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Introduction
All school employees have a duty to look after their own and others’ health and safety and have a
duty under common law to take care of pupils in the same way that a prudent parent would do so.
Employees must also cooperate with their employer on health and safety matters, carry out their
work in accordance with training and instructions, and inform them of any work situation
representing a serious and immediate danger so that remedial action can be taken in a timely
manner.
This Policy has been produced in recognition and acceptance of our legal responsibilities as an
employer and aims to protect the health, safety, welfare and wellbeing of our employees and others
who may be affected by our activities. This Policy will therefore set out how The Holy Spirit Catholic
Multi Academy Company (“The MAC”) will manage occupational health and safety.
Scope
This Policy is applicable to all schools within The MAC.

1. Statement of Intent
The MAC recognises the importance of effective occupational health and safety management and
is committed to managing occupational health, safety, welfare and wellbeing with equal importance
as our other core business aims and objectives. This Policy provides a practical framework for the
compliance and implementation of The Health and Safety at Work etc. Act 1974 and all other
relevant health and safety legislation within The MAC.
It also demonstrates our obligation to the duty of care we owe to employees and non-employees
(such as visitors, contractors, pupils, and members of the public) by ensuring that our work activities
are undertaken in such a way as to not put them at risk.
The main aim of our Policy is to prevent occupational accidents, incidents and cases of workrelated ill health; and to promote and implement safe systems of work, a safe working environment,
with a safe and healthy workforce. This will enable The MAC to develop a positive health and safety
culture through the implementation of the following objectives:
• providing strong and visible leadership and management and involving employees;
• having an occupational health and safety management system which sets clear health and
safety standards and roles and responsibilities;
• identifying significant risks to health and safety as part of our risk assessment process, and
implementing adequate measures to prevent, reduce, or protect against those risks;
• promoting the principles of sensible and proportionate risk management;
• having a competent workforce through the provision of information, instruction, training and
supervision;
• effectively communicating, consulting, cooperating with employees and board members on all
relevant health and safety matters;
• providing a safe and healthy place to work;
• providing access to competent health and safety advice, guidance and support;
• requiring our contractors to co-operate with us;
• ensuring resources are available to ensure the successful management and implementation of
health, safety and wellbeing; and
• making continuous improvements in health and safety performance
To achieve our aim and objectives The MAC has adopted the Health and Safety Executive’s (HSE)
“Managing for Health and Safety” HSG65 as our management system.
This statement of Policy will be kept under review and any amendments made to it will be brought
to the notice of all employees. A MAC Health and Safety Statement of Intent will be endorsed by
each Principal for their school. All employees must be informed of and comply with this Policy as
relevant to their role.
Signed and dated on behalf of The Holy Spirit Catholic Multi Academy Company:

Jim Foley
Chair of Board

1.1 Health and Safety Statement of Intent for St Thomas More Catholic Academy & Sixth
Form College.
Within our school we will meet all of the requirements set out in The MAC Health and Safety Policy.
We will demonstrate The MAC’s commitment to health, safety, welfare and wellbeing by
recognising that effective health and safety management is equally as important as our other school
objectives.
Through this statement of intent and the implementation of our school health and safety
arrangements we will ensure that we are meeting the policy aims, objectives and requirements.
We will actively strive for continual health and safety improvement by complying with the policy and
by working in consultation with managers, employees and other members of the school community.
We will achieve this by:
• Considering health and safety within our school planning activities.
• Establishing a proactive and positive health and safety culture.
• Encouraging ownership and responsibility at all levels.
• Ensuring that MAC policies, procedures and arrangements are complied with by having school,
or department specific procedures, documents, safe systems of work and arrangements that
ensures the implementation of health and safety locally.
• Identifying, assessing and eliminating, reducing or managing the risks that arise out of
activities/processes and operations through the risk assessment process.
• Monitoring our school health and safety performance by reviewing arrangements and
analysing accident trends to identify areas for improvement.
• Ensuring that health and safety is considered as part of our performance management and
employee appraisal and supervision process.
• Ensuring that health and safety is included as a standing agenda item at staff meetings.
• Ensuring that all employees within the school are made aware of this statement of intent and
our arrangements.
Signed:

Name
Principal:
Mrs Leearna Thomas
Date:

Name
Chair of Education Standards Committee:
Mr Philip Richardson
Date:

2. Organisation
This Policy formulates our MAC occupational health and safety management system. It outlines
how The MAC will plan, organise/arrange, implement, monitor/review/check and audit for health
and safety. Whereby, legal compliance is the minimum standard The MAC wishes to achieve. Our
health and safety management framework will strive for higher standards (good practice) where
possible, so that continuous improvements can be achieved.
2.1 Roles and Responsibilities for Health and Safety
Chair of Board of the Holy Spirit Catholic Multi Academy Company (“The MAC”)
Has overall responsibility throughout The MAC for:
•
•
•
•
•

•

•
•
•
•
•
•

Implementing and achieving the aim/objectives of this Policy.
The preservation, development, promotion and maintenance of The MAC’s occupational health
and safety management system.
Ensuring health and safety matters receive appropriate priority and are considered within the
organisational decision making process/ strategic planning.
Having awareness and maintaining attention on the significant health and safety issues.
Ensure that The MAC has appointed competent people to provide health and safety assistance/
advice to assist The MAC with the implementation of relevant health and safety measures to
meet legal requirements (as per The Management of Health and Safety at Work Regulations).
Personally responding to any legal notice received by the HSE or other enforcing body
(although the Chair of Board may assign this requirement to the Principal). The responder must
liaise with the Health and Safety Consultant throughout any investigation and/or
correspondence).
Applying health and safety legislation; and making decisions that conform with legislation and
this Policy.
Preserving, developing, promoting and maintaining The MAC’s health and safety management
system
Promoting a positive health and safety culture.
Ensuring adequate resources are made available to implement successful health and safety
management and to conform to all relevant health and safety statutes.
Ensuring health and safety matters will be considered and accounted for when making
organisational decisions.
Ensuring that individual schools comply with this Policy.

The Chair of Board may delegate responsibilities to the Chair of Core Committees, Principals,
Heads of School and School Business Managers. However, the Chair of Board retains the overall
accountability and responsibility (as this cannot be transferred).

Educational Standards Committee
Collectively and individually Education Standards Committee is responsible for:
•

•
•
•
•
•
•

•
•
•
•
•
•
•

Providing clear and visible health and safety leadership and commitment that encourages
employee involvement, and champions the importance of sensible health and safety risk
management within the workplace.
Demonstrating commitment and visible leadership for health and safety.
Having a signed local Statement of Intent for their respective school.
Ensuring that all decisions made reflect their health and safety intentions as specified in The
MAC’s health and safety policy statement/local Statement of Intent.
Integrating health and safety with other core school management functions and be aware of
the risks to the school and have controls in place to manage those risks.
Having awareness and maintaining attention on the key health and safety issues (significant
risks) of their school and ensuring risk control strategies are in place.
Making sure that accountabilities and responsibilities for health, safety, welfare and wellbeing
within their school are properly assigned, passed on, understood and carried out throughout
the organisational structure via the Principal.
Ensuring Principals have arrangements in place for health and safety management,
consultation with the workforce, and monitoring/auditing their school.
Ensuring health and safety is discussed and appears regularly on their agendas.
Setting and monitoring health, safety and wellbeing performance and priority areas.
Ensuring Principals provide and manage adequate resources to enable the discharge of their
health and safety responsibilities and address any implications as reasonably practicable.
Establishing a proactive positive health and safety culture (i.e. through attitudes and
behaviours).
Consulting and seeking advice from the Health and Safety Consultant on health and safety
matters when required.
Reporting any HSE correspondence or health and safety concerns to the Health and Safety
Consultant and Chair of the Finance Committee.

Finance Committee
To ensure health and safety consideration at strategic level, the Chair of the Finance Committee.
has been nominated by The MAC for Health and Safety within The MAC.
The Chair of the Finance Committee. will:
•
•
•
•

Promote the adequate and proper consideration of health and safety within The MAC.
Present a report to the Finance Committee. on the health and safety management and
performance within The MAC on a termly basis.
Be accessible to all employees so that significant health and safety concerns can be raised
immediately.
Promote a positive health and safety culture.

