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Shirebrook Academy
Health, Safety and Welfare Policy Document
Statement of Intent

The governing body of Shirebrook Academy regards the promotion of health and safety at work to be of the utmost importance for all personnel, including students, staff and visitors.
It is Academy policy to ensure that every possible step is taken to prevent injury and ill health to personnel by protecting individuals from hazards at work.  This also includes students and visitors to the Academy whether it is for pursuance of their employment or other activities.
This will be achieved by:

· assessing and controlling risk as part of the day-to-day management of Academy activity;
· providing and maintaining safe, healthy and secure working conditions, training and instruction so that personnel are able to perform their various tasks safely and efficiently;
· ensuring that a constant awareness of a positive health and safety culture is maintained in respect of all activities within the Academy and during out-of-Academy activities;
· annual review of the health and safety policy as Academy activities and the associated risks change.
All personnel within the Academy have a legal obligation to co-operate in the operation of this policy by not interfering with or misusing equipment that has been provided in the interests of health and safety.

All employees within the Academy have a corresponding obligation to co-operate and comply with this policy so far as is reasonably practicable by:

· complying with safety procedures, whether written or brought to their attention by other means for their own protection, protection of those under their supervision and others who may be affected by their actions;
· reporting any incident, in the first instance to the Principal, and the Academy’s health and safety adviser, including near misses, which has led or could have led to damage or injury;
· assisting in any investigation with regards to accidents, dangerous occurrences or near misses.
In line with the Safety Organisation detailed later in this policy, it is the responsibility of all line managers to ensure safety compliance with safety arrangements within their areas of responsibility.
Shirebrook Academy will buy into Derbyshire County Council’s Health and Safety provision as a managed service.  DCC and Derbyshire Local Authority (LA) are referred to throughout this policy.

Objectives
· to promote high standards of health, safety and welfare in compliance with the Health and Safety at Work Act 1974 and The Management of Health and Safety at Work Regulations 1999 and any other statutory instruments and approved codes of practice;
· to comply with the LA Health and Safety Policy and the intention to implement the requirements of this policy where appropriate;
· to ensure that places and methods of work are safe and healthy through arrangements set out in the Arrangements Section and others which are adopted from time to time as appropriate to changing circumstances
· to protect personnel, whether they be employees, students, visitors to the site or contractors and their employees from any foreseeable hazard;
· to ensure that adequate training, instruction, supervision and information is given to all employees in order that they may work in safety so far as is reasonable and practicable;
· to ensure a safe and healthy working environment for all personnel and that there are sufficient facilities and arrangements for their welfare;
· to promote a positive health and safety culture amongst all personnel on the site;
· to ensure that all personnel are aware of their responsibility to take any steps necessary in order that the health and safety of both themselves and others may be safeguarded;
· to ensure that full and effective consultation on all matters relating to health, safety and welfare is encouraged.
Responsibilities of individuals within Shirebrook Academy are as follows:
· Governors.  The Governing Body has ultimate responsibility for overseeing all aspects of health, safety and welfare at Shirebrook Academy and monitoring it by receiving regular reports from the Principal. 
(see Appendix 1)
· Principal.  The Principal is responsible for the effective implementation of the safety policy and encouraging staff through regular monitoring, to implement health, safety and welfare arrangements. 

(see Appendix 2)
· Health, Safety and Welfare Adviser.  The safety adviser is adviser to the Principal on health, safety and welfare within Shirebrook Academy.  He is also to advise all personnel in meeting their individual responsibilities with regard to health and safety at work.  In addition he is responsible to the Principal for overseeing all health, safety and welfare matters in respect of all out of Academy activities.

· Site Manager.  The site manager is responsible for ensuring that all of the site management work undertaken is carried out in accordance within both DCC guidelines and the guidance given within this policy document.

· Line Managers.  All middle leaders are responsible for ensuring that the day-to-day requirements regarding health, safety and welfare at work are met within their areas of concern.  Where any new process or operation or substance is introduced to their area of responsibility to liaise with the safety adviser so that the associated risks are assessed and any precautions deemed necessary are implemented.  They are to ensure that any new employees and students under their control are instructed as to their own individual responsibility in respect of health, safety and welfare at work. 


