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CARNINY PRIMARY SCHOOL
Health & Safety Policy

INTRODUCTION

 Health and Safety is an integral part of the management of schools.  Those who have responsibility can delegate tasks necessary to discharge the responsibility, but they cannot delegate the responsibility itself.  Thus the overall responsibility for Health and Safety rests with the employer, in this case, the Education Authority.  All individual employees however, have a duty to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.  It is their duty to co-operate with the employer and the Principal, Teacher or any other persons having a duty or requirements imposed on him or her by the Health & Safety at Work Act or any other associated relevant statutory provision.  The school Principal is responsible for everything over which he/she has contractual authority.  Where she does not have control, such as the capital expenditure needed to eliminate a hazard she is expected to take all reasonable measures to avoid or minimise the problem and to notify those who have a responsibility should a hazard be identified.  

The school will endeavour to provide a comfortable and safe school environment for work and recreation.  This applies to pupils, teaching and non-teaching staff.  In fulfilling this the Principal will endeavour to play a key role as part of her contractual obligations to the Education Authority and delegated duties from the Board of Governors.  

The Principal will endeavour to:

Organise, implement and monitor the policy
Provide advice and information relative to the policy
Publicise the policy
Review and up-date the policy as necessary

To facilitate this she will liaise with the Education Authority, relevant external agencies, teaching staff colleagues and non-teaching employees of the school, Board of Governors, parents and pupils.  Relevant guidelines from D.E.N.I., E.A., Health & Safety Agency N.I. Teachers’ Unions etc will be consulted to provide key information/procedures necessary to implement and manage the school Health & Safety Policy.  


Principals must be familiar with and respond to the Education Authority  Policy on Health & Safety.  


SCHOOL HEALTH AND SAFETY POLICY

The policy is designed to describe the agreed arrangements to cover such matters as:

	Accidents, pupils who become ill at school, first aid, fire precautions and emergency procedures, hazard identification, working environments, inspections, dissemination of information, dangerous substances, electrical safety, infectious diseases, assault & harassment.  


(A)  PUPILS WHO BECOME ILL OR WHO HAVE AN ACCIDENT AT SCHOOL

a) The School Handbook provides parents with detailed information about the school procedures when pupils have an accident and when pupils become ill.

b) The Principal will be careful about accepting responsibility for the administration of medicine to pupils.  In particular (a) where the timing of its administration is crucial, (b) where some technical or medical knowledge or expertise is required, and (c) where intimate contact is necessary. 

c) The school has a policy for the administration of medication (See Appendix 1)

d) When a pupil becomes unwell at school it is the duty of the parents to make arrangements to collect the child, take him/her home and if necessary bring to a doctor or hospital.  To this end it is vital for the school office to have a record not only of the pupils’ home telephone numbers, but parents’ work numbers and other emergency numbers such as those of relatives, child minders or anyone on the Emergency Contact List.  
  
e) In cases of pupil sickness or injury the first name on the pupil’s Emergency Contact List, normally one of the child’s parents, will be contacted by telephone.  In the event of not being able to contact this person the school will phone the other names on the list and in the order specified by parents.  The first person with whom the school makes contact will be asked to collect the child from school.  As the child will no longer be in our care it is the responsibility of the contact person to inform the parent regarding the child’s whereabouts and condition.  If contact can not be made with parents or other named persons the child will remain in the care of the school until contact can be obtained. 
 
f) If parents or relatives or child-minders are not available when a pupil becomes ill or injured the Principal or the Vice-Principal or teacher with responsibility at that time has to make a judgement about the seriousness of the pupil’s condition.  If a pupil appears seriously ill or is seriously injured, an ambulance should be called without waiting for the parent or other responsible adult.  The pupil should be made as comfortable as possible and constantly supervised until the ambulance arrives.  The Principal or delegated teacher should keep trying to contact the parents to instruct them to which hospital the child has been sent.  The Principal or delegated teacher should either follow the ambulance in their car of if allowed, go with the child in the ambulance.  Information from the pupil’s CLASS records should accompany a pupil to hospital.  This should contain the name, address, telephone numbers of the pupil’s parents, name and address of the pupil’s doctor, date of birth and religion of the pupil, information about any chronic illnesses or allergies.

g) Parents must inform the school of any medical condition to which teachers should be alert to in the interests of pupil safety. Such information will be held confidentially and may be most helpful in an emergency incident.

Principal and teachers should be aware of the Guidance on Infection Control in Schools and Nurseries issued by Department of Health (Displayed in the Office). Parents whose child is ill should display some consideration for their child’s classmates before sending to school. They are put at risk of infection and the class’s work disrupted if the teacher has to attend to a sick child, change clothing, summon parent(s) to take child home etc. If your child(ren) do become unwell, you will be asked to keep them off school until they have been well for 48 hours. 
h) Members of staff will not take pupils who are ill or injured to hospital or home by car.  The parent(s) or if deemed necessary an ambulance will be called. 
 
i) A child will not be sent home unless the parent, relative or child minder is telephoned to make sure someone is waiting to receive the pupil.  

j) Ill or injured children will not be left unsupervised. Classroom assistants, lunch time supervisors or the Principal will supervise them until their parent/guardians collect from school. 

k) In the case of illness or an accident involving pupils, the Principal encourages teaching staff and ancillary staff to show the concern they would expect themselves or they would expect to be given to their own children.

l) The school has Care Plans for children with allergies. Relevant staff have received training in the use of Epi-Pens and Heartstart procedures.


(B)  First Aid

a) Immediate and proper examination and treatment of certain injuries may save life.  Thus the importance of the first aid administered after certain accidents/injuries. The school therefore recognises the need to use appropriate procedures in dealing with accidents and injuries.
  
b) This appropriate level of first aid available in schools will reflect the training of individual staff.  Nevertheless the Principal will seek to provide the opportunity for staff to attend demonstrations by qualified personnel.  The Principal will also provide information as the need arises.

c) The Principal will maintain a first aid cupboard in the School Office.  There will also be an easy referenced first aid guide on hand.  The Vice Principal will assist teachers/lunch time supervisors in the administration of first aid.  

d) All injuries treated will be recorded on the appropriate Accident Forms and monitored by the Principal. 

e) Staff are advised to be careful about administering first aid unaccompanied by another adult.  Disposable surgical gloves will also be available in the first aid cupboard for dealing with injuries that involve bleeding.  All teachers should have a small supply of disposable gloves in their own classroom for any unexpected first aid treatment.  