Principals
Principals have overall accountability and responsibility for ensuring effective health and safety
management within their school, and must ensure that all employees are aware of, and are held
accountable for, the specific application of their health and safety duties to employees and any
other person.
Principals may choose to delegate responsibilities to specific employees; however, they must
ensure that those nominated are competent and understand and accept the responsibilities being
delegated to them. The Principal will remain accountable for those activities.
Principals who choose to delegate their operational responsibilities to other members of Senior
Leadership/Management must ensure that those nominated are competent and understand and
accept their delegated responsibilities.
Principals will:
•
•
•

•
•

•
•
•
•
•

•

•
•
•

•

Demonstrate visible management commitment to health and safety and lead by example.
Endorse and implement The MAC Health and Safety Action Plan and strive for continuous
improvements and the promotion of a positive health and safety culture.
Monitor and review with their Senior Leadership/Management and Education Standards
Committee, their school health and safety objectives, targets and priorities in line with the
overall MAC objectives/action plans to ensure required implementation for their area.
Attend, as directed/required, appropriate health and safety management/leadership training
and subsequent refresher courses;
Be aware and maintain attention on the significant risks within their school and ensure they are
being appropriately risk assessed, controlled and managed through effective and sensible risk
management.
Ensure that when making decisions/arranging new projects for the school; health, safety,
welfare and wellbeing issues are considered and dealt with fully.
Ensure that adequate health and safety communication and consultation channels exist within
their school.
Ensure that adequate resources are provided to manage health, safety and welfare.
Ensure that procedures exist and are effectively implemented to ensure competent employees.
To support work-related accident/ incident investigations as appropriate, and review and
monitor statistics to identify trends and hotspots. Provide support and resources to ensure
adequate controls are put in place to prevent recurrence.
Ensure that their Senior Managers and all employees (including Agency Staff) under their
control are made aware of; understand their specific roles and responsibilities; and are
accountable for their duties regarding health and safety.
Ensure that health and safety management and performance is formally evaluated, monitored
and reviewed at least on an annual basis within their school;
Ensure that the Health and Safety Consultant are consulted, along with employees’
representatives, prior to changes in working practices.
Ensure that the Chair of Board, Chair of Finance Committee and the Education Standards
Committee are informed of any breach of health and safety statutory requirements; and
immediately when there is HSE or other enforcing body involvement.
Ensure that health and safety workplace inspections and audits are undertaken and appropriate
action implemented.

Senior Leadership/Management, Heads of Department and Line Managers
Senior Leadership/Management, Heads of Faculty and Line Managers will:
•

Ensure that risk assessments are undertaken and recorded for their work activities/ processes/
operations. They must identify significant risk(s), and controls that will eliminate the risk or

•

•

•
•

•
•
•
•
•

•
•
•
•
•
•
•
•

reduce it to the lowest possible level through sensible and proportionate risk management.
They must involve employees as part of this process, and implement controls as necessary in
compliance with the risk assessment policy.
Ensure that all employees are made aware of the relevant risk assessment findings for their
work activity (i.e. the risk(s) and the controls in place, including emergency arrangements, such
as fire and first aid).
To provide and maintain safe/ healthy working conditions, plant/equipment, access/egress, and
welfare provision (e.g. provision of drinking water, provision of adequate toilets and washing
facilities, etc.).
Provide all new starters with a health and safety induction upon commencement with The MAC.
As necessary, ensure that arrangements are in place detailing their responsibilities for the
health and safety of agency workers as the host employer, and detailing the responsibilities of
the agency as employer. Similarly, arrangements must be in place for volunteers.
Ensure that relevant information, instruction, training and supervision programmes are in place,
provided, maintained and monitored to help secure the competence of all employees.
Consider health and safety implications at the planning stage of any new plant and/or
equipment purchase or design or change in processes.
Ensure that accidents, incidents, near misses and occupational ill health are reported and
investigated, where necessary, so that appropriate action can be taken to prevent a recurrence.
Ensure that contractors’ and other people’s activities (for example, lettings) in the area are
monitored and issues of concern raised to the appropriate person in timely manner.
Ensure that all employees, including safety representatives, are able to carry out their
responsibilities, and encourage them to work with managers to promote an attitude of safe
working across The MAC.
Ensure that the formalised workplace inspection regime is in place to check and document that
the work environment is safe or requires appropriate action.
Ensure that contractors receive an induction to the premises/ area they are working.
Ensure that communication arrangements are in place to brief and inform employees on health
and safety matters as required.
Ensure cooperation and consultation with employees, other organisations and appropriate
employees’ safety representatives, when sharing premises.
Take appropriate action following audits, inspections, and own observations.
Reinforce a positive attitude to health and safety with employees (i.e. recognise positive
contributions and safe behaviours of staff).
Display the health and safety law poster in prominent areas of the workplace (e.g. entrance and
exit points).
Consult and seek advice where necessary.

Employees
All employees have an important role to play in effective health and safety management. For the
purpose of this policy, ‘employees’ will include work placement/experience students, volunteers,
agency workers, contract workers as well as The MAC employed staff.
All employees have a responsibility to:
•
•

•

Take reasonable care, while at work, of their own and other people’s health and safety.
Co-operate with their employer or other person (i.e. line manager, Senior
Leadership/Management) in respect of their health and safety duties and follow all instructions,
control measures, training, procedures, etc. (written and verbal) to protect their own and other
people’s health and safety.
Always follow relevant arrangements (i.e. risk assessment controls, safe systems of work,
procedures, etc.) to avoid health and safety risks, and consult their line manager on any areas
of concern.

•
•
•

•
•

•
•

•

•
•
•
•

Not misuse or interfere with anything that has been provided in the interest of their health, safety
and welfare (for example, personal protective equipment, machinery guarding, etc.).
Check that any equipment, plant, or substances used at work are in a safe condition prior to
use. Report any defects, loss or damage to their manager immediately.
Inform their manager, without delay, about any work situation that might present a serious or
imminent danger to themselves or others, or about any other problems in health and safety
arrangements.
Behave appropriately at all times in the workplace.
Avoid taking short cuts or changing work activities, which could create unnecessary risks to
their health and safety. Use all safety equipment and/or personal protective equipment that is
provided.
Report all work-related accidents, incidents (including incidents of violence/ aggression,
diseases and dangerous occurrence), and near misses.
Be familiar with any health and safety policies, procedures, risk assessments or any other
health and safety documentation, applicable to them and their work. Follow all induction,
information, instruction and training provided (whether verbal or written).
Be aware of the First Aid provision at their school and understand the fire/emergency
evacuation and fire prevention procedures, position of fire alarms and equipment and
participate in drills as required.
Take part in health and safety training and development as necessary.
Cooperate with health surveillance programmes and other control strategies for the protection
of their health.
Set a good personal example in respect of health and safety.
Make suggestions to improve health and safety.

Please note these responsibilities relate to all employees. If an employee has additional
responsibilities for health and safety, for example, they are a Head of Faculty, then they must
comply with those responsibilities in addition to these.

Students / Pupils
All pupils are expected to behave in a manner that reflects the school's Behaviour Policy and in
particular are expected to:





Take reasonable care for their own health and safety at school and of their peers, teachers,
support staff and any other person that may be at school.
Cooperate with teaching and support staff and follow all health and safety instructions given.
Not intentionally or recklessly interfere with or misuse anything provided in the interests of
health, safety and welfare.
Report to a teacher or other member of school staff any health and safety concerns that they
may have.

Shared site users
Where two or more employers share a workplace, each employer shall co-operate with the other
employers concerned to enable them to comply with their duties under health and safety legislation.
The school as the primary site user will have the lead responsibility.
All shared users of the school site must agree to:







Co-operate and co-ordinate with the school on health and safety matters
Provide information relating to any additional risks or procedures which will be new or unusual
to those of the school that may arise from their activities
Maintain a standard of health and safety which is reasonably practicable and at least equivalent
to the standard maintained by the school so as to ensure the health, safety and welfare of all
school staff and users
Meet the insurance requirements of the school and MAC.
Familiarise themselves with and communicate to their employees/users the school’s health and
safety arrangements

The school will ensure that:





Premises are in a safe condition for the purpose of use
Adequate arrangements for emergency evacuation are in place and communicated
Users are consulted with on health and safety matters
The school’s health and safety arrangements are made available to shared users

3. Arrangements
The following arrangements will be adopted to ensure that The MAC, Local Academy Committees
and Principals fulfil their responsibilities and provide the foundation for securing the health and
safety of employees, and all users of the site.
3.1 Setting Health and Safety Objectives
The Education Standards Committee and the Principal will specifically review progress of health
and safety objectives at the termly meeting of the ESC (this may be included as part of the
Principals report to the ESC). Where necessary health and safety improvements will be identified
and included within the individual school action plan.
3.2 Consultation
3.2.1 Provision of an Effective Joint Consultative Process
The school’s Site Health and Safety Committee meet once per term and report back termly
to the ESC. The school Health and Safety Committee consists of a member of the Senior
Leadership/Management Team, Heads of Department, Site Service Officer, a member of
admin and a member of the ESC; and reports and consults with all school staff, Trade Union
Representatives and the ESC to ensure that all concerns are considered and addressed
with a clear action plan, identified responsibilities and target dates.
3.2.2 Involvement of pupils
The School Council takes part in looking at the safety and security of the school and at
undertake site walks looking at and considering the fire and emergency procedures in
school. As school representatives, they are responsible for cascading the information to all
of their classmates.
3.3 Establishing Adequate Health and Safety Communication Channels
Communication channels will be established for the exchange of health and safety knowledge and
information. Where necessary, these communications will be recorded and include:
•
•
•
•
•
•
•
•
•
•
•

The Finance Committee meetings
Educational Standards Committee meetings
School Health and Safety Committee meetings
Senior Leadership/Management team meetings and staff meetings
Provision of information relating to safe systems of work and risk assessments
Staff briefings
Staff training days
Health and safety noticeboard
School Council
Communication of health and safety bulletins or information from the appointed health and
safety consultants.
Communications with relevant specialist advisors.

