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Treverbyn Academy and Trailblazers Nursery
Health and Safety Policy

Date formally accepted by directors: August 2011

Date becomes effective: September 2011

Next review date September 2017
Person responsible for implementation: Site Manager
Author: Head of School
1. Treverbyn Academy recognises its legal and moral responsibilities to persons who may be adversely affected by Academy activities.

2. The Academy is committed to ensuring, by all reasonably practical means, the health, safety and welfare of its pupils, visitors, employees and contractors involved with the activities of the Academy. The Academy will seek to ensure that its legal duties and policy objectives are complied with at all times.

3. All foreseeable risks associated with the Academy’s activities will be identified and removed or controlled through a process of risk assessment and management.

4. All employees will be given such information, instruction and training as may be necessary to enable the safe performance of their duties.

5. The Academy will seek to inform pupils’ parents or guardians of any health and safety issues relevant to their child or children.

6. The arrangements for health, safety and welfare are detailed in the attached “Organisation and Arrangements” section

7. The Academy will ensure, as far as is reasonably practical, that this policy and its’ supporting documents is kept up-to-date. 

Academy Sponsors

Responsibilities

It is recognised that individuals and groups of individuals have responsibilities for health, safety and welfare in the Academy. The individuals and groups identified below are expected to have read and understood the Academy’s policies and procedures for ensuring health, safety and welfare and to conduct their duties in accordance with them.

Aspire Academy Trust
The Health & Safety Manager, Aspire Academy Trust is responsible for ensuring that mechanisms and procedures are in place for health, safety and welfare. 
The Head of School and Site Manager are responsible for the day to day management of health and safety in the Academy.

The Head of School is responsible for reporting directly to the Executive Principal and the Aspire Academy Trust Health and Safety Manager.
The Head of School is also responsible  for reporting any Health and Safety concerns to the Hub Council on a termly basis.
Head of School
The Head of School has responsibility for:-

 Day-to-day management of all health and safety matters in the Academy in accordance with the health and safety policy; 

 Ensuring regular termly inspections are carried out by the Site Manager
 Submitting inspection reports to directors or the DFE

 Ensuring action is taken on health, safety and welfare issues; 

 Passing on information received on health and safety matters to appropriate people; 

 Carrying out accident investigations; 

 Identifying and facilitating staff training needs; 

 Liaising with directors and/or the DFE on policy issues and any problems in implementing the health and safety policy; 

 Co-operating with and providing necessary facilities for trades union safety representatives;

 Providing necessary facilities for all employees to be consulted on health and safety matters;

Site Manager
Site Manager is responsible for liaising with contractors undertaking major works and for ensuring that the risk due to having contractors on site is monitored and controlled.

Site Manager is appointed with the authority of the Head of School to request action from the Contractor where conditions are considered to be unsafe.

The Site Manager has responsibilities for:-

 Day-to-day management of health and safety in accordance with the health and safety policy; 

 Drawing up and reviewing procedures regularly; 

 Carrying out regular inspections and making reports to the Head of School; 

 Ensuring action is taken on health, safety and welfare issues; 

 Arranging for staff training and information; 

 Passing on health and safety information received to appropriate people; 

 Acting on reports from staff, the Head of School, the DFE or Directors.

All Employees

All employees have a general responsibility, as far as reasonably practical, to ensure the health, safety and welfare of themselves and others who may be affected by anything they do or fail to do. In particular, employees have a responsibility for:-

 Checking classrooms/work areas are safe; 

 Checking equipment is safe before use; 

 Ensuring safe procedures are followed; 

 Ensuring protective equipment is used, when needed; 

 Participating in 
 Bringing problems to the relevant manager's attention.

 New nursery staff, to be made aware that Mobile phones are to be kept securely in the nursery manager’s office.
In addition, all employees have a responsibility to co-operate with the employer on matters of health and safety.

Volunteers

Volunteers (such as parent-helpers, etc.) have a responsibility to act in accordance with the Academy’s policies and procedures for health and safety and to report any incident or defective equipment to a member of staff immediately.