(C) Accident Reporting

a) It is necessary to record details of all accidents to pupils. The EA has Accident Report Forms for this purpose (Appendix 2).  The basic information required is:

When did the accident occur?
Where did the accident happen?
What was the injured person doing at the time?
How did the accident appear to happen?
Who were the witnesses?  

b) Duty staff must ensure that an Accident Report Form is completed as soon as possible after an accident occurs.  

Accidents involving no serious injury or a first aid only injury should be recorded in the Accident Book.

When an accident results in the injured party being required to go home early, stay off school, attend out patients, be detained in hospital or otherwise require medical help the Accident Report Form (AR1) should also be completed. 

c) Duty staff must ensure that an Accident Report Form (AR1) is completed as soon as possible after an accident occurs.  The form must be signed by the Principal or in her absence the Vice-Principal before forwarding to the Education Authority.  A copy is retained in school.  

d) There is a need to establish facts as soon as possible after the accident to ensure that witnesses do not have their perception of the incident altered by time.  The Principal will keep a written record of all accidents/incidents and thus relies on the co-operation of staff to provide all necessary relevant information when an accident occurs.  
 
e) Parents are always contacted in the event of a child receiving injury to the head. If the child subsequently feels unwell parents will be asked to collect him/her from school.

f) If staff members are in any doubt about the action to be taken following injury to a child it is advisable to consult with Principal / Vice-Principal.  

(D) Fire Safety

a) Fire Precautions

· Everyone must know what to do in the case of fire.  Consequently the school will operate an evacuation/fire drill procedure. This will be rehearsed as a whole school exercise on a termly basis. 

· Where possible every attempt will be made to stop fire starting by sensible storage of flammable materials.  

· The fire extinguishers located in the school will be inspected annually in keeping with EA procedures.  

b). Procedure for Evacuation

On hearing the alarm bell ring (constant ringing) the following procedure for evacuation should be adopted.

1.  In your classroom

· devise and practice a method of quickly getting pupils through door (single file) e.g. when you hear bells, pupils stand at their desks, push in chairs, begin filing out at a smart walking pace.  
· teacher should close all windows in classroom, take pupil registration form from desk, close classroom door and follow class to assembly point in playground.  
· pupils who are in music mobiles/staff room or at toilet should be instructed to fall into line leaving school.  Teacher should check that these pupils leave building.  

2.  On route to playground

· File into corridor (single file) since you must share exit doors with other classes. 
· Keep to side of corridor and to exit route you have devised and practised.  
· Proceed to assembly point in playground, or beyond if school has bomb alert or fire has reached inferno stage.  
· Last teacher through exit door close it.  Last teacher through corridor fire doors close them - quick check of toilets, SEN Room, Medical Room etc. 

3.  Assembly Point

· Line up class in Senior Playground, make a rapid but accurate head count, recount again using pupil registration form.  
· Vice-Principal to contact P3 P4, P5, P6 and P7 teachers to see that all pupils present have been evacuated.  
· The teachers at infant end must ensure all pupils present have been evacuated and line up in the senior playground   

4.  General Points

· Principal must be notified immediately of any circumstances requiring evacuation of pupils and staff.  
· Caretaker will warn kitchen staff and shut off power supply to school.  
· Principal and caretaker will close all doors, make final check for pupils in toilet, medical room, etc.  
· A class in the assembly hall will leave via the door opposite the double fire doors - teacher will not in this case have class register.  
· Small outbreak of fire in a classroom may be tackled with fire extinguisher in cloakroom after all pupils have been evacuated - again contact Principal and caretaker.  
· In the event of not being able to get out via classroom door evacuation via windows will be necessary.  
· Should Principal be absent due to sickness or out of school on business, the vice-Principal will assume responsibility.  
· If you are unable to obtain your pupil registration form due to possible risk to yourself, class lists are also kept in the office.  

5.  Fire at Lunch Break 

· This is a special circumstance and will entail the evacuation of dinner and lunch pupils through the Assembly Hall exits.  The Principal assisted by the lunch time supervisors will be responsible for this evacuation.  Obviously the help of all available staff colleagues will be assumed to ensure that pupils once out of the building are assembled and accounted for on the playground.

6.  Practice of Fire Drill

· The first stage is to make sure each individual class knows the drill.  This can be done at the teacher’s discretion twice or three times a year.  Then it is necessary to involve all the classes.  There will be at least one whole school evacuation of the school each term.  The alarm signal will be a continuous ring of the fire bell.
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If Children are in danger while outside the following procedures can be initiated:

a) SHELTER IN PLACE

· In the event of danger outside the school building all staff and pupils must remain in the school building until the danger is removed.

· The Principal will communicate with staff that a Shelter-in-place drill has been implemented (six consecutive rings of the school bell).
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Procedure:

· When the announcement is given all classes will remain in their classrooms.
· If outside pupils will return to their classrooms or assembly hall.
· Have pupils move away from windows and keep their back towards windows.
· Close all doors and windows. If possible cover windows by lowering blinds or drawing curtains.
· Turn off lights, power equipment and appliances. All personnel must remain in the shelter area until  further instructions are received from official sources.

b) Short Term Shelter in Place

A Short term Shelter in Place, a procedure whereby the entire school population is moved to a single or multiple location(s) in the school is most commonly used during bomb threats and weather emergencies.

Procedure:

· The principal will announce that a Short Term Shelter in Place has been implemented (in person, by telephone or by email).
· Teacher staff and pupils will proceed to their designated shelter in place.
· Teacher will take their class registers with them and take attendance once the class is assembled in a safe location.
· Depending on emergency the building supervisor or assigned staff will use “barricades” to close off school driveways and parking areas.
· The Principal and designees will assist emergency personnel as necessary.
· If long term shelter is needed the Principal will consult with EA.

c)  LOCKDOWN

The Lockdown Procedure is used when there is an immediate and imminent threat to the school building population. School staff, and pupils are secured in the rooms they are currently in, and no one is allowed to leave until the situation has been curtailed.