Where health and safety issues cannot be resolved at local level, they will be escalated through
the management structure as appropriate.
3.4 Competencies
3.4.1 Provision of Effective Health and Safety Training
The Principal and ESC will consider health and safety training on an annual basis in line
with the school's health and training matrix focusing on mandatory training as a priority.
3.4.2 Risk Assessment

Head of Faculty, Curriculum Subject Co-ordinators, Educational Visits Co-ordinator, Team
Leaders and Persons in Charge of Identified Activities and Events will be supported and
advised by the Senior Leadership/Management Team in identifying hazards and ensuring
that significant findings are recorded and control measures are implemented.
3.4.3 Specialist Advice and Support
Specialist advice and support will be obtained from Billington Safety Services, as required.
Where necessary, health and safety issues at individual schools will be escalated to the
Finance Committee.
3.5 Risk Assessment
The Management of Health & Safety at Work Regulations 1999 covers the outline requirements for
the management of health & safety. Reference should also be made to the HSE publication HSG65
Successful Health & Safety Management.
All schools will assess the risks to the health and safety of all staff, pupils and of anyone else that
may be affected by the work activity. The clear identification of all foreseeable risks will enable the
necessary preventative and protective measures to be implemented.
The MAC will ensure that all those staff members who carry out risk assessments will be competent
do so and where appropriate, the Health and Safety Consultant will assist in the preparation of
assessments.
Once decisions on the suitable risk controls are made, the risk assessment will be recorded and
copies made available to all those who require them. Where it is identified as being necessary,
additional training or information will be provided for any staff member.
The Principal will bring to the attention of staff all the necessary precautions detailed in the written
risk assessment and the Senior Leadership/Management Team will monitor systems of work and
the working environment to ensure that staff are acting in accordance with the details outlined in
the written assessment.
The school will make arrangements for putting into practice all the control measures that have been
identified as being necessary in the risk assessment. Competent people will be appointed to apply
the measures that are necessary to comply with the duties under health and safety legislation.
Health surveillance for employees will be provided where the risk assessment shows it to be
necessary.
Temporary workers will be given particular health and safety information to meet their special
requirements. All staff have a duty to follow health and safety instructions and report any dangerous
aspects.
All risk assessments will be reviewed at least annually, or earlier should the need arise e.g.
following an incident, change of method of work, etc.
In the event that a situation occurs that could present serious or imminent danger to any person
whether they are a staff member, pupil or other the following procedure will apply:


Planned work and/or activity with the pupils that could be affected will cease; the
responsible person on site will instruct staff on necessary immediate action to be taken to
reduce the danger if possible; if this is not possible the location or activity will be cordoned
off or access prevented until the danger has passed or the area can be made safe. Advice
will be sought by the Principal from relevant external sources as necessary e.g. the health
and safety consultant.

3.6 Fire Safety
3.6.1 General Procedures
The Responsible Person for a school is the Principal.

The schools Fire Risk Assessment and Fire and Emergency Plan will be reviewed
annually, documents will be reviewed sooner following any significant changes to the
building or room use, as part of any refurbishment/construction projects, following a fire or
other emergency incident or after an unacceptable fire drill.
The procedures detailed in the Fire and Emergency Plan may be implemented in other
circumstances where there is a need to evacuate the building or the site; this may include
incidents such as gas leaks, bomb threats etc. Where there is information relating to a
specific threat it will be included in the appropriate section of the plan.
Appropriate instruction and training relating to fire safety including safe evacuation and
emergency procedures will be provided to staff (including agency, temporary, peripatetic,
work placements and work experience) and recorded. Appropriate information/instruction
will be provided to pupils/visitors/contractors.
Where staff, pupils or any other person who regularly attends the school are identified as
needing additional support or assistance to evacuate the building in the event of an
emergency, a personal emergency evacuation plan (PEEP) will be developed and
implemented.
3.6.2 Fire drills and alarm activations
Regular fire drills will be undertaken on at least a termly basis; drills will include before and
after school activities and lunch/break periods.
Where there is a planned test of the fire alarm system or a planned drill, appropriate
arrangements are in place to ensure that the fire service do not respond unnecessarily.
This is normally by contacting the appropriate monitoring facility to advise of intent to
activate system. Following either a planned or unplanned evacuation of the building, a
de-brief session will be held to review the effectiveness of the evacuation and consider
where any review of the fire and emergency plan is required.
All activations of the fire alarm system will be recorded. The fire service will be informed
of all incidents of fire, even if small and extinguished.
3.7 Financial resources
The MAC and individual Educational Standards Committees along with the Principal will ensure
there are adequate resources deployed to ensure a high standard of health and safety
management and controls.
3.8 Accident, assault and near miss reporting and investigation
If any accident, assault or near miss incident occurs on the school premises or on an offsite event
organised by the school it is reported to the Principal. Any serious incidents are notified by
telephone immediately or as soon as is reasonably practicable after the incident.
Reports are completed as soon as possible following an incident by the employee’s line manager,
or for pupils by the member of staff supervising the pupil at the time of the incident. All employee
incidents are recorded on the MAC Accident Form within 24 hours of the incident occurring.
RIDDOR reports will be completed on behalf of the school by the school’s appointed health and
safety consultancy, currently Billington Safety Services.
Pupil incidents that meet the criteria as specified in the HSE guidance EDIS1 must be reported to
Billington Safety Services within 24 hours of the incident occurring.
Pupil incidents that are not required to be reported under RIDDOR are recorded locally.
Minor incidents are investigated in school by Senior Leadership/Management Team and retained
in school files.

Investigations are undertaken by the Senior Leadership/Management Team, with the assistance
of the health and safety consultant where appropriate.
Pupil forms/records are retained until they are 24 years old, employee forms for six years and forms
relating to work related ill health for 6 years or longer (40 years where there has been potential
exposure to radiation or asbestos).
Accident, assaults and near miss incidents are a standard agenda item at the Site Health and
Safety Committee, ESC and Finance Committee meetings.
3.9 Asbestos management
Asbestos is a generic term for a number of silicates of iron, magnesium, calcium, sodium and
aluminium that appear naturally in fibrous form. In the 2012 Regulations, asbestos is defined as any
of the following minerals, "crocidolite, amosite, chrysotile, anthophyllite, actinolite, tremolite or
any mixture containing any of the said materials".
The MAC has an explicit duty to assess and manage the risks from asbestos in premises in
compliance with Regulation 4 of The Control of Asbestos Regulations. Each premises
assessment will be used to produce a Local Asbestos Management Plan (LAMP) which details and
records the actions to be undertaken to manage and reduce the risks from asbestos and have a
requirement to pass on information about the location and condition of Asbestos Containing
Materials to anyone likely to disturb them.
The Principal will seek confirmation of the existence or otherwise of asbestos on site. Should
asbestos be known to exist and it cannot be safely left in situ to be monitored, they will consult with
and where appropriate employ, specialised asbestos contractors to arrange its safe sealing or
removal.
The enforcing authority will be notified of any work involving licensable asbestos at least 14 days
prior to the commencement of work, (a lesser time may be agreed by mutual consent).
All staff will be informed that asbestos exists on site and where to refer to the LAMP and
ancillary documentation for detailed information should they require it.
Site services staff will be given training, advice and guidance on the likely form that asbestos
containing materials may take and how to recognise suspect material.
Any removal of asbestos (whether licensable or not) will be carried out by a specialist contractor
strictly following safe systems of work.
No member of staff is permitted to work with or disturb asbestos containing materials; should
this be required the school will engage specialist contractors.
3.10 Body fluids - cleaning up body fluids i.e. urine, faeces, vomit and blood
The Principal will ensure the following arrangements for body fluids are followed:
All hazardous products in use for cleaning up body fluids will have a COSHH risk assessment
completed.
Manufacturer’s instructions will be followed when using these products. Should contact with the
skin or mucous membranes occur, the area will be immediately irrigated with plenty of water and
medical assistance sought as appropriate.
The use of bleach on site will be managed so that it does not react with other substances when in
use (i.e. bleach and other toilet cleaning substances or urine). Bleach will be kept in a locked
cupboard that is not readily accessible to all.
All body fluids will be cleaned up as quickly as possible after spillage.
Appropriate disposable gloves will be provided and worn.