Volunteers are also expected to act only under the supervision of an experienced staff member.
Both ‘All employees’ and ‘Volunteers’ points are discussed during induction where a safeguarding leaflet (Tier 1) is given.
Specific Health, Safety and Welfare Policy and Procedures

First Aid

The Academy has assessed the need for first aid provision and has identified that 
3 fully qualified first aiders holding the First Aid at Work Certificate and 6 personnel holding the Emergency Aid (appointed persons) Certificate are required for 
adequate cover. Please also see our First Aid Policy (Appendix 1).
Coordinator:

School Secretary is responsible for overseeing the arrangements for first aid within the Academy. Her duties include ensuring:-

· That first aid equipment is available at a strategic point in the Academy

· that the correct level of first aid equipment is maintained in each 
first aid box

· that a sufficient number of personnel are trained in first aid procedures

· that first aid qualifications are, and remain, current (e.g. First Aid at Work Certificates are valid for 3 years).

This person will also regularly check first aid logs for indications of recurrent or frequently reported types of injury.

First Aiders

The first aiders will provide first aid treatment for anyone injured on site during the Academy day. They will also provide, as appropriate, first aid cover for:

· trips & visits

· extra-curricular activities organised by the Academy (e.g. sports events, after Academy clubs, parents evenings, Academy-organised fund raising events, etc.)

First aid cover is not provided for:-

· contractors

· events organised by third parties (fetes, evening clubs, etc).

First aiders are responsible for ensuring that First Aid Logs are completed for all treatment given and that the necessary details are supplied for the reporting of accidents (see Reporting of Accidents section).

First Aid
First aid box is always available which is stocked according to HSE requirements. The first aid boxes are situated:
· At the First Aid station in the school corridor by the disabled toilet.
· in each room of the nursery

· in the lobby of the nursery in a wall mounted box 
· Bum bags  are also available for use around the school/setting/trips

Treatment of Injuries

The Academy will rely on the knowledge and experience of its trained first aiders in order to administer appropriate treatment to injured persons.

In emergency situations, the first aider will call (or will instruct another member of staff to call) 999 and request that an ambulance and paramedics attend.

Where there is any doubt about the appropriate course of action, the first aider will be expected to consult with the Health Service helpline:-

NHS 111 



and, in the case of pupil injuries, with the parents or legal guardians.

Suspected Head, Neck & Spinal Injuries to Pupils

In the event of a suspected head, neck or spinal injury to a pupil it is the policy of this Academy, in addition to the normal first aid procedures, that the pupil’s parent/guardian is contacted and informed of the injury.

The attending first aider, in consultation with the parent/guardian, will decide the appropriate course of action in each case. The first aider will ensure that treatment is not delayed by difficulties in contacting the parent/guardian.

In any case where there is any doubt about the pupil’s wellbeing, the first aider is expected to contact NHS 111 for advice or ‘phone for an ambulance as appropriate.

Other Significant Injuries

Any other serious injury will be notified to the parents/legal guardian by the quickest means possible (normally by phone).

In addition to the procedures above, the Academy will notify parents/legal guardians of any other significant injury by way of any combination of the following:

· a telephone call
· a letter
· a form
· text message

· email

Records of notification by telephone to parents will be kept by School Secretary Copies of written notification are held in the office.

Escorting Pupils to Hospital

When it is necessary for a pupil to be taken to hospital, they will be accompanied by a member of staff – unless the pupil’s parent or guardian is in attendance.

The member of staff will stay with the pupil until a parent or guardian arrives and responsibility is “handed over”.
Sick Children
If a child becomes ill we will take every step possible to contact the parent/carer to collect their child, but if this is not possible, we will take responsible measures to care for the child.
We will expect parents to cooperate with us by not bringing children to the setting if they have any further infections or contagious illness. Staff will also be asked not to attend work under the same circumstances.
Under the guidelines of the Health Protection Agency you must wait 48 hours after the last incident of sickness/diarrhoea before returning back to school/nursery.