The difference between Shelter-in-place and Lockdown is that the former allows for free movement of pupils within the building.

Procedure:

· The principal will inform the staff of a lockdown in person, by telephone or by email.
· If inside, teachers/staff will follow instructions to secure doors, turn out lights, cover windows, close curtains and move pupils out of line of sight of door, windows if it appears safe to do so.
· If inside, teachers/staff will follow preset instructions to secure doors, turn out lights, cover windows, pull shades, and move pupils out of line of sight of door/windows, if it appears safe to do so.
· If outside, pupils will proceed to their classrooms, if it is safe to do so. If not, teachers or staff will direct pupils into nearby classrooms or school buildings (e.g. dining hall, gymnasium).
· Teachers and pupils will remain in the classroom or secured area until the Principal or emergency personnel give further instructions.
· Teachers are not allowed to open doors for anyone under any circumstances.
· The front entrance is to be locked and no visitors other than appropriate emergency personnel have to be allowed on school grounds.

For more information on Evacuation Procedures, Shelter in Place and Lockdown procedures please see school’s Emergency Plan.

(H) HAZARD IDENTIFICATION AND INSPECTIONS

a) Hazard identification will be a key element of the school safety policy. To prevent/reduce accidents hazard spotting and regular inspection of the school building and grounds is needed.  Since “accidents can be defined as unplanned events which could, or did lead to injury or damage” the Principal will be alert to hazards that have the potential to result in an accident.  The Principal (assisted by the caretaker) will carry out regular checks and take the appropriate steps to both record and initiate the necessary action required.  The Principal will also respond promptly to any notification by staff of potential hazards. 
 
b) The Board of Governors will be invited to carry out an annual inspection of the school building and grounds.   

c) The potential for accidents and injuries to occur due to pupils not being adequately supervised by the appropriate adult(s) has long been recognised in school environments.  The school will continue to operate its Supervision Rota (updated termly and displayed in classrooms) Teachers will assist with early morning supervision and mid-morning break supervision. Lunch time supervision will be the responsibility of the Principal and lunch time supervisors.  Potential accidents/incidents that may occur due to leaving groups or classes of children unsupervised will be minimised by teachers ensuring that if they must unavoidably leave their classroom, their immediate colleague is made aware of the situation. 
 
d) The school will continue to make pupils and parents aware of the Code of Conduct which is designed to engender a school environment where pupils can work and play safely and harmoniously (Appendix 3). The School Code encourages pupils to play safely in the playground and not to behave in a manner that could result in other pupils or themselves being injured.

e) The hazard of traffic, particularly in the school grounds and also on the Old Cullybackey Road and Carnview Park, when children are being delivered to and picked up from school by parents in cars will be regularly brought to the attention of parents in the School Handbook, newsletters and by appropriate warning signs.

f) The caretaker will be requested to sand or salt potentially dangerous areas within the school grounds during spells of frost to reduce hazard of slipping and falling.  Warning cones will be used when floor washing is underway. 
 
g) The Principal will co-operate with HSE inspectors or other external agencies who may visit the school on a routine basis or to investigate specific incidents.
  
h) The Principal will continue to seek advice from the Education Authority Health & Safety personnel to minimise hazards and to improve procedures for monitoring the school’s Health & Safety Policy.  


(I ) WORKING ENVIRONMENT

a) Defects in heating, lighting, ventilation, furnishings, odours, etc. should be reported to the caretaker or Principal.  The Principal will either through the resources of the School L.M.S. Budget or by arrangement with the EA seek to remedy the discomfort.  






(J ) DANGEROUS SUBSTANCES/EQUIPMENT

a) Staff should be alert to substances at work that are obviously dangerous.  In the cleaner’s and caretaker’s stores there are potentially hazardous liquids and thus these areas are out of bounds to pupils. 
 
b) Some equipment items in classrooms are also potentially dangerous and should be used only under supervision and then carefully put away either in store or drawers.  E.g. craft knives, paper strimmers, brush cleaning fluid, etc. 
 
c) Children are only permitted to bring toys to school on specified occasions.  As a general precaution any item brought by a child that has the potential to harm the pupil or another child even in innocent play should be removed from the pupil.  Possible abuse of correction fluid/thinner, “sniffing” felt tip pens etc. though unlikely at Primary School should be monitored.  

d) All glass drinks’ containers will be banned from school.  

e) Pupils should not be asked to carry staff cups/beakers or engage in “heavy” work duties.  Children often want to help and in the home this would be acceptable but be alert in school environment to possible accidents! 

f) Science experiments/cookery lessons in the classroom may have potential hazard if the class are “undisciplined” and not warned of the necessary precautions and thus teachers need to be alert.  E.g. steam experiments with boiling kettle, cookery using electric rings, etc.  

g) The use of PE equipment also presents potential hazards and staff should refer to the School Policy for PE (Health and Safety Factors in Physical Education).

(K) ELECTRICAL SAFETY

a) The Principal will continue the tradition of having all electrical equipment in the school checked regularly by qualified electrical personnel.  

b) Despite this check of equipment Principal and staff need to exercise the common sense practised in our homes when operating electrical equipment. 
 
c) Any electrical equipment that malfunctions etc. should be reported to the caretaker or Principal.  

(L) INFECTIOUS DISEASES

a) The school will follow the guidelines issued by the Health Board.  

b) Staff who suspect a pupil in their class to be a carrier of an infectious disease (outlined in the Guidance on Infection Control in Schools and Nurseries) should discuss the matter with the Principal.  

c) Parents must inform the school if their child is unwell with an infectious illness

(M ) EXTRA CURRICULAR ACTIVITIES/EDUCATIONAL VISITS

a) Extra-Curricular activities will be regulated and organised with the same Health & Safety considerations given to normal classroom activities. 
 
Educational Visits will be organised and regulated in keeping with Educational Visits – Best Practice 2009.  
  
b) The Principal must be informed of all extra-curricular activities and all planned educational visits.  

c) Teachers must complete appropriate documentation when going on an Educational Visit. (See Educational Visits Policy – Appendix 4)

(N )  Safeguarding and Child Protection Procedures

The Health and Safety Policy has strong links with the school’s Safeguarding and Child Protection Policy.

