Incident Report Form and forwarded to the 
Schools Health and Safety Team.  Where physical restraint is used, this should be shown 
in the Individual Behaviour Plan for each pupil. 

 
 
Reporting of Accidents to the Schools Health and Safety Team 
 
In the case of an incident reportable under RIDDOR (Reporting of Incidents, Diseases and 
Dangerous Occurrences Regulations 1995) the Schools Health and Safety Team must notify 
the enforcing authority (HSE).  It is therefore important that schools report accidents to the 
Schools Health and Safety Team as described below. 
 
A  Fatalities and Specified Injuries 
 
Fatalities and specified injuries must be notified to the HSE by the quickest practicable means.  
Baytree School must therefore inform the Schools Health and Safety Team immediately, normally 
by email (health.safety@n-somerset.gov.uk) telephone (01275 884755) or fax (01275 884790) in 

mailto:health.safety@n-somerset.gov.uk
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the event of the following: 
 

• Any fatal accident to employees or other people in an accident connected with school or 
premises 

• Any specified injury to employees or other people in an accident connected with our school 
or premises 

• Any accident/incident connected to school or premises, that results in a member of the 
public or pupil being taken straight from the scene of the incident to hospital (by any mode 
of transport) other than a medical emergency 

• Any specified dangerous occurrence or reportable disease 
 
Details of specified injuries, reportable diseases and dangerous occurrences (that are reportable 
under RIDDOR) can be found on later in this Section. 
Also if there is a significant remaining threat to safety, the incident should be phoned in 
immediately so the Schools Health and Safety Team can provide an immediate response.  The 
accident should then be recorded on the Accident and Incident Report Form and forwarded to the 
Schools Health and Safety Team via post or fax or email. 
 
 
 
B  Over 7 day injuries 
 
Baytree School will inform the Schools Health and Safety Team via submission of an Accident and 
Incident Report Form as soon as is practicable (no later than 15 days after the accident) in the 
event of: 
 

• Any other injury to an employee, including an act of physical violence, which results in an 
absence from work or the employee being unable to do their normal work, for more than 7 
days.  Days which the employee would not normally be working ie weekends and bank 
holidays need to be included but the day of the accident is excluded. 

 
The Schools Health and Safety Team would prefer that you over report via this route rather than 
under report.  Therefore if you have any concerns over an incident or accident and you feel 
uncomfortable with the circumstances, or there is parental concern over the cause of the accident, 
please report the accident via the reporting form.  This will allow the Health and Safety Team to 
vet the details and liaise with the school to ensure no further action is required. 
 
C  Near Misses 
 
It is also important to record and investigate near misses.  By near misses we mean an incident 
that whilst it did not lead to physical injury, it had the potential to.  By recording and investigating 
near misses, and changing procedures or modifying an activity, it will help to stop an accident 
occurring in the future.  Minor near misses can be recorded in the accident book.  However near 
misses that had/have the potential to cause significant injury must be reported on the Accident 
and Incident Report Form as described above. 
 
 
Reportable Specified Injuries 

• Any bone fracture (diagnosed by a registered medical practitioner) other than to a finger, 
thumb or toe 

• Amputation of an arm, hand, finger, thumb, leg, foot or toe 

• Any injury diagnosed by a registered medical practitioner as being likely to cause 
permanent blinding or reduction in sigh in one or both eyes 

• Any crush injury to the head or torso causing damage to the brain or internal organs in the 
chest or abdomen 

• Any burn injury (including scalding) which – 
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i. Covers more than 10% of the whole body’s total surface area or  
ii. Causes significant damage to the eyes, respiratory system or other vital organs 

 
• Any degree of scalping requiring hospital treatment 

• Loss of consciousness caused by head injury or asphyxia 

• Any other injury arising from working in an enclosed space which – 

i.  Leads to hypothermia or heat-induced illness or 

ii. Requires resuscitation or admittance to hospital for more than 24 hours 

 
 
Reportable Diseases 

• Carpal Tunnel Syndrome, where the person’s work involves regular use of percussive or 
vibrating tools 

• Cramp in the hand or forearm, where the person’s work involves prolonged periods of 
repetitive movement of the fingers, hand or arm 

• Occupational dermatitis, where the person’s work involves significant or regular exposure 
to a known skin sensitizer or irritant 

• Hand Arm Vibration Syndrome, where the person’s work involves regular use of percussive 
or vibrating tools, or the holding of materials which are subject to percussive processes, or 
processes causing vibration 

• Occupational asthma, where the person’s work involves significant or regular exposure to a 
known respiratory sensitizer 

• Tendonitis or tenosynovitis in the hand or forearm, where the person’s work is physically 
demanding and involves frequent, repetitive movements 

• Any cancer attributed to an occupational exposure to a known human carcinogen or 
mutagen (including ionizing radiation 

• Any disease attributed to an occupational exposure to a biological agent 
 
Reportable Dangerous Occurrences Include: 
 

• Lifting equipment – collapse, overturning or failure of any load-bearing part of any lifting 
equipment 

• Pressure systems – failure of any closed vessel or associated pipework 
• Overhead electric lines – plant or equipment coming into contact with overhead power 

lines 
• Electrical incidents – electrical short circuit or overload causing fire or explosion 
• Explosives – any unintentional fire, explosion or ignition, misfire, failure or demolition to 

cause the intended collapse, projection of material beyond a site boundary or injury caused 
by an explosion 

• Biological agents – accidental release of a biological agent likely to cause severe human 
infection or illness 

• Collapse of Scaffolding – complete or partial collapse of a scaffold over five metres high, or 
erected near water where there could be risk of drowning after a fall 

• Structural collapse – unintended collapse of any building or structure under construction, 
alteration or demolition where over five tonnes of material falls, a wall or floor in a place of 
work, any false work 

• Explosion or fire – unintentional explosion or fire causing suspension of normal work for 
over 24 hours 

• Release of flammable liquids and gases – sudden, uncontrolled release in a building of 
100kg or more of flammable liquid, 10kg of flammable liquid above its boiling point, 10kg 
or more of flammable gas, or of 500kg of these subtstances if the release is in the open air 

• Hazardous escapes of substances – unintentional release of any substances which could 
cause personal injury 
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Guidance for Accident Investigation 
 
In any accident situation, particularly fatalities, specified injuries or a specified dangerous 
occurrence, speed of action is essential.  This is particularly true when it comes to interviewing the 
injured person and any witnesses.  The following procedure is recommended: 
 

• Establish the facts as quickly and completely as possible about the accident 
• Look at the general environment – if outside what were the weather conditions etc 
• Consider the particular plant, machinery, working procedure or system of work involved 
• The sequence of events leading to the accident 
• Use a camera to take photographs of the accident scene 
• Obtain floor plans of the premises or draw sketches and taken measurements with a view 

to producing a scale drawing of the accident scene 
• Identify and locate relevant documents, eg risk assessments, working procedures, training 

records and content, manufacturers/suppliers information 
• List the name of all witnesses, ie those who saw, heard, felt or smelt anything.  Interview 

witnesses thoroughly in the presence of a third party, if necessary, and take full 
statements.  Do not prompt or lead the witnesses. 

• Make it clear to all parties that the purpose of the investigation is not to apportion blame 
to any individual but to establish the cause of the accident in order to develop a strategy 
and procedures that will prevent a recurrence. 

• Evaluate the facts and individual witnesses versions of same, to ensure accuracy, reliability 
and relevance 

• Examine closely any contradictory evidence.  Never dismiss a fact that does not fit in with 
the rest.  Find out more! 

• Learn fully about the system of work involved.  Every accident occurs within the context of 
a work system.  Consider the personnel involved in terms of their ages, training, 
experience and level of supervision, and in the nature of the work eg routine, sporadic or 
incidental 

• In certain cases, it may be necessary for plant and equipment to be examined by a 
specialist, eg consultant engineer 

• Endeavor to arrive at conclusions as to both the immediate and underlying causes of the 
accident based solely on the relevant facts 

• Produce a report for the responsible manager emphasizing the causes and remedies to 
prevent a recurrence, including any changes necessary.  Draft Short, Medium and Long 
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Term recommendations to keep the process ‘live’. 
• In complex and serious cases, consider the establishment of an investigating committee 

comprising safety adviser, managers, technical specialists and trades union representatives 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 22: FIRST AID TRAINING AND PROVISON IN SCHOOL 
 
Baytree School is part of The Campus and there is a requirement to have a certain number of First 
Aiders who support the building and the people/pupils who use it.  In Baytree School we have 
over 60 pupils and over 60 members of staff and therefore it is essential to have at least 1 first-
aider trained. 
 
First Aid Courses 
 
Standard qualifications for First Aid at Work 
There are 2 training courses for first aiders that are typically recognized by the HSE for first aid in 
the workplace.   
 
First Aid at Work Certificate (FAW) – this is a 3 day course with an examination at the end.  The 
certificate is valid for 3 years and will require a 2 day course at the end of the three years to re-
qualify.  An optional annual refresher course is also available. 
 
Emergency First Aid at Work (EFAW) – this is a 1 day course of basic first aid skills.  The 
certificate is valid for 3 years after which the full 1 day course will need to be re-taken. 
 
Training Courses for Schools or Childcare Settings 
 
These are outside of the usual framework and are often bespoke to comply with the requirements 
of the regulations for employees.  Baytree School uses Acorn H&S ltd to run these courses for all 
staff or nominated staff for certain pupils. 
 
Every two years Acorn train all staff in First Aid at Work – which covers basic first aid skills aimed 
both at adults and for children.   
 
Paediatric First Aid – this is a 2 day course aimed at those working in Early Years Foundation 
Stage and the certificate is valid for 3 years.  Both the General Healthcare Assistant and 2 
Teachers from both Orange and Yellow classes attend this course and gain this qualification. 
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How Many First Aid Personnel should Baytree have? 
 
Requirement for Employees – there are no exact rules it will depend on risk assessment as to how 
many first-aiders are considered adequate. 
 
Low Hazard (most Primary Schools) 
Less than 50 staff – at least 1 first-aider trained in EFAW or FA (Children and adults) 
More than 50 staff – at least 1 first-aider trained in FAW for every 100 employed or part thereof 
 
Higher Hazard (Secondary Schools or certain departments with higher risk activities) 
Less than 50 staff – at least 1 first-aider trained in EFAW, FA (children and adults) 
More than 50 staff – at least 1 first-aider trained in FAW for every 50 employed or part thereof 
 
 
 
 
 
 
 
 
 
 
First Aid Equipment 
 
The assessment of a school’s first-aid needs should include the number of first-aid containers.  
Additional first-aid containers will be needed for split-sites, distant sport fields or playgrounds, any 
other high risk areas and any other off-site activities.   All first-aid containers must be 
marked with a white cross on a green background.  The siting of first-aid boxes is a crucial 
element in the school’s policy and should be given careful consideration.  If possible, first-aid 
containers should be kept near to hand washing facilities. 
 
A school’s first-aid procedures should identify the person responsible for examining the contents 
of first-aid containers.  These should be checked frequently and restocked as soon as possible 
after use.  Items should be discarded safely after the expiry date. 
 
Where there is no special risk identified the HSE recommend that a minimum provision of first-
aid items would be: 

• Contents list and general guidance card on first-aid 
• 20 individually wrapped sterile adhesive dressings (assorted sizes) 
• 2 sterile eye pads, with attachments 
• 6 individually wrapped triangular bandages 
• 6 safety pins 
• 6 medium sized individually wrapped sterile non-medicated wound dressings (approx. 12 

cm x 12cm) 
• 2 large sized individually wrapped sterile non-medicated wound dressings (approx. 18cm x 

18cm) 
• 3 extra large size individually wrapped sterile non-medicated wound dressings (approx. 

28cm x 17.5 cm) 
• 3 x 300ml of sterile water or sterile normal saline solution (0.9%) in sealed disposable 

containers (where mains water is not readily available for eye irrigation) 
• Individually wrapped moist cleansing wipes (where soap and water are not available) 
• One pair of disposable surgical gloves 

 
Extra items for special hazards may also be kept in first aid boxes but only where the first aider 
has been trained in their use. 
No tablets or medicines are to be kept in first aid kits or dispensed by staff unless 
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specifically qualified to do so. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 23 : STRESS – Risk Assessment and Management Procedure for Stress 
 
See Stress Policy May 2011 (Appendix 13 Stress Policy) 
 
At Baytree School we are very much aware of the need to have in place Risk Assessments and a 
Management Procedure for Stress.  We are also supported by the North Somerset Council HR 
Team for any advice or the need to refer any employee to Occupational Health for additional 
support. 
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SECTION 24 : Action Monitoring and Inspections 
 
Inspection  
Inspections should be carried out on a termly basis.  These are often referred to as your Health 
and Safety walk round and can include the Headteacher (at Baytree School it is the designated 
Health and Safety Person currently the Bursar), Health and Safety Governor and other applicable 
staff.  The Inspection checklist held in this section is a formal record of this inspection and the 
H&S Person will also compile a list of areas identified and raise this with the appropriate groups ie 
Campus Facilities Staff.   
 
An important part of the inspection is that a record of hazards and checks are produced so that 
any urgent actions can be dealt with immediately.  The findings of this inspection should then be 
factored onto an action plan, providing an audit trail of all actions taken. 
 
All staff have a legal responsibility to report any defects or faults, for corrective action to be able 
to happen.  The current system Baytree School use is a Campus Defects Form which is emailed 
directly from the Class reporting the issue to Campus Facilities Team and copied into the School 
Bursar. 
 
The importance of an audit trail is that it proves that there is a system for reporting in place and 
that actions are taken promptly.  It also shows inspection frequency etc should an accident occur 
that involves the premises or equipment. 
 
Audit 
Audits are very different from inspections.  An audit looks at what safety management systems 
are in place and whether they are being followed, as opposed to an inspection which seeks to 
identify hazards.  The findings of the audit can also be included on an action plan for the 
forthcoming year. 
The Local Authority also undertakes an audit programme for schools.  The frequency is based on 
the level of risk within the premises, information from previous audit data, staff awareness and 
the environment and activities.  At Baytree School this happens every 2 years. 
 
Baytree currently pay for PCS to manage their Health and Safety and the Local Authority manage 
the statutory element.  PCS will also carry out audits on a regular basis working closely with the 
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Health and Safety person. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 25 : Working at Height  
 

Working at Height  

1 - Introduction  

 

Falls and falling objects from height present a significant risk to employees, members of the public 
and other groups such as contractors and visitors. They can lead to serious injury or even death. 
According to the Health and Safety Executive (HSE) in 2012/13, falls from height were the most 
common cause of fatalities, accounting for almost a third of fatal injuries to workers. 
 
The Work at Height Regulations 2005 (as amended), are in place to prevent deaths and injuries caused 

by falls at work and apply to all working at height where there is a risk of a fall liable to cause personal 

injury even if it is at, or below ground level. The regulations place duties on a number of stakeholders 

including the employer and the employee. The overriding principle for employers is that they must do 
"all that is reasonably practicable to prevent anyone falling" whilst employees must, amongst other 
things, use any work at height equipment provided, in accordance with their training and employer’s 
instructions. 
 
North Somerset Council’s (NSC) working at height procedures and guidance must be followed for 
all work at height activities. 
 

2 - Risk Assessment 

 
All of your working at height activities should be backed by a risk assessment and safe system of 
work. The risk assessment will highlight the hazards of the activity (things that have the potential to 
cause harm) and detail who could be harmed and how.  The process will also help you decide if the 
work at height activity is really necessary and will enable you to establish whether control measures 
are in place to reduce the risk to a reasonable level. 

http://www.legislation.gov.uk/uksi/2005/735/pdfs/uksi_20050735_en.pdf
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Examples of what to consider in your work at height risk assessment include: 
 

• work activity - what is being done? 

• equipment - what is being used? 

• competence of those working at height - who is doing it? 

• location - where is it being done? Are there any additional hazards such as fragile roofs, 
slippery surfaces, overhead power lines, uneven / soft ground, underground services etc? 

• duration of the work 

• working conditions - e.g. weather conditions and lighting 

• physical capabilities of those carrying out the work 
 
Further guidance for working at height in a number of different situations is included in this 
procedure.   
 
The council has produced a model working at height risk assessment which you may wish to use as 
a template or starting point when developing your own. This highlights a number of hazards and 
recommended control measures but is not exhaustive and therefore requires amendment to reflect 
the specific hazards. Any items listed in the control measures section are generic recommended 
measures, whilst the items in the additional control measures represent examples of what may be 
included in this section. The content of your assessment will depend on the individual site and 
working at height activities that are carried out. 
 
 
3 - Planning and Supervision 
 
Any work at height needs to be planned and organised in advance of the activity. You must: 
 

• not carry out working at height, if it is safe and reasonably practicable to eliminate it and do 
the job in another way 

• take account of your risk assessment for the activity 

• make sure that work is: 
 

o properly planned, including the selection of equipment 
o carried out in as safe away as reasonably practicable 
o appropriately supervised 

 

• plan for emergency and rescue e.g. if a person falls using fall arrest equipment how will 
they be rescued? 

• take into account weather conditions. Tasks should be postponed if weather conditions 
endanger health and safety e.g. high winds or where low temperatures or rain make 
surfaces slippery 

 
 
4 - Selecting access equipment. 
 
Your risk assessment process should help you to choose the most suitable type of equipment to 
use.  
 
There are many types of equipment, including: 
 

• ladders and stepladders 

• scaffolding and towers 

• mobile elevating work platforms (MEWP) 

• mobile and suspended equipment  

• fixed cable lifeline/ ‘Man safe’ systems 

• temporary and/ or mobile lifeline systems 

• PPE - for example full body harnesses, fall arrest lanyards and restraints 

https://secure2.sla-online.co.uk/Communication/mPopupInfo.aspx?docId=44751
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Bear in mind that for each category of equipment there are many variations and it is important that 
you consider and specify the right equipment for the job, for example, ensuring ladders are tall 
enough to ensure workers can easily reach their work without having to stand on the top steps. 
 
The type of equipment depends on: 
 

• the space, nature and duration of the work 

• the number of users 

• weather conditions 
 

The Health and Safety Executive’s (HSE) interactive WAIT tool (work at height access and 
information toolkit) has been designed to help you understand the key issues when working at 
height and the factors to consider when selecting the most appropriate and safest type of access 
equipment. 
 
You will need to ensure that all equipment is well maintained and inspected in accordance with the 
appropriate legal requirements (see section 7). 
 
 
5 - Hierarchy of controls  
 
The following simple hierarchy should be followed when managing and selecting equipment for 
work at height and each point should be given consideration in the order shown. 
 
 

 
 
 
 
a - Avoid working at height 
 
If you don’t need to work at height, don’t do it. Try to carry out work from ground level wherever 
possible.  Use extendable poles to clean windows or retrieve items from ground level rather than 
using ladders. 
 
b - Prevent falls  
 
If work at height cannot be avoided, you should prevent falls by selecting and using the correct 
access equipment. 

o collectively such as guard rails / barriers / working platforms (e.g. scaffold) 
o individually such as a work restraint- equipment used to keep a person from 

reaching a fall point such as the edge of a roof 
 
Remember: you must give priority to collective protection measures over individual 
protection measures. 

http://www.hse.gov.uk/falls/wait/wait-tool.htm
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c - Minimise the impact of a fall  
 
If you can’t eliminate the chance of a fall, you should use equipment or other means to minimise 
the distance and consequences of the fall.  

o collectively – nets, air bags and soft landing systems 
o individually – full body harness and fall arrest system that withstands  the impact 

forces involved in a fall and minimises these to an acceptable level 
 

Remember: you must always give priority to collective protection measures over individual 
protection measures. 
 
 
6 - Falling Objects 

When people are working at height it is essential to consider the risk of objects falling onto 
somebody or something below. 
 
Any hand-held equipment such as drills, saws, buckets etc. can be dropped or knocked over the 
edge of a platform or roof. Materials such as nails, pieces of wood and debris can also represent a 
hazard. 
 
Examples of how to prevent objects falling 
 

• platforms should be constructed so that materials or objects can't fall and cause injury to 
anyone or anything below.  Close boarded platforms are usually sufficient 

• for work over public areas, a double-boarded platform with a polythene sheet in between 
the boards prevents small items such as nails and bolts from falling 

• toe boards also prevent items from being kicked off the edge of platforms/ roofs 

• providing a covered walkway to protect people below 

• if you're using a cradle, harness or MEWP, mesh or netting can be used underneath the 
equipment to prevent anything falling and causing injury or damage 

• covered chutes are an effective and quick method of removing debris from work areas, and 
much safer than throwing over the side of a platform/ roof into a skip below 

• tools such as drills and trowels can be attached to safety lines - if they're accidentally 
dropped, the line prevents them falling below the work area 

• bad weather can cause difficulties for outdoor work, with wind blowing equipment off 
platforms / roofs.  If the weather is particularly severe, you may have to postpone work to 
prevent putting people at risk 

 

7 - Inspection of equipment 
 
Access equipment, scaffolds, harnesses, lanyards, restraints and associated accessories should be 
inspected and tested on a regular basis and records kept of any such inspections and tests.   
 
Inspections should be carried out: 
 

• by a competent person who is familiar with the equipment, knows what to look for and is 
how the equipment is used 

• at the place where work is to be carried out before the equipment is used 

• after the equipment is assembled or installed 

• as often as is necessary to ensure safety, particularly to make sure that any deterioration 
can be detected and remedied in good time 

• after severe weather e.g. wind and rain 
 
For most equipment the person inspecting will require certification from an appropriate body or 
organisation in order be able to demonstrate competence. For example installers of Tower 
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Scaffolds will require a PASMA approved training course in order to be able to erect and inspect 
such structures. Fall prevention and fall arrest equipment (e.g. Mansafe lines) will require a 
Through Examination every 6 months Under the Lifting Operation and Lifting Equipment 
Regulations (LOLER). These are usually carried out by insurance engineers or specialist 
companies.  
 
Ladders and stepladders however can be inspected in-house by appropriate staff such as 
caretakers or site managers. No formal qualification is usually required however staff must be 
aware of the requirements and have relevant experience. A record of the inspection, often referred 
to as a Ladder Log, must be undertaken and repeated on a regular basis depending on risk and as 
recommended by manufacturers, but not less than every 6months. The NSC training for Caretakers 
and Site Managers covers what to look for when checking ladders and recording requirements. 
Further information on inspection of ladders and stepladders can be found in the HSE leaflet ‘Safe 
use of Ladders and Stepladders’ detailed below.   
 
In addition, any equipment supplied by a third party should have been marked or tagged with an 
inspection date or have the inspection report with it. This will confirm that inspection has been 
carried out and must be checked prior to the equipment being used.  
 

 

 

8 - Training 

Staff who work at height should be competent to carry out the work safely. This can vary according 
to the job that is being undertaken, the access equipment used and the frequency of the work. 
 
NSC runs courses which include a working at height training session, aimed predominantly at 
Caretakers and Site Managers. Work at height training can also be sourced and provided from 
competent training providers. 
 
Sufficient training and instruction must also be provided to staff that carry out what are perceived to 
be ‘lower risk’ activities such as hanging decorations or artwork.  This information should be 
proportionate to the risk.  Resources such as the HSE’s Safe use of Ladders and Stepladders may 
be useful for these purposes.  This can be delivered internally by someone with appropriate 
knowledge and experience but must be recorded. 
 
Staff who erect / dismantle / inspect tower scaffolds require PASMA approved tower scaffold 
training which can be organised through NSC on demand or arranged directly with a competent 
external organisation.  
 
9 - Fragile Surfaces 

You need to be very aware of any fragile surfaces and ensure that no one working under your 
control goes onto or near a fragile surface unless that it is only way for the worker to carry out the 
work. Work on or near fragile surfaces must be strictly controlled and only carried out by trained 
and competent staff.   
 
Wherever possible, work should be carried out from a mobile elevating work platform or suitable 
work platform so people do not ever have to step on the roof. 
 
If access onto the fragile roof cannot be avoided you must ensure adequate precautions are in 
place to prevent or minimize the effects of a fall, such as: 
 

• ensure that suitable platforms, coverings and guard rails are provided and used  

• minimise the distance and effect of a fall by installing nets below the roof or using an 
appropriately anchored harness system 

http://www.hse.gov.uk/pubns/indg402.pdf
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General access to fragile roofs should be prevented as far as possible e.g. by locking ladders or 
access points. If there remains a possibility that anyone may go onto or near a fragile surface, you 
must do all you can to make them aware of the danger i.e. by means of displaying fixed warning 
notices fixed at the approaches to the danger zone. 
 
All roofs should be considered fragile until a competent person has confirmed they are not. 
 
 
10 - Ladders and Stepladders 
 
The use of ladders and stepladders is not banned. It is acceptable to use either of these pieces of 
equipment but only after you have been through a risk assessment process that they represent the 
most suitable form of access and that the use of other work equipment is not justified because of 
the low risk and short duration. 
 
As a guide, only use a ladder or stepladder if: 
 

• it is in position for a maximum of 30 minutes (short duration) 

• you will be carrying out low risk, light work only 

• where a handhold is available on the equipment and 

• you can maintain 3 points of contact  
 
Ladders and stepladders need to be strong and robust enough for use at work and thus need to be 
classified to British Standard (BS) Class 1 Industrial or BS EN131. 
 