The Nursery adheres to good practice therefore a child must be sent home after two loose bowel movements.
The Nursery commission a deep clean once a term unless there has been an outbreak and would need to do this sooner. A log is kept of when toys are cleaned.

Intimate Care
See policy Appendix 2 (including forms for completion)
Medicines in the Academy

The Academy follows Council and DfES guidance on the dispensing of medicines in Academy.

This Academy only dispenses prescription medication to pupils when supplied by a parent or guardian with written instructions for its use.

The Academy does not keep any other medication.

Dispensing of Medicine

All requests for the dispensing of medication must be accompanied by a consent form completed, signed and dated by the pupil’s parent or guardian.

School Secretary is responsible for receiving medicines, checking consent and dose information, checking “use-by” dates and dispensing medication.

All medication will be kept in a secure location:-

Medication for personal use by members of staff must also be kept in a secure location. E.g. handbags, etc containing such items must be locked away and not be left in the classroom where pupils could gain access to them.

Medical Log

Consent forms will be kept in the Medical Log and will be kept for the duration of the pupil’s attendance at the Academy.

The Medical Log will also contain a log of medications dispensed which will include:-

· name of pupil

· name of medication

· “use-by” date

· dose

· time

· date

· signature of dispenser and witness
· comments/reactions

Medical Procedures

The Academy has provided a suitable place for the dispensing/application of medicines. Where necessary, arrangements will be made for pupils with particular conditions and these are detailed in individual care-plans.

Off-Site Activities

The Academy has a policy and procedure for educational visits which includes the assessment of medical needs of all involved in the trip.

Accidents

Reporting Officer

School Secretary is responsible for the collection of information and the completion of the On-Line Accident Report. In his/her absence, this role will be fulfilled by Head of School
All accidents must be reported to the reporting officer.

The Reporting Officer will record all accidents. The following incidents will be recorded and reported using the On-Line Accident Reporting System:-

· Specified Dangerous Occurrences (refer to Education Handbook for list)

· Specified diseases (refer to Education Handbook for list)

· All employee accidents

· All contractor accidents

· All accidents to members of the public/visitors

· Accidents to pupils which result in a major injury or death

· Accidents to pupils which result in the injured person being taken from the scene of the accident directly to hospital

· Accidents to pupils which may have resulted from a premises/equipment defect

· Accidents to pupils during structured activities

· Accidents to pupils where first aid treatment has been provided.

All other incidents will be recorded in the Academy’s Day Book/Incident Log.

Accident Investigation

All accident reports will be seen by Head of School who will decide if an investigation is necessary. Investigation reports will be entered onto the On-Line Accident Reporting System. Major incidents will be reported to the Head of School and the Health and Safety Governor.
All on-line reports are sent electronically to the Health and Safety Services section 
at County Hall and are reviewed by a Health and Safety Officer.

Accidents Reportable to the Health and Safety Executive

Reports of fatalities, major accidents and over-three-day incidents are automatically forwarded to the Health and Safety Executive (HSE) by the on-line system as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). The Council’s Health and Safety Services section will liaise with the HSE on these incidents.

Fire

The person responsible for organising the Academy’s fire precautions is the Site Manager.
In his/her absence, Head of School will fulfil this role.
Current Fire Officers are: Jo Foster and Nicole Skelton
The fire officer is responsible for:

· Arranging a fire evacuation drill at the beginning of the Academy year and at least once every term (once per half-term where practical)

· Recording the significant results of the fire evacuation drills

· Ensuring that the Fire Log is kept up-to-date (arranging for alarm tests every week, emergency lighting every month, fire extinguisher checks, etc.)

All Staff

All staff are responsible for ensuring that pupils and visitors evacuate in an orderly and timely fashion in the event of the alarm sounding.

Evacuation and Registration Procedures

These are available from the school office and are visible in each classroom – induction also includes these procedures.

Electricity

The Academy will undertake to inspect and test all portable electrical appliances by a competent person at least once per year.