To ensure bacteria are removed, any spillage of body fluids will first be cleaned with a detergent.
(If spillage kits have been used, detergent to be used following initial clear up of absorbent
material).
Following an initial clean with detergent, any disinfectant such as chlorine, granules (Sodium
dichloroisocyanurate e.g. Presept, Actichlor) or liquid bleach can be used to clean and disinfect.
The dilution of the bleach solution depends on the product being used as Chlorine contents vary;
the material safety data sheet (MSDS) will be consulted along with the COSHH risk assessment.
Solutions will be made up fresh as required.
Urine spillages will be cleared up using paper towels before washing the area with a detergent
solution. Bleach will NOT be used, as a chemical reaction can take place which gives off a
potentially harmful gas.
Blood spillages will be cleaned up by gently pouring diluted bleach or granules over the blood spill,
covered with disposable towels and cleaned up after 2 minutes with more disposable towels. The
towels should be disposed of as clinical waste.
Once the spillage has been completely cleaned, gloves will be removed and suitably disposed of
and hands will be thoroughly washed using hot water and detergent.
3.11 Contractor management
Regulations that cover contractor management for construction and refurbishment projects are
covered by the Construction (Design and Management) Regulations.
The MAC will notify its health and safety consultant of all contracts other than routine maintenance
and repairs.
Where practicable, all contractors used on site will be registered with Safety Schemes in
Procurement (SSIP) or an approved equivalent.
If a contractor that is not registered with SSIP is to be used, the school will undertake a thorough
assessment of competence (it is only recommended that non-SSIP approved contractors are used
in exceptional circumstance or for non-building related contractors).
Contractors will be issued with pre-contract information relating to the individual school and works
to be undertaken.
Before work commences, pre-contract meetings will be held between the school and the contractor,
with an attendance list and documented minutes being kept.
The school will provide all contractors with relevant information regarding the building such as the
local asbestos management plan, asbestos locations, known services, fire and emergency plans,
details of first aid provision and accident/assault reporting procedures.
Before commencement of any contract work, a member of the school's staff will complete a
contractor induction form with each individual contractor.
The school and contractor will agree and ensure that there is clear segregation between pupils and
contractors or provide adequate supervision to maintain safeguarding standards.
The school will visually monitor works to ensure that work is undertaken safely and will report any
concerns to the project/contract manager and the Principal.
If the school is concerned that any works being undertaken appear to be unsafe they will request
that works cease until further advice has been sought from the Health and Safety Consultant.
At the end of the works, the Principal Contractor must provide the school with relevant
documentation relating to the work undertaken e.g. asbestos removal certificates, manufacturers’
instructions/warranties, fixed wiring certificates, schematic diagrams of services, etc.

3.12 Control of substances hazards to health (CoSHH)
Regulations that cover the control and the safe use of all materials, chemicals and substances,
are covered by The Control of Substances Hazardous to Health Regulations (COSHH). The
Principal will ensure the following arrangements are followed:
















An inventory of all hazardous substances on site is kept and updated regularly
Wherever possible non-hazardous substances are used and if this is not possible the least
harmful substance is used
A COSHH risk assessment will be completed for all hazardous substances used and shared
with relevant staff
Wherever possible exposure to hazardous substances is prevented, where exposure cannot
be prevented, a risk assessment will be carried out and controls measures implemented
Where identified as part of the risk assessment, appropriate PPE will be provided to staff
A COSHH folder is in place containing an inventory of hazardous substances on site, COSHH
assessments and Material Safety Data Sheets.
Any need for exposure monitoring or health surveillance will be carried out
Sufficient information, instruction and training is given to staff to ensure full understanding of
the hazards to health posed by substances in the workplace, and the importance of control
measures provided
Training records are maintained for those who receive training
Information will also be given to others who may be affected, such as contractors, temporary
staff and visitors
Only substances purchased through the school’s procurement systems can be used on site
Substances are stored correctly and those that are no longer used disposed of properly
COSHH risk assessments are monitored regularly and reviewed annually
Cupboards and areas containing hazardous substances are signed to advise people of the
hazard.

Where necessary, the Health and Safety Adviser will assist the school in carrying out the
necessary assessments.
3.13 Defect reporting
The school has a defect reporting procedure whereby any damage or defect to the premises or
equipment and furnishings within is reported. Defective equipment is isolated and labelled as
defective to prevent use until replaced or repaired. Where premises defects are identified a dynamic
assessment is carried out to decide whether an area should be isolated or cordoned off whilst
awaiting repair.
3.14 Display Screen Equipment (DSE)
Regulations that cover the use of display screen equipment are covered by the Health and
Safety (Display Screen Equipment) Regulations. The Principal will ensure the following
arrangements are followed:
 Any employee that uses a computer receives information on health and safety relating to
display screen equipment use.


DSE self-assessments covering work regime, workstation equipment, workstation layout
and environmental factors are undertaken and documented for:

all staff that use display screen equipment as a significant part of their normal work,
and

those who normally use display screen equipment for continuous or near-continuous
spells of an hour or more at a time; use it in this way more or less daily; have to transfer
information quickly to or from the display screen equipment and also need to apply high
levels of attention and concentration.





Actions identified in self-assessments are implemented.
Self-assessments are reviewed regularly, when a new workstation is set up or when a
substantial change is made to an existing workstation (or the way it is used).
Self-assessments are repeated if there is a reason to suspect they may no longer be valid
e.g. if a user starts complaining of pain or discomfort.

The school ensures training records are maintained.
3.15 Driving and transport
Schools will ensure all driving activities will be risk assessed and that where private vehicles are
used for business use:







The driver holds the appropriate licence for the vehicle being driven.
The driver is fit to drive the vehicle.
The vehicle is taxed, has a valid MOT and is in a roadworthy condition.
The vehicle is insured for business use.
The vehicle is fitted with appropriate safety restraints and child seating for the age and height
of the child (where required).
Safety restraints are worn whilst the vehicle is in motion.

School does not own but does operate (hire) a minibus on occasions.
Use of minibuses:
 The driver meets the age, licencing and experience criteria for driving minibuses as laid down
in section 10 of the driving policy.
 The driver is fit to drive the vehicle.
 The driver has undertaken the Local Authority Defensive Driving (prior to conversion) or a
MIDAS course within the last three years.
 The vehicle is taxed, has a valid MOT, is adequately insured and is in a roadworthy condition.
 The vehicle is maintained and serviced on a regular basis as part of a scheduled maintenance
programme and is subject to formal safety inspections.
 The vehicle is operated under a Section 19 Permit and the permit disc is present and on display
in the vehicle.
 A pre-use vehicle check is carried out and recorded for school owned, hired or leased vehicles.
Any defects should be rectified. If the defect is unable to be rectified it should not be used.
 A record of the vehicle's usage is kept.
 The vehicle is fitted with a suitably sized first aid kit and fire extinguisher.
 A code of conduct indicating expectations in relation to behaviour is employed and adequate
supervision of children is in place to prevent disruption to the driver.
 The vehicle is fitted with the correct safety restraints and child seating for the age and height of
the child (where required).
 Safety restraints are worn whilst the vehicle is in motion.
It is an offence to use, cause or permit the driver to use a hand-held mobile phone or other
electronic communication devices whilst driving or controlling a vehicle on the road and will instruct
staff that:
• Drivers must not respond to calls or messages whilst driving. Calls or other communications
must only be returned when safe and legal to do so, i.e. vehicle is stationary and in safe position
with engine turned off.
• Hand held radios and mobile phones are not to be used on petrol station forecourts.
All accidents that occur whilst on school business will be reported.

Where staff are involved in an accident they are instructed NOT to admit any liability or
responsibility at the scene; to exchange insurance details and notify the Principal as soon as
possible; the driver to complete an accident report form as soon as possible whilst the details of
the accident are still fresh.
In the event of a vehicle fire, staff are instructed to:
•
•
•
•

Stop the vehicle in as safe a position as the situation allows
Get all persons out of the vehicle and move to a safe location
Contact the emergency services if required
Only if you feel it is safe to do so without endangering yourself or others, try to put out the fire

3.16 Educational visits, learning outside the classroom including school-led adventure
activities
The MAC has adopted the National Guidance for the Management of Off-site visits and LOtC
activities. A specific Educational Visits Policy details arrangements.
3.17 Electrical systems and equipment
The MAC maintain and service electrical systems and equipment in line with statutory guidance
and best practice. Electrical systems (hard wiring) are periodically inspected every 5 years by a
competent contractor and records maintained; any remedial works recommended are acted upon
in a timely manner. Where electrical systems are in ‘wet areas’ such as swimming pools, an
inspection of the area will be undertaken on an annual basis.
Portable electrical appliances have a portable appliance test (PAT) carried out, in line with HSE
guidance 'Maintaining portable electrical equipment in offices and other low environments'
(INDG236), by a competent contractor with records maintained. This will be undertaken based on
risk assessment for portable electrical appliances such as power tools and items used in ‘wet
areas’.
Staff are instructed to undertake a visual inspection of equipment prior to use and not to use any
equipment that appears damaged or defective. The school's defect reporting procedure is followed
as required.
3.18 First aid
A first aid needs risk assessment is completed for each school, to identify the minimum numbers
of first aiders, paediatric first aiders and appointed persons required by the school.
The number of first aiders, paediatric first aiders and appointed persons meets recommendations
and adequate cover is available to cover for annual leave and unexpected absences.
All first aiders and appointed persons hold a valid certificate of competence, the school maintains
a register of all qualified staff and will arrange re-training as necessary.
First Aid notices are clearly displayed around the school; these detail the names and location of
first aid qualified staff.
Sufficient numbers of suitably stocked first aid boxes are available and checked monthly to ensure
they are adequately stocked.
A suitable area is available for provision of first aid (a room needs to be available for sick pupils
that contains a washbasin and is near/next to a toilet).
Staff are regularly informed of first aid arrangements, through induction, teacher training days and
the staff handbook which is issued annually.
Where first aid has been administered this is recorded on the first aid treatment record.