Staff must have suitable training and instruction before using ladders or stepladders. 
 
More detail relating to the selection, use and maintenance of ladders and stepladders can be found 

in the HSE document, ‘Safe use of Ladders and Stepladders a brief Guide’. 

 

11- Work on flat roofs 

Edge protection 
 
Unless the roof parapet provides equivalent safety, temporary edge protection will be required 
during most work on flat roofs. The roof edge and any opening in the roof require protection. 
Openings can be covered rather than putting edge protection around them where this is more 
appropriate. You should ensure that any protection around openings is: 
 

• in place from start to finish of any work 

• strong enough to withstand adverse weather conditions and materials / people falling 
against it 

 
 
Short duration work on flat roofs 
 
If the work is of short duration (minutes rather than hours) it may not be reasonably practicable to 
provide edge protection although something needs to be provided in its place.  The minimum 
requirements for short term work on a flat roof are: 
 

• a safe means of accessing the roof 

• a safe means of working on the roof e.g. a harness with a lanyard that prevents the wearer 
from reaching a position they could fall from. The harness needs to be: 

o actually used - management and supervision is required to ensure this 
o attached to a secure anchor point 

http://www.hse.gov.uk/pubns/indg402.pdf


 63 

o appropriate for the user, in good condition and inspected 
o used by trained personnel 

 
Staff must not access flat roofs where there is no edge protection or work restraint 
system, for example, a Man Safe fall protection system. 
 

12 - Other  
 
Falls from height and falling objects are not the only hazard to be considered when working at height. Other 
hazards that may be associated include: 
 

• Asbestos – has the register been checked and provided to the persons carrying out the work and 
appropriate surveys carried out as appropriate? 

• Manual Handling – moving or carrying items such as stepladders, boxes, etc 

• Electrical – contact with overhead and hidden cables. The use of hand tools. 

• COSHH – Are hazardous substances being used? Have COSHH assessments been read and 
understood? 

• Lone working - higher risk activities such as ladder work should not be carried out by lone workers. 

• Contractors - are contractors competent to carry out task? Have risk assessments and method 
statements been checked and confirmed as appropriate for the risks involved? Is appropriate 
monitoring of contractors in place to ensure agreed safe working practices are being implemented. 

 
Risks associated with other hazards such as those listed above should be included in your risk assessment. 

Work at Height Checklist 
 

http://www.hse.gov.uk/asbestos/index.htm
http://www.hse.gov.uk/contact/faqs/manualhandling.htm
http://www.hse.gov.uk/electricity/
http://www.hse.gov.uk/coshh/
http://www.hse.gov.uk/pubns/indg73.pdf
http://www.hse.gov.uk/pubns/indg368.pdf
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Working at Height Scenario 1 - Gutter Repair 

Can the activity be eliminated?     
            

Who will carry out the task? 

Employee (Include teaching staff, caretakers 
and handymen and other site users) 

Contractor 

Assess the Contractor to ensure 
competence 

Complete a new Risk Assessment 
and SSOW for each activity 

Does a risk assessment (RA) and Safe 
System of work (SSOW) already exist? 

Does it suit yours needs for this activity? 
Or can it be adapted? 

End 

Monitor effectiveness of controls to ensure 
protection of all persons that may be affected 
e.g. by checking controls in place during work 
and reviewing any incidents or near misses 

cidents 

Inform, instruct, supervise and train staff (use 
HSE information, training courses and NSC 

work at height guidance to help you) 

End Yes 

No 

Provide details of 
known hazards and 

agree RA and 
SSOW 

Monitor performance 

 
Set an appropriate review date e.g. annually 
or when the situation changes significantly 
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An existing building for example, a garage, single-storey office, school building 
or workshop has a sloping roof and broken gutter which is 3m from ground 
level. How do you access the guttering to repair? 
 

Wrong 

A contractor is using a ladder to repair the gutter on the roof which is not long enough. It is 
placed at a very steep angle against the wall of the building but he still needs to stretch to 
reach the gutter. The ladder is not secured and could easily slip. His work tools (hammer, 
screwdriver etc) are hanging loosely from his belt, and swinging in the air and could fall on 
passers by.  

 

 

Right 

A contractor is using a tower scaffold instead of a ladder. The tower scaffold is secure at 
the base (with wheels locked), vertical and with toe-boards and handrails. The contractor 
can easily reach the gutter and his work tools are in a toolbox on the floor of the tower 
scaffold. Both his hands are free to work.  

 

 

 

The Problem with using Ladders 
 
Common causes of ladder falls: 
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• over-reaching  

• ladder in poor condition 

• ladder not suitable for the work 

• ladder slipping 

•  
Questions to ask: 

•  

• is the ladder suitable? 

• is it long enough to reach the work easily and can you leave the top steps free? 

• can it be placed securely on the surface? 

• can you maintain at least three points of contact  

• can the ladder be set up at the correct angle? 

• how can the ladder be secured to prevent slipping?  
 
 
The Solution  
 
Using the ladder safely: 
 

• make sure there are three points of contact available (e.g. two 2 feet and 1 hand)? 

• do not over-reach  

• carry tools and equipment safely  

• make sure you know maximum safe loads on the ladder 

• ensure ladders are of an appropriate standard e.g. BS EN131? 

• always position the ladder face on to the work 

• make sure any locking bars are in the proper position 

• wear the right footwear 

• make sure the soles are clean 

• the ladder must be secured to prevent it slipping, for example, tying the ladder to 
the building or using ladder stability devices 

• only use for light, short duration work (max 30 minutes) 
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Working at Height Scenario 2 - Fragile Roof Work 
 

 
A contractor has been brought in to repair a damaged roof sheet 
 

 

Wrong 

The contractor is repairing a damaged roof sheets on a building about 4m from the ground. 
He is using a single scaffold board to walk on the roof. As he stands up on the board he 
loses his balance and falls backwards through the roof to the floor below. The man went up 
a ladder (that is not tied or secured) and along the roof. No handrails, edge protection, 
crawling boards or other means of preventing a fall were provided. 

 

 
 

Right 

The fully trained contractor is lifted to the roof using a mobile elevating work platform to 
replace the roof sheet. There is a sign clearly indicating ‘fragile roof’ 
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The Problem 

 

Falls from height remain the most common kind of workplace fatality. Many buildings have 
old or poorly maintained roofs, sometimes made of fragile sheeting. Some caretakers/ site 
managers can be called on to do work for which they may not be trained, often with 
unsuitable or incorrect equipment.  

The Solution 

• assume that roofs are fragile unless you can confirm otherwise 

• avoid working on a roof if it is possible to work in another way 

• never go onto any part of a fragile roof without using platforms to support 
your weight 

• fit appropriate warning signs to buildings which have fragile roofs 

• never walk along the line of the purling bolts 

• ensure that platforms are wide enough and long enough to give adequate support 

• protect against falling through the fragile roof adjacent to the platform  

• do not access unless appropriately trained and competent to do so 
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Working at height Scenario 3 - Unprotected Edging 

 
 
An old, two storey building is under refurbishment. The workers are stripping 
away old timber and plaster work, and making good the surfaces with new 
materials. 
 

 

Wrong 

A building worker on a refurbishment project is working on the upper floor of the building. 
The floor is very untidy - covered with debris, materials and equipment. The man is 
carrying a large sheet of timber boarding but he cannot see clearly where he is walking 
and falls through a hole in the floor at the top of a stairway. 

 

 

Right 

A building worker on a refurbishment project is working on the upper floor of a building. 
The work area is tidy and the floor area is clear of clutter (rubbish). Two men are carrying a 
large sheet of timber boarding.  The open stairway is protected with a guardrail to prevent 
anyone from falling down the stairs. 

This also applies where there is a risk of falling into something e.g. a trench. 
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The Problem 

 

Refurbishment is one of the most hazardous areas in the construction sector. In the UK, 
over half of all workers killed on construction sites work in refurbishment and the number of 
deaths on refurbishment sites rose by 61% between 2007 and 2008. Work at height is a 
particular hazard and falls through unprotected edges are a common cause of major 
accidents and fatalities.  

The Solution 

 

Jobs that involve work at height must be identified and properly planned to ensure that 
appropriate precautions are in place. Sites should be well organised to avoid trips and falls 
and walkways and stairs should be free from obstructions. The workforce must be made 
aware of risk control measures. 

All edges where there is a rise of falling must be protected with a guardrail or other 
appropriate fall prevention measure. 
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Working at Height Scenario 4 - Maintenance Work adjacent to a vehicle access 

route. 

 

 
A worker is putting a direction sign on the wall of a building adjacent to a 
vehicle access route 
 

 

Wrong 

The worker is using a ladder to place a sign about 4m from the ground on the wall of a 
building adjacent to a vehicle access route. There is no protection for the ladder to prevent 
a collision with traffic, no warning signs and the ladder is not adequately secured. A 
passing vehicle hits the ladder causing the worker to fall to the ground.  
 
 

 
 

Right 

The worker, wearing a high visibility jacket is using a mobile platform to place a sign about 
4m from the ground on the wall of a building adjacent to a vehicle access route. The area 
round the base of the platform is fenced by a protection barrier, there are warning signs 
(‘men at work’) and a diversion arrow, and a second person is at the foot of the platform.  
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The Problem 

 

Maintenance work in an area used by vehicles can be hazardous if the area is not clearly 
marked and protective barriers are not in place. Workplace traffic routes must be suitable 
for the people and vehicles using them- where vehicles and people share a traffic route, 
there must be enough separation between them.  

People/vehicles must be able to use a traffic route without causing danger to the health or 
safety of people working near it  

 
The Solution 
 
Effective ways to keep vehicles away from people include: 
 

• protective barriers 

• clear markings to set apart vehicles and people 

• if you must set up a ladder in a traffic area, use a barricade or guard to prevent 
unexpected collisions 

• lock or block any nearby doors that open toward you (as long as they are not 
emergency exits) 

• keep the area around the ladder base uncluttered 
 

Working at Height Scenario 5 - Ball on Roof 
 

 
A pupil kicks a football onto a flat roofed building which is 3m from ground 
level. How does the caretaker / site manager retrieve the ball? 
 

 

Wrong 

A caretaker is using a ladder to access the roof which is not long enough. It is placed at a 
very steep angle against the wall of the building but he still needs to stretch to reach the 
ball which is lodged in the gutter.  
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Right 

The caretaker should make every effort to bring the ball down without working at height. 
This could be achieved by the use of, for example, an extendable pole. 

Staff must not access a roof that has no edge protection or lifeline installed- it is 
recommended that any activity requiring roof access in these circumstances is 
carried out by a professional contractor. 
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SECTION 26 : Lone  Working 
 
Procedure for Working Alone 
 
It is important to remember that if you have an accident when alone the results may be far worse 
than if there was someone there to help you.  It is therefore especially important that the 
whereabouts, intentions and expected periods of absence of everyone working out of the 
Classroom or on the Campus site are known at all times to someone who can be relied upon to 
institute a search or contact the emergency services if overdue.  Serious consideration should be 
given to the use of a two-way communication system – ie walkie talkie; mobile phone etc. 
 
Baytree School has a Lone Working Policy (to be reviewed) which establishes a general system for 
lone working.  However work situations are diverse and the Headteacher has a duty to know where 
the staff are and when they are expected to return. 
 
Staff should report in by telephone or radio at regular pre-set intervals, and always report if there 
are any changes to the arrangements to the same person as far as possible. 
 
Questions to consider when determining if someone can work alone, and when completing a lone 
working risk assessment include 
 
Does the workplace present a special risk to the solitary worker? 
Is there safe access and exit for one person? 
Can one person safely handle all of the equipment that may need to be used? 
Will cash need to be handled? 
Is there a risk of violence? 
Is the person medically fit enough to work alone? 
Has the lone worker received adequate training to carry out the tasks alone? 
Is the use of a mobile phone or pager required? 
Will the lone worker be periodically visited? 
Is there a system in place for the lone worker to inform their Headteacher when they have finished 
work and are going straight home? 
Are there measures in place to deal with emergency situations such as a fire, sudden illness, or 
accidents for the lone worker? 
DO NOT ASK ANYONE TO PERFORM WORK THEY ARE NOT TRAINED, EQUIPPED OR 
PREPARED TO PERFORM SAFELY 
 
Headteachers should ensure awareness of the safety procedures in place including the following 
points: 
DO NOT turn a ‘blind eye’ to potential problems just to get some information or ‘cut corners’ 
DO NOT assume that people will wonder where you are ensure that they know 
DO NOT do anything that you know to be dangerous 
DO NOT leave a work area in an unsecured manner 
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SECTION 27 : INFECTION CONTROL GUIDANCE 
 
See Infection Control Policy – July 16 
 
As a Special School with vulnerable children who are extremely susceptible to illness we are very 
much aware of the need to control infection.   
Please see the Infection Control Policy and also seek advice and guidance from the School Nurse 
who will be able to support any decisions. 
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SECTION 28 : BOMB Threats and Suspicious Packages 
 
Although bomb threats usually turn out to be hoaxes, they must always be taken seriously.  It is 
important that Reception/Admin Staff receiving the call know what questions to ask the caller so 
they may pass on as much information as possible to the Police. 
 
Possible actions/Prompt Card for Bomb Threat 

Action Tick 

Stay calm  

Let them finish the message without interruption.  Try to record EXACTLY what they say, 
especially any codeword they might give 
MESSAGE: 
 
 
 
 
 
 

 

Make a note of: 
 
The exact time of the call 
The callers sex and approximate age 
Any accent the person has, or any distinguishing feature about their voice (eg speech 
impediment, state of drunkenness 
Any distinguishable background noise 

 

When they have finished the message, try to ask as many of the following questions as you 
can, being cautious to avoid provoking the caller: 
 
Where is the bomb? 
What time is it due to go off? 
What does it look like? 
What will cause it to explode? 
Why are you doing this? 
What is your name? 
What is your address? 
What is your telephone number? 
 
 

 

Dial 1471 – you may get the details of where the phone call was made from, (check caller 
display) especially in the case of a hoax caller 

 

Report the call to the Police and the Headteacher/nominated deputy immediately.  In the 
extremely unlikely event that there was a codeword with the message, and the location of 
the bomb was given as a location other than the school, follow the same procedure – report 
the call immediately to the Police, and then notify the Headteacher. 

 

 
 
 
 
 
Suspicious Packages 
The likelihood of a school receiving a postal bomb or suspected biological/chemical package is very 
low, schools should however be aware of the immediate steps to be taken if they receive a 
suspicious package, or come into contact with a biological or chemical substance. 
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Postal bombs or biological/chemical packages may display any of the following signs: 
Grease marks or oily stains on the envelope or wrapping 
An unusual odour including (but not restricted to) almonds, ammonia or marzipan 
Discolouration, crystals on surface or any powder-like residue on the envelope or wrapping 
(suspect biological/chemical threat) 
Visible wiring or tin foil 
The envelope or package may feel very heavy for its size 
The weight distribution may be uneven 
Delivery by hand from an unknown source or posted from an unusual place 
It a package, it may have excessive wrapping 
There may be poor hand writing, spelling or typing 
It may be wrongly addressed, or come from an unexpected source 
No return address or postmark that does not match the return address 
There may be too many stamps for the weight of the package 
 
 
If you suspect that a letter or package may contain a BOMB: 
 

Instructions Tick 

Stay calm  

Put the letter/package down gently and walk away from it  

Do not put the letter or package into anything (including water) and do not put anything 
on top of it 

 

Ask everyone to leave the area (including classes if necessary)  

Notify the Police and Headteacher/nominated Deputy immediately  

Do not use mobile phones or sound the alarm using the break glass call points as this 
may activate the bomb 
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SECTION 29 : Lockdown Policy (May 2017) 
 
Please see Appendix 21 
 
Here at Baytree School we are one of 4 partners that occupy The Campus building.  We are 
extremely vulnerable and we have put a Lockdown Policy in place which is supported by the 
School Reception Team.   
We have an alarm system that alerts Baytree School Admin Office and any further communication 
is via walkie talkie and Baytree admin will also alert Herons Moor and The Campus Teams if 
Lockdown needs to be implemented. 
Please see Policy for the procedures and process for Lockdown. 
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APPENDIX 1 

 

        Baytree School 

Moving and Handling (Manual Handling) Policy 
May 2013 
 
Introduction 
This policy reflects the values, ethos and philosophy of Baytree School in relation to our 
responsibilities for ensuring the safe moving and handling of pupils. 
 
What is Moving and Handling? 
Moving and Handling is defined as the transporting or supporting of a load by and/or bodily force. 
Moving and Handling has three main components: 

• The physical effort needed 
• The posture involved 
• The repetitive nature 

 
Although some work may not be perceived as ‘physical’, all work activities involve manual 
handling. 
 
 
Rationale 
The policy sets out guidelines to ensure that risks to pupils and staff are minimized with regard to 
the safe moving and handling of pupils, their transport and equipment.  The policy aims to point 
the way to practical, workable solutions designed to improve both the safety and efficiency of our 
working practice. 
 
We will not discriminate against pupils because of their gender, sexual orientation, ethnic 
background, religion, disability or social class and will ensure that all pupils’ ability to achieve their 
potential is not limited by discrimination or prejudice – either directly or indirectly. 
 
Aims 
Baytree School aims to create an environment where: 

• Potential problems and difficulties in moving pupils with physical disabilities will be 
assessed and solutions found to enable them to access a fully inclusive curriculum and 
range of experiences while giving them as much independence as possible 

• The dignity of pupils will be considered and maintained at all times during moving and 
handling operations, resulting in respect for and protection of each pupil’s individual rights 

• Pupils are able to access a range of positions and use a variety of equipment under the 
guidance of therapists within a safe and supportive environment 

• Every pupil is recognized as an individual and is not defined by his or her disability.  This 
may result in the need for a quite individual method of moving or handling 

• Pupils will be encouraged to actively participate during moving and handling operations 
whenever possible so that their opinions are valued and their fears and anxieties are 
minimized 

 
Implementation 
An assessment is made regarding the moving and handling of the learner and recommendations 
are made regarding hoisting and transferring pupils.  All pupils have an individual Risk Assessment 
and Manual Handling Care Plans drawn up in liaison with class staff and physiotherapists.  Copies 
are kept in each class.  These are reviewed annually or sooner if individual needs change. 
 
Some pupils do not have physical difficulties but the nature of their unpredictable behavior may 
necessitate some moving and handling by staff.  Consistent Handling Plans are in place for these 
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pupils to minimize risk to pupils and staff.  Whenever possible there will be a policy of minimal 
manual handling and lifting with the following hierarchy of intervention in place: 
 
Avoidance of Manual Handling as far as reasonably practicable 
Staff will assess the environment to ensure that moving and handling pupils is kept to a practical 
minimum.  Pupils will be encouraged to be as independent as possible reducing the need for staff 
to intervene unless necessary. 
Wherever possible use will be made of mechanical equipment and aids to assist in the safer 
movement of pupils. 
 
Ceiling hoists and/or mobile hoists, slide sheets and handling belts are available in different areas 
of the school as appropriate.  Adjustable changing beds are available in toilet and swimming pool 
changing areas. 
 
Assessment of risks 
Ongoing discussion and assessments between staff and the Health and Safety Co-ordinator 
ensure that moving and handling plans and consistent handling plans are reviewed annually, or 
sooner, if necessary and amended accordingly. 
 
In some circumstances, because of the individual needs and severity of some pupils disabilities, it 
may be necessary to move or reposition individuals by manual lifting.  Under these circumstances 
an assessment will be made in order to reduce the risk to pupil and staff to a minimum. 
 
Reduction of Risk 
All staff working with pupils who require manual handling as part of their personal care, exercise 
routines or classroom activities will receive instruction to maintain continuity and to ensure the 
health, safety and welfare of all concerned. 
It is the responsibility of staff to follow the guidelines and to report any concerns if there is reason 
to suspect that the assessment is no longer valid, or if there is significant change to the needs of 
the learner or the circumstances in which moving and handling is required. 
 
This policy had been designed to comply with the requirements of the Manual Handling 
Operations Regulations 1992 (revised 1998 edition) and takes account of the Disability 
Discrimination Act 1995. 
 
Review of the Policy 
The policy will be reviewed in line with whole school procedures. 
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MOVING AND HANDLING FORM IPA1 – INDIVIDUAL PUPIL ASSESSMENT 
 
DATE 
 

Name 
Dob 
Class 

 Male/Female 
Condition 
Weight/Build 

 

 

 Abilities Equipment Usually Used 

Communication   
 

Walking  
 

 

Standing/Sitting  
 

 

Personal Care 
 

  

Transfers 
 

  

 

 Yes NOTES 

Does weight/size/shape of pupil 
present risk? 
 

  

Does communication present risk?  
 

 

Does comprehension present risk?  
 

 

Is there a history of falls?  
 

 

Are there medical considerations?  
 

 

Is pain/discomfort a risk factor?  
 

 

Do clothes/equipment/appliances 
present a risk? 

  

Does behavior present a risk?  
 

 

Is frequency a risk?  
 

 

Insufficient rest or recovery 
periods? 

  

Do attitudes and feelings present 
risk? 

  

Are there any environmental risks?  
 

 

Are there risks concerning 
individual capability (Child)? 
 

  

Are there risks concerning 
individual capability (Staff)? 
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 Baytree School 
 
Physical Interventions (Positive handling) Policy                      
Reviewed and Agreed February 2016 
 
This policy is an integral but discrete element of Baytree’s Behaviour Teaching and Learning Policy 
and is based on guidance outlined in Circular 09/10 ‘The Use of Force to Control or Restrain 
Pupils’. The Circular refers to Section 93 of the Education and Inspections Act 2006 which clarify 
the position regarding the use of “reasonable” force by teachers and other staff working in schools 
to control or restrain pupils. This policy also incorporates advice from DfE ‘Use of reasonable Force 
– advice for head teachers, staff and governing bodies’ July 2013 and North Somerset guidelines.   
 
Our Aims 
At Baytree School we work together to teach, foster and ensure acceptable behaviours that enable 
pupils to function as well as possible both in the school environment and in the wider community. 
We aim to support all pupils and students in learning the necessary skills and strategies to 
manage their own behaviour.  We aim to deliver a consistent proactive approach towards 
behaviour support which we share with families and the wider community.   
 
At Baytree School we aim for all staff to understand that all behaviour has a communicative 
function and to increase confidence and competence of all staff through the participation of a 
Behaviour Support training programme. All staff who work with pupils participate in the BILD 
accredited Behaviour Support training programme. All staff regularly receive updated refresher 
training to ensure consistency of approach.   
 
Our pupils have the right to be treated with respect, care and dignity especially when they are 
behaving in ways which may be harmful to themselves or others and as a result require support 
and or physical intervention from staff. By using this guidance (in conjunction with the Behaviour 
Teaching and Learning policy) staff will be helped to act appropriately and in a safe, legal manner, 
so ensuring effective responses in difficult situations. 
 
At Baytree School the term “staff” referred to in this policy applies to all employees of the 
school.  
 
What are Physical Interventions? 
It is recognised that identified pupils at Baytree require staff to physically intervene for a wide 
range of reasons. In the vast majority of cases these interventions are not restrictive and serve to 
guide, care for, help or reinforce teaching of and learning for the pupil e.g. physical prompt to 
demonstrate exercises or techniques, hand over hand demonstrations, intimate care procedures, 
giving of first aid, comfort in distress etc. 
 
All Baytree Staff receive full training in PROACT-SCIPr-UK, a BILD accredited Positive Behaviour 
Support programme. All staff are taught Physical Interventions in Proactive Working Practices and 
Keeping Safe. During the PROACT-SCIPr-UK training all staff are assessed on their demonstration 
of physical interventions and the health and safety points for each physical intervention.     
 
 
 
 
All staff are taught PROACT-SCIPr-UK Audit-Based Interventions ‘Proactive Working Practices’ and 
‘Keeping Safe’ physical interventions.   
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PROACT-SCIPr-UK ‘Proactive working practices’ (See Appendix 1)  
Assertive Commands 
Stance 
Protective Stance – stage One 
Touch Support 
Front Deflection  

 
The above Physical Interventions are the least restrictive approach and are considered appropriate 
working practices.    
 
PROACT-SCIPr-UK ‘Keeping Safe’  

• Protective Stance – Stage Two 
• Front Approach Prevention 
• Front Arm Catch  
• One Arm Release 
• One Arm Release Variation   

 
The above Physical Interventions are intended to ensure the safety and wellbeing of all pupils and 
staff. These Physical Interventions are only carried out as a last resort and using the minimum 
force required and for the minimum time required to make the situation safe.  
 
PROACT-SCIPr-UK ‘Person Specific Physical Interventions’ 

• The Hug 
• Two Person Touch Support 
• One Person Escort 
• Two Person Escort 

Front Hairpull Stabilisation / Release with Assistance 
Back Hairpull Stabilisation / Release with Assistance 
Front Choke Release 
Front Choke Windmill Release 
Back Choke Release 
Two Person Arm Support 

 
Use of any of the above Physical Interventions to support in the reduction of a behaviour in order 
to keep the individual or others safe  need to be agreed and outlined within a pupil’s Consistent 
Handling Plan which must be agreed and signed by parents. Any of these interventions will only 
be taught to the appropriate members of staff highlighting all relevant health and safety protocols.  
The use of any Person Specific Physical Intervention are as a last resort and using the minimum 
force required to make the situation safe.  
 