The Academy has arranged for these tests to be carried out by a contractor as arranged by the Site Manager
All test certificates will be kept in the office for the duration of the life of the appliance.

Coordinator

School Secretary is responsible for keeping an up-to-date inventory of all relevant electrical appliances and for ensuring that all equipment is available for testing.

The coordinator is also responsible for liaising with Cornwall County Council to arrange for a whole Academy fixed wiring inspection.

Personal Items of Equipment

Personal items of electrical equipment should not be brought into Academy for use by staff or pupils. 

If a personal item is required to be used in Academy for a one off type event then permission must be sought from Head of School and the equipment must have a current portable appliance certificate and be used with a residual current device or be less than a year old.
Where possible rechargeable battery type pieces of electrical equipment should 
be used.
All Staff

All staff will visually inspect electrical equipment before use for obvious defects.

Defective equipment will not be used and will be reported to School Secretary for repair/replacement.

Work Equipment

Site Manager will be responsible for overseeing the purchase of all work equipment.

All work equipment must be purchased from a reputable supplier for the type of equipment that is required.

Before purchase consideration must be given to: 

· the installation requirements, 

· the suitability for purpose, 

· the positioning and or the storage of the equipment, 

· maintenance requirements (contracts & repairs);

· training and use of the equipment
· PPE is provided when changing nappies or cleaning any bodily fluids
Staff must not use new items of work equipment unless appropriate training has 
been given.

Working Alone

It is recognised that, from time to time, it may be necessary for Academy employees to work in situations or locations which are remote from other members of staff. This will include employees working in the evenings, weekends or during the holiday in the Academy on their own.

In such circumstances, the Academy will assess the risk to these individuals using the Aspire Academy Trust’s Risk Assessment Programme and will introduce suitable controls to ensure that all risks are minimised. A copy of the procedures introduced to control these risks will be kept in the office
Any staff wishing to work outside normal Academy hours must have prior agreement/permission from Head of School.

Academy Security
Terry Sanford is the appointed person who is responsible for the security of the Academy at the end of the day by ensuring that doors, windows, skylights etc are secured.

Terry Sanford is also responsible for carrying out checks of the premises during the Academy holidays.
Academy staff / Directors responding to call outs

Staff nominated as out of hour’s key holders are sometimes required to attend site following the activation of the alarm.

When they are called out they will not know what situation they will find and consequently systems need to be established which reduce the potential for them to be harmed.

It is considered that it is foreseeable that when attending a call out there is potential for injury due to assault (which is rare) or as the consequence of an accident.

An external contractor are the Academy’s nominated respresentatives who will respond in an out-of-hours call out.

The contractor will assess the risks to themselves and introduce suitable control measures to ensure that all risks are minimised.

Call out arrangements

The Academy has introduced call out arrangements that reduce the possibility of injury to staff and ensure that if an incident occurs support is provided.

Security firm personnel attending:

PJI Security,
Huntersmoon, Higher Harros,
Roche, St Austell,
Tel: 01726) 890318 / 890820
    Fax: (01726) 891441    E-Mail: info@pjisecurity.co.uk


Reports will be available for the Head of School following a callout.
No employee is expected to enter a building where it is believed that there is a significant risk.

Following an event the risk assessment should be reviewed and further control measures implemented if appropriate.

Violence
The Academy has a policy on Violence at Work.

Head of School is responsible for ensuring;

· All staff are aware of the policy

· All staff are aware of the procedures for avoiding violence at work

· All staff are aware of the procedures for dealing with violent incidents

· All staff are aware of the procedures for reporting violent incidents

· All staff are aware of the support facilities available to victims of violence at work

· All incidents of verbal and physical abuse to be recorded using the on-line accident reporting system.

Team Teach

Team teach is a training package for staff utilising de-escalation and positive handling strategies to support a child when they are in a crisis situation. Within this Academy several staff are trained in team teach techniques. A specific policy on restraint has been adopted.