(see Appendix 3)
· Teachers, teaching assistants and supervisors.  The responsibility for applying safety procedures on a day-to-day basis rests with all teachers and supervisors.  All accidents, hazards, near misses and concerns will be reported by them in accordance with current procedures in order that they can be investigated and remedial action taken as appropriate.  In the event of the need to carry out any investigation teachers and supervisors are required to assist in the investigation process.  To assist their line manager in regular inspections of their working environment, taking prompt remedial action where necessary. 
(see Appendix 3)
· Employees and students.  Employees and students have a responsibility to ensure that they act with all reasonable care with regard to the health, safety and welfare of themselves, other members of the Academy, contractors and members of the public.  They are required to co-operate with supervisors, line managers, safety representatives and the safety adviser, and adhere to safety guidance given in helping to maintain standards of health, safety and welfare within the Academy. 

(see Appendix 3)
Organisation and Management
Organisation/Management Flowchart
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Arrangements and Procedures
Every activity undertaken by employees, students, contractors on site and members of the public visiting the Academy must be assessed in terms of hazards likely to be encountered and the control measures that are required to be implemented.  This process shall be known as risk assessment and is a statutory requirement of the Health and Safety at Work Act 1974 and The Management of Health and Safety Regulations 1999.

Derbyshire County Council has produced a comprehensive list of generic risk assessments for the majority of activities likely to occur on Academy premises.  The list of generic risk assessments can be accessed by visiting the Derbyshire Network for Learning (dnfl) website following the schools/ organisation/ health and safety link.  A copy of the current available list of generic risk assessments is available in Appendix 4
Use of generic risk assessments
The person/s carrying out risk assessments using generic risk assessments must work through the generic risk assessment in detail and customize the risk assessment to the specific activity being assessed.  Once this process has been completed the finished risk assessment must be stored both electronically and in paper form for future reference.  In the event of any modifications to the risk being assessed having taken place such as change of personnel, change of materials used, change of venue etc. the risk assessment must be reviewed and amended as appropriate.

Where there is no generic risk assessment for a planned activity a risk assessment must be produced using the DCC blank proforma and advice sought from the Academy health and safety adviser.

Risk assessments must be regarded as dynamic documents and be regularly reviewed and updated to ensure that risk to health, safety and welfare is minimised at all times.

Responsibility for carrying out risk assessments

Site Manager
· All activities encountered by site management staff, cleaners and contractors on site;
· Permits to Work (contractors on site);
· Fume cupboard inspection, kiln inspection, dust and air extraction systems in throughout design and technology, gymnastic equipment inspection, gas soundness tests, fire extinguisher testing.
Director of Finance and Support Services
· All activities encountered by administrative staff, midday supervisory staff and all other non-teaching support staff except for site staff, including Display Screen Equipment (DSE);
· Any activity which could impact on members of the public visiting Shirebrook Academy.
Middle Leaders
· All activities that take place as part of delivery of the curriculum;
· DSE in the area for which they are responsible
· All activities that take place as part of delivery of pastoral care;
· Assessment of the teaching environment of their areas;
· All activities that are part of any off site activity.
Academy Health, Safety and Welfare Adviser and Educational Visits Co-ordinator
· To be available in an advisory capacity to all of the above;
· To approve all risk assessments once completed;
· To approve all risk assessments and other relevant information with respect to Educational Visits using the EVOLVE package;
· To advise the Principal and in turn the Governing Body of any concerns in respect of the risk assessment process;
· To investigate any reported incidents and accidents as appropriate;
· Induction of all new employees in terms of health, safety and welfare;
In addition to the above the members of staff responsible for Science, Physical Education, Design and Technology, ICT and Human Resources will need to ensure that risk assessments are in place for the specialised activities that take place in the areas for which they have overall responsibility and that these risk assessments conform to the relevant current health and safety legislation.

The Site Manager will need to ensure that all relevant risk assessments are in place to cover the activities of all site and cleaning site and in particular issues relating to lone working by staff charged with security issues on a daily basis.  
Contractors 
Arrangements for contractors – The Site Manager will ensure that all contactors undertaking work on the site are competent, adequately insured, and are able to carry out their activities in a way which poses no threat of injury to anybody in the vicinity including pupils, staff, visitors or to a lesser extent, trespassers. Where appropriate the Site Manager will also require contractors to submit a health and safety plan to cover the work that they are undertaking.
COSHH 
The Site Manager will ensure that for all hazardous substances, including use and storage etc. (COSHH assessments) are in place.
• Introduction of new substances 

• Use and storage of gasses, e.g. oxygen, acetylene, propane, carbon dioxide etc. 