A number of routines have been established to ensure the safety of all children:

	Entrance Doors 
	Must be locked when children are in class. Entry to school can only be made by pressing buzzer at the main entrance.
Exceptions: Before school, break time, lunch time and after school (staff on duty).
Mobile classrooms must be locked during class time. 

	School Gates
	The pedestrian gates are locked at the following times:
Rear Gate: 9.00am-2.50
(Opened at 2pm for P1-3 children)
Front Lower gate: 9.00-2.50

The upper front pedestrian gate is left open as it is in view of the school office.

	All visitors to school
	Ring bell at main entrance door and proceed to office. If remaining in school Visitors’ Book must be signed on entering and exiting the building.
A visitor must wear a Visitor’s pass. 

	Early Morning Supervision
	A teacher will be on duty in the infant and senior playground from 8.30-8.45am each day.

	Break time and lunch time supervision
	Children are always supervised by staff during break, lunch time and the end of school

	Leaving school building at 2pm and 3pm
	P1-3 children will be handed over to parents at their point of entry to the school.
P4-7 children will be brought to the front gate by their teacher (unless otherwise informed by parent). The designated teachers on duty will then take charge until 3.10. If children haven’t been collected by this time they will be brought to the office from where they can be collected.


	Late pick-up from school
	Children remain with teacher on duty until they are brought to the school office. They will remain here until they are collected. A phone call to parents may be necessary. 

	Children leaving early
	Parent will wait outside the office. The secretary will bring  child  to the office.

	Children returning to school after an appointment
	Parent brings child back to the office. Child returns to class by themselves. 

	Someone arrives with an item such as a packed lunch or PE kit
	Item will be held in the office and a member of staff will bring it to the classroom.

	Parents wishing to speak to a teacher
	By appointment only. Teachers are only available to speak to teachers from 8.30-8.45am as classes commence at 8.45am.
Refer to Parental Access to Teachers Policy (Appendix 6).

	Access to toilets 
	Adults are not permitted to use the children’s toilets. All visitors should use the male or female staff toilets.

	Access to toilets after children have left school
	If a child is able to use the facilities independently they should use the toilets designated for his/her classroom.
If a child needs assistance the parent/adult and child will use the male or female staff toilets.
If an adult needs to use the facilities they will be directed to the staff toilets.





Appendix 1
MEDICATION POLICY

Ideally, the administration of medication should be administered by parents.  Where possible it is the school’s policy to comply with requests from parents to help in administering medicines to children when these are of an essential nature (e.g. epilepsy, diabetes, asthma, anaphylaxis), during the school day. 

The Principal will accept responsibility in principle for members of the school staff giving or supervising pupils taking prescribed medication during the school day where those members of staff have agreed to do so.

Please note parents should keep their children at home if acutely unwell or infectious.

Parents are responsible for providing the Principal with comprehensive information regarding the pupil’s condition and medication.

Prescribed medication will not be accepted in school without parental completion of ‘Request for a School to Administer Medication’ form (Sample attached).  Antibiotics should be administered at home.

Staff will not give a non-prescribed medicine to a child unless there is 
specific prior written permission from the parents.

Only reasonable quantities of medication should be supplied to the school (for example, a maximum of four weeks supply at any one time).
	
Where the pupil travels on school transport with an escort, parents should ensure the escort has written instructions relating to any medication sent with the pupil, including medication for administration during respite care.

Each item of medication must be delivered to the Principal or Authorised Person, in normal circumstances by the parent, in a secure and labelled container as originally dispensed.  Each item of medication must be clearly labelled with the following information:
.	Pupil’s Name
Name of medication
Dosage
Frequency of administration
Date of dispensing
Storage requirements (if important)
Expiry date

The school will not accept items of medication in unlabelled containers.

Medication will be kept in a secure place, out of the reach of pupils.  Unless otherwise indicated all medication to be administered in school will be kept in a medicine cupboard.

The school will keep records of all medication administered.

If children refuse to take medicines, staff will not force them to do so, and will inform the parents of the refusal, as a matter of urgency, on the same day. If a refusal to take medicines results in an emergency, the school’s emergency procedures will be followed.

It is the responsibility of parents to:

· Notify the school in writing if the pupil’s need for medication has ceased.

· Renew the medication when supplies are running low and to ensure that the medication supplied is within its expiry date.

The school will not make changes to dosages on parental instructions.

School staff will not dispose of medicines.  Medicines, which are in use and in date, should be collected by the parent at the end of each term.  Date expired medicines or those no longer required for treatment will be returned immediately to the parent for transfer to a community pharmacist for safe disposal.

For each pupil with long‑term or complex medication needs, the Principal, will ensure that a Medication Plan and Protocol is drawn up, in conjunction with the appropriate health professionals.

Where it is appropriate to do so, pupils will be encouraged to administer their own medication, if necessary under staff supervision.  Parents will be asked to confirm in writing if they wish their child to carry their medication with them in school. 

Staff who volunteer to assist in the administration of medication to a pupil with Medical Needs (eg Epi Pen for allergy) will receive appropriate training/guidance through arrangements made with the School Health Service.

The school will make every effort to continue the administration of medication to a pupil whilst on trips away from the school premises. However, there may be occasions when it may not be possible to include a pupil on a school trip if appropriate supervision cannot be guaranteed.

All staff will be made aware of the procedures to be followed in the event of an emergency.


CARNINY PRIMARY SCHOOL

REQUEST FOR A SCHOOL TO ADMINISTER MEDICATION

The school will not give your child medicine unless you complete and sign this form, and the Principal has agreed that school staff can administer the medicine

Details of Pupil
Surname	Forename(s)
Date of Birth        /         / 		
Class
Condition or illness


Medication
Parents must ensure that in- date properly labelled medication is supplied.
Name/Type of Medication (as described on the container) _________________________

Date dispensed 
Expiry Date

Full Directions for use:
Dosage and method


NB Dosage can only be changed on a Doctor’s instructions
Timing 
Special precautions
Are there any side effects that the School needs to know about?