Arrangements for Supervision of Pupils

The Academy will be open from 8.00 am to 6.15 pm on weekdays during term times. Between these times supervision will be provided. Pupils will not be allowed on site outside these times.

Risk Assessment
The Academy will carry out risk assessments for all activities using the Aspire Academy Trust Risk Assessment Programme.
Trailblazers carry out daily room checks and outside checks. Any further activities where serious risk is likely i.e Tree climbing will have its own assessment.
Copies of risk assessments are available from the office.
Safe Working Procedures

The risk assessments will be used to develop safe working procedures which 
must be followed by all staff. Copies of safe working procedures are available 
from the office.
Personal Protective Equipment (PPE)

Personal protective equipment must be supplied to control the hazard as a last resort; i.e. where the hazard cannot be reduced to an acceptable level of risk by other means.

Where identified by the process of Risk or COSHH assessment, personal protective equipment will be supplied to staff or pupils.

Examples – eye protection, hearing protection, gloves, high visibility wear, helmets, footwear.

Site Manager will be responsible for the purchase of PPE ensuring that it is of the correct type, is suitable for the purpose and of the correct size to ensure that the fit is comfortable for the wearer. (Where specialist PPE is required you may wish to refer to H&S Services for advice)

In addition, Site Manager will ensure that suitable arrangements are in place for the storage, cleaning and replacement of PPE. (Replacement PPE must be readily available at all times).

Staff

When issued with PPE, persons are required to wear it where identified by Risk / COSHH assessments, keep it clean, store it correctly and report any faults so that replacements can be provided.

The Control of Hazardous Substances

All substances which may be considered hazardous to health have been assessed using the Council’s COSHH Database (except in Science – these are covered by the CLEAPSS Hazcard system). Assessments have been returned to the Academy and copies are available in the COSHH file from the office.
COSHH Coordinator

The COSHH Coordinator is responsible for ensuring that, before any new substance/chemical is used, a COSHH assessment has been obtained.

The coordinator is responsible for ensuring that COSHH assessments are seen and understood by those staff who are exposed to the product/substance.

The coordinator is also responsible for ensuring that any updated COSHH assessments received are seen and understood by those who are exposed to the product/substance and that the COSHH file is kept up-to-date.

The coordinator is responsible for ensuring that COSHH assessments are also obtained from contractors on site (both regular contracts such as cleaners and caterers and from builders, decorators, flooring specialists, etc) where persons may be affected by their use on site or the storage of such substances / materials may need to be controlled.

In addition, any hazardous substances / materials being used by artists, crafters, etc. must have appropriate COSHH assessments before being used in the Academy.

All Staff

All staff must ensure that they do not use any potentially hazardous substance with out first familiarising themselves with the requirements of the COSHH assessment.

Medication for personal use by members of staff must also be kept in a secure location. E.g. handbags, etc containing such items must be locked away and not be left in the classroom where pupils could gain access to them.
Alcohol & Other Substances

Working directly with children, practitioners must not be under the influence of alcohol or any other substance which may affect their ability to care for children. Practitioners taking medication which they believe may affect their ability to care for children should seek medical advice and only work directly with children if that advice is that the medication is unlikely to impair their ability to look after their children.
If the staff member is found to be under the influence of either alcohol or any other substance, that staff member will be sent home immediately and an investigation will ensue. From time to time, random checks will take place.
If a staff member smokes they will not be permitted to work with babies.
Ratios are always adhered to so that safety is a priority.

Incidents/Accidents
All incidents should be recorded on the appropriate incident form. Parents will be asked countersign incident forms.

All forms to be reviewed on a regular basis to identify trends or recurring causes of injury or near injury.

If a child comes into nursery with an injury that occurred outside of nursery, the staff will ensure that the parent/carer fills out the ‘out of nursery incident/accident form’.
To avoid incidents with hot drinks there are designated areas to staff which are away from the children.

Kick stools are provided for staff to use when retrieving objects that are out of reach.