• Dealing with the risk presented by ionising radiation. 

• The control of any biological hazards. 

• The controls for disposal of hazardous or toxic waste. 

Manual Handling 
The Manual Handling Regulations establish a clear hierarchy of measures for dealing with risk from manual handling, these are: 

• Avoid hazardous manual handling operations so far as is reasonably practicable; 

• Assess any hazardous manual handling operations that cannot be avoided; and 

• Reduce the risk of injury so far as is reasonably practicable. 

The Site Manager will make arrangements so far as is reasonably practicable, to avoid hazardous manual handling tasks or assess those manual handling tasks that cannot be avoided, so to reduce the risk of injury to the site and cleaning staff to the lowest level reasonably practicable.
Educational Visits and Off-site Activities
Derbyshire County Council has implemented a comprehensive set of procedures that must be adhered to by all staff organising educational visits and off-site activities.  These are detailed on the Derbyshire net for learning website including a long list of generic risk assessments. 
(see Appendix 5)

This process will be carried out by accessing the EVOLVE package through www.derbyshirevisits.com following the procedures.  This is a very useful planning tool for staff planning any out of Academy activities.
Any member of staff requiring training in the use of EVOLVE should contact the Educational Visits Coordinator.
Fire Evacuation Procedures
The Academy has in place detailed fire evacuation procedures which will be followed by all employees, students, contractors and members of public visiting the Academy site. 
(see Appendix 6)
Fire risk assessment will be carried out annually and conducted jointly by the Site Manager and Health, Safety and Welfare Adviser following the guidance laid out by Derbyshire County Council available on the dnfl website: Health And Safety - Fire Prevention And Evacuation Procedures .  Where necessary, further guidance and advice will be sought from the local fire brigade.  In respect of training the Site Manager is a retained fire fighter and has access to relevant training.

First Aid
First aid is administered by the Academy nurse based in the Medical room on the ground floor of the Administration Building.  In addition there are identified employees who hold a current certificate in first aid who can be called upon to give assistance as and when required. (see Appendix 7)
Accident Procedures
In the event of an accident occurring either on site or as part of an off-site activity, relevant accident forms must be completed as soon as is reasonably practicable.  Accident forms are available from the Academy receptionist.  Completed accident report forms must be returned to the Health, Safety and Welfare Adviser who will carry out any necessary further investigations.
Accident Investigation

In the event of an accident taking place a full investigation should be carried out following the guidelines laid down in the Derbyshire County Council Health And Safety - Accident Investigation document located on the dnfl website.  The investigation must be carried out by the relevant line manager as defined above.

Emergency Procedures
In the event of a major emergency occurring either on site or as part of an off-site activity, in accordance with Derbyshire County Council requirements, the Academy has a Critical Incident Management Plan that would be put into practice.  The Principal and other relevant staff always carry a copy of the Critical Incident Management Plan with them.

Electricity
All portable electrical appliances will be subjected to an annual safety inspection carried out by an external contractor.  All staff are required to co-operate fully in these inspections by making available all portable electrical appliances for which they are responsible, for inspection and testing.  All new electrical equipment must be tested at the next available testing date.  It is the responsibility of all employees to regularly inspect portable electrical appliances in their own working areas by carrying out a visual inspection of:

· The plug and socket at the wall;

· the cable from plug to the appliance;

· the switch on the appliance

· the case of the appliance

· the PAT sticker

Any defects should be brought to the attention of their line manager immediately who will use the reporting procedures to inform the Site Manager who will take all necessary steps to render the portable electrical appliance or installations safe.
All electrical plant and mains installations will be inspected on a five yearly cycle.  The Site Manager will ensure that these inspections have taken place and are documented.

COSHH 
The Head of Science will ensure that for all hazardous substances, including use and storage etc. (COSHH assessments) are in place.

• Introduction of new substances 

• Use and storage of gasses, e.g. oxygen, acetylene, propane, carbon dioxide etc. 