For EYFS pupils, where first aid has been administered this is recorded on the EYFS first aid
treatment record and a letter/note sent to parents informing them of the incident, injury and
treatment. Within Nursery, parents/carers are requested to sign that they have been informed.
Where a head injury occurs, the school will contact the parent/carer to inform them as soon as
practicable.
Correct reporting procedures are followed.
Individual risk assessments have been carried out which consider first aid provision for lone
workers and employees who travel in works vehicles that carry passengers.
Information, instruction and training will be provided to staff on any specific medical conditions of
pupils and the procedures to follow in case of emergency.
3.19 Lettings
All hirers are made aware of, and are responsible for compliance with, the school’s health
and safety policy. Hirers are instructed that good housekeeping within the school must be
maintained and all areas used by the hirer must be left as found. Hirers are responsible for any
damages to the premises, fixtures, fittings and displays of work and are required to have appropriate
indemnity insurance in place to cover any losses or damage incurred.
Prior to the initial hire session, the school ensure that the hirer meets with the school representative
or Site Services Officer who acquaints the hirer with the following:





The school’s fire and emergency plan and fire evacuation procedures
The location of fire-fighting equipment
Accident, incident and assault reporting procedures
Arrangements that need to be made for out of hours’ security

Hirers are instructed that they must nominate one responsible person to be in charge of proceedings.
This nominated person is responsible for initiating and organising any emergency actions, including:
 Contacting the emergency services, the school representative or Site Services Officer in the
event of an emergency. The responsible person must also be in possession of a mobile phone
in the event of a communications failure or being unable to access a landline.
 Providing sufficient first aid equipment and qualified first aiders for the people attending their
classes/events.
 Informing the Principal of all emergencies at the earliest opportunity ideally no later than the
next working day.
Hirers are instructed that they must ensure adequate security controls remain in place during
occupancy. Access to the site is only made via one main entrance to prevent out of hours’
casual intrusion and a designated representative is tasked with staffing the main entrance to
'meet and greet' and to register attendees. Internally, areas of the school not used for the letting
are out of bounds. Should intruders be sighted on school premises, hirers are instructed not to
attempt to intercept or challenge them, but inform the Police and Site Services Officer.
Where the letting of school premises involves the participation of school pupils, the school
require users to prepare and submit, prior to the hiring commencing, a system of work for the
following:
 The safe arrival and departure of pupils to/from the activity
 Responsibility for transferring pupils from class to the activity and from the activity to
parents / guardians
 The security of pupils during the activity

Hirers are instructed not to obstruct the school entrances with vehicles etc. in the event that
emergency access to the school is required by emergency services and the entrance to the site
or access to fire hydrants remains available.
SMOKING is not permitted in any school buildings or anywhere on the school site. Hirers are
instructed that this must be adhered to at all times.
Hirers are issued with a copy of the school’s/ESC Lettings Policy and must follow the instructions
contained within it.
When activities are concluded the Site Services Officer is informed in order that the buildings can
be secured.
3.20 Moving and handling
The MAC ensures that the legislation surrounding the moving and handling of both persons and
inanimate objects as detailed in the Manual Handling Operations Regulations are fully
complied with. Each Principal must ensure the following arrangements are followed:
• Moving and handling is avoided whenever possible.
• If it cannot be avoided, moving and handling is properly planned, is risk assessed as appropriate,
is carried out by competent staff and carried out in a manner which is, so far as is reasonably
practicable, safe.
• Those undertaking specific moving and handling tasks have received appropriate training or
instruction and training records are maintained.
• Any equipment provided to assist with moving and handling tasks is maintained and serviced in
accordance with statutory requirements.
• Any defective equipment is taken out of use until it is repaired or is replaced.
• An individual risk assessment will be completed for all new or expectant mothers and staff with
identified medical conditions that may be affected by undertaking moving and handling tasks;
these may result in some moving and handling task being restricted.
• Any accidents resulting from manual handling operations will be investigated to identify root
causes and implement additional controls as required.
3.21 Statutory inspections
The MAC ensures that statutory inspections are undertaken at required intervals for all plant and
equipment required. A table detailing required inspections, date of last inspection, date of next
inspection and who is undertaking the inspection has been developed and this is monitored at the
health and safety committee to ensure on track.
3.22 Management of resilience, work-related stress and wellbeing
The MAC acknowledges that there are many factors both work related and personal that may
contribute to staff ill health including stress.
Each school will follow the principles of the HSE guidance 'Managing the causes of work-related
stress' (HSG 218). The following arrangements are in place to locally manage staff health issues:
 employees are advised that it is their responsibility to inform their line manager, the Principal or
another member of the Senior Leadership/Management team of any ill health issues
 an appropriate senior member of staff will meet and discuss the ill health issues with the
employee and consider what actions could be taken to support the staff member and where
appropriate assist in reducing stress levels
 the member of staff will be offered a referral to an occupational health professional for advice
and support, e.g. counselling, etc.
 the member of staff will be advised that support can also be provided through their trade union

 a series of regular review meetings will be scheduled to monitor ill health and stress levels where
they have been identified
 if it is identified that there is a high occurrence of staff ill health or stress within the school, the
Principal will actively seek support to undertake a holistic assessment to identify what the
possible root cause may be and implement a plan to improve the situation.
3.23 Prevention of work related violence including lone working
The school is committed to providing a safe and secure working and educational environment for
staff, pupils and any other persons on its site. Where applicable, in addition to the control measures
identified in the site specific violence and assaults risk assessment and lone working risk
assessment, the following procedures are in place:


Staff are advised to:
avoid confrontation if possible
withdraw from situation
arrange seating so that a clear escape route from the room to a place of safety is available.
Sit near the door, or use a room with two doors
follow measures/ procedures identified in violence and assaults risk assessment
contact emergency services, as appropriate.
inform the Principal or a member of the Senior Leadership/Management team if
confrontation has taken place










The school will:







Ensure the Principal or member of the Senior Leadership/Management team attends site
on being informed of an incident, if considered necessary
have in place procedures for the reporting of incidents
offer counselling/support through an Occupational Health provider
debrief individuals following any incident
provision of training on how to manage conflict and aggression as required
review the violence and assaults risk assessment following any incident.

3.24 Water management (control of Legionnaire’s disease)
The MAC ensures that the legislation surrounding water management as detailed in the CoSHH
Regulations and Approved Code of Practice L8 are fully complied with, in particular:
The Principal will ensure that competent persons are engaged to manage the water system and
control the spread of legionella bacteria. These persons will be the school SSO and/or specialist
external contractors.
The school will ensure a suitable and sufficient assessment is carried out to identify and assess
the risk of exposure to Legionella Bacteria from work activities and the water systems on the
premises and any necessary precautionary measures. The assessment will include identification
and evaluation of potential sources of risk and the particular means by which exposure to legionella
is to be prevented; or if prevention is not reasonable practicable, the particular means by which the
risk from exposure to legionella bacteria is controlled.
The risk assessment will be reviewed at least every 2 years and/or when the situation changes or
if for any other reason it is believed that the original assessment may no longer be valid.
Where the risk assessment shows that there is a reasonable foreseeable risk and this cannot be
totally eliminated, there will be a written scheme for controlling the risk from exposure. This scheme
will specify measures to be taken to ensure that it remains effective.
In certain situations, safe guards for the prevention of scalding may be in conflict with the controls
in place to prevent the proliferation of Legionella and the school ensures that these circumstances
are appropriately managed by having thermal mixing valves installed.

The school will ensure that a suitable and sufficient monitoring regime is in place and that records
are kept.
3.25 Working at height
Schools uses a variety of access equipment for working at height tasks, ranging from kick stools
for short low risk access such as the putting up of a poster, step ladders and ladders for short
duration works and mobile tower scaffolds for more complex tasks.
The MAC ensures that the legislation surrounding working at height as detailed in the Working
at Height Regulations are fully complied with, in particular:







Work at height is avoided whenever possible.
If working at height cannot be avoided, the task is properly planned, suitably risk assessed, is
carried out by competent staff and carried out in a manner which is, so far as is reasonably
practicable, safe.
Those undertaking work at height have received appropriate instruction or training and training
records are maintained.
All access equipment (ladders, step ladders, tower scaffolds etc.) is identified, suitable for the
task and inspected regularly, at least annually, in accordance with statutory requirements.
Equipment not displaying the correct inspection label for the year or labelled defective is not
used.

3.26 Workplace inspections
The MAC recognises the importance of undertaking regular formal workplace inspections to ensure
that the premises remain a safe working and educational environment for staff and pupils. A formal
termly workplace inspection is undertaken with findings documented and any actions allocated with
remedial actions. The termly inspection findings are reviewed with actions monitored for close out
at the health and safety committee. It is recognised that termly inspections alone will not keep a
premises safe and there is an expectation that staff will report any defects/damage to premises
and equipment as per the school's defect reporting procedure.
Teaching staff complete a daily visual inspection of their area(s) and complete a Classroom
Checklist on a termly basis.