 
Why might we need to use them?  
At Baytree School we believe that the use of reasonable force in a physical intervention is only 
necessary to prevent a pupil from:- 

• committing a criminal offence 
• injuring themselves 
• injuring others 
• causing significant damage to property (including their own) 

 
 
 
The Recording of the use of a Physical Intervention 

PROACT-SCIPr-UK Proactive Working Practices are least restrictive and deemed good 
practice. Therefore no formal recording of use is required unless as part of a planned 
behaviour monitoring system.  
The use of any ‘Keeping Safe and Person Specific Physical Interventions’ must be recorded.  



 84 

           Firstly recorded on pupils individual recording sheets. 
          Recorded in the School Accident and Incident Book 
          Recorded with the Deputy Headteacher or Headteacher in the Bound and Numbered Book.  

Incidents of a very serious nature will be reported to the Local Authority by the H&S      
Coordinator using the “Report of Violence / Aggressive or Threatening Behaviour Form”. 
Parents / carers will be informed according to protocols outlined in the individuals 
Consistent Handling Plan.   
The use of restrictive physical intervention must always be as a last resort, after the 
guidance contained in the Behaviour Teaching and Learning policy has been followed.  
In line with PROACT-SCIPr-UK principles we use minimum restraint for the minimum time 
until the situation is calm.  
Any physical intervention must be reasonable and proportional in the circumstances and 
always be conducted in relation to the pupils age, health, stage of development, gender 
and religious and cultural persuasion. For instance staff members of the same sex 
supporting individuals as the opposite sex may cause an individual greater anxiety. Or the 
staff team using physical interventions which minimize any touch deemed by certain 
religions or cultures as inappropriate.  
A pupil who exhibits behaviour requiring restrictive physical intervention will have a 
“Consistent Handling Plan” written after a discussion with parents / careers and is likely to 
also involve professionals. The method of informing parents of incidents will be made clear 
on this plan. 
A member of the Leadership Team or PROACT-SCIPr-UK trainer will facilitate necessary 
support for pupils and staff after any incident if required. 

 
Use of Calming areas  
Baytree School aims to provide a safe and enabling learning environment for all pupils and staff. 
The use of calming areas provide a consistent approach in the prevention and de-escalation of 
challenging behaviours. Calming areas support pupil’s ability to manage their own behaviour they 
provide a strategy for pupils to reduce challenging behaviours. Alongside other strategies for 
reducing challenging behaviours the use of calming areas will be outlined in an individual pupils 
personalized behaviour plan.  
When a calming room is accessed by a pupil they will be supervised and never left unattended. 
In Baytree School calming areas are not used as places of sanction, seclusion and/or containment. 
They are actively chosen by pupils who communicate a need to have a calm environment to limit 
anxieties. A pupil may be directed towards a calm area if anxiety levels are raised lowering their 
ability to communicate their need for a calm area.  
A member of staff supporting a pupil using a calm area will not restrict the pupils ability to exit the 
calm area unless as a last resort to protect the safety of pupils and/or staff from risk of injury and 
for the minimum amount of time that is necessary to deescalate the situation.           
If restriction of exit from a calm area is required (Formal Seclusion) in order to keep pupils and 
staff safe then this will be outlined in the Pupils CHP (Consistent Handling Plan) and will have 
been agreed and signed by parents and where appropriate other professionals as the least 
restrictive approach for that individual.  
Whilst in Formal Seclusion the pupil will be monitored at all times, the time spent in Formal 
Seclusion will be recorded and the staff member monitoring will be changed every 5 minutes- this 
is referred to as a break point. Changing the member of staff ensures staff wellbeing and the 
change of person may help to deescalate the situation.  
The time spent in Formal Seclusion will be recorded within the individual pupils behaviour 
monitoring records and shared with the Deputy Head Teacher. The class team alongside the 
Deputy Head Teacher and other professionals where appropriate will continue to implement 
proactive strategies to reduce the amount of time spent in Formal Seclusion.  
Parents will be informed of any use of formal seclusion and all incidents of formal seclusion being 
implemented will be analysed and be included in the termly behaviour incidents analysis which is 
feedback to Governors alongside the proactive strategies being implemented to help in the 
reduction.    
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Related Policies 

▪ Behaviour Teaching and Learning  
▪ Anti-bullying 
▪ Pupil Discipline 
▪ Safeguarding 
▪ Exclusion of Pupils 

 
This policy has been developed in accordance with the principles established by government 
publications: 
 
DFE Keeping children safe in education July 2015 
DFE Use of reasonable force July 2013 
DFE Behaviour and discipline in schools January 2016  
 
This policy will be reviewed in line with the schedule available from the Clerk of Governors.  
 
 
                                                                                                                         
Preface 
 
PROACT-SCIPr-UK®  
(Positive Range of Options to avoid Crisis and use Therapy - Strategies for Crisis Intervention and 
Prevention). 
 
PROACT ® 
 (Positive Range of Options to avoid Crisis and use Therapy). 
 
SCIP® and SCIP-r®  
(Strategies for Crisis Intervention and Prevention). 
 
Represent accredited training from The Loddon School which is only available from Loddon 
Training & Consultancy, an accredited centre, or an organisation that is approved by Loddon 
Training & Consultancy to implement it. 
For further information or to book a course email: 
enquiries@proact-scipr-uk.com 
 
PROACT-SCIPr-UK®, PROACT ®, SCIP® and SCIP-r® are registered trademarks of 
Marion Cornick and used under licence by The Loddon School. 
 
Rationale 
 
This booklet outlines the key teaching points of a range of restrictive and non-restrictive 
interventions, the majority of which are classed as physical interventions. 
 
If physical interventions are identified as being required and their use agreed by a multi-agency 
team; an individual risk assessment must be undertaken and incorporated within the individual’s 
Behaviour Support Plan as part of a Whole Approach. 
 
A Pre-Training Needs Analysis must be carried out prior to every PROACT-SCIPr-UK® course in 
conjunction with senior personnel from the organisation e.g. the Head Teacher or the Homes 
Manager. 
 
 
This booklet was revised January 2015 following an independent review and 

mailto:enquiries@proact-scipr-uk.com
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supersedes all other Audit Based Intervention Schedules.   
 
It is intended for use by PROACT-SCIPr-UK® Instructors ONLY.  
 
 
Key points for consideration when using Physical Interventions: 
 
 
 
The points outlined below provide staff with the core principles related to the health and safety of 
any PROACT-SCIPr-UK® Physical Intervention.  
 
The core principles: 
 

• Least restrictive, best practice, Duty of Care, paramount interests of the individual 
• Avoid, Deflect, Protect, Stabilise (A.D.P.S) 
• Risk Assessment 
• Speed, timing, judgement, self-control 
• Communication 
• No pain or panic 
• Stance, mobility, stability 
• Approach 
• No joints 
• Gradient support 
• Palms down 
• Good body alignment 
• Be mindful of potential skin tissue breakdown.  
• Breathing, Body Alignment, Ability to Move, Noise, Circulation (BBANC) 
• Compromise Breathing, Positional Asphyxia 
• Documentation – record, report & monitor  
• Law and guidance 
• Staff support 
• Incident de-brief 

 
 
Staff should be aware that physical interventions are only considered after all other approaches 
have been exhausted.  If physical interventions are to be used to support an individual’s 
behaviour, a full functional assessment should be undertaken.  
 
Physical interventions should only be used to terminate a truly dangerous situation and the least 
restrictive approach must always be adopted. Physical interventions should not cause pain or 
panic and the individual must be monitored closely both during and after the incident. An incident 
debrief should be carried out for all involved post incident.  
 
Where physical interventions are documented within the Behaviour Support Plan, an individualised 
Restraint Reduction Plan must also be in place.   
 
 
 
Audit-Based Interventions 
 
 
Page 
Number 

Reference 
Number 

Audit Based Interventions 
 

  
 

 
Proactive Working Practices 
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1 PWP 1 Assertive Commands 

 
2 PWP 2 Stance 

 
3 PWP 3 Protective Stance –Stage One 

 
4 PWP 4 Touch Support 

 
5 PWP 5 

 
Front Deflection (The Concept of Protecting Personal Space)  
 

  Keeping Safe 
 

6 KS 1 Protective Stance –Stage Two 
 

7 KS 2   Front Approach Prevention 
 

8 KS 3   Front Arm Catch 
 

9 KS 4   One Arm Release 
 

10 
 

KS 5 One Arm Release Variation 

  Person Specific 
 

11 PS 1  The Hug 
 

12 PS 2 Two Person Touch Support 
 

14 PS 3 One Person Escort 
 

16 PS 4  Two Person Escort 
 

18 PS 5  Front Hairpull Stabilisation / Release with Assistance 
 

20 PS 6  Back Hairpull Stabilisation / Release with Assistance 
 

22 PS 7  Front Choke Release 
 

23 PS 8  Front Choke Windmill Release 
 

24 PS 9  Back Choke Release 
 

25 PS 10  Two Person Arm Support 
PWP 1 
 
Assertive Command 
 
 
When 
 

• An individual is 
about to engage in a behaviour that could pose a risk to themselves or others e.g. if an 
individual is about to run into the middle of the road, you would be within your rights to 
say “Fred stop!” 
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Health and Safety Points 
 

• Never present yourself as an aggressor or communicate aggressively.  
• Use redirection 
• Re-build the supportive therapeutic relationship. 

 
 
 PWP 2 
 
Stance 
 
 
When 
 

• Whenever you are working alongside an individual who may exhibit challenging behaviour.  
 
Health and Safety Points 
 

• Always ensure you have a good stance in order to maintain your personal safety. 
• Never present yourself as an aggressor. 
• Maintain communication 

 
 
        
PWP 3 
Protective Stance – Stage One 
           
When 
 

• When supporting an individual, e.g. self-care 
• Unsure of the individual and how they may respond to your presence  
• On recognising early warning signs. 

 
 
Health and Safety Points 
 

• Always be aware of your exits. 
• Move away where possible   
• Assess what to do next. 
• Be aware of the position of the individual’s back foot and adjust stance accordingly.  
• Always lower the centre of gravity to reduce the vulnerable parts of your body. 

       
 PWP 4 
Touch Support                                          
When 
 

• To assess the initial level of support required  
• To encourage the individual to communicate their needs and to provide support. 
• To guide an individual past a potential hazard. 

Health and Safety Points 
 

• Always ensure good body alignment particularly when moving. 
• Do not hold joints. 
• Ensure Protective Stance with both feet flat on the floor and your weight centred over your 
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base of support. 
• Gender issues 
• Avoid the middle of the back when turning the individual – this is a very sensitive area. 
• Adjust hand position for children and small individuals to a horizontal position.            

           
PWP 5 

Front Deflection 
(The concept of protecting personal space) 
When 
 

• An individual is coming towards you, you are unsure of their intentions and you have the 
space to move out of the way. 

Health and Safety Points 
 

• Ensure arms are not raised higher than shoulder height. 
• Do not push the individual. 
• Do not bring your hands up in front of the individual’s face. 
• Gender issues 
• Speed and timing 

       
                                                                                          KS 1 
Protective Stance – Stage Two 
 
 
When 
 
To protect yourself from punches, kicks, and/or thrown objects.  
 
 
Health and Safety Points 
 
Always be aware of your exits, move away where possible and always assess what to do next. 
Beware of the position of the individual’s back foot and adjust stance accordingly 
Ensure arms are always returned to a horizontal position to avoid being perceived as the 
aggressor. 
Always lower the centre of gravity to reduce the vulnerable area of the body. 
Staff need to have good shoulder mobility 
Possible harm to shoulder and neck if arms are raised for prolonged periods. 
                                                                                                                                          
       
                                                                                          KS 2 
Front Approach Prevention 
 
When 
 

• An individual is coming towards you, you are unsure of their intentions and you have not 
got space to move away. 

Health and Safety Points 
 

• This is a short-term intervention 
• Protects personal space 
• Assess what next 
• Be aware of gender issues 
• Be aware of your head 
• Keep your arms outstretched 
• Be aware of joints elbow and wrist 
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                                                                                          KS 3 
Front Arm Catch 
When 
 

• An individual approaches you with their arms up, invading your personal space and you are 
unsure of their intentions. 

Health and Safety Points 
 

• Remember speed and timing 
• Be aware of joints 
• This is a short-term intervention 
• Assess what next 
• Do not push as this may potentially compromise the person’s breathing.    
• Beware of your head in case the individual head-butts 
• Always cross arms in the middle of the forearm (not too high or low) 
• Be mindful of breakdown of skin tissue in certain populations. 
• Pressure on fingers and thumbs.  

 
    
                             
                                                      KS 4 
One Arm Release 
 
When 

• If an individual grabs your arm and refuses to let go. 
 
Health and Safety Points  
 

• Be aware of pain and pressure on fingers and thumbs when releasing. 
• Beware of your head. 
• Ensure you keep your balance on release. 
• Ensure you keep your back straight and in alignment 
• Be mindful of skin tissue breakdown in certain populations. 

 
 
 
                 
                                                                                         KS 5 
One Arm Release Variation 
When 
 

• When an individual grasps your arm with both hands and refuses to let go. 
Health and Safety Points  
 

• Be aware of pain and pressure on fingers and  thumbs when releasing 
• Be aware of your head 
• Maintain good body alignment 
• Ensure you keep your balance on release 
• Be mindful of skin tissue breakdown in certain populations. 

                                                                                       
 PS 1 
The Hug 
 
When 
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• To terminate a dangerous situation, e.g. if an individual goes to grab a harmful object or 

runs toward a busy road 
• To stabilise a situation while a room is cleared, the environment is made safe or you call 

for help. 
• To stop a fight when there is 2 staff members available to carry out the intervention 

simultaneously on the two individuals involved. 
 
Health and Safety Points  
 

• This intervention should only be used for a minimum period of time 
• Ensure good body contact 
• Ensure good body alignment 
• Be aware of gender issues 
• Monitor BBANC throughout 
• Potential for compromise the person’s breathing.    
• The individual must be checked and monitored as per the risk assessment for up to 24-48 

hours 
• Information about the incident and monitoring must be passed onto whoever is supporting 

the individual over the following 24 - 48 hours 
• Ensure there is an audit trail which can demonstrate and evidence the 24 - 48 hour 

monitoring period. 
• TINA – There Is No Alternative 

 
                 
                                                                                          PS 2 
Two Person Touch Support 
When  

• Additional support is required for an individual who is already being supported by Touch 
Support  

• Or a Two Person Escort is either more restrictive than is required or cannot be used 
because of size limitations.  

Health and Safety  
• Must not be used when an individual is out of control 
• Lead Person monitors Health & Safety 
• Lead person indicates when they should move and turn the individual 
• Lead person indicates when to gradient out from behind 
• Always ensure good body alignment particularly when moving 
• Maintain a stable base 
• Avoid pain and pressure on joints 
• Gender issues 
• Be mindful of skin tissue breakdown in certain populations 

 
  PS 3 
One Person Escort  
(A Moving Intervention)  
 
When 
 

• Touch Support is ineffective and more support is required e.g. to walk past a dangerous 
situation or if the person is unsteady on their feet e.g. following a seizure. 

 
 
Health and Safety Points  
 

• Do not use if an individual is out of control 
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• This intervention is ‘self-limiting’ and may require the approved adaptation to 
maintain good body alignment  

• Ensure good body contact throughout 
• Be aware of gender issues. 
• Ensure good stance throughout 
• Be mindful of head butts                                                                                   

              
• When moving ensure you remain close to avoid kicks and to maintain good body 

alignment. 
• Monitor BBANC throughout 
• The individual must be checked and monitored as per the risk assessment 

throughout. 
• There may be some pressure on the staff’s/individual shoulder joints; so this would 

be high risk where there is a weakness. 
• Be mindful of skin tissue breakdown in certain populations. 

 
Approved adaptation – to maintain good body alignment 
 

• Instead of holding the furthest arm, cup the individual’s upper arm avoiding joints, keeping 
fingers and thumbs together 

 
NB The approved adaptation does not provide the individual with as much support  
                                                                                                                                      
               PS 4 
   
Two Person Escort 
(A Moving Intervention)  
 
When 
 

• More support is required than can be provided using a One Person Escort. 
 
Health and Safety Points  
 
Do not use if an individual is out of control 
This is a moving intervention 
This intervention should only be used for a minimum period of time 
Ensure good body alignment 
Ensure good body contact 
Be aware of joints 
Be aware of gender issues 
If supporting an individual with short forearms lead and support to overlap hands 
Monitor BBANC throughout 
Be aware of potentially restricting the breathing 
The individual must be checked and monitored in accordance with the risk assessment for up to 
24-48 hours 
Information about the incident and monitoring must be passed onto whoever is supporting the 
individual over the following 24-48 hours 
Ensure there is an audit trail which can demonstrate and evidence the 24-48 hour monitoring 
period 
If the individual lifts or drags their feet, do not support the individual’s body weight. 
There may be some pressure on the staff’s/individual shoulder joints; so this would be high risk 
where there is a weakness.    
Be mindful of skin tissue breakdown in certain populations 
Approved adaptation 
If you are unable to maintain good body alignment, then the Lead and Support Person should use 
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the adaptation as outlined in One Person Escort; by cupping the individual’s upper arm avoiding 
joints and keeping fingers and thumbs together. 
NB The approved adaptation does not provide the individual with as much support 
 
                 
                                                                               PS 5 
Front Hairpull Stabilisation/Release with Assistance 
 
When 

• An individual is pulling your hair from the front and will not let go when asked. 
 
Health and Safety Points  
 

• Beware of whiplash injuries 
• Ensure good body alignment 
• Staff member removes fingers from their own hair if the distraction is not effective 
• Beware of hyper extension of individual’s wrist. 

 
  PS 6 
 
Back Hairpull Stabilisation / Release with Assistance 
When 

• An individual is pulling your hair from the back and will not let go when asked. 
 
Health and Safety Points 

• Be aware of whiplash injuries 
• Ensure good body alignment throughout 
• Move with the individual, assessing their movement through body contact 
• Be aware of your back 
• Staff member to remove the fingers from their own hair if distraction is not effective 

 
                                                                                                                          
 PS 7 
Front Choke Release 
When 

• An individual is attempting to choke you from the front and you do not have room to 
move. 

 
Health and Safety Points 
 

• Remember you have only a short time before consciousness is lost (20 – 30 seconds) 
• Remember speed and timing 
• This is a short-term intervention 
• Be aware of joints 
• Do not cross the individual’s arms on their elbows 
• Be aware of bringing your arms down too low 
• Keep your arms straight with elbows locked out 
• Be aware of your head.  
• Assess what next 
• Handover to colleagues 
• Staff recovery time is essential after being involved in this kind of incident. 

                                              
PS 8 
Front Choke Windmill Release 
 
When 
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• An individual is choking you from the front and you have space to move. 
 
 

• Ensure you face the individual, ending in a Protective Stance / Stance position, facing the 
individual AT A DISTANCE 

• Assess what next and move away. 
 
Health and Safety Points  
 

• Remember you have only a short time before consciousness is lost (20 – 30 seconds) 
• Remember speed and timing 
• This is a short-term intervention 
• Ensure arm does not come down too soon 
• Assess what next 
• Handover to colleagues 
• Staff recovery time is essential after being involved in this kind of incident. 
• Staff requires full shoulder movement. 
• Possible strain to individual’s wrist.                                                                              

     
 
 
  PS 9 
 
Back Choke Release 
When 

• When someone is choking you from behind. 
Health and Safety Points  
 

• Remember you have only a short time before consciousness is lost (20 – 30 seconds) 
• Remember speed and timing 
• Ensure arm does not come down too soon 
• Assess what next 
• Handover to colleagues 
• Staff recovery time is essential after being involved in this kind of incident. 

 
PS 10 
Two Person Arm Support 
 
When  

• To provide additional support to an individual or to move an individual away from a 
situation. 

 
Health and Safety  

• Always ensure good body alignment particularly when moving 
• Avoid pain and pressure on joints 
• Ensure protective stance with both feet on the floor 
• Be mindful of skin tissue breakdown in certain populations  
• Gender issues 
• TINA (There Is No Alternative) 
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APPENDIX 2 

    

 

Fire Emergency Evacuation Procedure 
 
1. Scope and Objective 
To effectively manage and control the emergency evacuation procedures of the Campus.  
To consider the three partners within the building, differing uses of the building throughout 
the day and the responsibility of the Council to reduce false alarms and unnecessary call 
outs. 
 
Through effective use of the Fire Alert system and deployment of staff the Campus will 
operate a comprehensive evacuation system. 
 
2. Fire Alert System 
Manufacturer:  GENT VIGILON 
System:   EN54 
Installed By:   Sovereign 
Maintained By:  Sovereign  
Panel Locations:   Behind Reception at Community and at Entrance Foyer  
              to School. 
Main Control:   Riser Room, Ground floor 
Monitoring Company: REDCARE 
 
 
3. Site Responsibilities 
The operation of the site is divided in to two distinct times. 
 
i. Community and School Core 8.30am – 4.00pm Monday to Friday Term Time 
ii.Community    At all other times 
 
and three distinct areas 
 
a. Community Areas (including Children’s Centre) 
b. School areas 
c. Shared Areas 
 
To enable evacuation, fire escape doors and routes are to be kept open until all staff and 
customers have vacated these areas. 
 
3.1 Responsible Fire Safety Persons (Level One) 
Baytree School Fire Warden: Headteacher, Baytree School 
Herons Moor Fire Warden: David Beesley – Deputy Headteacher, Herons’ Moor Academy 
Community Fire Warden: Community Services Manager 
Facilities Fire Warden: Community Facility Supervisor 
 

i. Ensuring all fire regulations are adhered to within own school/service area 
ii. Attend Health and Safety Committee Meetings 
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iii. To monitor fire safety through own area of building and report back the Campus 
Health and Safety Committee  

iv. To review and act upon annual Fire Risk Assessments as undertaken by North 
Somerset Councils Fire Risk Consultants 

All Responsible Fire Safety Persons will undertake the North Somerset Council 
Responsible Fire Safety Persons and Fire Safety Co-ordinator Training. 
 
3.2Fire Safety Co-ordinators (Level Two) 
 
A Fire Safety Co-ordinator will always be present within the building and will be primary 
point of contact whenever an evacuation takes place.  This role will be undertaken by the 
Community Facilities Supervisor or Facilities Assistants in his/her absence.  Where the 
Facility Supervisor or Assistant is not present in the building then the Senior Community 
Services Assistant shall undertake this role. 
 
All Fire Safety Co-ordinators will undertake the North Somerset Council Responsible Fire 
Safety Persons and Fire Safety Co-ordinator Training. 
 
 
3.3 Fire Wardens (Level Three)  
 
Fire Wardens are responsible for reporting to the Fire Safety Co-ordinator on progress of 
the evacuation of their area of responsibility. 

• Community Areas (including Children’s Centre and Weston East Family Team) – 
Senior Community Services Assistant 

• Baytree School – Deputy Headteacher or agreed Member of Leadership Team in 
his absence 

• Herons’ Moor Academy – Deputy Headteacher or agreed Member of Leadership 
Team in his absence 

 
All Fire Wardens will undertake Fire Warden Training. 
 
3.4 Group/Class Wardens (Level Four) 
 
Group or Class Wardens are responsible for ensuring that their area is evacuated and 
reporting to the Level Three Warden for their area on progress of their evacuation. 
 
All Group/Class Wardens will undertake site specific training. 
 
 

4. Fire Detection and Investigation/Verifiaction 
 
STAGE ONE 
Upon detection of Fire or the activation of a fire call point the Fire Alarm system will omit an 
audible sound from both fire panels.  At this stage evacuation is not undertaken.  
However should two or more detectors or call points be activated the full alarm will be 
sounded and Full Building Evacuation will be undertaken. 
 
At this stage a Fire Safety Co-ordinator will be contacted by either School or Community 
Reception by radio to investigate the cause of the activation. 
 
The VERIFY button  on either Fire Panel will be pressed. 
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HYDROTHERAPY POOL – At Stage One users of the Hydrotherapy Pool will be informed 
that an evacuation may be likely.  During the school day this will be undertaken by school 
receptionists.  During Community use this will be undertaken by Community Services staff. 
 
STAGE TWO 
Pressing the Verification button allows 5 minutes for the investigation and verification of a 
fire.  The panel will describe where a fire has been detected, the designated Fire Safety 
Co-ordinator will (if safe to do so) attend the area to verify the presence of a fire. 
 
In the case of a false alarm the Fire Alarm system shall be reset and no Evacuation will 
take place. 
 
STAGE THREE 
Upon confirmation of a fire the Fire Safety Co-ordinator will contact the reception and 
request that they press the SOUND ALARM button and a full Building Evacuation will take 
place. 
 
NOTE:  As a fail safe during times when the building is unoccupied or the above 
verification is not undertaken the Fire Alarm will, on single activation, automatically sound 
after a period of 5 minutes. 
 
A QUICK REFERENCE GUIDE will be located by each Fire Panel. 
 
 
5. Building Evacuation 
5.1 School Evacuation 
 
All class registers, signing in/out records and first aid kit must be taken to assembly points 
upon evacuation.  Any missing staff or children must be reported to the area Fire Warden 
and Fire Safety Co-ordinator who will report to the Fire Service Lead Officer on their arrival. 
 