• Dealing with the risk presented by ionising radiation. 

• The control of any biological hazards. 

• The controls for disposal of hazardous or toxic waste.
Where necessary advice and guidance will be sought from Derbyshire County Council.
Health, Safety and Welfare Inspections

Each middle leader and area manager (e.g. the Site manager) should carry out a termly comprehensive inspection of their area covering roles and responsibilities of employees, students and members of the public visiting the site for whom they are responsible as well as all rooms and storage areas.  In order to ensure that this process meets any legal requirement the person carrying out the inspection will ensure that appropriate risk assessments are made available to check against and where necessary revised.  The Principal of department or area manager shall keep a log of dates and times of these inspections and provide written reports for the Health and Safety Adviser of any issues of concern.

The Health and Safety Adviser will raise any such issues with the Principal who will take all reasonable and practicable steps to address the issues raised.

	Area/Rooms to

be inspected
	Person responsible

for inspecting
	Area/Rooms to

be inspected
	Person responsible

for inspecting

	C1A, B,C,D,E,F,G, 
	Head of Mathematics
	C2 Dining room
	Senior Caterer

	C2B, C
	Head of Modern 

Foreign Langs
	C2D, E, F, G, H, I
	Head of Humanities

	C3A, B, C, D, C3AA
	Head of ICT
	C3E, F, G, H, I, J, K
	Head of English

	T1A, B, C, D,
T3A, B, C, D, Prep rooms
T4B
	Head of DT
	T2A – D,
T2L isolation room
	Teaching Assistant LSU

	T2E, F, G – M, Prep rooms
T2I, Drama Studio
	Head of Arts
	T4A, C, D, Prep rooms,
T5A, B, C, D T2H
	Head of Science

	Gymn. 1, 2 and

changing rooms, H3,
playing surfaces
	Head of PE
	Admin Block – all rooms
	Finance Director

	Hall, Studio, All corridors,

Outside areas
	Site Manager
	
	


Stress
Stress is recognised as one of the greatest causes of employee absence in the education sector.  The Academy will adopt the Derbyshire County Council Guidance from the Personnel Handbook: Management of Stress.

Copies of the guidance will be made available to all employees on request and can be found on the dnfl website.  It is the duty of all line managers to monitor all employees and students for whom they are responsible and report any concerns sensitively to the Principal.

Training
All employees are entitled to relevant health and safety training.  In order to meet the training needs of all staff the Principal will recommend to the Governing Body that Shirebrook Academy contract in annually to the Services for Derbyshire Schools provided by Derbyshire County Council.  The service provides a comprehensive package of training in health, safety and welfare matters.  Where relevant training is not available through this route the Principal will ensure that other provision for training is made.
Induction
All new employees will, as part of their overall induction, be given adequate induction in all matters relating to health, safety and welfare.

Safety Working Group
A Safety Working Group will be established and will report to the Principal
· Finance Director (chair)

· Site Manager

· Health, Safety and Welfare Representative
· Trade Union Health and Safety representatives.
The Safety Working Group should meet once per term and minutes of the meetings displayed in the staffroom on the health and safety notice board.  Reports from this group will be taken to the Governors Finance, Staffing and Premises Committee.
Health, Welfare and Safety Policy Review
 The policy will be subject to annual review taking due regard of:

· changes to buildings, e.g. structure, use etc.

· changes to personnel

· changes in curriculum

· non compliance with standards

· new legislation or regulation

The review process will be carried out by the Safety Working Group and written up by the Health, Safety and Welfare Representative.

The Principal is responsible for ensuring that any outcomes as a result of the review are implemented.
Appendix 1

Responsibilities of Governing Bodies

Governing Bodies are responsible for ensuring that health and safety is maintained within their Academy. In order to do this they must ensure that certain key elements are in place within the Academy. The responsibilities of Governing Bodies outlined below fall principally into the areas of monitoring of performance, ensuring health and safety matters are adequately resourced and ensuring that those staff who have specific health and safety responsibilities are aware of and undertake those responsibilities.  In particular the Governing Body should ensure that:-

• The Academy has a health and safety policy which is implemented within the Academy and that the effectiveness of this policy is monitored. The Governors should formally approve this policy.