Self‑Administration 				Yes/No (delete as appropriate)








Procedures to take in an Emergency



Contact Details
Name
Phone No: 	(home/mobile)
(work)	
Relationship to Pupil:		
Address: 


I understand that I must deliver the medicine personally to 				
(agreed member of staff) and accept that this is a service, which the school is not obliged to undertake. I understand that I must notify the school of any changes in writing.
Signature(s)						Date 

Agreement of Principal
I agree that _____________________ (Name of child) will receive _________________________ (Name of medicine) at the time specified for medicine to be administered, as detailed overleaf.

This child will be given /supervised whilst he/she takes his/her medication by 
Principal   /Teacher / Classroom Assistant / Office Staff / Supervisor 

This arrangement will continue until (either end of date of course of medicine or until instructed by parents) 

Signed						Date 
(The Principal/Authorised member of staff)

The original should be retained on the school file and a copy sent to the parents to confirm the school’s agreement to administer medication to the named pupil. 
 

CARNINY PRIMARY SCHOOL
REQUEST FOR A PUPIL TO CARRY HIS/HER MEDICATION

This form must be completed by parents/carers
Details of Pupil
Surname	Forenames(s)
Class ____________________ 

Condition ______________________________________________

Medication

Parents must ensure that in date properly labelled medication is supplied.

Name of Medicine


Contact Details

Name

Phone No: 	(home/mobile)
(work)
Relationship to child

I would like my child to keep his/her medication on him/her for use as necessary

Signed  						Date 

Relationship to child

Agreement of Principal

I agree that _____________________ (Name of child) will be allowed to carry and self administer his/her medication whilst in school and that this arrangement will continue until instructed by parents.

Signed 							Date 

The Principal/Authorised member of staff

The original should be retained on the school file and a copy sent to the parents to confirm the school’s agreement to the named pupil carrying his/her own medication 
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Appendix 3

Code of Conduct

In order to encourage good behaviour Carniny Primary School adheres to the following Golden Rules, School Rules, Class Rules and Uniform and Appearance Rules:

Golden Rules

· We are gentle				We don’t hurt others
· We are kind and helpful		We don’t hurt anybody’s feelings
· We listen				We don’t interrupt
· We are honest			We don’t cover up the truth
· We work hard				We don’t waste our own or other’s time
· We look after property		We don’t waste or damage things

School Rules

· Walk quietly at all times in the school building
· Wear our school uniform with pride
· Arrive and leave school on time and in a sensible manner
· Line up quickly and quietly when the bell rings
· Play safely in the playground at break and lunch times
· Speak respectfully to one another and to adults

Class Rules

Each class will work together to produce their own class rules which allow the classroom to operate effectively within a safe, happy and busy learning environment.

Uniform and Appearance Rules

We consider the appearance of children and the wearing of school uniform to be an important part of the School’s Positive Behaviour Policy. With this in mind all pupils should:

· Take pride in their appearance
· Wear regulation uniform only both in school and on the way to school in the morning and going home in the afternoon (2pm and 3pm)
· Be neat and tidy in appearance at all times
· Be well groomed. Extremes are to be avoided and bleaches or dyes that are in stark contrast to the hair’s natural colour are not permitted. Hair should not be clipped below Number 2 and shaved designs are not permitted.
· Restrict the wearing of jewellery to a watch and one stud per ear.
  
These provide the guidance for positive behaviour and therefore create an environment conducive to effective teaching and learning.

· The School Rules will be displayed prominently and reinforced regularly by staff and also at school assemblies
· Each teacher will compile a set of classroom rules and a classroom charter in consultation with the children. These will be displayed in the classroom at all times and be referred to regularly
· Rules to encourage a calm and positive atmosphere are displayed in the dining hall
· Rules for positive playground behaviour are displayed in both playgrounds
· Rewards will be given for keeping the rules and appropriate sanctions will be administered for breaking the rules
· We aim to be Consistent, Firm and Fair and to Follow Up and Follow Through




Appendix 4 
CARNINY PRIMARY SCHOOL - EDUCATIONAL VISITS POLICY
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This policy should be read and understood in close association with the Pastoral Care and Child Protection Policies and “Educational Visits – Best Practice 2009”.

Aims 

The policy applies to school activities where the pupils are involved in a day visit or a residential activity.  The school recognises that pupils have rights as individuals and treats them with dignity and respect.  Throughout these activities the school aims to: 
· promote the pupils’ welfare, health and personal development; 
· provide the highest possible standard of care; 
· protect the pupils from harm of all kinds; 
· assist the pupils in establishing a sound standard of self-discipline. 

Method 
· Parents will be supplied in advance with details of any proposed educational visit. 
· All educational visits will have an appropriate level of supervision, using qualified leaders where necessary. 
· Contact details for all residential activities will be provided to parents together with an emergency phone number. 
· Parental consent is required in advance for participation in the activity and the administration of medication. 
· Parents will be required to submit details of medical problems and dietary needs in advance. 
· Parents will be required to authorise necessary emergency hospital treatment and give permission for their child to be represented by a member of staff in the event of a serious incident. 
· Appropriate sleeping and showering facilities and arrangements will be available for pupils (see procedures). 
· All transport used will conform to current legislation.

Complaints Procedure

If any parent has concerns about the conduct of an educational visit he/she should in the first instance contact the leader-in-charge.  The matter will be recorded, fully investigated and reported.
EDUCATIONAL VISITS PROCEDURES 

INFORMATION TO PARENTS 

Before the start of the activity: 
· Parents must be given full written details of the activity and the appropriate parental consent forms must be completed for all pupils who are attending either a day visit or a residential. 
· Parents must be given the name and telephone number of the centre used and the name(s) of the leader(s) for contact in an emergency during the residential activity.  If the activity is not centre based parents must receive an emergency phone number for the leader(s). 