4

Monitoring, Measuring and Reviewing Performance and Auditing

4.1 Measuring & Monitoring Performance
To determine whether health and safety requirements are being achieved, it is necessary to
measure performance against predetermined plans and objectives. This will be achieved at Core
Committee level by implementing the following:
• Annual Health, Safety and Wellbeing Report and termly updates to the Finance Committee
provided by individual Education Standards Committees and Billington Safety Services.
In addition, the following information will be used throughout The MAC.
4.1.1 Active measures of performance
• Auditing
• Workplace inspections
• Health and safety as a standing item on team meetings
• Site Safety Committee meetings
4.1.2 Reactive measures of performance
• Health surveillance undertaken
• The number of accidents, incidents, near misses, lost time incidents, F2508 reportable
incidents, and occupational ill health reports/ referrals.
• Sickness absence
• The number of civil claims made against The MAC.
• Damage to property
4.2 Auditing
Auditing is the structured process of collecting independent information on the efficiency,
effectiveness and reliability of the total health and safety management system and drawing up
plans for corrective action. The MAC recognises that auditing needs to take place at a local level.
The auditing process will be relevant to each school and will review and establish whether:
• Appropriate management arrangements in place.
• Adequate risk control systems/strategies in place for the associated risks.
• Those risk control strategies are being implemented.
Other auditing regimes from other agencies (for example, Warwickshire Fire and Rescue Service)
may be undertaken, with or without notice, as appropriate.
4.3 Reviewing performance
To review performance, all of the information gained from monitoring and auditing activities needs
to be examined. This enables The MAC to ensure that our occupational health and safety
management system is working effectively, and that our policy objectives are being achieved.
The MAC policies will be continually reviewed and updated when there are:
• Changes to legislation, British Standards, Approved Codes of Practice, or industry guidance
• Changes in organisational structure, process, activities and equipment
• Lessons learnt/ actions resulting from the findings of an incident investigation or audit.
• Lessons learnt from a national or regional incident.
School specific arrangements – these will be produced dependant on the needs of an
individual school
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St Thomas More Catholic Academy and Sixth Form College
The Faculty of Arts, PE and Technology
Health and Safety Policy - PESSPA
1.0 STATEMENT
“Nowhere in school life is the need for safe practice greater than in Physical Education. Physical Education
is by its very nature a challenge to growing children, setting goals which in order to be met demand a
mixture of skill, fitness and personal judgement. The risk of accident is ever-present, but the ability to
anticipate hazards and to minimise them can be developed early on in a teacher’s career.”
Association for Physical Education (AfPE) Safe Practice: In Physical Education, School Sport and Physical
Activity (PESSPA) - 2016
“The duty of care enshrined in the principle of being in ‘loco parentis’ should not be undertaken lightly for
once assumed it cannot be set aside until the young people are returned to the care of their parents. Those
who undertake this responsibility must be prepared to exercise the control which this role requires.”
Safety in Outdoor Education – Department of Education and Science
St Thomas More Catholic School and Sixth Form College PESSPA department will adopt the above
statements and will ensure safe practice standards are consistently applied by staff, students and other
visitors across all aspects of the school’s PESSPA programme. We will:
 offer PESSPA within a well-managed, safe and educational context
 set out the responsibilities for health and safety in PESSPA at all levels
 establish common codes of practice for staff and students
 provide common administrative procedures
 ensure statutory and local requirements are followed, and other national guidelines, such as codes
of practice, are considered
 ensure the St Thomas More Catholic School and Sixth Form College Health and Safety Policy and
procedures adequately address the PESSPA context of working on and off site and outside normal
lesson times
 aid the recording and reporting of accidents and incidents
 audit and achieve consistent safety standards
We recognise that the outcomes of establishing and applying safe practice standards in PESSPA are to:
 enable students to participate in PESSPA that provides appropriate challenge with acceptable risk
 promote student learning about risk management, and their responsibility in this, in order for them
to participate independently in physical activity later in life
 fulfil the provision of a broad, balanced and relevant curriculum for physical education through:
o an environment that is safe for the activity
o adequately supervised activities
o the use of regular and approved practice
o progressive stages of learning and challenge
o building a system of advice and the practice of warning
o the use of equipment for the purpose for which it was intended
o provision of basic care in the event of an accident




o the use of forethought and sound preparation
o involvement of students in the process of risk management
ensure clear management responsibilities and organisation provide for safe systems of work
identify and provide for any professional learning needs the staff are likely to encounter in their
work

Signed: ………………………………………, Richard Williams, Head of PESSPA June 2021

2.0 Policy and Procedures in Physical Education, School Sport and Physical Activity
(PESSPA)
Introduction
The PESSPA Policy and established procedures provide order and a secure learning and work environment
for students and staff. This Policy will help to ensure that students feel safe, are safe and learn how to be
safe during any physical education, school sport and physical activity session. The Policy will be specific to
St Thomas More Catholic School and Sixth Form College.
In addition to this PESSPA Policy, staff will follow both the school’s and the Holy Spirit MAC’s Health and
Safety Policy.
2.1 Why the PESSPA policy and procedures have been implemented
2.1.1 A clear policy is useful within St Thomas More School to enforce standards and expectations. For
example, clear policies on clothing, jewellery, footwear and personal protective equipment can be set out
in our school communications such as a prospectus, newsletter, log books, school website or in letters to
parents.
2.1.2 When parents chose to send their children to the school, it is useful for them to know exactly what
is required in PESSPA lessons. Equally when students arrive for lessons without the correct kit or equipment,
the policy can be used to remind them and their parents about the requirements they ‘signed up to’.
2.1.3 Policy and procedures are likely to be requested in the event of an accident or incident as part of
the portfolio of evidence required for any investigation.
2.1.4 Accidents happen occasionally in physical education, school sport and physical activity. Many
cannot be anticipated and arise from unforeseen circumstances. Some accidents could have been foreseen,
and as such, lessons can be learnt from them, which can in turn inform future policy.
2.1.5 All accidents and incidents in PESSPA are management issues. Safe practice embeds the premise
that effective management will be safe management
2.1.6 When an accident, incident or ‘near miss’ occurs, analysis should consider not only the immediate
causes but also the origin of the causes and whether or not management systems (policy and procedure)
were sufficient.
2.1.7 Such an analysis can lead to improvements in safety standards through upgrading documented
policy and procedures, improving communication, conducting thorough risk assessments and by ensuring
that all involved in teaching the PESSPA programme consistently apply safety standards.

3.0 DUTY OF CARE

3.1
Everyone has a duty of care to ensure the safety and well-being of others. Under this premise, all
staff working in St Thomas More School must demonstrate this duty of care. Where the professional
standards of care expected are not met and as a result, damage is an outcome and the outcome was
reasonably foreseeable, it is possible that an allegation of negligence could be pursued.
3.2
Injuries will occur in PESSPA simply because of its active nature. These may be ‘no-fault’ accidents.
It is the element of carelessness that may impose a liability of negligence.
3.3
PE staff continue to exercise a duty of care for all students aged 18 when under school regulations.
This duty of care applies to any school student until they have reached the age of 19, at which stage a young
person ceases to have a legal status of being a registered school student.
3.4
Any adult involved in PESSPA sessions, whether working alongside or at a distance from the teacher,
is expected to show the same standard of care. In a school-organised activity, which is delivered by an
external agency, on or off site, the schools duty of care to students continues whether or not the teacher
is involved in the delivery of the session.
3.5
Where a PESSPA teacher has knowledge and experience that is higher than that expected of a
reasonably competent person acting in their position or capacity, they are judged by that enhanced
standard of foresight. This defines a higher duty of care, in that a teacher with specialist expertise,
qualifications or responsibility is expected to have a greater insight and awareness of the consequences of
their actions. All specialist physical education teachers at St Thomas More School are deemed to possess
specialist expertise within their profession and thus a higher duty of care as are well-qualified and
experienced coaches in their specific activity.
3.6
All teachers of physical education have a duty to work within a system that anticipates and manages
risks. Principles must ensure such a system is operable, even by recently appointed staff and any visiting
staff.
3.7
The duty and standard of care are continuous. St Thomas More School retains responsibility for
whatever it organises. If the school has played any part in that invitation being expressed and accepted,
then the school carries some responsibility for the outcomes.
3.8
While this clearly applies to all mandatory curricular situations, it also applies to activities St Thomas
More School deems important to provide for the students, including those organised beyond the curriculum
and outside the normal timetabled day, such as extra-curricular clubs, fixtures, sports festivals and visits to
adventure activity centres
3.9
Where specialist staff are responsible for the technical aspects of the experience, St Thomas More
staff maintain overall duty of care for the students, and clarity of roles and responsibilities in such situations
is essential.
3.10 For these activities, St Thomas More School is providing experience that it believes to be an
essential aspect of school life and ‘assumes the duty’ to provide such experiences, as part of an extended
day or on a residential basis.

4.0

RISK ASSESSMENT

4.1
The Head of PESSPA realises that risk assessment is central to safe practice and is a judgement
about whether a situation is safe within established practice and procedures, or whether additional
precautions are required. Hazards and their associated risks in PESSPA are reduced through effective
management, i.e. by balancing appropriate challenge and acceptable risk.

4.2
The Head of PESSPA, with the support and of the Health and Safety Consultant and guidance from
the Association for Physical Education’s book “Safe Practice in PESSPA”, has created and maintains formal
school-specific PESSPA risk assessments. In addition, significant hazards and their risk control measures are
included in “schemes of work" as appropriate.
4.3
The Head of PESSPA ensure that all staff and others who contribute to teaching the PESSPA
programme have access to, have read and understood the content of the above-mentioned risk
assessments. Where staff are unsure, they have been instructed to ask the Head of PESSPA for further
assistance.
4.4
All PESSPA risk assessments will be reviewed at least annually, but also following any significant
changes in circumstances or after an incident. The Head of PESSPA is mindful that this review should not be
a “box ticking” exercise and will ensure proper consideration is made.
4.5

PESSPA staff are encouraged to participate in the writing and review of the risk assessments.