• Health and safety is effectively managed in the Academy through appropriate management systems including risk assessments, inspections, communication systems, guidance, and review and monitoring.

• The Academy considers health and safety as an on-going priority and ensures that health and safety obligations are included in Academy development plans.

• Health and safety responsibilities are allocated to appropriate staff within the Academy’s organisational structure.

• When decisions on staffing levels are being considered that the health and safety implications of such decisions are fully considered.

• Adequate resources for health and safety are identified.

• They seek health and safety advice from the LA as necessary and that this advice is acted upon as far as is reasonably practicable.

• There is an appropriate forum for discussing health and safety issues, taking decisions and ensuring action is carried out. This could be full Governors’ meetings or a sub-committee of the Governors where health and safety is a standing agenda item.

• They receive an annual report on the Academy’s health and safety performance from the Principal to include, for example, the findings of risk assessments, any problems the Principal feels need referring to the Governors, accident statistics, any changes in working practice and any budgetary implications (this is not an exhaustive list).

• They receive on a regular basis any guidance issued by the Authority and take appropriate action as necessary.

• They review annually the health and safety performance of the Academy and set targets for achievement for the next year.

• All the DCC guidance on Academy journeys and adventure activities and licensing

where appropriate is complied with.

Appendix 2

Responsibilities of the Principal
The Principal is ultimately responsible for the day to day implementation of health and safety in their Academy. This includes use of the Academy after hours for lettings and other events.

In order to effectively discharge this responsibility, the Principal should ensure that:-

• Academy health and safety policy is developed with the Governing Body in line with the LA health and safety policy and guidance and that this policy is fully implemented and monitored within their Academy.

• The policy is brought to the attention of all employees and is periodically reviewed.

• His/her knowledge of health and safety issues is kept up to date.

• Individuals within the Academy staff are allocated appropriate duties in terms of health and safety management and that these are recorded in the Academy health and safety policy document.

• Staff are made aware of the guidance in the LA Health, Safety and Risk Management Handbook and any guidance issued by the LA which is relevant to their work.

• An annual report on health and safety is prepared and presented to the Governors.

• Inspections of the Academy are carried out as outlined in the Health, Safety and Risk Management Handbook and that appropriate action is taken to deal with the findings of these inspections.

• The Academy has a relevant number of people trained to carry out risk assessment.

• Risk assessments of all significant risks are carried out and that the findings of these risk assessments are communicated to all those who may be affected by the risk.

• Following risk assessment, an action plan is drawn up to ensure the identified risk reduction measures are followed up.

• Adequate resources are made available to ensure that the Academy meets its statutory obligations as far as is reasonably practicable.

• Staff training needs in terms of health and safety are identified and that staff receive adequate health and safety training where required. This should include ensuring that all staff (including supply, part-time and temporary staff, staff undergoing teaching training and students on work experience) receive as a basic minimum induction training on their first day in Academy.

• An appropriate hazard reporting system is set up and that there is a follow-up procedure to ensure actions have been taken.

• All equipment (both personal protective equipment and general equipment, e.g. tools, ladders) required to ensure health and safety, is provided and is suitable for the task for which it is intended and that it can be adequately and safely stored.

• Systems exist to ensure equipment is checked and where it is found to be faulty that it is taken out of use until repaired/disposed of.
• Safe systems of work are adopted and are documented.

• All goods purchased comply with the relevant safety standards and where there are health and safety implications for their use that these are considered prior to purchase and appropriate systems of work and risk assessments are put in place.

• Appropriate emergency procedures, eg fire drills, fire alarm testing, etc, are carried out in accordance with the guidance in the Health, Safety and Risk Management Handbook and that the results are recorded and where appropriate acted upon.

• Where contractors are appointed to work on the site that all appropriate health and safety documents (e.g. safety policy/risk assessments) have been seen by the Academy.  That all risks presented by the contractor’s work have been assessed and appropriate controls put into place and that the contractor has been made aware of any risks that there may be to their health and safety from working on the site.  Due regard has been taken by all contractors of the Academy’s asbestos survey which is available from the Site Manager.

• Where required all relevant COSSH assessments are in place and all regulations complied with.
• All parts of the premises and plant that the Governors are responsible for the repair and/or purchase of are regularly inspected and maintained in safe order.  That any unsafe items which are the responsibility of the Authority are reported to them in the appropriate form.