Teaching staff, assistants, SMSAs and lunch time/after school club leaders shall ensure 
that pupils are calmly evacuated from the building by the nearest and safest route to the 
initial evacuation points.  It is the responsibility of staff to familiarise themselves with 
evacuation routes.   
 
 
5.1.1 Start and End of School Day Evacuation 
 
At the start and end of the day there will be times that children are at school but have not 
yet been registered.  The procedures below will be followed.  A full building sweep as 
described in section 6 will be undertaken until 4pm.  
 
Herons’ Moor - If the fire alarm is activated at the start of the school day parents and 
children are to assemble in the Playground area and await further instruction.  Should it be 
deemed that the alarm is false then the day will continue as normal.  Should a full 
evacuation be required then the school will manage the external gates and only allow 
children accompanied by parents to leave.  
 
If the fire alarm is activated at the end of a school day evacuation will be to the playground. 
 School will manage the external gates and allow children to leave as permitted. 
 
Baytree – If the fire alarm is activated whilst children are being unloaded from school 
transport then those in school will be taken to the playground evacuation point.  The bus 
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being loaded will evacuate externally to the playground.  Buses that have not started 
unloading will await not unload and will await further instruction from fire safety co-
ordinators and fire wardens warden.   
 
If the fire alarm is activated at the end of a school day the bus being loaded will continue to 
be loaded.  All remaining children will be evacuated as normal. 
 
5.1.2 Lunch Time Evacuation 
The building is to be evacuated as normal during lunch time periods.  Any staff leaving site 
during this time must ensure to sign out and back in.  Each school will make preparation to 
take the register of those classes where the teacher is off site. 
 
5.1.3 Evacuation after 4.00 and non term time from School Building 
Staff and contractors within the school building are able to evacuate the building via all 
designated routes and shall report to the community assembly point.  At this time no 
sweep of the school areas is undertaken.   
 
5.1.4Evacuation after 4.00pm 
After 4.00pm all school staff, contractors and visitors to the school areas of the building will 
evacuate to the community assembly point.  All staff are required to exit and sign out via 
the community area of the building.  All signing in and out books will be moved to the 
community area from 4.00pm. 
 
5.1.5 School Staff/Contractors and School Visitors Evacuation – Weekends and Holidays 
No sweep of the school areas will be undertaken during this time, upon evacuation staff will 
check for colleagues whilst exiting the building. 
All staff and contractors visiting the building over weekends and during non-term times 
must sign in at the Community Reception on arrival and sign out when leaving.  This 
record will be taken by Community Staff upon evacuation and used to account for all staff. 
Evacuation will be to the Community Assembly point. 
 
5.2 Community Use Evacuation (including Children’s Centre) 
All visitors to the Community Areas of the building shall exit the building by the nearest and 
safest route and shall gather at the community assembly point. 
 
It is the responsibility of session, class and bookings organisers/coaches/tutors to account 
for those attending organised sessions. 
 
Casual visitors to the building shall, if not already, be evacuated by the personnel 
performing the building sweep. 
 
5.3 Evacuation of First Floor Areas for those unable to use Emergency  Escape Stairs 
The systems in place allows for a managed approach of those people in first floor areas 
that are wheel chair users or have specific needs that prevents them from using 
emergency escape stairs.  It was agreed that the Community Services Operations 
Manager would liaise with Kate Sparrow and draft a paragraph around the procedures for 
evacuating the first floor dependent on where the fire is located. A sweep will not be done 
in any area where the panel is indicating there is a fire. 
 
 
5.4  Weston East Locality Team 
 
All staff and visitors of the Weston East Community Family Team will evacuate the building 
to the Community Evacuation point.  The team will ensure that a member of staff is always 
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available to act as a Group Warden and will report to the Community Warden upon 
evacuation or should there be staff unaccounted for. 
 
5.5 After School activities and Clubs 
A number of extended school clubs utilise areas within the building and outside areas from 
7.45am until 6.00pm.  It is the responsibility of the club leaders to be aware of the 
evacuation procedures of the Campus and their responsibilities in terms of health and 
safety and fire safety. 
 
Evacuation shall always be to the community assembly point where the club leaders will 
undertake a role call and report to the community warden. 
 
5.6 Cleaning Staff 
It is the responsibility of all cleaning staff to be aware of the evacuation procedures of the 
Campus and their responsibilities in terms of health and safety and fire safety.  In the event 
of evacuation the facility assistant on duty shall report to the fire warden confirming if all 
staff are accounted for. 
 
5.7 Magnetic Lock and Automatic Doors 
All magnetic and automatic doors will open in the case of a fire alarm thus maintaining 
maximum evacuation and escape routes at all times of operation. 
 
6. Building Sweep 
Evacuation during the school day shall be supplemented by a building sweep.  This sweep 
shall include all areas of the building and shall be performed by designated Fire Wardens. 
 A sweep will always be undertaken of community areas. 
 
i. Schools (8.30 – 4.00) 
School First Floor Sweep –  
Herons Moor Head Teacher > Herons Moor Finance Manager > Herons Moor Deputy 
Head Teacher 
  
School Ground Floor Sweep – 
Baytree Deputy Head Teacher > Baytree School Head Teacher > Baytree School Bursar 
 
 
ii. Community (At all times) 
Community First Floor Sweep (not including Locality Base Office)  
Community Services Assistant 
  
Community Ground Floor Sweep - (To include Hall, Sports Hall and Children’s Centre) –  
Community Services Supervisor 
 
Note – A sweep of the school building is not undertaken after 4pm term time, weekends 

and holidays.  If a fire is verified in these sections by a member of staff they are to 
check adjacent rooms and then evacuate from the building.  School staff who are 
on site will be accounted for by a roll call of the signing in/out sheet. 

 
7. Assembly Points 
 
There shall be two main evacuation assembly points and one alternative assembly point 
 
i. School Playground area – Schools Assembly Point 
ii. Community Assembly Point – Civic Square  
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iii. Alternative School Assembly Point – Multi Use Games Area (Baytree/Community) 
and Recreation Pitches (Herons Moor Academy) 
 
Where the initial assembly point is determined, by fire wardens, to be adjacent to 
compartment of building on fire then the third evacuation point is to be utilised.  
 
8. Practice Evacuation 
There shall be a practice alarm on at least one occasion per term during the school day.  
There will also be a practice alarm on at least two occasions per year during Community 
use times.  These will be recorded in the Fire Log. 
 
9. System Monitoring and Alarm Testing 
Weekly tests of the alarm system and sounders will be undertaken and recorded in the fire 
log.  The Campus facility management shall maintain annual services of the system by an 
appropriate company.  The Campus Facility management shall ensure that a monitoring 
company is engaged and that a full list of emergency call out staff is available. 
 
10.Information for the Fire Service 
 
A fire containing information for the Fire Service will be held at the Community Desk.  Upon 
evacuation this will be taken out of the building by Community Fire Warden and passed to 
the Fire Safety Co-ordinator for transfer to the Fire Service. 
 
The file will contain the following information: 
 
Laminated Copies of Full Site Plans marked with the following: 
 
Location of Fire Officers Switch and Fire Panels 
Location of Plant Room and other areas with gas supplies 
Location of Sprinkler House 
Location of any highly flammable items (eg Oxygen Bottles, gas supplies etc) 
 
11.  Return to the Building (following a false alarm or practice) 
 
Return to the building will only take place once the Fire Safety Co-ordinator has notified the 
Level 3 Fire Wardens that it is safe to do so.  The signal for both schools will be by a 
whistle. 
 
Review by Health and Safety Committee 12 June 2018 
Next Review due June 2019 
 
 
 
 
 
APPENDIX 3 

 
      Baytree School 

 

 

PLEASE SEE CORPORATE DRIVING POLICY FEBRUARY 15 

On www.baytreeschool.co.uk       
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  Baytree School 

Additional Appendix to Minibus Policy 
May 2015 

    
Background 
New drug drive legislation comes into force from 2 March 2015 in England and Wales. So long as 
you are following the advice of a healthcare professional and your driving isn’t impaired you can 
continue to drive as usual and aren’t at risk of arrest. 

The new law sets limits at very low levels for 8 drugs commonly associated with illegal use such 
as cannabis and cocaine. There are also 8 prescription drugs that are included within the new law. 
These are: 

• clonazepam 
• diazepam 
• flunitrazepam 
• lorazepam 
• oxazepam 
• temazepam 
• methadone 
• morphine 

However, the limits that have been set for these drugs exceed normal prescribed doses, meaning 
that the vast majority of people can drive as they normally would, so long as: 

• they are taking their medicine in accordance with the advice of a healthcare professional 
and/or as printed in the accompanying leaflet 

• their driving is not impaired 
Robert Goodwill, Road Safety Minister said: 
If you are taking your medicine as directed and your driving is not impaired, then you are not 
breaking the law and there is no need to worry. We advise anyone who is unsure about the 
effects of their medication or how the new legislation may affect them, to seek the advice of their 
doctor or pharmacist 

Drugs and driving: the law  
It’s illegal to drive if either: 

• you’re unfit to do so because you’re on legal or illegal drugs 
• you have certain levels of illegal drugs in your blood (even if they haven’t affected your 

driving) 

Legal drugs are prescription or over-the-counter medicines. If you’re taking them and not sure if 
you should drive, talk to your doctor, pharmacist or healthcare professional. 

The police can stop you and make you do a ‘field impairment assessment’ if they think you’re on 
drugs. This is a series of tests, eg asking you to walk in a straight line. They can also use a 
roadside drug kit to screen for cannabis and cocaine. 

If they think you’re unfit to drive because of taking drugs, you’ll be arrested and will have to take 
a blood or urine test at a police station.  

You could be charged with a crime if the test shows you’ve taken drugs. 

 
Prescription medicines 
It’s illegal in England and Wales to drive with legal drugs in your body if it impairs your driving. 
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It’s an offence to drive if you have over the specified limits of certain drugs in your blood and you 
haven’t been prescribed them.  

Talk to your doctor about whether you should drive if you’ve been prescribed any of the following 
drugs: 

• clonazepam 
• diazepam 
• flunitrazepam 
• lorazepam 
• methadone 
• morphine or opiate and opioid-based drugs, eg codeine, tramadol or fentanyl 
• oxazepam 
• temazepam 

You can drive after taking these drugs if: 

• you’ve been prescribed them and followed advice on how to take them by a healthcare 
professional 

• they aren’t causing you to be unfit to drive even if you’re above the specified limits 

You could be prosecuted if you drive with certain levels of these drugs in your body and you 
haven’t been prescribed them. 

The law doesn’t cover Northern Ireland and Scotland but you could still be arrested if you’re unfit 
to drive. 

Penalties for drug driving 
If you’re convicted of drug driving you’ll get: 

• a minimum 1 year driving ban 
• an unlimited fine 
• up to 6 months in prison 
• a criminal record 

Your driving licence will also show you’ve been convicted for drug driving. This will last for 11 
years. 

The penalty for causing death by dangerous driving under the influence of drugs is a prison 
sentence of up to 14 years. 

 
Other problems you could face 
A conviction for drug driving also means: 

• your car insurance costs will increase significantly 
• if you drive for work, your employer will see your conviction on your licence 
• you may have trouble travelling to countries like the USA 

 
 
 
 
 

APPENDIX 4 

 

        Baytree School 

Educational Visits Policy 
February 2016 

    
Context 

https://www.gov.uk/government/collections/drug-driving#table-of-drugs-and-limits


 103 

Baytree acknowledges the great value of Educational Visits in broadening and enhancing both the 
learning and social experience of pupils. It is particularly important that Baytree pupils have the 
opportunity to practise the skills learnt in school in a wider realistic situation. 
 
Under statutory guidance which came into effect on 1st March 2004, all schools are required to 
have a named Educational Visits Coordinator (EVC) who will ensure that the planning and 
supervision of all visits and adventurous activities meet the DoE requirements and LA guidelines. 
 
Baytree School’s EVC is Issy Johnson. 
 
The role of the EVC is detailed in Section 1.15 of the North Somerset Council publication “Safety 
on School Trips, Offsite Visits and Adventurous Activities (the guidance)”. This has been compiled 
by the LA’s School Visits Coordinator. 
 
An “Educational Visit” is defined here as any school organised activity that happens “off-site”. In 
the case of Baytree the “site” is defined as the area over which the Campus has control i.e. 
including the MUGA, playing fields, teenage refuge, car park, library and meeting rooms etc. and 
the school’s own life skills flat. Any “visit” outside these areas will need approval by the EVC. 
 
Approval for Visits 
Every class has planned use of the school transport (2x minibuses and / or blue adapted car) each 
week to enable learning outside the classroom as well as other local opportunities to foster life 
skills and independent learning. 
 
All matters regarding each visit outside school – feasibility, planning, safety, organisation etc. – 
will require the prior approval of the EVC. 
 
Approval of “normal” day (or part of day) visits is at the discretion of the EVC. However, visits that 
are “Category C” activities – i.e.  

• overseas 
• residential or involve an adventurous activity (as defined in Section 3.3.1 of the 

guidance) 
will require the additional approval of the LA (through EVOLVE) at least 6 weeks prior to the visit. 
The Headteacher and the Governing Body will also need to be informed about these trips prior to 
a commitment being made. 
 
See Flowchart for details of procedure to follow. 
 
If an external provider or tour operator is being used the procedures to be followed are outlined in 
the guidance (Section 2.10.15). 
 
Competence to Lead 
Any member of staff leading a visit will need to have their ‘competence to lead’ assessed before 
approval for the visit is given. For the majority of visits this will be assessed by the EVC. In 
assessing competence to lead, the EVC will take into account the factors stated in Section 2.4 of 
the guidance. In the case of the leading (i.e. instructing) of adventurous activities the assessment 
is undertaken by the LA by means of Form OE02, using the procedures and criteria in Section 3 of 
the guidance. 
 
Reasons for Visits 
It is essential that all visits have sound and clearly stated educational aims. Trips ‘for the sake of 
it’ will not receive approval. 
 
Assessment of Risk 
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‘Risk Assessment’ is a careful examination of what could cause harm to pupils, staff or others, 
with an identification of the control measures necessary in order to reduce risks to a level which, 
in the professional judgement of the assessor, is deemed to be acceptable (i.e. low). 
 
In considering risk, there are 3 levels of which visit leaders should be mindful:- 
 
1. Generic Risks – normal risks attached to any activity out of school. These can be covered by 

completion of Generic Risk Assessments using the Priory Templates as a start. 
(teacher_area/read only/Risk assessments/generic BaytreeRAs) 

 
2. Event Specific Risks – any significant hazard or risk relating to the specific activity and outside 

the scope of item 1 above. Risk Assessments should be completed and recorded on the 
standard form. 

 
3. Ongoing (“Dynamic”) Risk – the monitoring of risks throughout the actual visit as 

circumstances change. 
 

Plan B 
Despite the most detailed and painstaking pre-visit planning, things can go wrong on the day e.g. 
parent helper is unavailable, member of staff is ill, transport fails to arrive, museum have lost 
booking etc.  To avoid having to make important decisions under pressure, it is important that 
some thinking in advance is done to cater for any foreseeable eventuality. This takes the form of 
Plan B. 
 
Staffing Ratios 
A professional judgement must be made by the Visit Leader in conjunction with the EVC as to the 
appropriate ratio for each trip (even a local walk to the shops). 
This will be determined by: 

• type, duration and level of activity 
• needs of individuals within the group (SEN) 
• experience and competence of staff and accompanying adults 
• nature of the venue 
• weather conditions at the time of year 
• nature of transport involved 

 
Supervision 
Pupils must be supervised throughout all visits.  However, there are circumstances when they might 
be unaccompanied by an adult (remote supervision).  The decision to allow remote supervision should 
be based on risk assessment and must take into account factors such as: 

• prior experience of pupils 
• age of pupils 
• responsibility of pupils 
• competence/experience of staff 
• environment/venue 

Head Counts 
Although Baytree does have smaller class / group sizes than mainstream there is still a need to 
know, at all times, how many pupils are in which group e.g. if there was an accident on the way 
to swimming. 
 
Complete a Head Count (double counted) as you leave the classroom, get on the minibus / other 
transport and regularly as appropriate and always when changing or leaving locations. 
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First Aid and Medication 

The level of first aid provision should be based on risk assessment. On all visits there should be a 
member of staff who has a good working knowledge of first aid. The Appointed Person First Aid 
Certificate is the minimum requirement for residential visits. 
 
First aid kits are available from HCAs and there is one in each minibus; if the visit involves the party 
splitting up by any distance, a kit should be taken for each group. 

 
Where there is a student with a need for rescue or emergency medication there must be a suitably 
trained member of staff present to administer this should the occasion arise. All medication required 
should be signed out in accordance with the Administration of Medication Policy. 

Transport 

Travel arrangements should be included in the risk assessment.  If public transport is to be used, all 
pupils and supervisors must be fully briefed as to procedures on platforms, at bus stops, on busy 
streets etc. 
 
If travel is by coach or minibus, all pupils must wear a seat belt. Staff must ensure that pupils comply 
with this rule; pupils may also be asked to check the seat belt of their neighbour. If a minibus is being 
borrowed or hired, the driver must have a PCV driving Licence or have a MIDAS certificate issued 
through Transport Services (tel. 01934 411175). 
 
If any pupils are to travel by car, the driver must complete Form OE06. This applies to both staff and 
parents’ cars. A new form must be completed every academic year. See Issy for details. 

Water ‘Margin’ Activities 

Where pupils might participate in learning activities near or in water, such as a walk along a riverbank 
or seashore, collecting samples in ponds or streams, or paddling or walking in gentle, shallow water, 
then the guidance contained in DfES ‘Group Safety at Water Margins’ is relevant. All staff, including 
parents, should have access to a copy of this guidance prior to the visit. A copy of this guidance is in 
the Educational Visits folder. 

Educational Visits Checklists 

The appropriate checklist is an essential part of the risk management process and is applicable for all 
visits. They may be photocopied from the Educational Visits folder or found online at teachers/read 
only/educational visits 

Consent from those with Parental Responsibility 

A signature giving general permission is obtained at the beginning of the school year. This 
covers:- 
 
* Travel on class visits within a 20 mile radius of school 
* Swimming 
* Horse Riding 
* Going out of school grounds accompanied by a responsible person. 
Any trip or visit that falls outside these areas will require a “permission for a visit out of school” 
form to be signed by parents. Also, if the trip presents more risks than usual (e.g. ice skating), 
special permission should be sought using that form.  
 
Policy Review 
Ed Bowen-Roberts, Deputy Headteacher and Issy Johnson (EVC) reviewed  in February 2016.  
This policy will be reviewed in line with the schedule available from the Clerk to the Governors 
 
APPENDIX 5 
COSHH Policy The Campus June 2018 
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1. Scope and Objective 

The COSHH Regulations 2002 require employers, whose work activity generates or requires 
the use of substances hazardous to health, to undertake a suitable and sufficient assessment of 
the risks involved, before allowing work by those likely to be exposed, to carry on. 
 
The requirements are general in that they apply to all places of work and cover all substances 
hazardous to health except for lead, asbestos and where the substance is only hazardous due 
to it being radioactive, explosive or flammable. These are covered by separate legislation. 

2. Complying with COSHH Regulations 
Complying with COSHH involves:-  
 

Identifying the substances present; 

Assessing the risks to health arising from the work activities;  

Deciding what precautions are needed. Any work which could expose employees to hazardous 
substances should not be carried out unless an assessment of both the risks and the necessary 
precautions has been undertaken. This involves identifying the hazards, weighing up the risks 
arising from them and deciding what further action is needed to be taken if the risks are 
significant;  

Eliminating or controlling the risks. The necessary precautions must be implemented in order 
to prevent or control the risks.  

Ensuring that control measures are used and maintained properly, and that safety 
procedures that have been laid down are followed;  

Monitoring exposure of workers to hazardous substances and carrying out appropriate health 
surveillance, where necessary;  

Informing, instructing and training employees about the risks and the precautions needed;  

Recording the risk assessment; 

Reviewing the assessment at least every five years or sooner if the assessment is no longer 
valid.  

3.Application of COSSH Requirements at The Campus 

COSHH requirements at the Campus are applied to four distinct Service areas or work places.  
Each service area is responsible for assessing the risk of any substances  that it uses.  
Assessments are to be undertaken in line with North Somerset Councils Corporate or Education 
COSHH Risk Assessment Forms. 

i.  Facilities Management II.  Baytree School iii.Community Services  

iv.  Herons’ Moor Academy v.  Locking Castle Children’s Centre 
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APPENDIX 6 
First Aid Provision Policy The Campus June 2018 
 
1. Scope and Objective 

 
The provision of First Aid cover is on a Risk Assessment basis, taking into consideration things such as the 
types of activities undertaken, any special/medical needs you may have on site, and how far way you are from 
emergency services. From the level of Risk on our site there should be minimum of one qualified first aider on 
duty at all times complimented by an appointed person/ Emergency first aider so that emergency assistance is 
available to administer and record treatment given to members of staff and the public. 
 
Each partner will make their own arrangements for First Aid but may on occasion make use of each others first 
aiders should this be necessary. 
 
This document will outline the arrangements for First Aid for Facility and Community Services. 
 
2. Provision of First Aid 

Those who may require the provision of first aid can be categorised into three distinct groups: 

I. Community Services staff    

II. Facilities staff 

III. Campus visitors/users 

This includes accidents and incidents to staff, visitors to and users of each service area within the building and 
external Campus premises (excluding school staff and pupils).  First aid will be provided by the qualified on-duty 
members of the Campus Community Services Team as follows: 

• All members of the senior leadership team who may be required to act as lead Community Services 
Staff and all Senior Community Services Assistants - First Aid At Work (3 day) qualification 

• Where practicable, maintenance of at least one additional appointed person (one day) first aider 
between 9am – 9pm Mon – Fri and 9am – 5pm Sat and Sun 

 
An accident book will be held within the Community area. 

Where it is a requirement for facilities staff to be on site when no community services staff are present and 
therefore there is no first aid provision (ie undertaking out of hours work) an assessment of risk is to be 
undertaken. 

3. Reporting of Accidents and Incidents 

All accidents/incidents and first aid treatment provided must be recorded by the member of staff carrying out 
the treatment.  This information will be recorded within the accident book and on the NSC internal system if 
deemed necessary ie. is reportable under RIDDOR.  This record will be monitored and reviewed by the 
Campus Health and Safety Committee. 

In the case of an incident reportable under RIDDOR, the enforcing authority must be notified within ten days on 
form F2508 (or F2508A for diseases) by North Somerset Health and Safety Team. It is the responsibility of 
individual service managers to ensure any RIDDOR incidents are reported to appropriate Health and safety 
Officers within North Somerset Council. 

Please refer to Incident and Accident Policy for details. 

 

 

 

First Aiders in Baytree School (First Aid at Work)               
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 FIRST AID AT WORK AND PAEDIATRIC FIRST AIDERS 
 

NAME CERTIFICATE DATE ACHIEVED RENEWAL DATE 

Kirsty Tudor 
 

Paediatric First Aid 06.10.16 Oct 2019 

Kirsty Tudor 
 

First Aid at Work 19.09.16 Sept 2019 

Rachel Pickford 
 

Paediatric First Aid 18.09.17 Sept 2020 

Rachel Pickford 
 

First Aid at Work 29.01.18 January 2021 

Debbie Champ First Aid at Work 22.05.17 May 2020 
 

Carol Orum Paediatric First Aid 11.10.16 October 2019 
 

Clare Dover Paediatric First Aid 25.06.18 June 2021 
 

Jo Sweeting Paediatric First Aid 14.09.15 September 2018 
 

Maria O Neill First Aid at Work 06.02.17 February 2020 
 

Maria O Neill Paediatric First Aid 11.10.16 October 2019 
 

Kate Prevett First Aid at Work 26.09.18 Sept 2021 
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APPENDIX 7 
Incident and Accident Policy The Campus  

1. Scope and Objective 
 
It is a statutory duty to record all accidents, dangerous occurrences and ill health, and in 
certain specified cases to report these to the health and safety enforcing authority (Health 
and Safety Executive). 
 
This document will outline the roles and responsibilities of all partners of the Campus with 
regards to recording and investigating accidents and incidents 
 
2. Recording of Accidents and Incident s 

Work areas within the Campus are applied to four distinct Service areas or work places.  
Each service area is responsible for recording accidents and incidents in their own areas.  
This applies to accidents and incidents to pupils, staff, visitors to and users of each service 
area within the building. 

IV. Facilities Management   III. Baytree School 

V. Community Services   IV. Herons’ Moor School 

1) V.  Children’s Centre 

Accident books will be held by each service area 

3. Reporting of Accidents and Incidents 

3.1 Reporting under RIDDOR 

In the case of an incident reportable under RIDDOR, the enforcing authority must be 
notified within ten days on form F2508 (or F2508A for diseases) by the Directorate Health 
and Safety Adviser/Co-ordinator. If the accident results in death or a specified major injury 
or condition then the enforcing authority must be notified immediately in addition to the 
later written report.  It is the responsibility of individual service managers to ensure any 
RIDDOR incidents are reported to appropriate Health and safety Officers within North 
Somerset Council. 