4.6
In addition to the formal written risk assessments, staff are instructed to carry out a “dynamic” risk
assessment before and during an activity or event to identify and respond to any unforeseen issues, such
as an unsafe response to a task, sudden illness, changes in climatic conditions or ineffective officiating. This
type of risk assessment is based on a teacher’s expertise and previous experience, and can be used for
future planning and review of the formal risk assessments.
4.7

Students are taught to be vigilant for risk during an activity and to report any concerns.

5.0

COMPETENCE, QUALIFICATIONS AND PROFESSIONAL LEARNING

The Head of PESSPA will ensure that anyone teaching a physical education, school sport and physical activity
(PESSPA) session at St Thomas More Catholic School and Sixth Form College is competent to do so safely.
5.1





The school recognises that there are four means of demonstrating competence:
Hold a relevant qualification
Hold an equivalent qualification
Have received appropriate in-house training
Be competent through experience

5.2
Qualifications, experience and training overlap to produce expertise in a particular field or aspect
of Physical Education School Sport and Physical Activity (PESSPA).
5.3
The school has a legal duty of care to ensure that, so far as is reasonably practicable, others not in
their employment (i.e. students) are not exposed to risks to their health and safety.
5.4
The school will ensure that students are taught by adults competent to fulfil the demands of the
tasks to which they are deployed. The Principal and Head of PESSPA are aware that if a member of staff is
not competent to undertake the responsibility placed on them, but has been placed in that situation by the
employer, or the employer’s representative (i.e. Principal), the employer may be directly liable for any
negligence.
5.5
The Principle of the school, as the manager technically deploying staff, with the support of the Head
of PESSPA, will ensure that any cover or temporary staff who are asked to deliver PESSPA sessions are
competent, and the Principle carries the responsibility on behalf of the employer should a teacher be placed
in a situation where they do not have the skills to fulfil the requirements of the deployment safely.

5.4
Where teachers feel they do not have an appropriate level of confidence, knowledge or expertise,
they should discuss the issue with the Head of PESSPA (or their line manager, if different) in order to
determine what should be done to maintain safe situations in lessons.
5.5
The Head of PESSPA will ensure that cover or temporary staff only executes lessons that they are
comfortable with and are skilled to deliver. No cover or temporary staff will be required to undertake any
specific PESSPA roles they are not qualified to undertake (for example trampolining, rugby, gymnastics).

6.0

TEACHERS STANDARDS

St Thomas More teaching standards highlight the importance of creating and maintaining safe learning
environments for all learners, in relation to:









Developing and maintaining positive attitudes, values and behaviour
Setting appropriate goals and challenges for students that take account of their prior learning
Promoting students’ progress
Having a secure knowledge of physical education
Planning and teaching well-structured lessons
Adapting teaching and strategies to respond to the needs of all students
Giving students regular feedback
Managing behaviour effectively

This list of examples is by no means exhaustive
6.1
The Head of PESSPA recognises that appropriate self-evaluation, reflection and professional
development are critical to teachers developing their practice at all career stages. The standards identify
the key areas in which teachers should be able to assess their practice and receive feedback from
colleagues. More experienced teachers are expected to extend the depth and breadth of knowledge, skill
and understanding that they demonstrated in meeting the standards, and in accordance with the role they
are fulfilling or the context in which they are working.
6.2
The Head of PESSPA recognises that accurate interpretation of teaching standards is essential in
relation to developing and maintaining safe practice in PESSPA. The Head of PESSPA will require teachers
to develop a sound understanding of the fundamentals of safe practice and safe teaching and management
principles, as well as information about specific PESSPA activities and students’ involvement in learning
about safe practice.

7.0

INITIAL TEACHER EDUCATION (ITE)

7.1
Initial Teacher Education (ITE) providers recommend trainees for the award of qualified/registered
teacher status (QTS). Therefore the assessment of trainees must be accurate and reliable in establishing,
consistently over time, whether or not trainees satisfactorily meet all of the teaching standards. At present
we work with ITE providers in Warwick University and Newman University.
7.2
School placements form the fundamental part of ITE. Trainees are not signed off as competent to
teach until they have satisfactorily met all of the TS and as such should not be given full, unsupervised
responsibility within a practical PESSPA setting for any group during a placement.
7.3

Their placement in St Thomas More School is primarily for their professional learning and so



they should not be considered a member of support staff for class teacher
they should be supervised, managed and monitored throughout their training period when
they are delivering physical education lessons



arrangements for trainee placements should be clearly set out by the ITE provider.

7.4
Qualified secondary physical education teachers may be required to teach all aspects of the physical
education curriculum, new teachers should have access to professional learning, particularly in specific
activities in which they feel less competent, but are required to teach (trampolining).

8.0

COVER SUPERVISORS DELIVERING PRACTICAL PHYSICAL EDUCATION

8.1
Careful thought will be given by the Principle before allocating a cover supervisor to supervise a
practical lesson for absent physical education staff. Where cover supervisors have the necessary
competence to deliver the activity being covered this could be possible. Where these requirements are not
satisfied, the cover supervisor will only be permitted to cover a classroom-based lesson.

9.0

PROFESSIONAL LEARNING

9.1
Health and safety law includes a requirement that employees receive the professional learning
necessary for them to fulfil the demands of the work they are deployed to do by managers. Professional
learning opportunities in safe practice procedures are therefore a necessity and an entitlement where any
lack of confidence or competence is evident.
9.2
The Head of PESSPA will ensure that a rolling programme of professional learning in relation to safe
practice, is evidenced through a personal or collective training log. This would indicate that the required
qualifications and experience, relevant to the PESSPA programme being offered remain current.

10.0 KNOWLEDGE OF STUDENTS
10.1 All PESSPA staff should have relevant knowledge of the students and of the situations they teach.
Where the member of staff is not the usual adult responsible for the students it is essential that they are
provided with key information about the students with whom they will be working.
This will include:







Medical information (on a need to know basis)
Behaviour information
Previous experience/ prior learning
Confidence and competence
Any specific educational needs and disabilities (SEND)
Individual needs or specific personal circumstance that might affect a student’s performance,
health or emotional well-being such as a recent bereavement.

10.2 This aids the staff to pitch the challenge of the activity more accurately for all students, and to
ensure that expectations are appropriate and within their ability.
10.3 Students with visual, hearing, motor or cognitive impairment needs will be considered and catered
for appropriately to enable them to participate safely.
10.4 PESSPA Staff will think through possible safety implications and the efficiency of amending group
sizes during lessons. Changes may be required due to available space, behaviour or mobility of the specific
students. Where staff decide to combine classes they will carry out a risk analysis to determine whether it
is safe to proceed in these circumstances.

10.5 PESSPA staff have been instructed that they need to analyse and evaluate student ability in
completing particular tasks, this is essential to safe teaching, as well as improving performance.
10.6 Staff have been instructed that they need to check constantly whether the activity taking place is
safe, and if not intervene and stop it in order to make it safe.
Examples of this could include:









Techniques
Skill
Task
Intensity
Equipment
Fatigue
Concentration levels
Is space sufficient to complete the task or skill

10.7 The PESSPA staff are aware that poor control, discipline and behaviour management, or inadequate
group management skills may adversely affect the standard of safety.

11.

Officiating

11.1 PE Staff Officiating at a sports event carry a dual role of duty of care and duty of control. The duty
of control includes the requirement for staff to know and apply the rules stringently. The duty of care
applies to the safety of the players within a competition and any spectators within a playing area.
11.2 If we use Young Sports Leaders or Officials to officiate a game and the Leader is holding a legal
status of a registered school student at St Thomas More (up to the age 19), cannot be legally responsible
for other students and their role should always be supervised.
11.3 It is not necessary for a young person to hold an award such as the Young Leader or Officiators
Award in order to participate in such activities, although this would be good practice.

12.

Clothing, Footwear, Personal Effects and PPE

12.1 Students will wear clothing that is fit for purpose according to the PESSPA activity, environment
and weather conditions. Students will change into the specific St Thomas More PE Uniform for all lessons.
St Thomas More PE/Games kit is available ONLY from The Schoolwear Centre.
Girls PE Uniform










Maroon and Black polo Shirt with STM logo
Black shorts or skort with STM logo
Black tracksuit bottoms with STM logo
Plain black leggings
Black and Maroon training top with STM Logo
Plain white or black sports socks
Maroon hockey/football socks
Trainers with non-black soles
Suitable boots for hockey

Boys PE Uniform











Maroon and Black polo Shirt with STM logo
Maroon and white rugby top
Black shorts with STM logo
Black tracksuit bottoms with STM logo
Black and Maroon training top with STM Logo
Plain white or black sports socks
Maroon hockey/football socks
Trainers with non-black soles
Suitable boots for hockey/football/rugby

12.2 Fashion sportswear which is unsuitable for an activity should not be worn, for example loose fitting
clothing and unsuitable footwear such as pumps or deck shoes.
12.3 For classroom based movements in a limited space there is no requirement for students to change
into PE uniform.
12.4 Students should be wearing sufficient and appropriate clothing according to the weather conditions
in order to minimise the likelihood of injury or hypothermia in cold conditions, and illness or heatstroke in
very hot conditions.
12.5 There is a selection of ‘spare kit’ that is available if the student forgets or needs warmer clothing
for an activity, this will be stored in the PE Office and available to all students to use.
12.6 When participating in hot weather then sun cream or a hat can be applied by the student, this will
be advised before an event where students could be exposed to a long period of hot weather.
12.7 In specific circumstances students may make adjustments to the clothing guidelines, for example
wearing a long sleeve top for front drops on a trampoline.
12.8 When students arrive at a PESSPA session with clothing deemed to be inappropriate, strategies
need to be applied to make their inclusion safe, or to limit the extent of the activity element of their
participation.
12.9 When students are wearing religious and cultural clothing to maximise safe and meaningful
participation, staff should use sensitive management when dealing with any concerns arising from the
wearing of certain items of clothing. Students should be able to experience a broad PESSPA programme
whatever their cultural background.