The member of staff is responsible for ensuring they use the equipment safely.
An accident form will be completed and the accident will be recorded in the accident book. It will state the time it happened, the dates, how it happened, first aid given and will be signed by the staff and parents/carer.

Any head injury will be recorded on a head injury form and a copy will be sent home with the child, giving advice.

An accident book is available in the office which must be filled in if any member of staff, member of the public or a child sustained an injury whilst on the premises.

If a child or a member of staff has an accident they will receive first aid by an unconnected member of staff or First aider, at the discretion of the named person in charge of the setting. The first aider will assess what actions need to be taken.

Security

Main Academy Building

All members of the public are directed to enter the school via the main entrance at reception. Access to the main building is via keypad entry for staff. All visitors to the school are identified as appropriate, sign the Visitors’ Book and given a visitors badge prior to being admitted through the locked door.  All employees are encouraged to challenge anyone not wearing an identification badge.

All external classroom doors are protected by Maglocks and are kept shut during the school day apart from necessary access and egress.
Nursery
Main entrance door is kept locked and the doorbell is rung to gain access to the building. Individual rooms for children are secured by means of digilocks to which the combination is only known by staff members.

No unauthorised persons will be given access to these rooms. All trades persons must report the office of the school then to the nursery to request convenient access. We must be notified by the parent, if someone other than the parent/carer is collecting the child, and that person must know the child’s password.
Appendix 1
Intimate Care

1.0  
Introduction
1.1 Staff who work with young children or vulnerable children/young people* who have special needs, will realise that the issue of intimate care is a difficult one and will require staff to be respectful of children's needs.

1.2 Intimate care can be defined as care tasks of an intimate nature, associated with bodily functions, body products and personal hygiene which demand direct or indirect contact with or exposure of the genitals. Examples include care associated with continence and menstrual management as well as more ordinary tasks such as help with washing or bathing.

1.3 Children's dignity will be preserved and a high level of privacy, choice and control will be provided to them. Staff who provide intimate care to children have a high awareness of child protection issues. Staff behaviour is open to scrutiny and staff at Treverbyn Academy work in partnership with parents/carers to provide continuity of care to children/young people wherever possible.

1.4 Treverbyn Academy is committed to ensuring that all staff responsible for the intimate care of children will undertake their duties in a professional manner at all times. Treverbyn Academy recognises that there is a need to treat all children with respect when intimate care is given. No child should be attended to in a way that causes distress or pain.

2.0  
Our approach to best practice 

2.1 All children who require intimate care are treated respectfully at all times; the child's welfare and dignity is of paramount importance.

2.2 Staff who provide intimate care are trained to do so (including Child Protection and Health and Safety training in moving and handling if required) and are fully aware of best practice. Apparatus will be provided to assist with children who need special arrangements following assessment from physiotherapist/ occupational therapist as required.  

2.3 Staff will be supported to adapt their practice in relation to the needs of individual children taking into account developmental changes such as the onset of puberty and menstruation. Wherever possible staff who are involved in the intimate care of children/young people will not usually be involved with the delivery of sex and relationship education to their children/young people as an additional safeguard to both staff and children/young people involved.

2.4 There is careful communication with each child who needs help with intimate care in line with their preferred means of communication (verbal, symbolic, etc.) to discuss the child’s needs and preferences. The child is aware of each procedure that is carried out and the reasons for it.

2.5 As a basic principle children will be supported to achieve the highest level of autonomy that is possible given their age and abilities. Staff will encourage each child to do as much for themselves as they can. This may mean, for example, giving the child responsibility for washing themselves. Individual intimate care plans will be drawn up for particular children as appropriate to suit the circumstances of the child.  These plans include a full risk assessment to address issues such as moving and handling, personal safety of the child and the carer and health.

2.6 Treverbyn Academy recognises that every child has the right to be accepted for who they are, without regard to race, culture and beliefs and will ensure that the values of the parent/carer and child/young person are taken into account when developing an individual intimate care plan

2.7 Each child's right to privacy will be respected. Careful consideration will be given to each child's situation to determine how many carers might need to be present when a child needs help with intimate care. Where possible one child will be cared for by one adult unless there is a sound reason for having two adults present. If this is the case, the reasons should be clearly documented.