RECORD KEEPING 

· An application for the school visit/activity must be completed and permission obtained from the Principal. 
· A risk assessment document must be submitted to the school office.
· All staff and adult leaders must complete medical details and next of kin information. 
· The leader in charge must maintain a full record of the details of all attending.  He/she is required to bring the original parental consent forms and the leaders’ next of kin information to any activity.  All leaders must be briefed on where these consent forms are to be stored during the activity. 
· A written, signed and dated record must be kept of all accidents, injuries, incidents and allegations occurring during any educational visit. 
· In the case of residential trips, copies of the parental consent forms and the leaders’ next of kin information must be lodged with the school office before embarking on any visit. 
· For educational day visits, the consent forms are retained by the leader in charge and a list of names of participants lodged with the school office.
· The School Meals Kitchen must be informed of proposed educational visits and for day visits provided with numbers of children requiring free school packed lunches.  
· Ready access to a phone should be available at any centre used and the school’s mobile phone taken where appropriate.  All leaders must be briefed on the school contact phone number(s) for use in an extreme emergency.  Should the emergency occur outside of school hours, staff should use the contact phone number(s) they have been provided with by the Principal. 

SUPERVISION 

Supervision ratios will be determined by the nature of the educational visit and the outcome of the risk assessment. 

For residential trips where possible leaders should be combination of males and females.

Day trips (non-hazardous) – Regular and One Off Day Visits: 

Foundation Stage 1:10 
Key Stage 1&2:1:15 

Residential activities in UK and Ireland: 
Key Stage 2: 1:10 and at least 2 members of teaching staff 

It is acceptable for residential trips to be accompanied by appropriately qualified and approved adults at the discretion of the Principal. 
All pupils’ activities must have a level of supervision provided by the leaders which is appropriate to the nature of the activity and to the outcome of the risk assessment. 

For all out-door pursuit activities, the level of qualified supervision must be in accord with the guidelines provided by the EDUCATION AUTHORITY and/or other relevant bodies. 
All leaders must be aware of the chain of command established by the leader in charge. 
There must be clear communication and display of leaders’ duties. 


BEHAVIOUR 

The required code of behaviour for the activity or visit must be consistent with the Positive Behaviour Policy. 
The standards of expected behaviour will be explained to the pupils prior to departure and again on arrival. 
All leaders are made aware of and must follow behaviour guidelines to be found in the Educational Visits Code of Conduct for the staff. 

MEDICAL 

Medical problems and dietary requirements for all pupils and leaders must be notified on the appropriate forms. 
Parents must give written permission for the administration of medication.  This permission should be with the teacher in charge prior to the departure of the trip. 

Where first aid is required, this should be administered, where practicable, by a person with the relevant training. 
Medical equipment should be readily accessible but safely stored. 

SLEEPING ARRANGEMENTS FOR RESIDENTIAL TRIPS 

Adult leaders should not sleep in the same room as the pupils.  In exceptional circumstances (for instance a medical emergency) where this is not possible there must be at least two leaders aged 18 and over in each room.
Adequate nearby supervision must be provided. 
All leaders and pupils must be familiar with fire and safety procedures and a drill conducted as soon as possible, where appropriate. 

TOILET AND SHOWERING FACILITIES 

Leaders’ and pupils’ facilities should, if possible, be segregated.  Where this is not possible the facilities must be used at separate times. 
The privacy of the pupils must be respected. 

TRANSPORT

Hired transport must be from a licensed company
All minibuses used must conform to current legislation.  The maximum number of people who can be driven in the school minibus is determined by the number of seat belts provided.  Pupils must always wear a seat belt.  

Private cars can only be used within the limitations of the owner’s insurance.

A leader should not travel alone with a pupil.  Ideally there should be a minimum of two pupils in the car, travelling in the back seat of the car.  Where this is unavoidable, another teacher should be told, the parents notified if possible and the pupil should be seated in the back of the car.

COMPLAINTS PROCEDURES 

Problems or complaints arising out of the conduct of an educational visit should normally be made to the leader in charge who must investigate the matter.  A written report must be made to the Principal at the earliest possible opportunity and the outcome of the investigation communicated to the parents. 

Complaints against the leader in charge should be made to the Principal. 

In any situation relating to an educational visit where a suspicion of child abuse exists or a complaint or allegation is made, the school will act in accordance with its Child Protection Policy and Procedures. 

The School’s Complaints Procedure provides more detailed information
about dealing with a complaint.

EVALUATION 

Leaders are encouraged to seek the views of pupils attending, e.g. informally and by means of a questionnaire. 
Parents should be given the opportunity to contribute views after any activity.  This can be done by phoning the leader in charge of the activity. 
Leaders should provide their own feedback to the leader in charge. 
Leaders will evaluate the responses and incorporate the findings as appropriate into the planning of future events. 
STAFF CHECKLIST FOR EDUCATIONAL VISITS 

Pre Visit Action: 
· Application for visit/activity completed and submitted to Principal at the earliest opportunity 
· Permission obtained from Principal
· Accommodation booked and confirmed, where appropriate 
· Transport organised (approved vehicles) 
· School’s mobile phone booked, where appropriate 
· Emergency school contact number(s) established 
· Insurance checked with school office 
· First Aider appointed, where appropriate 
· First Aid equipment organised, where appropriate 
· Accident/incident book prepared, where appropriate 
· Payment/cheque for activity 
· Canteen informed of educational visit and packed lunches ordered if appropriate 
· Consent forms produced and forwarded to parents of all pupils 
· All staff and adult leaders must complete medical details and next of kin information. 
· Completed consent forms checked for medical details, special dietary requirements etc., and forwarded to appropriate leaders. 
· Risk Assessment completed and programme amended if required. 