3.2 Reporting and Monitoring 

All recorded accidents are to be collated by individual service managers and reported back 
at Campus Health and Safety Committee for review.  If not already undertaken by 
individual service area managers recommendations for control measures are to be made.  
Where necessary, any recommended extensive control measures are to be reported to full 
Campus Management Committee for action. 

Where deemed necessary items to be included on Campus Risk Register and any 
required actions undertaken within agreed delegated authority spending levels. (See 
Finance terms of Reference) 

Reviewed by Health and Safety Committee on 9 Feb 2017 
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Review Feb 2018 

APPENDIX 8 
 

 

        Baytree School 

         

Administration of Medication Policy 
September 2016 

    
 
WHAT IS MEDICATION? 
 

• Any pharmaceutically active substance is termed medication. 

 
• Prescribed medication requires a medical or dental practitioner’s prescription. 

 
• Non-prescribed medication does not require a prescription and may include ‘alternative 

remedies’. 
 
WHY DO WE NEED A POLICY? 
 
• Human Medicine Regulations 2014 places restrictions on dealings with medicinal 

products,including their administration. 
 

• ALL PHARMACEUTICALLY ACTIVE SUBSTANCES BEAR A RISK OF HARM 

 
• The LA, school and governing body are responsible for the health and safety of the 

pupils in their care. 
 

• Part of the Health and Safety management policy to make sure that safety measures 

cover the needs of all pupils in the school, ie a measure to control risks. 
 

• There is no legal or contractual duty on school staff to administer medication or 

supervise a pupil taking it unless it is written in their contract. Other than  this it is a 
voluntary role. 
 
• In order to do all that is reasonably practicable to ensure the health, safety and 

welfare of employees. 
 
WHAT IS OUR POLICY? 
 
1. GENERAL PRINCIPLES 
 

i Full legal protection for staff administering medication within the terms of the policy 
will be assured. 

 
ii Nothing in the policy should discourage staff from giving help in good faith in, what 

appears to be, a life-threatening emergency. 
  
     iii       Non-prescribed medication will only be administered where there is specific prior 
written permission from the parents. 
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Iv PRESCRIBED MEDICATION WILL ONLY BE ADMINISTERED WITH WRITTEN 
PERMISSION AND CLEAR INSTRUCTIONS FROM THE PARENTS OR CARERS (see 
Form MEDIC P, Appendix 1 to the policy). 

 
v All medication brought onto the school premises for administration within school 

hours, will be recorded. The file documenting this will be kept in the Medical 
Room.   

 
vi We are not able to take responsibility for medication that is administered outside 

school hours, e.g. that is en route for Respite Care. 
 

Where parents/carers request escorts to carry such medication it must be placed 
in an appropriately labelled sealed container.  THE DESTINATION MUST BE 
CLEAR.   

 
During the day this will be kept in an appropriately secure place in the Medical 
Room for collection at the end of the day by the escort. 

 
vii The Headteacher will consult with and take advice from the School Health 

Service on health issues, including the formulation of any policies. 
 

viii In order to minimise risk, and an accumulation of medication on the premises 
the following principles will apply: 

 
(a) Medication will be sent in from home or from Respite Care only for the 

day it is to be administered except when small amounts of pupil’s 
medication are kept in school for term time only (prior arrangement of 
parents). 

 
(b) Only medication with a relevant prescription label can be 

administered. 
 

(c) Medication will only be administered with written permission 
from parents/carers. 

 
ix Whilst on duty on the school premises the School Nurse or the Health Care Assistant 

(HCA) will administer any required medication.  In life-threatening situations and in the 
absence of the School Nurse and HCA a member of staff trained in the relevant 
procedures, e.g. administration of Buccal Midazolam will administer the medication.  
The emergency services will be called where the condition of the pupil is considered 
out of the ordinary for that pupil. 

 
PERMISSION 
 
 Parents/carers must send in WRITTEN PERMISSION for any form of medication that needs to 

be administered. A special form FORM MEDIC P (see Appendix 1) will be provided for this 
purpose.   

 
SECURITY 
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i All medication should be taken directly to the Medical Room and handed to the School 
Nurse or HCA. The School Nurse or HCA will record receipt of the medication on the 
school daily medication record. If the School Nurse or HCA is not in the Medical Room 
the School Admin team in the school office will receive medication. 

 
ii At no time should any form of medication be left unattended. 

 
iii ALL MEDICATION FOR ADMINISTRATION IN SCHOOL HOURS WILL BE KEPT IN A 

LOCKED CABINET OR TROLLEY, SECURED TO THE FABRIC OF THE BUILDING. 
Excluding EpiPens, inhalers and other emergency medications according to individual 
protocols e.g. Midazolam if required to be administered after 3 minutes or less of a 
seizure.   

 
ADMINISTRATION OF MEDICATION 

 
Medication can only be administered by staff following the completion of the Care Plan 
which must be consistent with the prescription labels on the medication. 
 

i Each pupil will have an up-to-date MEDICATION CHART kept in a folder in a locked 
cabinet. 

 
ii The Medication Chart will have the current permission form (FORM MEDIC P) attached. 

 
iii The Medication Chart will give precise details for administration required. 

 
iv Medication will be administered by the School Nurse or HCA  when on duty and 

on the school premises.  If the School Nurse and HCA is absent medication will 
be administered by the Headteacher or Deputy Headteacher or any suitably 
trained staff member. All medication administered must be witnessed by another 
member of staff who preferably will have also completed the administration of 
medication training.    

 
v Gastrostomy administered medication will be administered by the trained 

member of staff (usually a Health Care Assistant) after having received the 
appropriate training. 

  
RECORDING ADMINISTRATION OF MEDICATION 
 

i The person administering medication must sign in the appropriate place on the 
Medication Record Sheet and the administration must be witnessed by another 
staff member who signs in the appropriate place on the sheet. This must be 
done AT THE TIME OF ADMINISTRATION. 

 
CHECKS MADE – Ensure that the right amount of the right medication of the right 

strength is given to the right child at the right time by the right route – and 
“write” it down. 

 
ii A FULL SIGNATURE IN INK must be used and each signature must be DATED 

INDIVIDUALLY.  
 

iii ABSENCE - In the case of pupil absence the word ABSENT should be written in 
the Medication Chart. 

 
iv CLASS VISITS OUT OF SCHOOL – A suitably trained person will take the 

Medication Record Sheet(s) with him/her and sign the chart as above. 
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RECORDS OF ALL MEDICATION 
 

i In the event of a pupil being taken or admitted to hospital we need to keep an 
up to date record of all medication taken by each pupil.  This includes that taken 
at home, even when none is administered at school. 

 
ii FORM MEDIC P  should be filled in by parents/carers at the beginning of each 

school year and when there are changes. 
 

iii Parents will need to notify the school of any changes using FORM MEDIC P (a 
blank form will be issued to parents). They are also available on the schools 
website. 

 
ALL FORMS TO BE ADDRESSED TO THE School Nurse WHO WILL: 

Copy to Class Teacher 
Send new updated typed form to parents/carers. 
Keep a file of top copies alongside Health Care Plans. 

 
REVIEW OF POLICY 
 

i Will be every two years or more frequently as required by changing 
circumstances. 

ii A copy of the MEDICAL INFORMATION TO PARENTS (Appendix 3) will be posted 
on the school website. (http://www.baytreeschool.co.uk) 

 
TRAINING 
 

Relevant training will be given to staff where this is essential to their contractual 
obligations and where staff volunteer to administer medication. 

 
 
We strive to provide the highest possible quality of care and support for all our pupils. 
 
 
SUMMARY 
 
It is the aim of this policy to provide clear procedures that are understood by staff and parents 
and will form a sound basis for ensuring that pupils with medical needs receive proper care and 
support at school. 
 
REVIEW OF POLICY 
This policy will be reviewed by the Governors Buildings, H&S Committee, in line with the 
schedule available from the Clerk of Governors 
 
 
References :  
 
• Supporting pupils at school with Medical conditions 2014 
• The Health and Safety at Work Act 1974 
• The Management of Health and Safety at Work Regulations 1999 
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• The Medicines Act 1968 
• Human Medicine Regulations 2014

This form is Appendix 1 of the Administration of Medication Policy    FORM MEDIC P 
 

BAYTREE SCHOOL 
MEDICATION INFORMATION TO SCHOOL AND PARENTAL PERMISSION 
 

 
PLEASE NOTE ALL MEDICATION PRESCRIBED TO YOUR CHILD MUST BE 
NOTIFIED TO THE SCHOOL 
STATEMENT OF PRINCIPLE 
We will not administer any medication to your child via any route or apply any 
creams, lotions or ointments without your express permission.  
 

Child’s name:  
 

Date  

Name of medication Dosage Time given Special Instruction 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   
 

• ANY CHANGE MUST BE NOTIFIED IN WRITING OR WE WILL NOT BE 
ABLE TO ADMINISTER THE MEDICATION 

• IF THE MEDICATION IS NOT PROVIDED THE SCHOOL CANNOT ACCEPT 
RESPONSIBILITY 

 
I GIVE PERMISSION FOR THE ABOVE MEDICATION TO BE ADMINISTERED 
TO …………………………………MY CHILD WHEN HE/SHE IS IN SCHOOL 
SIGNED…………………………….. 
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DATE………………………………. 
 
 
 
 
 
 
 
 

APPENDIX 2 of Administration of Medication Policy  
 BAYTREE SCHOOL 
 
 MEDICAL INFORMATION FOR  PARENTS / CARERS 
 

9. MEDICATION - Parental Permission 
 
If your child requires medication on a regular basis or for an emergency situation e.g. oxygen / 

buccal midazolam during school hours you will be asked to sign the permission form 
MEDIC P. 

 
This gives school staff permission to administer as prescribed. 
 
 
ANY CHANGE IN MEDICATION MUST BE NOTIFIED IN WRITING USING THESE FORMS. 
 
A new blank sheet will be returned to parents by the Health Care Assistant (HCA) School Nurse 

on receiving notification of change or can be downloaded from the Parents Section of 
the school’s website (www.baytreeschool.co.uk) 

 
This written permission INCLUDES SHORT TERM ANTIBIOTICS etc. 

 
 
 

WE CAN ONLY GIVE YOUR CHILD MEDICATION IF WRITTEN CONSENT HAS 
BEEN COMPLETED. 

 

 
 

vi) All medication must remain in original packaging with the prescription  label intact. 
 

NO MEDICATION WILL REMAIN IN SCHOOL OVER THE HOLIDAY PERIODS 
 
vii) MEDICATION FOR RESPITE CARE - The Headteacher will only take responsibility for 

medication given in school time.  Please clearly label medication destined for Respite 
Care with its destination e.g. ENHAM TRUST. ENHAM TRUST ESCORTS will be asked to 
convey such containers to appropriate destinations. 

 
viii) PARENTS MUST HAND ALL MEDICATION TO THE ESCORT ON THE BUS as it is 

dangerous to others if medication is just placed in the child’s school bag. 
 
VOMITING/DIARRHOEA 

The Health Protection Agency Guidance (Tel:0845 5048668) states that parents should 
allow a clear 48 HOURS after the last episode of vomiting and/or diarrhoea before their 
child returns to school, if diarrhoea has been caused by cryptosporidiosis no swimming 
for two weeks after the diarrhoea has settled.    

 
SCHOOL NURSE 
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i) Baytree School have a registered pediatric nurse onsite employed directly by the 
School.    

 
ii) The North Somerset  School Nursing team  can be contacted on  
 01934  419339  

 iii) Information regarding Medicals and Clinics can be obtained through the   
           School nurse / Health Care Assistants at school. 

- - - - -  
 
 
 
 

 

        Baytree School 
Appendix 9 

Health and Safety Policy 
Hydrotherapy Rules and Arrangements (to be read in conjunction with Campus Pool 
Policy) 
 
 
1 Water Checks  

Water testing is carried out 3 times a day at 8am, 1pm and 6pm by Facilities Staff. 
This ensures that the pool temperature, humidity and chemical balance are within 
acceptable limits. This information is displayed on the wall in the Pool but pool users 
need to contact a member of the facilities staff if there is any query. Users must also 
make a visual check of the water and the surroundings before (and again during) a 
session. 

 
2 Pool dimensions 
 The pool is 7.5 metres long and 4 metres wide with a constant depth of     
          1.23 metres. 
 The maximum numbers in the pools are:- Main Pool –  10 bathers 
           Spa Pool -  4 bathers 
 
3 General Practices 

• The pool entrance door requires an active swipe card for entering and    
     leaving (this automatically releases in the event of a fire). 
• The pool door to dining room should remain locked shut, unless opened in an 

emergency (and, if opened, it needs to be locked again) 
• The Plant room and storage room doors should remain locked. 
• One swipe card should remain at the door to facilitate exit. 
• In the shoe storage area the space behind the main door must remain clear at 

all times to allow door to fully open. 
• All outdoor shoes should be removed before entering pool area, or blue plastic 

shoe covers used over shoes. 
• Any concerns or problems should be recorded in the Hydro Pool Defect log (in 

reception area office)  
 
4 Pool Hygiene  
 - The pool must not be used by pupils or staff known to have:- 

➢ Skin infections / open sores / major wounds / headlice 
➢ Gastro-intestinal problems within the last 48 hours 
➢ Cryptosporidium / Giardia within the last 2 weeks.   
➢ Viruses / threadworms 
➢ Raised temperatures / heavy colds 

- Long hair needs to be tied up 
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- All bathers should shower before entering and after leaving the water.  

- No soap or other toiletries within the shower area. 

- Nappies should be removed, elasticated trainer pant (or similar) are 
recommended for nappy users. 

 
5 Length of sessions 

It is recommended that time in the water does not exceed 30 minutes for pupils and 
40 minutes for staff. The high temperature causes fatigue, a brief period of cooling 
down and a drink will help to disperse heat absorbed by the body. 
 
Do not bathe within half an hour of a meal. 

 
6 Safety 

- The ratio of help for users with a profound disability is one to one. There needs to 
be a person on the side of the pool to act as “pool guard”. This person may be used 
to help if pupils are being hoisted into / out of the pool.  
-  No pupil to enter the water until an adult is present in the water. 
-  Take care when pushing the shower beds e.g. bare feet and uneven surface 
-  Ensure proper use of shower beds i.e. sides up 
-  Emergency equipment – Flotation collar / Pole and hook available 
-  It is recommended that a physio mat is placed on the poolside parallel   
   with the pool to lift pupils onto in an emergency situation. 

- Pool users need to be familiar with the location of the  
➢ First Aid Box 
➢ Emergency Red Pull Cord 
➢ Telephone (outside line) 

 
-  IN EMERGENCIES  -  Use staff radio 
    Phone HCA 7655 
    pull the red emergency cord 
    Dial 999           as appropriate. 

- Individual pupils with Complex Medical Needs must have their own Risk    
     Assessments completed before bathing and all staff in the session   
     should be aware of this.  

 
7 Entry to pool 
 Do not use hoist unless you have been appropriately trained to do so. 

Consider hoisting pupil onto white floating “ball mat” for initial support 
 
 MAIN POOL –  Corner steps using hand rail 
    Hoist NB Pupils need to be supported at all times in   
                                        the sling. Hoist must be returned to charging point. 
 SPA POOL -  Step down carefully 

Hoist – as Main pool. It is suggested that, for some pupils, it 
may be safer and more convenient to leave the sling attached 
to the hoist whilst in the spa. 

 
8 Sound and light equipment 
 This is currently not operational. 
 
9 Incontinence  

The pool can only be used by pupils whose bowel control is reliable or who are 
wearing appropriate training pants. If faeces are released in the water all persons 
must leave the water immediately and the incident reported to Facilities staff 
straight away. They will deal with it as detailed on the Campus Risk Assessment for 
this eventuality. 
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Used nappies should be placed in the nappy bin. 
 
10 Pool rules  
 > No diving 
 > No unsupervised / uncontrolled jumping in 
 > No running 
 
11 Emergency Procedures  

-  Incident in the water -  If safe remove pupil from water on     
                                                  to physio mat. 
 - If not, use flotation aid / extra    
                                                  staff to support in safe position 
-  Call for HELP  -        Staff radio, Emergency cord, Phone 
-  Give First Aid if required 
-  Call Emergency Services 999 if necessary 
-  Record accident / incident as usual. 

 
Review of these Arrangements 
These arrangements will be reviewed annually as part of the review of the Health & Safety 
Policy. 
 
Last revised June 2014 
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Appendix 10 
Security Procedure The Campus February 2009 
 
1. Scope and Objective 
 
The mix of services offered to the community at The Campus is such that a wide 
range of groups and people access and use the building.  This can mean that there 
are sometimes displays of antisocial behaviour and could lead to instances where 
staff could be subject to threatening and abusive behaviour. 

This procedure will detail the working practices to be adopted by both community and 
facility staff and managers to minimise the risk to staff, customers and visitors to the 
Campus of threatening or abusive behaviour. 

The procedures and guidelines in this document are to be operated alongside the 
Threatening and Abusive Behaviour Policy. 

2. Staffing Levels 
During the times that the building is open to the public a non lone working policy is 
adopted by The Campus.  At no time should a member of staff lock up the building 
alone.   At all times that the Community section of the building is open a minimum of 
two staff (from either the community or facility team) will be on duty.  In order to 
ensure that high standards of customer service it is necessary for a minimum of two 
community staff to be on shift when the facility is open to the public.  Staff on duty 
must co ordinate their breaks to ensure adequate staffing is available during busy 
times.  It is only possible for a member of staff to leave the facility during their break if 
a minimum of two staff is maintained.  At least one Supervisor (Community or 
Facility) must be on site at all times. 
 
During periods identified as at a higher risk of antisocial behaviour, Security 
personnel can be utilised.  High risk is determined as those times where potential 
antisocial behaviour is expected due to the activities being delivered or following a 
series of low level antisocial behaviour incidents. 
 
3. Communications 
A building wide radio system is adopted at The Campus.  All staff on duty will carry a 
radio in order to maintain communication at all times.  At the end of a shift radios 
must be put back in to their charging dock.  If an incident of threatening or abusive 
behaviour is experienced by a member of staff then all staff are to attend and assist 
even if this means stopping a service being provided to another customer.  If the 
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member of staff experiencing the behaviour is alone then a colleague is to be called  
to assist. 
 
If at any time staff feel threatened or unsafe they are to call the police by contacting 
999.  For less urgent reporting then the police contact centre is to be called on 0845 
456 7000. 
 
Where it is apparent that anti social or threatening and abusive behaviour is 
occurring at the front of the building then the CCTV control room is to be contacted. 
 
4. Prevention 
The Campus operates an open access policy and will at all times try to include and 
provide for all sections of the community it serves. 
 
A mosquito device is available that will help to disperse young people who gather at 
the front of the building.  This can be switched on in the managers office and can be 
set to come on using a timer, or can be manually switched on when necessary.  It will 
automatically turn off after 20 minutes. 
 
 
5. Management of Anti Social Behaviour  
All staff that deal with front line service delivery will undertake Threatening and 
Abusive behaviour awareness training and will be made aware of The Campus 
Threatening and Abusive Behaviour Policy. 
 
The Campus, in partnership with the local police has adopted a system of 
implementing Agreed Behaviour Contracts to those individuals who demonstrate 
continued anti social and/or threatening and abusive behaviour.  Continued 
unacceptable behaviour is subject to a ban on access to the building and site until 
the individual agrees to improve their behaviour by signing a contract.  Breach of this 
contract will result in further bans from the building. 
 
6. Intruder Alarm and Emergency Call Outs 
The Campus operates a three area intruder alarm system covering the changing 
block, community area and schools area.  Each area can be set independently or 
together.  Each key holder has a unique 4 digit code to enable and disable the 
alarms in either one area or all three areas.   

The intruder alarm is monitored by a monitoring company who are notified and any 
alarm activations.  When an alarm is activated during usual community opening 
times (9am – 10pm Mon – Fri and 9am – 5pm Sat and Sun) The Campus will be 
contacted.  Outside of opening hours key holders will be contacted. 

The monitoring company will advise if alarm activation is a single or double 
activation.  In the case of a single activation it is assumed that this is a false alarm 
and no action is required.  Where staff are on site the alarm will be reset from the 
accessible panel, access to the adjacent building after single alarm activation is not 
to be undertaken alone.  If single activation when there is no presence on site the 
key holder will not attend site. 

In the case of a double activation an intruder is assumed and the police will 
automatically be contacted by the monitoring company, staff are only to enter the 
building accompanied by a police officer.  Once it is deemed safe to do so by the 
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police the alarm is to be reset, it may be necessary to contact the alarm engineer for 
a reset code, the telephone number can be found at each alarm panel. 

 

Reviewed by Health and Safety Committee 15 June 2017 

Review June 2018 

 
 
 
 
 
 
 
 
 

Appendix 11 

Threatening and Abusive Behaviour The Campus January 2015 

1. Scope and Objective 

2) All employers have a statutory obligation under both the Health and Safety at 
Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 
to provide a safe and secure working environment for its employees and visitors.  
There is widespread recognition amongst management and staff of an outstanding 
need to address such behaviour effectively. 

  
This document provides the framework for improving the Campus’ ability to take 
decisive action against perpetrators of incidents involving violence and abuse.  It also 
details behaviours that are unacceptable together with the steps for dealing with 
unacceptable behaviour. 
  
Violent or abusive behaviour will not be tolerated and the actions outlines in this policy 
will be implemented to protect staff and visitors.  The use of this policy will apply to all 
violent or abusive clients and service users.  
The Campus includes all parts of the buildings and grounds occupied by Baytree 
School, Herons’ Moor Community Primary School, Community Services and Children’s 
Centre at all times.  Due to nature of the service delivery the Children’s Centre partner 
may operate a different policy but will always be aware of other partners services. 
 
The use and working of the Cautionary Contacts Database (CCD) should be made 
available to front line staff as a preventative measure and this will be covered during 
staff training. 
 
A public notice indicating that employees will endeavour to provide the highest standard 
of service expected but in return unacceptable standards of behaviour such as violence 
and aggression will not be tolerated by North Somerset Council employees.  Anyone 
that behaves in such a manner will be asked to leave, possibly banned and/or could 
even be taken to court 
 
CCTV signs are to be displayed to indicate their presence, if applicable.  
 



 122 

 
 2. Unacceptable Standards of Behaviour 

The following are unacceptable behaviours either in person, by telephone or by any 
other means 

Physical violence 

Threats or threatening behaviour  

Threatening or abusive language involving excessive swearing, shouting or offensive 
remarks  

Derogatory racial or sexual remarks 

Offensive sexual gestures or behaviours 

Malicious allegations relating to members of staff or elected members 

Wilful damage to Council property 

Theft 

Drug dealing in or on Council premises or property 

Drug or alcohol use in or on Council premises or property (except where a       
 relevant alcohol license is in place). 

 

3. Steps for dealing with unacceptable behaviour - Adults , Children and 
 Young People 

Immediate Response 

Customers, parents and visitors to the whole of The Campus and its grounds who 
display any of the above behaviours will be asked to desist and offered the 
opportunity to explain their actions.  The member of staff dealing with the individual 
will politely explain to them that their behaviour is unacceptable and if it continues the 
service will be withdrawn with immediate effect.   

If the behaviour is not stopped/ moderated then the individual will be asked to leave 
the premises by that member of staff.   

If they refuse then the Service Manager or designated deputy shall be contacted and 
they will request that the individual shall leave the premises.  

If the individual still refuses to leave the premises the police shall be contacted 

Important Note 

Staff confronted with a person demonstrating unacceptable behaviour must be 
aware of their own personal safety at all times and must avoid confrontational 
situations at all times.  If a member of staff feels threatened in any way they should 
seek support immediately by use of the attack/response alarm if appropriate. The 
preventative measures and techniques are covered in staff/team training sessions. 

4. Continued Unacceptable Behaviour 

If a person continues to display unacceptable behaviour in subsequent visits to the 
Campus the following process will take place. 

After The First Incident 
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The Head Teacher and/or Community Services Manager shall write to the 
customer/user (or parent of child/young person) and will explain that his/her 
behaviour is unacceptable and explain the expected standards that must be 
observed in the future, the consequences of further unacceptable behaviour will also 
be explained.  The individual shall be offered the opportunity to meet with the 
appropriate services manager(s) to explain the reasons for their behaviour.  

After The Second Incident 

The Head Teacher and/or Community Services Manager will give a formal written 
warning, about the possible consequences, including legal action, of any further 
repetition.  The individual shall be offered the opportunity to meet with the 
appropriate services manager(s) to explain the reasons for their behaviour. 

Further Incidents 

Further incidents will be referred to North Somerset Council Legal Department who 
may advise the issue of a banning order, failing this an injunction and/or ASBO may 
be sought.  

If the individual or member of staff concerned feels that the incident has not been 
dealt with fairly or appropriately then they would follow either the schools or NSC 
Corporate complaints procedure. 

 

5.Agreed Behaviour Contracts 

On some occasions, where behaviour is not threatening or abusive but is still 
considered unacceptable and/or antisocial, it may be appropriate to implement 
Agreed Behaviour Contracts.  These are contracts are between The Campus, an 
individual (and parent where the individual is below 18 years of age) and where 
appropriate the local police.  The contract will state how the individual must behave 
and any other requirements that must be met when using or entering The Campus. 