2.8 Wherever possible the same child will not be cared for by the same adult on a regular basis; there will be a rota of carers known to the child who will take turns in providing care. This will ensure, as far as possible, that over-familiar relationships are discouraged from developing, while at the same time guarding against the care being carried out by a succession of completely different carers. 

2. 9     Parents/carers will be involved with their child's intimate care arrangements on a regular basis; a clear account of the agreed arrangements will be recorded on the child's care plan. The needs and wishes of children and parents will be carefully considered alongside any possible constraints; e.g. staffing and equal opportunities legislation.  

2.10    As a child approaches puberty or where a medical condition sees the early onset of puberty, the Academy will ensure that the individual intimate care plan will be reviewed with the parent/carer to take into account the views and needs of the child/young person

2.11    Each child/young person will have an assigned senior member of staff to act as an advocate to whom they will be able to communicate any issues or concerns that they may have about the quality of care they receive.

3.0 
The protection of children
3.1 
Treverbyn Academy Child Protection Policy and the South West Child Protection Procedures (www.swcpp.org.uk ) will be accessible to staff and adhered to.

3.2  
Where appropriate, all children will be taught personal safety skills carefully matched to their level of development and understanding.

3.3  
If a member of staff has any concerns about physical changes in a child's presentation, e.g. marks, bruises, soreness etc. s/he will immediately report concerns to the appropriate manager/ designated person for child protection.   A clear record of the concern will be completed and referred to social care and/or the Police if necessary. Parents will be asked for their consent or informed that a referral is necessary prior to it being made unless doing so is likely to place the child at greater risk of harm. A copy of the Academy’s Child Protection Procedures is available from the Academy office.
3.4 If a child becomes distressed or unhappy about being cared for by a particular member of staff, the matter will be looked into and outcomes recorded. Parents/carers will be contacted at the earliest opportunity as part of this process in order to reach a resolution. Staffing schedules will be altered until the issue(s) are resolved so that the child's needs remain paramount. Further advice will be taken from outside agencies if necessary.

3.5 If a child makes an allegation against a member of staff, all necessary procedures will be followed (see the Academy’s Child Protection Procedures and the South West Child Protection Procedures www.swcpp.org.uk). This includes referring to the Local Authority Designated Officer, 01872 254547

* where ‘children’ are mentioned in this document, the term will also include 
young people.





Appendix 2

First Aid
Foreword

This document has been prepared to provide guidance on the policy and procedures for dealing with First Aid at the Treverbyn Academy. The requirements for the statutory provision of First Aid have been taken into account. Failure to implement the procedures contained in this document could result in a criminal offence as well as disciplinary action being taken by the Academy.

1    Introduction

· The Health and Safety (First Aid) Regulations 1981 require employers to provide trained persons, equipment etc, to deal with First Aid emergencies and ill health occurring at work.

· Facilities must be provided to ensure that First Aid is rendered to employees, visitors, service users (including students), volunteers, agency staff etc, if they become ill or are injured at work or under the jurisdiction of the Academy, on or off site.

· First Aid is provided to: 

· preserve life

· limit the effects of the condition and 

· promote recovery.

· First Aid should be provided where a person will need further medical treatment until such help arrives, and for the treatment of minor injuries. It should be noted that the treatment of minor illnesses, by the administration of tablets or medicines, falls outside the definition of First Aid.

2    Definitions

· 2.1
A First Aider is a person who has attended, successfully completed and has a valid certificate for the 2 day paediatric first aid training or better.

· 2.2
Academy – Treverbyn Academy

· 2.3
Appointed person means a person who has attended, successfully completed and has a valid certificate for the ‘Appointed Persons’ training.

· 2.4
Employer means the directors of the Academy.