Copies of the following must be submitted to school office before departure: 
• Programme/details of the residential centre 
• List of names of participants 
• Risk Assessment (Appendix 4.1) 

Copies of the following must be received by Leader in Charge before departure:
• Parental consent forms (residential activities only) 
• Staff and adult leaders next of kin information (residential activities only) 

Information for initial briefing at start of residential 
• Safety procedures for residential centre 
• Chain of command 
• Accident/incident procedure 
• Complaints procedure 
• First aid arrangement 

Additional information for all leaders 
• Copies of the Educational Visits Code of Conduct for all leaders (Appendix 4.2) 
• Location of the parental consent forms and details of the school’s emergency contact number(s) 



APPENDIX 4.1 
Guidance on Risk Assessment 

1. 	Educational visits cannot be entirely risk-free. The aim, therefore, must be to contain risks within acceptable levels. This is achievable provided that organisers of any educational visit give careful consideration to planning and risk assessment. 
2. 	Care must be taken not to expose the pupil to unacceptable physical or psychological risk. 
3.	Fundamental to the planning process of any educational visit is the process of risk assessment. 
4.	Risk assessment allows the leaders to make a reasoned judgement about the level of risk involved and what needs to be put in place to reduce the risk to an acceptable level to permit the visit to go ahead. 
5. 	This is achieved by either: 
(i) 	eliminating the identified hazards altogether (for example, by choosing not to use a water sports centre if the Centre staff do not possess current life-saving qualifications) 
or 
(ii) 	managing hazards by introducing effective control measures (for example, by ensuring that participants are led by competent and experienced instructors when participating in adventurous activities) 
6 	Risk assessment comprises the following steps: 
• 	identifying the hazards 
• 	identifying the people who may be at risk 
•	evaluating the potential risk 
• 	establishing additional safety and/or control measures 
• 	disseminating information to all relevant persons and maintaining appropriate records 

7. 	The group leader should understand that risk assessment is a dynamic process and therefore must carry out on-going risk assessment during an educational visit and ensure that appropriate action is taken as necessary. 

8. It is frequently the case that, in planning an activity, certain aspects of the exercise are ‘assumed’ to be adequately taken care of. Assumptions should not be made and each visit should be assessed on an individual basis.  For example, ‘the school used outdoor centre X last year and everything was very well organised so it is sure to be fine this year again!’.  If acted upon, this assumption may fail to disclose the fact that the staff at outdoor centre X has changed since the school’s last visit and that its public liability insurance policy has since lapsed.  Therefore this visit must not proceed.
9. Risk assessment can be undertaken by identifying the hazards and then assessing the risk.  Note that a hazard is anything with the potential to cause harm.  Risk is the likelihood of harm from the hazard being realized
10. The vital issue is whether the risk can be managed.  If there are doubts that the risk is manageable, then it is advisable to change the activity and/or the location. 
11. Where there is considerable concern as to the outcome, it is better to abandon and redesign the educational visit than to expose young people to an unacceptable level of risk. 
12. Group leaders must fully record their risk management decisions on paper.
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Risk Assessment Pro Forma

	School
	Carniny Primary School
	Date of Risk Assessment
	

	Activity
	


	What are the hazards?
	Who might be harmed and how
	What are you already doing?
	What further action is necessary?
	Action by who?
	Action by when?
	Done

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	

	


	
	
	
	
	
	



APPENDIX 4.2:	Code of Conduct for Leaders accompanying Pupils on Educational Visits
A. Introduction	
(a)	It is the responsibility of the leaders to maintain high standards of behaviour and discipline.  Staff must set an example to group members in everything they say or do. 
(b) 	While on a residential visit, staff must remain responsible for the conduct and safety of the pupils twenty four hours a day.  This should be taken into consideration when deciding on appropriate supervisory arrangements. 
(c)	In as far as it is possible, all pupils should experience equality of opportunity with respect to participation in educational visits. 

B. Code of Conduct 

1. Private Meetings with Pupils 
(a) 	Staff should be aware of the dangers which may arise from private interviews or meetings with individual pupils. It is recognised that there will be occasions when confidential interviews must take place. As far as possible, staff should conduct such interviews in a room with visual access, or with the door open. 
(b) 	Where such conditions cannot apply, staff are advised to ensure that another adult knows that the interview is taking place. It may be necessary to use a sign indicating that the room is in use, but it is not advisable to use signs prohibiting entry to the room. 
(c) 	In such interviews there should be a desk width between the leader and pupil. 
(d)	Where possible another pupil or (preferably) another adult should be present or nearby during the interview. 
[bookmark: _GoBack](e) 	A leader should not travel alone with a pupil. Ideally there should be a minimum of two pupils in the car, travelling in the back seat of the car. Where this is unavoidable, another teacher should be told, the parents notified if possible and the pupil should be seated in the back of the car. 

2. Physical Contact with Pupils 

(a) 	As a general principle, staff are advised not to make unnecessary physical contact with pupils. 
(b) 	For example in the coaching and playing of sports and in the demonstration of associated skills, physical contact should be avoided. Staff should be aware that such physical contact is open to misinterpretation by the pupil, parent or other casual observer. 
(c) 	Following any incident where a member of staff feels that his/her actions have been, or may be, misconstrued, a written report of the incident should be submitted immediately the leader in charge or to his/her line manager in school. 
 (d) 	It is unrealistic and unnecessary, however, to suggest that staff should touch pupils only in emergencies. It may be fitting to give a distressed child the sort of reassurance involving physical comforting that a caring parent would provide, but this is generally only suitable for younger children. Whilst staff should not feel inhibited from providing this comfort it must be age-appropriate and staff must be aware that perfectly innocent actions can be misconstrued.
(e) 	Staff should never touch a child who has clearly indicated that he/she is, or would be, uncomfortable with such contact, 	unless it is necessary to protect the child, others or property from harm. 
(f)	Physical punishment is illegal, as is any form of physical response to misbehaviour, unless it is by way of necessary restraint. 
(g)	In extreme cases, a leader might have to physically restrain a pupil to prevent him causing injury to himself, to others or to property. In such instances, only the minimum necessary force must be used and a report of the incident, together with names of witnesses, be given to the Principal as soon as possible after the incident. [DENI Circular 1999/9, on the use of reasonable force, gives guidance on Article 4 of the Education (Northern Ireland) Order 1998 (Power of member of staff to restrain pupils).
(h)  	Staff who have to administer first-aid to a pupil should ensure wherever possible that it is done in the presence of another adult or other children.  However, no member of staff should hesitate to provide first-aid in an emergency simply because another person is not present.

3. Relationships and Attitudes 

(a) 	Within the Pastoral Care Policies of the school and the Board of Governors, staff should ensure that their relationships with pupils are appropriate to the age, maturity and sex of the pupils, taking care that their conduct does not give rise to comment or speculation. 
(b)	Attitudes, demeanour and language all require care and thought, particularly in view of the more informal atmosphere that often prevails during a school visit or residential. 
(c)	On returning from the visit or activity, leaders must always inform the Designated Teacher for Child Protection of any incidents about which they have concerns. If the matter is urgent, the Designated Teacher should be contacted by phone. 