• Where a situation presents an imminent risk of serious personal injury that action is taken to minimise that risk as far as is reasonably practicable irrespective of who is ultimately responsible for dealing with it under the LMS scheme.

• Appropriate first aid provision is ensured and maintained.

• Where the premises are used or let after hours that all appropriate health and safety considerations e.g. access, lighting, emergency escapes, access to a telephone, access to first aid facilities, have been considered and the necessary actions have been put in place.

• Any health and safety guidance received is made available to the Governing Body so that appropriate action may be taken as necessary.

• Appropriate liaison and consultation with Trade Union and Professional Association representatives.

Appendix 3
Responsibilities of Employees

All employees have health and safety responsibilities as outlined by the Health and Safety at Work etc Act 1974 and the Management of Health and Safety at Work Regulations 1999.  The health and safety responsibilities of employees are as follows.

Whilst at work all employees will:-

• Make themselves familiar with and conform to Derbyshire LA’s health and safety

policy.

• Be aware of and comply with all LA health and safety guidance and instructions,

safe systems of work and risk assessments, including control measures relevant to

their area of work.

• Point out any shortcomings in the LA’s arrangements for health and safety

(guidance, instruction, safe systems of work and risk assessments) to their Section

Head or Principal as appropriate.

• Report all hazards and incidents occurring during the course of their work to their line

manager. In addition to this, where the hazard is such that it represents an imminent

risk of serious injury, the employee must take all steps within their control to make the

situation safe.

• Use appropriate safety equipment and personal protective equipment/clothing which

is provided by the employer and ensure that it is used by persons under their charge

where appropriate.

• Co-operate with management in any situation related to health and safety, for

example, the introduction of new procedures, initiatives or requirements.

• Co-operate with any investigations related to health and safety, e.g. accident investigations.

• Ensure that all persons for whom they have responsibility obey safety rules and safe

systems of work.

• Not use equipment which they have not been trained to use.

• Take reasonable care for their own health and safety and that of other persons who

may be affected by their acts or omissions.

• Report all accidents however minor or near misses.

• Not intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare.
Appendix 4
DCC Generic Risk Assessments

	Generic Risk Assessments - General

	 
	Adverse Weather Conditions
	Lone Working

	 
	Animals
	Mobile Scaffold

	 
	Art/Pottery Rooms
	PE

	 
	Blank Risk Assessment Form
	Play Activity Equipment

	 
	Cleaning and Caretaking Duties
	Ponds

	 
	Electric Powertools
	Pregnancy - Expectant & Nursing Mothers 

	 
	Electrical Safety
	Stage Equipment Lighting

	 
	First Aid
	Stepladder

	 
	General Admin Offices
	Storage

	 
	General Teaching Areas
	Use of Hand Tools

	 
	Ladders 
	Working at a Height

	 
	 

	Generic Risk Assessments - Slips and Trips

	 
	External Areas 
	Kitchen and Canteen Areas 

	 
	Internal Teaching Areas 
	Sports Areas 

	 
	Internal Traffic Routes 
	 

	 
	 

	Generic Risk Assessments - Events

	 
	Barbecue Safety
	Marquee Concerts

	 
	Bouncy Castles
	Productions, Concerts and Open Evenings

	 
	Cash Handling
	Quad Bikes, Motor Cycles and Go-Karts

	 
	Donkey and Horse Rides
	Sale of Prepared Foods

	 
	Fairground Rides
Table of Contents

	 


Appendix 5
Generic Risk Assessment Checklists for Visits
	 
	Accommodation Hotel, Hostel, Self Catering
	Minibus Travel

	 
	Air Travel
	Paint Balling

	 
	Beach Visits
	Parks Visits

	 
	Boat Trips (also with accommodation)
	Picnic Areas 

	 
	Bowling Centres 
	Pond Dipping

	 
	Cable Car and Chair Lift
	Quarries 

	 
	Camping
	Remote Supervision

	 
	Camping - Static 
	River Work

	 
	Car Trips
	Scuba Diving

	 
	Castles, Churches, Museums, Art Galleries, Libraries (and similar buildings)
	Show Caves 

	 
	Cliff Top Walking
	Skating (Ice and Roller)