 

EXCEPTIONS 

Where unacceptable behaviour is displayed by a pupil of either Baytree School or 
Herons’ Moor Community Primary School during the school day this will remain the 
responsibility of the school and be dealt with according to schools policies. 

 

Reporting of Incidents 

The Community Services Manager will ensure that all appropriate incidents of 
Threatening and Abusive Behaviour towards Community staff are reported via the 
incident reporting systems available on the North Somerset Council Intranet.   

The Head Teachers will ensure that all appropriate incidents of Threatening and 
Abusive Behaviour towards school staff are reported via the education incident 
reporting mechanisms. 

All incidents must be recorded and reported immediately to service managers. Head 
Teachers will report all incidents of Threatening and Abusive Behaviour to the 
Community Services Manager who will ensure records of all reported incidents are 
maintained. 

 
To ensure consistency of approach, serious incidents will be reported to the North 
Somerset Council Health and Safety team who will decide whether the incident 
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should be recorded on the Council’s Cautionary Contacts Database (CCD).  This 
database has been developed to ensure staff, elected members and contractors are 
provided with adequate and appropriate information about known violent and/or 
aggressive clients, or service users, as required by the Management of Health and 
Safety at Work Regulations 1999. 
 
Reviewed by Health and Safety Committee 9 February 2017 
Next review February 2018 
 
 
 
 
 
 
 
 
 

 
APPENDIX 12 

 

        Baytree School 

Stress Policy 
May 2011 

    
1 Introduction 

•   
Baytree School places a high value on maintaining a healthy and safe working 
environment for all its employees and it recognises that its duty of care extends to 
mental health as well as physical health at work. It is committed to providing a 
supportive working environment that maintains and promotes the health and well 
being of all its employees. 

 
The school is committed to implementing a stress management policy for all its 
employees throughout the school. This includes improving the organisational 
environment through effective and sensitive management, enabling individuals to 
cope successfully with the demands and pressures of work and providing support for 
employees whose health and well-being are affected by stress. 

 
2 What is stress?  

 
There is no universal definition of stress. However, the Health and Safety Executive 
has recently defined stress as ‘the reaction people have to excessive pressures 
or other types of demand placed on them. It arises when they worry they 
can no longer cope’ [1999]. In its positive manifestation, stress can act as a 
motivational and enabling force; in its negative format, however, stress becomes 
harmful and disabling and therefore a potential cause of physical and mental illness. 

 
 All work has its pressures. We all vary in our capacity to cope with different types of 

pressure. Some pressure, even when high, can be motivating and challenging. 
Pressures that we respond to effectively are likely to lead to job satisfaction. 
However, your ability pressures at a level we cannot cope with, even in some cases 
too little pressure or challenge, can lead to high levels of stress. 

 
Pressures can arise from an individual’s personal life as well as from work and 
people vary in their capacity and ability to cope with different types of pressure. 
Some individuals will recognise that their health is affected and will seek help; others 
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will not recognise or acknowledge that they are stressed although it may be 
apparent to their manager and work colleagues. Although in itself, stress is not an 

illness, there is evidence that stress can lead to mental and physical ill-health. 
  
  
3         Organisational Strategies for Dealing with Stress 

 
The school recognises that organisational stress requires a broad based approach to 
ensuring that people are valued. In this context it seeks to provide a positive and 
supportive working environment by: - 
• Establishing, promoting and maintaining a culture of consultation, participation 

and open communication throughout the school, particularly during times of 
change. 

• Providing opportunities for all staff to participate in Performance 
Management/Appraisal. 

• Raising the awareness of staff about stress and its causes. 
• Providing opportunities for employees to maintain and promote their health and 

well-being. 
• Maintaining “zero-tolerance” of any form of bullying or harassment 

 
4         Identification & Management 
  

It is in the interests of all to recognise the possible signs of stress. These may be: 
• Persistent or recurrent moods – anger, irritability, detachment, worry, 

depression, guilt and sadness. 
• Physical sensations/effects – aches and pains, raised heart rate, increased 

sweating, dizziness, blurred vision, skin or sleep disorders. 
• Changed behaviour – difficulty concentrating or remembering things, unable to 

switch off, loss of creativity, making more errors, double checking everything, 
loss of interest in sex, eating disorders, increasing use of tobacco, alcohol, 
coffee, drugs. 

• High blood pressure, heart disease, ulcers, anxiety, long term depression. 
• Poor work performance – less output, lower quality, poor decision making. 
• Worsened relationships at work, such as conflict between colleagues, poor 

relationships with students/parents. Related to staff attitude and behaviour, such 
as loss of motivation or commitment, poor time keeping, working longer hours 
but with diminishing effectiveness. 

 
 Stress is not the same as ill health.  But in some cases, particularly where pressures 

are intense and continue for some time, the effects of stress can be far more 
damaging, leading to longer-term psychological problems and physical ill health. 

 
           As part of its on-going management strategies the school will: - 
 

1. Make information available for all staff on stress awareness to help them to 
handle pressures they may encounter, and to recognise stress when it occurs in 
themselves and others. 
2. Undertake regular Performance Management/Appraisal reviews with each member 
of staff to ensure that the work role and tasks match the relevant job descriptions 
and to ensure that job descriptions are up to date. 
3. Provide Continuing Professional Development to all staff to ensure that they are 
equipped to undertake their role. 
4. Take a proactive approach to the management of staff absence. 
5. Identify internal and external sources of advice for employees with stress. This 
will include a supportive referral to Occupational Health if appropriate and a 
commitment to act of any advice given. 

6. Give access to stress management courses as request/appropriate. 
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5 Legislation 
 

•  Under the Health and Safety at Work etc Act 1974 we must make sure that 
workplaces are as safe and healthy as is reasonably possible, and that 
appropriate welfare arrangements are made (for example, that heating and clean 
running water are provided). 

 
 Under the Management of Health and Safety Regulations 1993, the LA must take 

urgent action to assess the nature and scale of health risks in the workplace, and 
introduce appropriate measures to control and monitor risks. 

 
• Our school’s governing body and headteacher will keep to Section 4 of the 

Health and 
• Safety at Work etc Act 1974 and the Management of Health and Safety 

Regulations 1998  
• wherever reasonably possible. They will try to identify sources of stress in the 

workplace 
• and then tackle those problems in order to maintain a healthy workforce. 

 
 
6 Leadership Responsibilities 

Governors have overall responsibility to be aware of their legal duty as an employer 
in terms of work related stress including the recognition of early warning signs of 
stress in their employees. This responsibility is delegated to the Headteacher and 
Leadership Team on an operational basis but Governors retain an important role in 
respect of the health and well-being of the Headteacher. 
 
It is important for the success of this policy that those with management 
responsibilities play an active role in its implementation. The responsibilities include: 
• Our governing body is committed to identifying the causes of stress, raising 

awareness, providing appropriate training for staff, and encouraging all staff to take 
part in any training provided.  

• Ensuring that workplace risk assessments include consideration of stress related 
factors and identify actions taken to minimise the effects of risk upon the 
individual and the school 

• Ensuring that newly appointed employees receive appropriate health and safety 
induction training which includes the process for reporting concerns which may 
ultimately lead to stress related illness. 

• Observing and evaluating work performance. 
• Providing information on the policy and where possible helping individuals to 

overcome their problems before job performance is affected. 
• Ensuring that all employees are aware of the Attendance and Absence Policy and 

that absences which may have been caused by stress are acted upon 
sympathetically and with understanding. 

• Acting with sensitivity and tact when dealing individuals that they suspect may 
be suffering from stress, or who have been diagnosed as such. 

• Ensuring that staff have access to the Occupational Health service at an early 
stage in the development of a stress related illness. 

• Ensuring that staff within the leadership team have received training covering all 
aspects of their work, including health and safety. 

 
7 Employee Responsibilities 

• Recognising the importance of CPD as a means of developing competence and 
well-being in the job. Individuals should take an active part in determining their 
own training needs in conjunction with the person responsible for his/her 
performance management. 
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• Using the formal system of performance appraisal openly and honestly to have a 
one to one discussion about their own work and to explore whether people in 
their team may be experiencing excessive pressure at work. 

• Alerting their line manager immediately if they are struggling with work-based 
duties to discuss issues with him/her. If individuals believe that they are 
suffering from stress in their personal life, they may wish to share this 
information on a confidential basis with the headteacher/line manager.  

• North Somerset, through BUPA provide a 24hour confidential employee 
assistance service. The Employee Assistance Line contact details are 0800 269 
616, email   eap@bupa.com, www.bupa.co.uk/wellness/eaponline. The Employee 
Assistance Line details are also displayed in staffroom.   

• The Teacher Support Network is a nationally recognised organisation that can 
offer support to staff in schools. 

 
 
8 Management’s response to excessive stress 
 

Where managers find out that an employee is suffering from excessive stress, they 
will do the following. 

 
Discuss the causes with the employee (with a union representative or a friend 

present if the employee wishes). 
Be sensitive and flexible when the employee returns to work after an absence. 
Start a long-term investigation into any problems identified, where necessary. 
 

If the headteacher is suffering excessive stress, appropriate support with be 
available to both the headteacher and staff. 

 
Where support is available 
 
Employee Assistance Line 0800 269 616 
Teacher Support Network 
UNISON or GMB Welfare Services 
GPs 
Supportive staff group 
Mentors 
 

 
9 Implementation, Monitoring and Review 
  

This Policy applies to all employees at Baytree School from the date of its 
implementation. The Headteacher is responsible for monitoring adherence to and 
effectiveness of the policy and for reporting to the Staffing Committee of the 
Governing Body. Percentage of absence through stress will form part of the annual 
staff absence report to the Governing Body. The policy will be formally reviewed 
every two years or more frequently if required. 

 
 
 
 
 
 
 
 
 
 
 

mailto:eap@bupa.com
http://www.bupa.co.uk/wellness/eaponline
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BAYTREE  SCHOOL 

 

HEALTH  &  SAFETY 
 

STATEMENT  OF  INTENT 
 
The school’s Health & Safety Policy is subject to the provision of the Health & Safety at 
Work 1974 (HSW) which requires that school’s make premises reasonably safe for all 
people using the site. 
 

• The Governors of Baytree School recognise their responsibility to provide a safe 
and healthy environment for the pupils, teaching staff, non-teaching staff, visitors 
and contractors who are on the premises.  The Governors will take all reasonably 
practicable steps within their power to fulfil this responsibility. 

 
It is important that all staff within the school and other persons who may visit or use any 
area of the school MUST adopt the following standards  of working:-  
 

a) To work safely and efficiently 
b) Not to misuse any machine or substance 
c) To use approved protective clothing and equipment 
d) To report any defect in any machine, accessory or electric cabling 
e) To comply with all instructions and procedures issued for safety 
f) To take reasonable care for the  Health and Safety of other persons who may 

be present 
g)  

In addition to these general guidelines the following MUST be observed: 
* Observe the Signing In & Out procedures. 
* Be familiar with the “Fire Action” notice displayed in all rooms 
* No tools to be left around unattended 
* Knock before entering a classroom in use 
* Introduce yourself 
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* Be aware of the presence of children and act accordingly e.g.:- 
i) Don’t interrupt a lesson in progress 
ii) Discuss pupils needs outside the classroom 
iii) Respect the dignity and privacy of the pupils 
iv) Make your actions age appropriate to the pupils 
v) Keep unnecessary noise to a minimum 

* If in doubt – ASK a member of staff 
 
 
 NO  SMOKING  ANYWHERE  IN  THE  BUILDINGS  
 OR SCHOOL GROUNDS 
 
 
 
 
 
 

 

 

Some Solutions for Managing Stress in the Workplace 

Advice for Individual Employees: 

 
• Recognise that ‘pressure’ can be a positive thing in some circumstances. Being under 

‘pressure’ can improve performance and give satisfaction when challenging 
objectives are achieved. Training can help you to recognise the difference between 
the ‘good’ and ‘bad’ types of stress and achieve the right balance in your life. Work- 
related stress is experienced when the demands of the work environment exceed 
ability to cope with (or control) them. When demand and pressures become too 
much, they lead to stress.   

 
• Attend a Stress Awareness course to learn about identifying your own personal 

stress symptoms, learn coping techniques and develop a personal stress 
management plan. You may feel that you would benefit from some individual stress 
management advice/ support. Contact Employee Assistance Line 0800 269 616 for 
further information. See further information on symptoms of stress in appendix two.  

 
• If you have any concerns about your health then seek support by consulting your GP 

and/ or Employee Assistance Line 0800 269 616.  
•  
• Use the supervision process to communicate any concerns you have about stress 

risk factors in your job, or your current ability to cope with your current levels of 
stress. As an employee you have a legal responsibility to highlight any risk factors to 
health that you are aware of so that appropriate action can be taken to control and 
manage the risk.  

 
• Sometimes it may not be possible to change things at work due to the inherent 

nature of the job. In such circumstances you may be able to learn and practice 
coping skills to improve your stress levels. If you have any concerns then discuss the 
matter with your supervisor who will be able to offer you appropriate support.    
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Advice for Managers: 

 
 

• Include stress as a regular item on the agenda for the supervision process and 
encourage open communication about the subject. Lead by example without 
stigmatising the subject or indicating that you see it as a sign of weakness in others. 

 
• Carry out a regular stress risk assessment to identify potential stressors. Contact the 

Occupational Health team for advice. Model Stress Risk Assessment available on 
School Intranet.  

 
• Encourage a culture of open communication, support, and mutual respect among 

staff. Include staff who have the potential to feel more isolated by location or hours 
worked (i.e. part time staff). 

 
• Consider the demands on staff: whether staff are under loaded or overloaded, 

whether they have the capabilities and capacity for their tasks, the potential effects 
of physical (e.g. noise, lighting) or psycho-social environment (violence, bullying). 

 
• Consider whether individuals have sufficient say in how their work is carried out. 

Give staff control over work planning and decisions about how to complete 
work/solve problems. Allow staff to use their skills to the full by enriching jobs and 
provide a supportive environment. 

 
• Consider relationships between yourself, individual staff members and between 

colleagues. Identify any potential bullying or harassment issues and take appropriate 
action. Develop a culture of trust and openness. Be familiar with disciplinary and 
grievance procedures and communicate these to staff. Seek advice if necessary from 
Human Resources or the Occupational Health team. 

 
• Try to minimise the stressful effects of any change happening in the work place. 

Keep staff informed about what is going on and try to include them as much as 
possible in influencing the change. Clear communication is important before, during 
and after change. 

 
• Consider whether staff have clearly defined roles and responsibilities. Avoid any role 

conflict (conflicting demands) or role ambiguity (lack of clarity). 
 

• Support staff as much as possible by giving encouragement and feedback, even 
when things go wrong. Involve staff and value diversity. 

 
• Encourage workplace health promotion activities along with a healthy work life 

balance. Lead by example and examine your own attitudes to work and health. 
 

• Provide support to staff who are on long term sick leave, offering them support from 
the Occupational Health Service if appropriate. Help and advice in this area can be 
found in Managing People (under ‘Managing Sickness Absence’) and from Human 
Resources services. 

 
• Be supportive of staff who may be experiencing personal stress factors in their life 

which are unrelated to work, as this may affect their ability to cope in the workplace. 
Be consistent with the way you approach and manage compassionate leave with 
individuals. Seek advice from Human Resources if necessary. Support and encourage 
staff to contact their GP or the Occupational Health Service if you feel they need it. 
However, allow individuals autonomy in making the choice to seek support. Staff are 
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entitled to confidentiality if they choose to seek support which needs to be 
respected. 

 
• Attend Stress Awareness training so that you are aware of signs of stress in yourself 

and staff members. By identifying symptoms at an early stage the situation can be 
managed more effectively, thus avoiding the long-term health effects.  

 



132 

 

 

Early Signs of Stress 

 

Behavioural:  Physical and emotional: 

Loss of interest in work Loss of appetite 
 

Reduced concentration Sleeplessness 
 

Difficulty in making decisions Constant tiredness 
 

Decline in work performance Headache, indigestion, backache, trembling 
and sweating 

Short temper Depression  
 

Failure to delegate Irritability, anger 
 

Resentment of advice/ constructive criticism Low self esteem 
 

Conflict with colleagues Apathy 
 

Heavier smoking and or/ drinking Anxiety 
 

 

Long Term Effects 

 

Behavioural: Physical and Emotional: 

Inefficiency and incompetence at work 
 

Lowering of resistance to illness 

Frequent absence from work 
 

Infection 

Addiction- alcoholism, drug dependency 
 

Mental breakdown ulcers 

An inability to maintain personal 
relationships at home/ work 

Allergies 

Marital and family breakdown 
 

Skin diseases 

Social isolation 
 

Hypertension 

 Heart disease 
 

 Cancer 
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APPENDIX 13 
 
 

 

        Baytree School 

Security (signing in & out) Policy  
April 2015 

    
 

The school recognises its duty to provide an environment where pupils, staff and authorised 
visitors will feel safe and secure. 
 
This duty extends to the protection of valuable plant and resources, the loss of which could 
have serious financial implications and result in disruption to the effective learning of the 
pupils. 
 
Procedure 
 

1. Objectives 
1. Protection and safeguarding of pupils, staff and authorised visitors 
2. Avoidance of theft, loss or damage to goods, property, equipment, resources or 

records 
3. Maintenance of parental confidence 
4. Compliance with Legislation 

 
Appointment of Staff 
This will be rigorous.  (Please also see Recruitment and Appointment policy and Disclosure 
and Barring policy which covers Safeguarding and Reference Checks). 

• It is a statutory requirement that before formal appointment, all staff who are to work 
with children and young people must undergo a satisfactory check by the Disclosure 
and Barring Service (DBS) Disclosure checks and DBS Children’s and Adults Barred Lists 
checks.    

• administrative arrangements to ensure that both these checks are carried out in 
accordance with relevant legislation and the DBS requirements.  

• References will always be asked for and will always be taken up.  The identity of 
referees will be checked and verified. 

 
Risk Assessment 
 
The school security risk assessment covers all areas and involves all staff or their 
representatives.  Issues covered in the risk assessment include: 
 

1. emergency evacuations and alarms 
2. fire 
3. suspected bomb 
4. flooding 
5. technical emergencies 
6. pupil safety inside and outside school 
7. playground safety 
8. IT and Internet security issues 
9. Petty theft 
10. Serious criminal offences including violence, intruders and abduction of a pupil. 

 
Unauthorised Entry 
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It is important to prevent unauthorised entry to the premises at all times.  While school is in 
session, entry for visitors is restricted to a single point.  Visitors are requested to sign in at 
Reception and are given a Visitors Badge, which includes safeguarding & safety information. 
 The person who they are visiting is requested to collect them.  Hosts are responsible for 
visitors during their stay.  
 
If a visitor enters the premises and refuses to leave, this behaviour may give rise to a 
criminal offence.  Staff will request the person to leave the premises but should not place 
themselves in a position of risk.  If violence is threatened, if there is a breach of the peace, 
or a likelihood of this, the police will be informed by an emergency call. 
 
Special Considerations 
 
Children, especially young children, need a high level of care and security.  No child will be 
left alone with an adult who has not been checked by the DBS and staff must ensure that 
any adult collecting a child has permission and authority to do so. 
 
The school monitors pupils’ access to the Internet (see Internet Policy) and restricts access 
to sites that are suitable via South West Grid for Learning.  Children are regularly reminded 
of the schools’ E-Safety rules, which are also stuck on the lids of pupil laptops and include 
not sharing personal information.   
 
Safeguarding Property and Assets 
 
The school keeps a detailed register of all assets and permanently marks these assets with 
a unique identifier code. 
 
All school electrical equipment is logged on an Inventory E-form and in place to monitor 
movement, especially where equipment is removed from the premises. 
 
Staff Training 
 
The school makes every effort to ensure that staff are trained and instructed in appropriate 
security measures.  Staff should: 
 

1. be aware of the need to safeguard valuables and personal possessions 
2. ensure that visitors and contractors* are escorted at all times 
3. politely challenge any unescorted people that they do not recognise 
4. wear their identification badge/carry their access card at all times (where such 

badges/cards have been issued) 
5. ensure that windows, doors and storage areas are shut and locked at the end of 

each day 
* The Campus ensures responsibility for the contractors they sign in.   
Security Protocols 
 
Security Protocols are the responsibility of the Facilities Team. 
 
 
 
IT Security and Confidential Information 
 
Confidential information is stored on paper, in electronic form or in people’s memories.   
 
Written material should never be left lying around.  The school operates a clear desk policy 
in the Administration Office. 
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Password access is provided for personal computers and these should be turned off when 
not in use.  Passwords are held securely, but are accessible to the IT Manager.  
Electronically recorded data is regularly backed up and stored in a fire retardant safe in the 
Hub Room. 
 
Staff are reminded that their employment contract terms include a confidentiality clause, a 
breach of which would make them subject to the normal disciplinary procedures. 
 
Reporting and Recording Breaches of Security 
 
Any breach, or potential breach, of security should be reported immediately to a senior 
member of staff who should then launch a thorough investigation and take appropriate 
action. 
 
What is Signing In and Out? 
 
It is the act of recording the entry of people into and their exit from the school buildings and 
grounds. 
 
 
Why do We have Signing In and Out ? 
 
• In order to know who is (or was) on the premises at any given time 
• To keep records needed in case of Fire or other emergency requiring evacuation. 
 
 
How Should It be Done? 
 
FOR VISITORS 
• All Visitors (professionals not employed by North Somerset on this site, parents, regular 

helpers, volunteers, work experience / placement students, contractors, other 
workpeople etc.) should report to “Reception Enquiries”.  

• They should then sign the Visitors Book – detailing Date, Name, Purpose, Car 
registration, and Arrival time. 

• They should take note of the “Health & Safety - Statement of Intent” attached to the 
Visitors Book. (Appendix 1) 

• It is also their responsibility to sign out (Departure time in the book) when they leave 
the premises. 

• In the event of an evacuation the Visitors Book is taken by the Reception Team for 
checking that all are safely accounted for. 

 
FOR SCHOOL STAFF AND PUPILS 
• When taking a class or group of pupils off the school premises the “Off Site Sheets” 

(located by the staff signing in book) needs to be completed – detailing Date, Time Out, 
Class, Number of Pupils, Number of Staff, Driver, Destination and Emergency Contact 
Number) 

• In the event of an evacuation the Off Site Sheets are taken by a member of the Admin 
Team for checking that all are safely accounted for. 

• When returning to the premises the staff member in charge is responsible for making 
sure the “Time Returned” section is completed. 

 
  
Security Arrangements at The School Front Entrance 
 
Please be aware that the door into the school corridor should always be closed and securely 
closed after opening it during the school day and that if you wish to go out through that 
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entrance you must use your pass fob/swipe card, please do not ask the Receptionist to let you 
through. 
 
Any parents/carers waiting for pupils who attend after-school clubs should wait outside the 
building and children will be delivered to them by the after-school club staff. 
 
All Herons’ Moor pupils (and their parents) should be leaving via the playground and not using 
the Front Entrance. 
 
Review of Policy 
This policy will be reviewed in line with the schedule available form the Clerk of Governors 
 
 
 
 
 

APPENDIX 1                                                                                                 
         

Health and Safety – Statement of Intent & Rationale 
(extract from Health & safety policy)  
 

(a) The following policy is produced as being representative of the schools 
organisation and arrangements for Health and Safety.  Knowledge of the policy 
and the procedures herein is required by all staff and Governors. 

 
(b) It is imperative that all staff should adhere to the working arrangements at all 

times and it is especially important that new staff read the policy and the 
procedures prior to commencement of work (i.e. during their induction period) 

 
(c) This policy is subject to the provisions of the Health and Safety at Work 1974 

(HSW) which requires that schools make premises reasonably safe for all people 
using the site. 

 
(d) The policy includes the security of the school and the individual. 

 
1-1 The Governors and Senior Leadership Team of the school are committed to a safety 

management approach to Health & Safety, and thereby to an organised, well informed 
and pro-active approach to all health & safety and welfare related issues.  All activities 
will be planned and executed with a systematic approach which includes an element of 
‘context sensitive’ risk assessment, and where necessary, control measures will be put 
in place to reduce/eliminate to a safer level any foreseen risks. 

 
1-2 This policy supplements and operates in conjunction with North Somerset Council’s 

statement on Health and Safety. 
 
1-3 It is the policy of this school to operate at all times in a manner which ensures, so far 

as is reasonably practicable, the health, safety and welfare of all persons employed, 
visiting, working in or being taught at the school. 

 
1-4 All school staff are reminded that they have a legal duty to carry out their work with 

due regard for the health and safety of themselves, other staff, pupils, contractors and 
visitors to the school, and to observe the health and safety requirements relevant to 
their activities. 
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1-5 A suitable assessment (which includes an element of ‘context sensitive’ risk assessment) 
of all-foreseeable hazards and risks to staff, pupils and visitors will be carried out.  
Where significant risk is identified, appropriate measures to reduce or eliminate the risks 
will be taken and communicated to those concerned. 

 
1-6 Consultation will take place with any Union appointed safety representatives and 

members of staff on matters that effect their health and safety.  If required, specialist 
advice will be sought at the earliest opportunity from The North Somerset School’s 
Health and Safety Officer, Priory School Consultancy, Building Surveyors, Asset Manager 
or other specialist advisers, such as the local Fire Officer. 