· 2.5
First Aid means the following: 

· cases where a person will need help from a medical practitioner or

· nurse, treatment for the purpose of preserving life and minimising the

· consequences of injury and illness until such help is obtained, and treatment of minor injuries which would otherwise receive no treatment

· or do not need treatment by a medical practitioner or nurse. 

2.6
Service User means a person or organisation using the Academy. 

3    Responsibilities of the Employer


The responsibility of the Employer is to: -



establish the First Aid need by risk assessment -



identify suitable employees who are willing to undertake First Aid


training and annual refresher training 



provide adequate First Aid equipment and facilities 

-
inform employees and site facilities managers of the location of the First Aid 
personnel and equipment available to them in their working environment. This 
will be in the form of a standard notice which will be displayed in the staff room

-
ensure the First Aiders maintain their First Aider or Appointed Person status by 
attending annual refresher training.

The responsibilities listed above have been delegated to Jo Foster

5    Identification of Suitable Employees

· 5.1
The Principal must ensure that the candidates for First Aid training are physically and educationally suited and are willing to undergo training and act as a qualified First Aider. 

· 5.2
The Principal must ensure that candidates are fully briefed on the role and requirements of being a First Aider. 

6    Role and Responsibilities of First Aiders and Appointed Persons

· 6.1
The First Aider’s and Appointed Person’s role includes: -


· the administration of First Aid, up to but not exceeding the level of their training 

· ensuring that any incident and treatment given is recorded in suitable local register 

· reporting immediately to the Principal, by telephone, all incidents


requiring the attendance of a student, member of staff or any person at hospital. Please refer to the document ;Reporting of Injuries, Diseases and Dangerous Occurrences Regulations’ for full details of the procedures for incident reporting and investigating

· ensuring that all spillages of body fluids are cleared up promptly 

· maintaining stocks in First Aid kit/box 

· ensuring, in liaison with management that appropriate documentation is completed and that reportable accidents are reported to the line manager as soon as possible after dealing with the immediate effects.

6.2
The First Aider’s and Appointed Person’s responsibilities include:

· ensuring their own recommended immunisations/injections are up to date and

· reporting any illness or injuries which would preclude their abilities to administer First Aid, to local management to arrange alternative cover.

· First Aiders should also have a responsibility to attend refresher training.
7    Liabilities of those Administering First Aid

· Where an employee acting in the course of their employment administers First Aid assistance to another employee or other person in the charge of the Academy, such as a student, they will be indemnified by the liability insurance for a claim of negligence relating to injury or loss caused by their actions, provided that:

· they are an Academy officially designated First Aider with a current valid First Aid at Work Certificate and have attended relevant refresher training

· they are an Academy officially designated Appointed Person with a current valid Appointed Persons Training Certificate and have attended relevant refresher training

· the relevant protective equipment (PPE) is used -


· the First Aider or Appointed Person is adhering to protocols and acting within the limitations of their training

· that the First Aider or Appointed Person is acting in good faith.

· Use of the ‘Epi Pen’. Members of staff who have been trained in the use of the ‘Epi Pen’ whether by a parent, user or medical staff, will also be covered provided that:

· the member of staff is adhering to protocols and acting within the limitations of their training and

· that the member of staff is acting in good faith.

Application of Sun Cream (Trailblazers)

It is the parents/guardians responsibility to ensure that their child attends sessions in the summer with a high protection sun cream already applied.

However, if the children are being taken outside and in our opinion, sun cream needs to be applied then we need your permission to do so.

We do not take over the responsibility of the parent/guardian but try and ensure that all reasonable steps are taken to see that the child is not subjected to sun burn. If your child arrives at the setting with existing sun burn then staff should be informed.

If you would like to supply us with a preferred sun cream, you can, however, we will purchase a very high SPF cream so that we can apply to any child.

References

Health and Safety (First Aid) Regulations 1981 - First Aid at Work – Health and Safety (First Aid) Regulations 1981 and

Guidance; Approved Code of Practice (ACoP);HSE Pub COP42 - Reporting of Injuries, Diseases and Dangerous Occurrences

Regulations, 1995.
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