	 
	Coach Travel
	Skiing / Snowboarding (On Piste) / Sledging 

	 
	Countryside Walks
	Stadiums

	 
	Crab Fishing
	Swimming in Public and Hotel Pools 

	 
	Cycling and Mountain Biking
	Theatres / Cinemas 

	 
	Farm Visits
	Theme Park

	 
	Ferry Travel
	Train Journeys

	 
	Fishing
	Underground Train Journeys

	 
	Gardening
	Walking in Groups

	 
	Go Kart, Quad Bike and Motor Cycles
	Waterparks

	 
	Homestay Accommodation with Host Families for Exchange Students
	Wheelchairs

	 
	Local Orienteering
	 

	 
	London Eye

	Blank Visits Control Measures Checklist



Appendix 6

	Shirebrook Academy

	CRITICAL INCIDENT MANAGEMENT PLAN

	Evacuation Procedures

1. All students will leave the building by the nearest exit and assemble in silence, single file and in alphabetical order with their form groups i.e.

Y7 on the field with their Head of Year and form tutors

Y8 on the field with their Head of Year and form tutors

Y9 on the field with their Head of Year and form tutors



Y10 and Y11 on the tennis courts with their Head of Year and form tutors

2. Form tutors will take registers using a paper copy which will be distributed by the Vice Principal (pastoral & inclusion)

3. Students in the LSU.  If a student normally registers with his/her form tutor he/she is to line up with the form; if he/she normally registers in the LSU he/she should register with the LSU/ TA. 

4. After roll call Heads of Year will report any missing students to the Vice Principal (pastoral & inclusion) and then the Heads of Year will return to their Year groups. 

5. The Vice Principal (pastoral & inclusion) will then, with the assistance of the attendance clerk, check against the late book and signing out book. 

6. The Finance Director will be given the cover timetable and staff list by the receptionist and will check the teaching staff assisted by available staff. Once checked, teaching staff who are not form tutors should report to the Year groups to which they are attached and assist in the supervision of the students and only leave this area when instructed to do so by their respective Heads of Year.
Any missing staff/students will be noted by the Vice Principals and details relayed immediately, by the Senior Vice Principal, to the Principal who will normally be standing at the front of the administration building.

It will be the Principal’s duty to report missing persons to the Chief Fire Officer.

7. The attendance clerk will be responsible for ensuring that paper registers are taken out and will collect the late book and signing out book on her way out.
 

8.
On hearing the fire bell the Academy receptionist will immediately dial 999 and summon Derbyshire Fire and Rescue Service attendance. The only exception to this course of action will be when the Principal is standing at reception and countermands this instruction. The only member of staff authorised to cancel the Fire and Rescue Service is the site manager. 

9.
The Academy receptionist will be responsible for taking out the visitors’ book, the cover timetable, list(s) of any students out of Academy and the hand held radio. She will give the radio to the Senior Vice Principal. 

12.
All support staff (except site staff), supply staff and visitors should report to the North car park. The Principal’s PA will check these and report any missing personnel to the Senior Vice Principal.

13.
The site manager and site staff should locate the site of the fire/alarm and report to the Principal at the front of the administration building.

14.
When everyone has been accounted for and the ‘all clear’ has been given by the Principal, staff will be asked to return to their teaching rooms to receive returning students. Students are then to be sent back to teaching areas in an orderly fashion by each Head of Year in the order in which they are assembled.

 

	       Year 7 will be dismissed first


Appendix 7

First Aid

The following colleagues are qualified First-Aiders  


Jeremy Beecham


15.02.2009

Tim Croft 



09.07.2010

Nicky Heathcote


15.02.2009

Julie Greatorex


09.07.2010

Anna Jacques


15.02.2009

Mark Jevons



15.02.2009

Debbie Kissane

Belinda Norman


15.02.2009


Rachael Skelton


15.02.2009

Lunchtimes

Pauline Chapman 


Jenny Hanrahan


Sheila Martin

Kathleen Walker
 
 

For minor, superficial injuries or if a student feels unwell, send the student affected to the first aid clerk (Tanya Mason) in reception. It is best to send another student along, too, who can report back to you that the injured party has arrived safely.

In the case of more serious injury, contact reception or an available member of the Senior Leadership Team immediately.
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