 
1-7 All staff are requested to support the school in achieving a safe environment for 

everyone.  The necessary information, training, instruction and supervision will be made 
available by managers to achieve this, particularly to staff after recruitment, transfer or 
changes to their responsibilities. 

 
1-8  Governors and the Senior Leadership Team of the school will, in conjunction with the 

other three partners at The Campus, ensure safe access to and safe egress from the 
building is maintained at all times and that safe storage of equipment and materials is 
achievable, and regular maintenance/inspection of equipment and plant occurs at 
regular intervals 

 
1-9 A copy of this statement will be brought to the attention of all members of staff.  It will 

be regularly reviewed and updated as necessary, or at least annually. 
 
1-10 Further information is contained within the North Somerset Health and Safety Manual. 
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       APPENDIX 14 
 
       

      

 
1. Scope and Objective 
Risk assessment is a principal requirement of the Management of Health and Safety at Work 
Regulations 1999. Regulation 3 requires all employers and self-employed persons to undertake a 
systematic assessment of all risks (except the trivial) to workers and any others who may be 
affected by their work activities. The purpose of the risk assessment is to assist the employer to 
determine what measures to take in order to establish safe systems of work, and to comply with 
health and safety legislation.  
The increasing amount of health and safety legislation requiring risk assessments, whether for 
hazardous substances, noise or just "significant" risks, has aroused some consternation.  A risk 
assessment should be useful, providing a formal, structured approach which can actually assist in 
selecting an appropriate control measure. 

One of the problems many people have in carrying out risk assessment is understanding the 
terminology. A particular difficulty is understanding the difference between the hazard and risk.  

A Hazard is something with the potential to cause harm, and this can be a substance, part of a 
machine, form of energy, method of work or a situation.  

Risk is a measure of the likelihood that the harm from a particular hazard will occur, taking into 
account the possible severity of the harm.  

Risk assessment is the process of analysing the level of risk, considering those in danger, and 
evaluating whether hazards are adequately controlled, taking into account any measures already in 
place 

2. Complying with Risk Assessment  Regulations 
 
Under Section 3 of the Health and Safety at Work Act and Regulation 11 of the Management of 
Health and Safety at Work Regulations, the owner/occupier/manager of premises has a legal 
obligation to provide all employees and non-employees (e.g. contractors) with information about the 
risks to them arising out of North Somerset Council business activities. 
 
For example, a roof inspection on a high-rise building will not only involve the hazards of falling 
from a height and problems of safe access, but might also require information from the client 
concerning the location of fragile roofing or roof level extracts.  
 
Risk assessment is a legal duty under most modern health and safety legislation. The 
Management of Health and Safety at Work Regulations 1992 made risk assessment of all work 
activities a legal requirement. 

3. Application of  Risk Assessments at The Campus 

The basic approach to the management of risks in health and safety can be summed up in the 
following stages:  
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Consider all tasks and situations. 

Identify the hazards that are, or may be, involved. 

Identify those who may be exposed to the hazards. 

Analyse the risk of injury or loss from the hazards. 

Evaluate if the risk is adequately controlled. 

Consider any further control measures that may eliminate or reduce risk. 

Implement the risk control measures. 

Monitor the measures. 

Review and feedback any corrective action. 

The legislation requires that a risk assessment should be suitable and sufficient. This requires the 
input of detailed and correct information initially and the implementation of the results of the risk 
assessment.  

Risk Assessment at The Campus is applied to four distinct areas or work places.  Each service is 
responsible for managing risk in its work activities.  Risk Assessments are to be undertaken in line 
with North Somerset Council s Corporate or Education guidelines and forms. 

VI. Facilities Management   III. Baytree School 

VII. Community Services   IV. Herons’ Moor Academy 

2 V.  Locking and Locking Castle Children’s Centre 

4. Management of Inherent Facility Risks/Risk Register 

Where facility/building risks are identified and as such control measures are Campus management 
Committee responsibilities these risks shall be included in the Campus risk register.  Where 
practicable these control measures will be managed at an operational level within agreed 
budgetary responsibility.  All other identified risks and control measures shall be brought to the 
Health and Safety Committee and if necessary the full Management Committee. In order to 
manage identified inherent facility risks effectively the Campus Management Committee will 
operate a risk register and Operational Asset Management Requirement list.  The Risk register will 
contain details of all Campus Facility related risks that cannot be controlled under delegated 
authority by sub committees.  Identified control measures shall be considered by the Campus only 
when entered on the Operational Asset Management Requirement list. 

 

Reviewed by Health and Safety Committee 12 June 2018 

Review due June 2019 
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APPENDIX 15 

 
Emergency Response - Operating Procedures 
 

1. Scope and Purpose 
 

This policy identifies the control measures in place for partners at The Campus to summon 
emergency assistance. 
 
2. Service Areas 
 
3 Each service area is responsible for obtaining emergency response when required and for 

implementing response procedures. 

VIII. Facilities Management   III. Baytree School 

IX. Community Services   IV. Herons’ Moor Academy 

4 V.  Locking and Locking Castle Children’s Centre 

 
3. Methods of Obtaining Response 
 
4.1 Radio 
The Campus operates a building wide radio system.  The system has a number of different 
frequencies that can be utilised by individual service areas.  Baytree School and Herons’ 
Moor School operate separate frequencies, Community Services and Facilities 
Management will operate on the same frequency and main school reception have a radio 
on this frequency. 
 
4.2 Telephone system 
The Campus has a building wide telephone system.  Operators will be aware of extension 
numbers required in an emergency.  To summon the emergency services via an outside 
line a ‘9’ must be dialled followed by ‘999’.  The telephone in the hydrotherapy pool is a 
direct external line. 
 
4.3 Emergency Pull Cords 
All disabled toilets (including the children’s centre), wash rooms in Baytree School, and the 
Hydrotherapy pool have red emergency pull cords.  When activated response panels 
located at Community Reception, School Reception and Baytree Office will sound and 
display which area has been activated.  Between 8.30am and 4.00pm the school 
receptionist will call for assistance in the area to the relevant service area.  At all other 
times it is the responsibility of Community Services staff to check and respond to the 
activation. 
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Reviewed by Health and Safety Committee 15 June 2017  
To be reviewed June 2018 
 

 
 
 
 
APPENDIX 16 

     

 
 

The Campus 

 

Health and Safety Policy 
Statement 
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1. HEALTH AND SAFETY POLICY 
 

 

1.1 Legal Responsibility 

This general statement fulfils a legal requirement upon employers, contained within 
Section 2.3 of the Health and Safety at Work etc. Act 1974, and Regulation 5 of the 
Management of Health and Safety at Work Regulations 1999, for a written safety policy. 
 The provisions stated below will be implemented in accordance with the requirements 
of the Health and Safety at Work etc. Act 1974 and associated legislation, in particular 
the Management of Health and Safety at Work Regulations 1999 

 

1.2 Statement of Intent 

The Campus Management Committee is committed to the highest standards of safety 
and health for all employees, non-employees and others who may be affected by work 
places and work activities at the Campus.   
 
The Committee will strive to provide and maintain, so far as reasonably practicable, a 
place of work and working environment, plant and equipment, storage, transport and 
systems of work which are safe and without risk to safety or health.   
 
In addition, the Campus Management Committee will provide sufficient health and 
safety communication, information, training and resources in order to provide 
appropriate standards of competence, so as to ensure the effectiveness of such 
measures. 
 
 

1.3 Responsibilities 
 
The Committee have nominated and empowered the Community Services Manager 
to be responsible for overseeing health, safety and welfare at the Campus.  Advice can 
be sought from North Somerset Council’s health and safety advisers to assist with the 
implementation of this policy. 
 
It is of paramount importance that School Heads, Service Managers and 
Supervisors recognise, accept and acknowledge their responsibilities in such a way 
that health, safety and welfare are considered in all matters relating to the services they 
provide. 
 

For such a policy to be wholly effective, the full commitment and co-operation of all 
employees and contractors is expected.  They should therefore ensure that they have 
made themselves aware of all relevant health and safety provisions and requirements 
specific to their individual work activities and workplaces as contained in safety manuals, 
codes of practice, or other communications.  All employees and contractors have a 
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statutory duty, whilst at work, to take reasonable care of the health and safety of 
themselves and others who may be affected by their acts or omissions.  Failure to 
observe health and safety requirements by any employee may ultimately lead to 
disciplinary action. 
 

1.4 Consultation 
 

Whenever the activities and/or actions of the Campus Management Committee are 
likely to have a significant affect on the health and safety of employees, those 
employees will be consulted with, so far as reasonably practicable, either directly or 
through their Trades Unions.  A Campus Safety Committee is established to ensure 
adequate employee representation and participation across the four partner service 
areas. 
 
 

1.5 Review 
 

The health and safety policy will be reviewed at least annually at the start of the new 
school year in order to ensure that it continues to meet the objectives of the Campus 
and complies with current or new legislation. 
 

1.6 Display 
 

This statement of intent should be displayed prominently in appropriate positions 
throughout the premises.  School Heads and Managers should ensure that it is drawn 
to the attention of all employees and contractors, and Safety Manuals, either in up-to-
date hard copy or electronic format on the Intranet, should be readily available for 
reference. 

 

For, and on behalf of, the Campus Management Committee. 

 

Paul Hillman 

Community Services Manager 
The Campus    

Reviewed by Health and Safety Committee October 2016 
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APPENDIX 17 Hydrotherapy Policy – The Campus January 2015 

 

1. Scope and Objective 

 

In accordance with the Health and Safety at Work Act 1974 it is the duty of the Campus to 
manage the Operation of the Hydrotherapy pool to deliver a safe environment for all staff, 
voluntary staff and to the general public who may be affected by working practices. 
 
This document is to be considered alongside the Campus Health and Safety Policy 
statement and therefore puts a responsibility on the Community Services Manager to 
ensure safety within the Hydrotherapy Pool at all times. 
 
2. Complying with Regulations/Guideleines 
 
As part of a Local Authority the Campus is duty bound to follow  recommended best 
practice in its management of Health and Safety and in promoting a safer environment.  All 
procedures identified for the safe operation of the Campus hydrotherapy pool reflect those 
recommended by the Health and Safety Executive guidelines for the Management of 
Swimming pools.   
 
Although this guidance does not apply to pools designed for medical or therapeutic 
purposes (while in use for such purposes) it does however contain principles which, if 
followed, will promote a safer environment. 
 
Due to the complex and varied nature of the Hydrotherapy pool operation it is necessary to 
fully examine and assess the management and inherent risk of its use. 
 
3. Hydrotherapy Pool Use 
 
Use of the Hydrotherapy Pool can be clearly identified as School Use and Community Use. 
 When in use by either user type the responsibility for operation and management of 
activities is that of the user/operator.   
ie. School responsibility when used by schools within allocated school use and Community 
services responsibility when in use by a community users within allocated Community use. 
 These users can be further categorised as for Therapy use and Non Therapy use.   
 
The responsibility for the operation of the pool facility shall be with the facility management 
of the Campus.  
 
 
4. Risk Assessment and Management 
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All Risk Assessments will be undertaken in line with the Campus Risk Assessment Policy 
and therefore users own risk assessment procedures will be adopted.  
 
4.1 Activity Assessments 
Users will undertake appropriate inherent Risk Assessments for activities under their 
control.  All activities within the pool will fall in to one of four categories. 
 
School Use     Community Use    
Therapy Sessions    Therapy Sessions 
Non Therapy Sessions   Non Therapy Sessions 
 
For all uses it is essential that inherent risks are assessed.  These assessments will be 
made alongside recommendations from the Health and Safety Executive, Chartered 
Society of Physiotherapists, Royal Life Saving Society and Swim Teachers Association 
depending upon the activity being assessed. 
 
4.2 Operational Assessments 
The facility operations team will undertake appropriate inherent Risk Assessments for the 
operation of the pool facility.  These include but are not restricted to - 
 
Delivery and Storage of Chemicals (including COSHH assessment) 
Pool Water Testing 
Cryptosporidium 
Management of Vomiting and Faeces in Pool 
Water Clarity 
Cleaning and Maintenance of Pool 
 

HYDRO POOL COMMUNITY ARRANGEMENTS POLICY 
 
1. Scope and Objective 

 

As detailed in the Campus Hydrotherapy Pool Policy it is essential that all Community 
Activity uses of the Hydrotherapy Pool are assessed and managed appropriately in order 
to adhere with regulations and guidelines.  This guidance will outline the process to be 
taken from initial enquiry through assessment and operational use phases. 
 
2. Process 
  
2.1 Enquiry 
 

The hydrotherapy pool can be used by individuals or groups for Hydrotherapy 
Purposes only.  Under no circumstances is the pool to be used for swimming unless 
by approved swim schools.  Staff are to specifically ask at the enquiry stage what 
the proposed pool use will be for.  If the enquirer is looking to use the pool to swim 
then this is not possible.  Please explain that the pool is to be used for Hydrotherapy 
or by approved swimming lesson providers.  Use for swimming by members of a 
family or friends is not to take place at the same time as a hydrotherapy use. 

 
Any enquiries made by swim schools are to be passed to the Programming and 
Marketing Supervisor. 
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Any enquiries made by individuals or groups wanting to make use of the pool for 
hydrotherapy are to be passed to the Campus and Community Halls Manager 
and/or Campus and Halls Team Leader by way of logging details on the ‘interested 
in using the hydro pool’ file in the activities folder of the Campus folder. 

 
2.2 Assessment Phase 
 

Should it be determined that the request is for hydrotherapy use then it is necessary 
to undertake an individual assessment in order to ensure use of the pool will be safe 
and appropriate.  An individual assessment with a competent person must be 
undertaken (ie with Becky Kehoe or Paul Hillman).  The assessment will involve 
discussing the individual needs of the user and the necessary control measures to 
be put in place to ensure safe use as well as making the individual and carers 
familiar with the pool operational procedures and safety/emergency features.  
Access to the pool is required so the assessment must be undertaken at a time 
when the pool is free.  Individuals will not be required to access the water at the 
assessment stage. 

 
The control measures are likely to require a minimum of two people supporting the 
user or sufficient to sustain an unconscious body in the water whilst an alarm is 
raised.  The exact number required will be determined during the assessment.  

 
2.3 Operational Use 
 

Following the production of an agreeable risk assessment and the completion of all 
necessary actions the user will be entered on to the Campus bookings system as 
an approved user and annotated as such.  The final signed risk assessment will be 
attached to the users entity/membership details.  Users are then able to contact The 
Campus to book sessions.  Users will contact reception on arrival to be handed a 
swipe card access and radio.  Should there be an emergency during use user can 
utilise either a radio, emergency pull cord or telephone to summon help from The 
Campus reception. 

 
 
3. Use of equipment 
 
3.1 Overhead Hoists 
 

Users are able to make use of overhead hoists in order to access the pool.  Care 
providers are to ensure that staff are suitably trained and competent in the 
operation of slings, hoists and in manual handling of people.  The Campus will 
ensure that a competent person is available to show the care providers the 
operation of the hoist.  Please note. The Campus will not provide training in lifting 
and manual handling.  Users are to provide their own slings.  Instruction in the 
operation of the hoists can be undertaken at the assessment stage. 
 

3.2 Changing Beds 
 

Users are able to make use of the changing beds.  Care providers are to ensure 
that all staff are suitably trained and competent is use of beds.  Training in use of 
the beds will not be provided by The Campus. 
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4. First Aid 
 

As part of the risk assessment process it is likely that users of the pool for 
hydrotherapy will be required to have a first aider present and available. 
 

Reviewed by Campus Health and Safety Committee February 2017 
Review due February 2018 

APPENDIX 18 – January 2015 
MANUAL HANDLING POLICY  
 

 
1. Scope and Objective 
 
Manual handling generally involves moving an object from one location to another. The activities involved 
usually consist of lifting, carrying, lowering and also pushing and pulling loads. The load need not be particularly 
large or heavy to pose a risk of causing injury. Even a small item such as a box file, can cause in an injury if 
repeatedly handled incorrectly. 
 
Approximately one third of all accidents reported to the enforcing authorities each year are associated with 
manual handling. Injuries to the back as a result of manual handling are the second most common cause of 
absence from work.  
The Manual Handling Operations Regulations 1992 set out the statutory requirements concerning manual 
handling at work. The Regulations require that where manual handling cannot be avoided, then the task must 
be assessed and steps must be taken to reduce the risk of injury to the lowest reasonably practicable level.  

2. Manual Handling Factors 

The task should take into account whether repetitive movement is required, whether twisting and stretching are 
involved, the carrying distance, where frequent or prolonged physical effort is involved and whether the rate of 
work is imposed by other circumstances.  

The load should consider the weight of the item, how bulky or awkward the item is to carry, where the centre of 
gravity is which determines the distribution of the weight of the load, and whether it is sharp or hot etc.  

The working environment should be considered, such as whether the floor is slippery or uneven, whether 
there are space constraints to prevent good posture, whether extremes of temperature or humidity are 
involved, whether the lighting is adequate in the area where the work is being carried out, and finally how the 
weather conditions could effect the work such as gusts of wind or rain, if applicable.  

When assessing the individual capabilities for the job, consideration should be given to whether unusual 
strengths or height are required, whether the task would be more hazardous for someone with a health 
problem or a woman who is pregnant, and finally whether special training is required to carry out the activity 
safely. 

3. Risk Assessment 

3 The purpose of a risk assessment is to establish whether the task can be avoided by the provision of 
mechanical handling equipment, such as trolleys etc.  
The risk assessment should take into account the task to be carried out, the load to be moved, the working 
environment and the individual capability required for the job.   

4 Manual Handling Assessments will be undertaken according to the Campus Risk Assessment Policy.  

X. Facilities Management   III. Baytree School 

XI. Community Services   IV. Herons’ Moor School 
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5 V.  Children’s Centre 

6 Each service area is responsible for assessing manual tasks in its work area.  Assessments are to be 
undertaken in line with North Somerset Councils Corporate or Education guidelines and forms. 

Reviewed by Health and Safety Committee February 2017 

Review February 2018 

 

 

 

        Baytree School 
‘Making the most of every day’ 

APPENDIX 19 

Infection Control Policy                      
July 2016 
 

 

Introduction 
 
The document provides guidance on infection control issues. 
 
Prevent the spread of infections by ensuring: 
 

• Routine immunization 

• High standards of personal hygiene and practice, particularly handwashing 

• Maintaining a clean environment 
 
 
Rashes and Skin Infections 
 
Children with rashes should be considered infectious and assessed by their doctor. 
 

Infection or 
complaint 

Recommended period to 
be kept away from school, 
nursery or childminders 

Comments 

Athletes Foot None Athletes foot is not a serious 
condition.  Treatment is 
recommended 

Chickenpox Until all vesicles have 
crusted over 

See:  Vulnerable Children and 
Female Staff – Pregnancy 

Cold Sores, (Herpes 
simplex) 

None Avoid kissing and contact with the 
sores.  Cold sores are generally mild 
and self-limiting 

German Measles 
(rubella)* 

Four days from onset of 
rash (as per ‘Green Book’) 

Preventable by immunization (MMR x 
2 doses)  See: Female Staff – 
Pregnancy 

Hand, Foot and Mouth None Control local HPT if a large number of 
children affected.  Exclusion may be 
considered in some circumstances 

Impetigo Until lesions are crusted and 
healed, or 48 hours after 
starting antibiotic treatment 

Antibiotic treatment speeds healing 
and reduces the infectious period 

Measles* Four days from onset of Preventable by vaccination (MMR x 
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rash 2) See:  Vulnerable Children and 
Female Staff – Pregnancy 

Molluscum 
contagiosum 

None A self-limiting condition 

Ringworm Exclusion not usually 
required 

Treatment is required 

Roseola (infantum) None None 

Scabies Child can return after first 
treatment 

Household and close contacts require 
treatment 

Scarlet Fever* Child can return 24 hours 
after starting appropriate 
antibiotic treatment 

Antibiotic treatment is recommended 
for the affected child 

Slapped cheek/fifth 
disease.  Parvovirus 
B19 

None (once rash has 
developed) 

See:  Vulnerable Children and 
Female Staff – Pregnancy 

Shingles Exclude only if rash is 
weeping and cannot be 
covered 

Can cause chickenpox in those who 
are not immune ie have not had 
chickenpox.  It is spread by very 
close contact and touch.  If further 
information is required contact your 
local PHE centre.  See:  Vulnerable 
Children and Female Staff – 
Pregnancy 

Warts and Verrucae None Verrucae should be covered in 
swimming pools, gymnasiums and 
changing rooms 

 
 
Diarrhoea and Vomiting Illness 
 

Infection or complaint Recommended period to 
be kept away from school, 
nursery or childminders 

Comments 

Diarrhoea and/or vomiting 48 hours from last episode of 
diarrhea or vomiting 

 

E Coli O157 VTEC 
Typhoid* (and paratyphoid*) 
(enteric fever) 
Shigella 
(Dysentry) 

Should be excluded for 48 
hours from last episode of 
diarrhea.  Further exclusion 
may be required for some 
children until they are no 
longer excreting 

Further exclusion is required 
for children aged 5 or 
younger and those who have 
difficulty in adhering to 
hygiene practices.  Children 
in these categories should be 
excluded until there is 
evidence of microbiological 
clearance.  This guidance 
may also apply to some 
contacts who may also 
require microbiological 
clearance.  Please consult 
your local PHE centre for 
further advice 

Cryptosporidiosis Exclude for 48 hours from 
the last episode of diarrhea 

Exclusion from swimming is 
advisable for two weeks after 
the diarrhea has settled 
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Respiratory Infections 
 

Infection or complaint Recommended period to 
be kept away from school, 
nursery or childminders 

Comments 

Flu (influenza) Until recovered See : Vulnerable Children 

Tuberculosis* Always consult your local 
PHE centre 

Requires prolonged close 
contact for spread 

Whooping cough* Five days from starting 
antibiotic treatment, or 21 
days from onset of illness if 
no antibiotic treatment 

Preventable by vaccination.  
After treatment, non-
infectious coughing may 
continue for many weeks.  
Your local PHE centre will 
organize any contact tracing 
necessary 

 
Other Infections 
 

Infection or complaint Recommended period to 
be kept away from school, 
nursery or childminders 

Comments 

Conjunctivitis None If an outbreak/cluster occurs, 
consult your local PHE centre 

Diphtheria* Exclusion is essential.  
Always consult with your 
local HPT 

Family contacts must be 
excluded until cleared to 
return by your local PHE 
centre.  Preventable by 
vaccination.  Your local PHE 
centre will organize any 
contact tracing necessary 

Glandular Fever None  

Head Lice None Treatment is recommended 
only in cases where live lice 
have been seen 

Hepatitis A* Exclude until seven days 
after onset of jaundice (or 
seven days after symptom 
onset if no jaundice) 

In an outbreak of hepatitis A, 
your local PHE centre will 
advise on control measures 

Hepatitis B* C* HIV/AIDS None Hepatitis B and C and HIV 
are bloodborne viruses that 
are not infectious through 
casual contact.  For cleaning 
of body fluid spills see: Good 
Hygiene Practice 

Meningococcal 
meningitis*/septicaemia* 

Until recovered Meningitis C is preventable 
by vaccination.  There is no 
reason to exclude siblings or 
other close contacts of a 
case.  In case of an outbreak, 
it may be necessary to 
provide antibiotics with or 
without meningococcal 
vaccination to close school 
contacts.  Your local PHE 
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centre will advise on any 
action is needed 

Meningitis* due to other 
bacteria 

Until recovered Hib and pneumococcal 
meningitis are preventable 
by vaccination.  There is no 
reason to exclude siblings or 
other close contacts of a 
case.  Your local PHE centre 
will give advice on any action 
needed. 

Meningitis viral* None Milder illness.  There is no 
reason to exclude siblings 
and other close contacts of a 
case.  Contact tracing is not 
required. 

MRSA None Good hygiene, in particular 
handwashing and 
environmental cleaning, are 
important to minimize any 
danger of spread.  If further 
information is required, 
contact your local PHE centre 

Mumps* Exclude child for five days 
after onset of swelling 

Preventably by vaccination 
(MMR x 2 doses) 

Threadworms None Treatment is recommended 
for the child and household 
contacts 

Tonsillitis None There are many causes, but 
most cases are due to 
viruses and do not need an 
antibiotic 

 
*denotes a notifiable disease.  It is a statutory requirement that doctors report a notifiable disease to 
the proper officer of the local authority (usually a consultant in communicable disease control).  In 
addition, organisations may be required via locally agreed arrangements to inform their local PHE 
centre.  Regulating bodies (for example, Office for Standards in Education (OFSTED)/Commission 
for Social Care Inspection (CSCI) may wish to be informed – please refer to local policy. 
 
Outbreaks – if an outbreak of infectious disease is suspected, please contact your local PHE 
Centre. 
 
Good Hygiene Practice 
 
Handwashing 
Handwashing is one of the most important ways of controlling the spread of infections, especially 
those that cause diarrhea and vomiting and respiratory disease.  The recommended method is the 
use of liquid soap, warm water and paper towels.  Always wash hands after using the toilet, before 
eating or handling food, and after handling animals.  Cover all cuts and abrasions with waterproof 
dressings. 
 
Coughing and Sneezing 
Coughing and sneezing easily spread infections.  Children and adults should be encouraged to 
cover their mouth and nose with a tissue.  Wash hands after using or disposing of tissues.  Spitting 
should be discouraged. 
 