4. Pupil’s Right to Respect and Privacy 
(a) 	A leader should not repeatedly hector a pupil using an excessively loud voice nor repeatedly criticise a pupil to the point of apparent victimisation. 
(b)	 A leader should never make sexually suggestive or inappropriate comments about a pupil, even in jest. 
(c) 	Adult leaders should not sleep in the same room or tent as the pupils. In exceptional circumstances (for example, a medical emergency) where this is not possible there must be at least two leaders aged 18 or over in each room or tent. 
(d) 	Leaders’ and pupils’ toilet and showering facilities should, if possible, be segregated.  Where this is not possible, the facilities must be used at separate times. 

5. Acceptable Behaviour from Pupils 
(a) 	The leaders should communicate clearly to the pupils the rules for acceptable behaviour. These rules should reflect the expectations of the school’s discipline policy and should emphasise the following: 
• Respect should be shown for the rights of others in the group. 
• Good manners and behaviour should be displayed by all. 
• Other people’s property and belongings must never be interfered with. 
 (b)	The school has the right to refuse any pupil from participating in the activity or visit, whose involvement may be considered to be prejudicial to the safety of the individual, the group, or to the efficient or safe running of the activity. 

Emergency Plan

Please ensure:

1. Group Leaders have in their possession a mobile phone with SIM card and appropriately charged.

2. Group Leader has all appropriate contact numbers (Pupils’ parents, Group Leaders, Bus Driver , School, Hotel)

3. Group leaders have each others’ mobile numbers stored on their phones

4. Medical forms and medication are to hand

5. All leaders have First Aid Kit 

6. There is a sufficient Pupil/Staff ratio to allow for one adult to be removed

In the event of an Emergency (Injury to child, lost child, illness, playground accident etc)

· Contact Group Leader
· Assess situation
· Depending on the severity take the best course of action ie comfort and reassure child, apply First Aid, call for ambulance, contact police,
· Remove remainder of children to a safe environment with another group leader (Children at all times being supervised)
· Contact school and relevant parent/s to explain situation
· Arrange possible transport home with adult leader







EDUCATIONAL VISITS CHECKLIST
	PLANNING PHASE
	
	

	STEP TAKEN 
	COMMENT
	INITIAL AND DATE

	Prepare a budget for the cost of the trip. 
	
	

	Complete application and obtain authorisation from the Principal, including the copy budget. 
	
	

	Submit a list of names of participants to office. 
	
	

	Submit a risk assessment document to the office. 
	
	

	Confirm insurance with office. 
	
	

	Prepare consent form and forward to parents.  Update risk assessment if required. 
	
	

	Prepare next of kin and medical details form for leaders and capture information.  Update risk assessment if required. 
	
	

	Book transport. 
	
	

	Book accommodation. 
	
	

	Book school mobile phone. 
	
	

	Make appropriate payments 
	
	

	IMMEDIATELY PRIOR TO VISIT 
	
	

	STEP TAKEN 
	COMMENT
	INITIAL AND DATE

	Have complete detail of consent forms and leaders next of kin available to bring to the visit. 
	
	

	Provide a list of names of participants with the School Office and the School Meals Kitchen to be informed of numbers. 
	
	

	Lodge copy of  the following with the office: 
Programme details 
Parental consent forms and leaders next of kin   information 
Risk Assessment 
	
	

	FOLLOWING VISIT 
	
	

	Perform evaluations. 
	
	

	Compare actual costs to budget. 
	
	





Appendix 6 


Carniny Primary School
Parental Access to Teacher Policy

In recognising that the education of our children is a partnership between the home and school the Board of Governors, Principal and teaching staff seek to allow parents/guardians a clear right of access at reasonable times (non-teaching time) to their child’s teacher and the Principal.  The Principal, as the day-to-day manager of the school, will seek to ensure that all such contacts are conducted in a manner which will promote the educational interests of the pupil and allow for the safety of all the children and staff.

As parental attitudes to school cand the teachers can directly influence the child it is important that all exchanges by telephone and in person between school and home should be informed by a mutual respect for each others knowledge and concern for the pupil’s welfare.  Pupils have much to gain from the shared interest of parents/guardians and teachers.  Each has an in-depth knowledge of the child in different settings and contexts and the sharing of this information in a positive way should help the pupil to feel valued and to achieve his/her full potential.  It is important that pupils feel secure in the working relationship between home and school.

The means of expressing this working relationship are diverse but parents/guardians will appreciate that some guidelines are necessary as each teacher has responsibility for a large group of children.  All exchanges between parents/guardians and staff should be conducted in a respectful and tolerant manner and parents/guardians are asked to adhere to the school’s guidelines detailed below when seeking contact with their child’s teacher.

The Board of Governors endorses the school’s arrangements for effective Home School  parent teacher communication as set out below.

The contact between parent/guardian and school teacher will take the form of:

(a) meetings with teachers and principal to discuss the pupil’s progress;
(b) casual or informal exchanges of information made for routine housekeeping purposes;
(c) pre-arranged meetings with teachers/principals to discuss more sensitive matters.  In such circumstances the issues should be clarified in advance to enable the parent/guardian and the teacher to make appropriate preparation.
(d) Telephone conversations with members of staff

We expect all parents to:

· make a mutually agreeable appointment (outside normal teaching time) to speak to their child’s teacher/principal if there is something significant they wish to discuss.
· report directly to the office on entering the school premises after 8.45 9am
· inform the school in writing regarding their children’s absence from school (i.e. if they know that their child will not be in school or will be leaving school for any reason/providing written explanation for their child’s unplanned absence).
· attend any pre-arranged meetings in school or contact the office to make an alternative appointment.
· conduct themselves in a respectful and tolerant manner during all exchanges with staffin school.

On the advice of the North Eastern Education and Library BoardEducation Authority the school has put in place arrangements for addressing the most serious situations where the approach of a parent/guardian might amount to harassment of teachers in the workplace.

The Board of Governors, Principal and staff would like to thank parents/guardians for their co-operation and support in this matter and look forward to working together to further strengthen the home/school partnership.
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