Personal Protective Equipment (PPE) 
Disposable non-powdered vinyl or latex-free CE-marked gloves and disposable plastic aprons 



152 

 

must be worm where there is a risk of splashing or contamination with blood/body fluids (for 
example, nappy or pad changing).  Goggles should also be available for use if there is a risk of 
splashing to the face.  Correct PPE should be used when handling cleaning chemicals. 
 
Cleaning of the Environment 
Cleaning of the environment, including toys and equipment, should be frequent, thorough and 
follow national guidance.  For example, use colour-coded equipment, COSHH and correct 
decontamination of cleaning equipment.  Monitor cleaning contracts and ensure cleaners are 
appropriately trained with access to PPE. 
 
Cleaning of blood and body fluid spillages 
All spillages of blood, faeces, saliva, vomit, nasal and eye discharges should be cleaned up 
immediately (always wear PPE).  When spillages occur, clean using a product that combines both 
a detergent and a disinfectant.  Use as per manufacturer’s instructions and ensure it is effective 
against bacteria and viruses and suitable for use on the affected surface.  Never use mops for 
cleaning up blood and body fluid spillages – use disposable paper towels and discard clinical waste 
as described below.  A spillage kit should be available for blood spills. 
 
Laundry 
Laundry should be dealt with in a separate dedicated facility.  Soiled linen should be washed 
separately at the hottest wash the fabric will tolerate.  Wear PPE when handling soiled linen.  
Children’s soiled clothing should be bagged to go home, never rinsed by hand. 
 
Clinical Waste 
Always segregate domestic and clinical waste, in accordance with local policy.  Used nappies/pads, 
gloves, aprons and soiled dressings should be stored in correct clinical waste bags in foot-operated 
bins.  All clinical waste must be removed by a registered waste contractor – Baytree currently have 
a contract with PHS (this will change in November when we will move over to Initial as part of the 
Campus Contract).  All clinical waste bags should be less than two-thirds full and stored in a 
dedicated, secure area while awaiting collection. 
 
Sharps disposal 
Sharps should be discarded straight into a sharps bin conforming to BS 7320 and UN 3291 
standards.  Sharps bins must be kept off the floor (preferably wall-mounted) and out of reach of 
children. 
 
Sharps injuries and bites 
If skin is broken, encourage the wound to bleed/wash thoroughly using soap and water.  Contact 
GP or occupational health or go to A&E immediately.  Ensure local policy is in place for staff to 
follow.  Contact your local HPT for advice, if unsure. 
 
Animals 
Animals may carry infections, so hands must be washed after handling any animals.  Health and 
Safety Executive (HSE) guidelines for protecting the health and safety of children should be 
followed. 
 
Animals in school (permanent or visiting) 
Ensure animals’ living quarters are kept clean and away from food areas.  Waste should be 
disposed of regularly, and litter boxes not accessible to children.  Children should not play with 
animals unsupervised.  Veterinary advice should be sought on animal welfare and animal health 
issues and the suitability of the animal as a pet.  Reptiles are not suitable as pets in schools and 
nurseries, as all species carry salmonella. 
 
Visits to Farms 
Please contact your local environmental health department, which will provide you with help and 
advice when you are planning a visit to a farm or similar establishment.   
 
Vulnerable Children 
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Some medical conditions make children vulnerable to infections that would rarely be serious in 
most children, these include those being treated for leukaemia or other cancers, on high doses of 
steroids and with conditions that seriously reduce immunity.  Schools and nurseries and 
childminders will normally have been made aware of such children.  These children are particularly 
vulnerable to chickenpox, measles or parvovirus B19 and, if exposed to either of these, the 
parent/carer should be informed promptly and further medical advice sought.  It may be advisable 
for these children to have additional immunisations, for example pneumococcal and influenza. 
 
Female Staff – Pregnancy 
If a pregnant woman develops a rash or is in direct contact with someone with a potentially 
infectious rash, this should be investigated according to PHE guidelines by a doctor.  The greatest 
risk to pregnant women from such infections comes from their own child/children, rather than the 
workplace.  Some specific risks are: 
 

• Chickenpox can affect the pregnancy if a woman has not already had the infection.  Report 
exposure to midwife and GP at any stage of exposure.  The GP and antenatal carer will 
arrange a blood test to check for immunity.  Shingles is caused by the same virus as 
chickenpox, so anyone who has not had chickenpox is potentially vulnerable to the infection 
if they have close contact with a case of shingles 

• German measles (rubella).  If a pregnant woman comes into contact with german measles 
she should inform her GP and antenatal carer immediately to ensure investigation.  The 
infection may affect the developing baby if the woman is not immune and is exposed in 
early pregnancy 

• Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child.  If 
exposed early in pregnancy (before 20 weeks), inform whoever is giving antenatal care as 
this must be investigated promptly 

• Measles during pregnancy can result in early delivery or even loss of the baby.  If a 
pregnant woman is exposed she should immediately inform whoever is giving antenatal 
care to ensure investigation 

 
Immunisations 
Immunisation status should always be checked at school entry and at the time of any vaccination.  
Parents/Carers should be encouraged to have their child immunized and any immunization missed 
or further catch-up doses organized through the child’s GP.  For the most up to date immunization 
advice see the NHS Choices website at www.nhs.uk or the school health service can advise on the 
latest national immunization schedule. 
 
Immunisation Schedule 
 

Two months old Diphtheria, tetanus, 
pertussis, polio and Hib 
(DTaP/IPV/Hib) 
Pneumococcal (PCV13) 
Rotavirus vaccine 

One injection 
 
 
One injection 
Given orally 

Three months old Diphtheria, tetanus, 
pertussis, polio and Hib 
(DTaP/IPV/Hib) 
Pneumococcal (PCV13) 
Rotavirus vaccine 

One injection 
 
 
One injection 
Given orally 

Four months old Diphtheria, tetanus, 
pertussis, polio and Hib 
(DTaP/IPV/Hib) 
Pneumococcal (PCV13) 

One injection 
 
 
One injection 

Between 12-13 months old Hib/memingitis C 
Measles, mumps and rubella 
(MMR) 
Pneumococcal (PCV13) 

One injection 
One injection 
 
One injection 

http://www.nhs.uk/
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Two, three and four years old Influenze (from September) Nasal spray or one injection 

Three years and four months 
old or soon after 

Diphtheria, tetanus, 
pertussis, polio and Hib 
(DTaP/IPV) 
Measles, mumps and rubella 
(MMR) 

One injection 
 
 
One injection 

Girls aged 12 to 13 years Cervical cancer caused by 
human papilloma virus types 
16 and 18.  HPV vaccine 

Two injections given 6-24 
months apart 

Around 14 years old Tetanus, diphtheria and polio 
(Td/IPV) 
Meningococcal C (Men C) 

One injection 
 
One injection 
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 DRUGS AND ALCOHOL POLICY 

 
1. Scope and Objective 
 
The purpose of this policy is to: 
 

• Outline The Campus’s rationale on drugs. 

• Promote the building as an area free from drug usage and dealing. 

• Show how to respond to any incidents of drug use.  
 

2. Outline The Campus’s rationale on drugs and alcohol 
 
At The Campus we do not condone the use, misuse or supply of legal or illegal substances (drugs) 
by centre users or staff. The centre acknowledges that any involvement with illegal substances is a 
criminal offence and believe that the possession, use, exchange or sale of controlled drugs is 
unacceptable and will not be tolerated. The centre also believes that the supply of alcohol to 
underage people is an offence and will not be tolerated in or around the centre, as is the 
consumption in or around The Campus facilities. 
 

3.  Promote the building as an area free from dangerous substances 
 
We have a responsibility towards Centre users and colleagues to ensure their health and safety. It 
is the responsibility of all staff to ensure all potentially harmful products (cleaning products, First Aid 
resources etc) are kept away from Centre users at all times. Staff are encouraged to take any 
report of illegal substance use seriously and to take appropriate steps in order to combat the 
problem. 
 

4.  Response to Incidents involving drugs 
 
In order to ensure staff and centre user safety all drug incidences should be reported to a 
Supervisor or Manager. A ‘Drug Incidence’ refers to any information that would suggest drug (legal 
or illegal) use/misuse. Most drug incidents are likely to involve suspicions, observations, 
disclosures, or discoveries of situations involving illegal and other unauthorised drugs and include: 
 
~ Finding drugs or associated drugs paraphernalia on or around Campus facilities 
 
~ A member of the public is believed to be in possession of illegal substances. 
 
~ A member of the public is believed to be supplying/sharing drugs on or around Campus 
premises. 
 
~ A member of staff is believed to be under the influence of drugs on Campus premises. 
 
~ Anybody is believed to be supplying alcohol to under age people. 
 
~ Alcohol is being consumed illegally on or around The Campus. 
 

4.1 Procedures for dealing with incidents relating to drugs and alcohol 
 
4.1.1 Drugs or Paraphernalia found on or around the Campus 
 
Remove (if safe to do so) immediately, if it’s an illegal substance notify the Police immediately who 
will arrange for collection or disposal. If it’s a legal 



156 

 

Substance return to owner or dispose of safely. 
 

4.1.2 Member of the public believed to be in possession of drugs on or around 
Campus premises 

 
Do not challenge the person. Inform a Supervisor or Manager who will notify the Police, try to 
ascertain as many details as possible without putting yourself in danger. 
 

4.1.3 Member of the public believed to be supplying/sharing drugs on or around 
Campus premises 

 
Do not challenge the person. Inform a Supervisor or manager who will notify the Police, try to 
record as much detail about the person and who they are trying to supply the drugs to without 
putting yourself in danger. 
 

4.1.4 Member of Staff under the influence of drugs 
 
Speak to the persons line manager this should be in confidence. If this is not possible record the 
incident and report it at the earliest moment. If you believe the colleague to be a risk or to be at risk 
call the Police. 
 

4.1.5 Alcohol is being supplied to under-age people 
 
Do not approach the person(s). Report it to a Supervisor/Manager, attempt to gain as much 
information as possible (car registration) without putting yourself in danger. This should be reported 
to the Police. 
 

4.1.6 Under age/Illegal drinking on or around The Campus facilities 
 
Do not approach the person(s), instead notify the Supervisor/Manager on duty. The Police should 
be notified as soon as possible. 
 

4.1.7 Smoking 
 
The Campus operates a No Smoking policy.  This includes e-cigarettes and vaping. 
 

4.1.8 Information regarding Drugs 
 
Any information regarding illegal drugs or alcohol abuse or illegal sale passed to The Campus staff 
will be taken in confidence and will be dealt with according to procedures.  
 
 
 
Review by Health and Safety Committee February 2017 
Review due  February 2018 
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APPENDIX 21  
LOCKDOWN POLICY MAY 2017 
 

 

        Baytree School 

Lockdown Policy 
May 2017    

 
1. What is the Lockdown Policy? 

• Lockdown is the ability to quickly restrict access and egress to Baytree School or parts of 
the Campus building through physical measures in response to a threat, either external or 
internal.  The aim of lockdown is to prevent people moving into danger areas and 
preventing or frustrating the attackers accessing the school (or part of). 
 

2. Why do we need a Lockdown?  
• On very rare occasions it may be necessary to seal off the school so that it is not able to 

be entered from the outside.  This will ensure that pupils, staff and visitors are safe in 
situations where there is a hazard in the school grounds or outside the school in the near 
vicinity. 

• A Lockdown is implemented when there is a serious security risk of the premises, due to 
for example, near-by chemical spillage, proximity of dangerous dogs, serious weather 
conditions or attempted access by unauthorised persons intent on causing harm/damage. 

 
3. Notification of Lockdown?   

• Staff will be notified lockdown procedures are to take place immediately on hearing a 
warning using the Walkie Talkie – this will be repeated 2 further times – please do not 
verbally respond. 

• The Classroom phones can also be used to confirm the nature of the incident IF 
APPROPRIATE 

• Where possible Admin Staff or Headteacher will then inform by telephone Herons’ Moor 
Academy and The Campus of the potential threat immediately. 

 
4.  Procedure 
Follow the CLOSE Procedure 
 
Close all doors, windows and blinds where possible 
Lock Up 
Out of sight and minimise movement 
Stay silent and avoid drawing attention where possible 
Endure – be aware you may be in lockdown for some time 
 
These signals will activate a process of children being ushered into the school building if on the 
grounds as quickly as possible and the locking of the School Reception, Gates, Classrooms and all 
outside doors where it is possible to remain safe. 
 
At the given signal the pupils remain in the room they are in and the staff will ensure the windows 
and doors are closed/locked and screened where possible and pupils are positioned away from 
possible sightlines from external windows/doors, lights, smartboards and computer monitors are 
to be turned off.   
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Pupils or staff not in class for any reason will proceed to the nearest occupied classroom and 
remain with that class and class teacher.  If a class is in the Dining or Sports Hall they are to 
remain there as quietly as possible. 
 
If a pupil is exhibiting challenging behaviour or medical emergency and not in a safe place a 
member of staff or class teacher will need to use their discretion about persuading them or 
intervening with their behaviour policy by physically moving them to keep them safe. 
If practicable staff should notify the School Office by phone about any pupils not accounted for. 
 
NO ONE SHOULD MOVE ABOUT THE SCHOOL 
 
Staff to support children in keeping calm and quiet where possible 
 
Staff to remain in lockdown positions until further message on Walkie Talkie giving further 
instructions to notify everyone that the lockdown has ended. 
 
As soon as possible after the lockdown has finished staff must return to their base classrooms and 
conduct a roll call and notify the School Office immediately if any pupils are not accounted for. 
 
Staff Roles 
 
The School Office staff to ensure that their office is locked and the Police called if necessary 
 
The Bursar, available members of the SLT and Office Staff to contact Facilities Team to lock the 
gates, front door and any other entrances to the main buildings including the ground floor 
classroom doors – to only do this if it is safe to do so. 
 
Individual Teachers/HLTAs/TAs/LSAs/HealthCare to use the thumb locks to lock/close the 
classroom doors and windows where possible 
 
Bursar or Office Staff to support visiting professionals who are not accompanied by a member of 
school staff. 
 
Communication with Parents 
 
If necessary parents will be notified as soon as practical to do so via the school established 
communication network (Text Message). 
 
Depending on the type and severity of the incident, parents and transport may be asked NOT to 
collect pupils from the school as it may put them and the pupils at risk.  Pupils will not be released 
to parents or transport during a lockdown.  Parents will be asked not to call the school as this may 
tie up emergency lines. 
 
If the end of the day is extended due to a lockdown, parents and transport will be notified and will 
receive information about the time and place pupils can be picked up.  This communication will be 
sent by the Office Staff or Emergency Services. 
 
A letter to parents will be sent home as soon as possible following any serious incident to inform 
parents or context of the lockdown and to encourage parents to reinforce with their children the 
importance of following procedures in these very rare occasions. 
 
Lockdown Drills 
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Lockdown practices will take place a minimum of twice a year to ensure everyone knows exactly 
what to do in such a situation.  Monitoring of practices will take place and debriefed to staff so 
improvements can be made. 
 
Review 
This Policy will be reviewed as part of the schools Health and Safety Emergency Plan Procedures. 
 
 
 
 
5. Policy Review Arrangement.  

This policy will be reviewed in line with the policy schedule available from the Clerk to the 
Governing Body.  
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Lockdown Procedure : Planning 
 

Procedures Points to Consider/Notes 

Executive Lockdown Leader (ELL):  Ed Bowen-
Roberts/Julie Fox/Paul Hillman 
Back up (ELL)   :  Adam Rider/David 
Beasley/Becky Kehoe 
 
Control Room (CTR) Location:  Town 
Hall/School Admin Office/Campus Reception 
 
Alternative CTR :  Town Hall 

The Head of the School/building will be the 
Executive Lockdown Leader (ELL) and they 
should nominate several ‘Lockdown Leaders’ – 
people with authority to lead and manage the 
lockdown.   
There should be a backup ELL and back up LLs 
in case of absences on the day. 
ELL should be based in the ‘Control Room’ (CR 
to coordinate communications and record 
actions) 
Each LL should be highly familiar with all 
aspects of the school grounds in the event they 
need to look for missing pupils or to hide 
staff/pupils. 
ELL and LL will liaise in the CTR at the start of 
the incident to provide instructions.  It is very 
likely that any communication equipment will 
need to be stored in the control room or 
somewhere that is easy to get to. 

 
Circumstances that the school/campus will call 
a lockdown eg 

• Aggressive/Violent Intruder 
• Dangerous Animals 
• Environmental Hazard 
• Other threat as identified by the ELL 

 

A lockdown should be initiated when a situation 
arises that requires the isolation (rather than 
evacuation) of staff and pupils from an 
identified threat. 
Threats on site could include but not be limited 
to:  aggressive or violent intruder/parent/pupil; 
siege/hostage incident; dangerous animals, 
armed incident, terrorist incident, chemical or 
environmental incident. 
A Lockdown should involve the whole 
school/building (including all pupils and use of 
all school/campus grounds). 
However STAY SAFE principles must take 
precedence (Run Hide Tell) if there nature of 
the threat is such that the school lockdown 
procedure cannot be implemented eg 
aggressive terrorist attack 

 
External Agencies that will or may need to be 
contacted: 
 
Police/Emergency Services via 999 
NSC (office hours)  EMU 01934 426706/70 
NSC (out of hours) CCTV room 01934 622669 
Environmental Agency 0800 807060 
 

 

 
Method of communication to be used in the 
event of a lockdown: 
 

Walkie Talkie Channels – can they talk to 
eachother? 
Review communications channels for whole 
school/campus for all groups 
How will office staff stay in contact and ensure 
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nominated phone lines remain clear? 
If you agree on email alerts is it likely or 
realistic that all staff would receive these in 
time? 

 
Lockdown alert signal will be given in the 
following way 
 
All clear signal will be given in the following 
way 

Decide on what the ‘alert signal is going to be. 
Ensure it can be recognised/heard all over the 
school/campus – a continuous alarm should is 
NOT usually recommended as this may well 
inform the threat that the school is about to go 
into lockdown. 
Ensure that the alert could never be mistaken 
for a fire alarm 
Consider making an announcement ‘code’ which 
would be easily understood as a lockdown 
initiation instruction. 
 

 
Movement plan for pupils and staff to follow if 
they are not in a classroom 
 
Eg pupils/staff to make their way to their 
classroom or their nearest secure building or 
stay in area where they are at time of incident 
 

Decide which buildings are suitable and which 
are NOT.  Consider before and after school and 
the location of activities and play areas.  During 
breaks or outside classes, pupils will need to 
proceed to the closest, securable room. 
Any plans will need to be practised so all 
staff/pupils must be familiar with the school 
grounds/layout. 

 
How will register/signing in/out book be taken 
and communicated to the CTR 
 

A register will all names and pupils, staff, 
volunteers, visitors etc in each room or group 
needs to be passed onto the CTR via a secure 
and pre agreed method.  Using existing 
mechanisms where possible. 
For the purpose of not blocking communication 
channels for prolonged periods of time consider 
communicating to CTR only key information 
such as, the register has been completed and 
only pass on details of pupils/others who are 
missing. 

 
LL to check designated areas of the school 

 
Same as Fire Alarm? 

 
Lockdown procedures will be practised at least 
twice per year and drills recorded in  
 

 
Fire Log Book???? 
Practice and review this procedure with 
different scenarios.   
Consider whether it is necessary to send a 
letter to parents before and after a lockdown 
drill to alleviate any concerns and ensure 
parents are vigilant about any pupils who may 
show signs of distress.  Undertake the first 
practice on a pupil free day where possible. 
Test the communication systems ie walkie talkie 
works 
Invite local police to be involved in practice 
lockdowns. 

 
 

Procedures and Roles  
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CTR/ELL role: 
 

• Sound alert signal 
• Co-ordinate LL 
• Contact Emergency Services/external 

agencies 
• Begin roll call process approximately 15 

minutes after lockdown was initiated 
• Gather information and liaise with all 

staff 
• Take records 
• Initiate all clear 
• Lead the debrief with all parties and any 

communications 

 
 
Ensure accurate records are taken of all actions 
in an incident log (this can be found in the 
School Emergency Plan) 
 
 

LL role: 
• Report to CTR 
• Secure designated area (windows & 

doors) 
• Gather information and liaise with 

staff/CTR 
• Search for missing pupils if required 
• Undertake dynamic RA at all times and 

note move about school if not safe to do 
so 

 
Consider how you will secure fire exits as these 
should remain accessible in case occupants 
need to escape in an emergency.  Schools will 
usually have suitable mechanisms for securing 
doors that are easy to overcome from the inside 
eg thumb turns 

Non LL staff must: 
• Escort pupils to a lockdown area 
• Take a register if possible 
• Communicate with CTR any missing 

pupils or additional pupils 
• Check doors and windows in immediate 

vicinity are secure 
• Keep pupils calm and quiet 
• Where appropriate (due to nature of the 

threat) sit on floor away from windows 
• Keep mobile phones on silent 

 
Do not lock fire exits with a key in case you 
need to escape in an emergency.  Schools will 
usually have suitable mechanisms for securing 
doors that are easy to overcome from the inside 
eg thumb turns.  If a key has to be used 
because of an immediate threat, ensure it is not 
removed from the lock. 

Debrief and Review 
 

• Debrief for staff/pupils to be taken by 
ELL as soon as possible after the 
incident 

• Parents to be informed via a meeting 
and/or letter as soon as practical after 
incident 

• Further information to be provided on 
school website etc 

• Media contact to be consulted before 
any communications are released  - NSC 
Media and Comms Officer (01934 
634996) 

• Incident report to be completed by ELL 
(Health and Safety Incident and 
Accident form) 

 
Consider suitable methods of communication 
Who will need to be consulted before 
communications are released 
Where provided the Police Incident 
report/number and Police Liaison Officer details 
should form part of the incident report. 
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APPENDIX 22 
 

1. Scope and Objective 
 
This document will outline policies governing the use and management of the main car 
park, over flow car park and disabled parking areas at The Campus.  It includes use by all 
staff, contractors, visitors to and users of The Campus. 
 
2. Use of main car park facilities 
 

• The Main Car Park, over flow car park and designated ‘blue badge holder only’ bays 
are available for use by all staff who work at The Campus for Baytree School, 
Herons’ Moor Academy, Locking and Locking Castle Children’s Centre, Community 
and Facility Services. Members of the public using any of The Campus facilities and 
contractors carrying out specific works on The Campus premises are also permitted 
to use the car park facilities. 

• The Campus car park is patrolled and penalty charge notices maybe issued for 
failure to comply with the restrictions, not clearly displaying a valid car park permit 
(issued by facilities), not clearly displaying an ‘overstay permit’ (issued by reception 
team) or parking for over 4 hours. 

3. Restrictions 

• The following restrictions apply 24 hours, seven days a week including Bank 
Holidays :- 

• No campers/ motorhomes. 

• No caravans, No trailers. 

• No overnight sleeping in vehicles or camping. 

• No unauthorised coaches/ minibuses. 

• No lorries or goods vehicles over max. gross weight 3500kg. 

• Drop off/ collection area (red marked bays) between 08:30 – 09:30 & 15:00 – 
16:00 Authorised public service vehicles only. 

• At all other times Drop off/ collection area restricted to 5 minutes maximum 
wait time. 

• Public service vehicle parking area : 

• Restricted to authorised vehicles only in the marked minibus bays. 
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4. Penalties 

A Penalty Charge Notice may be issued for contravention of the following 
parking conditions of £50 or £70 :- 

• Parked in a disabled persons parking place without clearly displaying a valid 
disabled persons badge; 

• Parking of a restricted or prohibited vehicle; 

• Not parking within the marked bays; 

• Parking in a restricted area or causing an obstruction; 

• Parked with engine running; 

• Unauthorised offering for sale or exposing goods for sale; 

• Parked for longer than permitted; 

• Re-parked in the same car park within the no return time. 

5. Visitors/deliveries 

• All visitors to any of The Campus partners must park, adhering to the 
restrictions and clearly display an ‘overstay permit’ if staying for longer than 4 
hours. These are collected from The Campus reception or school’s reception 
team. 

• If a delivery is being made outside of school drop off/ pick up times. The 
vehicle is permitted to park within the red marked bay outside the front of The 
Campus, for no longer than 5 minutes. 

 

6. Car Park Permits 

• Permits will be allocated by individual service areas and a record maintained 
at main school reception and by the Facilities team.  

• Permits are only issued to members of staff, who’s main contracted hours will 
be carried out working at The Campus. 

• Permits must be clearly displayed always. 

• A change of vehicle requires a new permit to be displayed, the permit is 
allocated to the vehicle and not the individual. 

7. Car park closures overnight 

• Access to the main car park and over flow car park will be prohibited after 
22:00hrs Mon – Thur, 21:00hrs Fri and 17:30 Sat & Sun. 
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• Facilities will close and lock the car park barriers at these times and re-open 
them again at 06:30 Mon – Fri and 08:30 Sat & Sun. 

• If a vehicle is locked within the car park and needs to be removed, in an 
emergency,  the CCTV 24 hour control room can be contacted. Who in turn will 
make a call for a mobile Vanguard security officer to unlock the barrier and 
release the vehicle.  

• A release fee of £30 is charged for this service. 
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