Footwear
12.10 Security of footing is crucial in all situations. All staff and students need to change into footwear
that is appropriate for the lesson location and, ideally, for the PESSPA activity being taught.
12.11 Footwear that is fit for purpose and appropriate to the surface conditions is essential for staff and
student safety. Outdoor and Indoor footwear should demonstrate effective grip and support, and
reasonable protection.
12.12 In gymnastics and dance the student will work barefoot whether on floor or apparatus, because
the toes can grip.
12.13 In trampolining, non-slip socks or trampolining slippers are necessary to prevent toes entering the
gaps in the webbing. Cotton and wool socks are suitable.
12.14 Staff should try to avoid situations where a wet-weather indoor alternative activity means that
some students wear training shoes and others have bare feet. This situation needs to be managed correctly

(eg all students in bare feet or all students in trainers, or students being set different tasks that are
appropriate to their footwear).
12.15 All footwear should be of the correct size and correctly fastened in the manner of its design to
ensure appropriate support for the ankles.
12.16 It is the student’s responsibility for preparing and checking that all of their kit is fit for purpose for
the lesson being undertaken.

13.

Personal Effects

13.1 Personal effects, such as jewellery, religious artefacts, watches, hair slides and sensory aids
including glasses, should ideally always be removed.
13.2 Staff members need to make sure that students take off all personal effects in the changing areas
before participation in activities.
13.3



The following procedures should be applied at the start of every lesson.
All personal effects are removed. Staff should give a verbal reminder to students and visually
monitor the group and/or individuals.
If items cannot be removed, staff need to take action to try to make the situation safe.

13.4

Medical bracelets should be acceptable for PESSPA activities.

13.5

Students unable to remove earrings are required to make them safe by taping front and back.

13.6

Expander earrings are not safe and should be removed or taped effectively.

13.7

Body jewellery should be taped or removed before any activity.

13.8 Sensory aids – glasses and hearing aids can be worn for certain activities. Activities involving
physical contact and full game situations may not be appropriate.
13.9 In cases where the removal of personal effects or making them safe is not possible, adaptations to
the lesson needs to be made so students can be involved in all learning.
13.10 PE Staff need to be mindful of their own personal effects and remove them prior to teaching
physical education.
13.11 Long hair needs to be tied back with a suitably soft item to prevent entanglement in apparatus and
prevent vision being obscured.
13.12 Nails for staff and students need to be sufficiently short to prevent injury to self and others.
13.13 Religious artefacts should be removed or made safe by taping.

14

Personal Protective Equipment - PPE

Personal protective equipment 9PPE) is increasingly common in PESSPA sessions or situations. PPE refers
to any device worn or held by an individual for protection against one or more health and safety hazards.
The most common forms of PPE used in schools include mouth guards, shin pads, helmets, padding and
swimming goggles.

14.1 PESSPA staff will inform students about the purpose, function and limitations of PPE in order to
counteract any false sense of security that may arise as a consequence of wearing protective equipment.
In all PESSPA activities, it is the application of good technique and skill, and rigorous adherence to the rules
that remain the most important features of safe participation.
14.2 It is parental responsibility to provide PPE. The PESSPA staff will inform parents of the policy and
procedures of the use of PPE for sporting activities.
14.3 Within the curriculum lessons the staff will not exclude students from taking part but will adapt the
session so it is safe for every student.
14.4






This may mean:
Providing PPE items where possible and practical.
Grouping together students who do not have the required PPE and assigning tasks that can be safely
carried out without this equipment.
Rotating groups to take part in different activities or tasks.
Changing the task for all students so that those without PPE are not put at risk.
If only one or two students do not have the required PPE, allowing them to take part in as much of
the learning as possible, and assigning them a different role during any parts of the lesson where
lack of PPE would put them at risk.

14.5 School fixtures, team practices and intra-school matches are generally situations where students
have a choice and have opted to take part. These are also competitive situations in which it would be correct
and safe practice to insist that the recommended PPE is worn.
14.6 When representing the school in a inter-school fixture the PPE expected to be worn is compulsory,
where the student or parent has not provided the required PPE the student will not be able to participate.
14.7

The PESSPA staff will try and provide any student the missing items if able to do so.

14.8

As with all accidents and injuries, those relating to the use or lack of PPE should be recorded.

14.9

All protective equipment provided by PESSPA staff will be fit for purpose.

14.10 Specialist protective equipment such as a hockey goalkeeping kit or cricket batting equipment will
be provided by the school unless the student elects to use his own equipment.
14.11 Mouth guards are compulsory for rugby inter school matches but not for PESSPA curriculum
lessons.
14.12 Shin pads are compulsory for inter school matches but not for PESSPA curriculum lessons.
14.13 Cricket helmets will be provided by the school for competitive hard ball games, soft rugby headgear
will be provided by the student for competitive matches.
14.14 Sports goggles will be allowed if needed for a specific eye condition. These sports goggles will be
prescriptive and provided by the parent and student. These sports googles will improve the participants
performance, PESSPA staff may require the student to remove the goggles if the activity requires them to
do so for safety reasons.
14.15 If a sporting event requires the application of sun cream due to the extreme weather then staff
will inform parents in advance so the parent or student has application prior to the event commencing.
14.16 Governing bodies of sport who have mandatory use of certain items of PPE for school fixtures or
curriculum will be followed.

14.17 Where governing body of sports have classed their PPE requirements as recommended the PESSPA
staff at St Thomas More will follow the schools policy.

15.

Management of Equipment and Facilities

15.1 Staff need to be confident that the PESSPA equipment they plan to use is of acceptable quality in
terms of its design, manufacture and durability.
15.2 Staff need to ensure all equipment is fit for purpose for differing ages, abilities, sizes and types of
equipment. Students individual needs may require adapted equipment in order to allow safe participation.
15.3 All equipment should be visually checked prior to students using it. Staff should also train their
students to be able to see damaged or faulty equipment and be comfortable reporting this. PESSPA staff
will communicate the fault to their colleagues.
15.4 When participating in a sporting event off-site both staff and students should check the equipment
being used to make sure it is safe.
15.5

Safety Checklist for PESSPA equipment:

Wooden Springboard

Benches and planks










Ropes and
apparatus

suspended

Hinged apparatus fixed to a
wall












Single and double beams

Vaulting equipment and
movement platforms










The board is stable on impact
The surface is non-slip and free from splinters
Rubber feet are stable and are not worn through to the wood
The construction is not warped, and is free from splinters
Rubber buffers on the supporting feet are secure and the bench is
satble
The surface is clean and smooth
Fixing hooks are intact and covered with leather or plastic
Rubber pads on the top surface are in place if the bench is intended
for use in an inverted position
Ropes are not frayed or damaged
Pull out lines are not worn, and their securing wall cleats are secure
and not broken or with sharp edges
The runway operates smoothly
Ropes are knot-free, and the leather end caps are intact
Rope ladder floor fixings are intact
Bracing wires are taut with no visible fraying at any point
Castors run smoothly
Floor sockets are clean and free from obstruction
Securing bolts are firmly fixed, and engage properly with their floor
and wall sockets
Wooden components are well maintained, with no evidence of
flaking
Hauling cables are free running
Trackways are well maintained, enabling smooth movement of the
upright
There are sufficient pins and wedges
Beam surfaces are clean and smooth
Beams run smoothly when lowered and raised
Floor sockets are clean
All wooden components are splinter free
All covers are free from tears, clean and in the case of hide suitably
textured



Outdoor
goalposts

socket

type







Goal netting






Portable or free standing
goalposts – football and
hockey on the Astro Turf











Unfixed posts (e.g. netball
posts)
Playing area markers







Athletics Equipment







Construction is stable and solid with no weaknesses allowing
dangerous movement on impact
Wheeling mechanisms work efficiently.
They are correctly located
They are securely cemented into the group, or wedged in to
prevent unauthorised lifting out of the ground
They have protective padding in line with governing body of sport
guidelines
They are regularly checked to ensure that bolts are in place and
that metal is not corroded
It is stored and carried in a way that avoids it becoming a trip
hazard
It is attached and dismantled using a stepladder, and never by
jumping up to the crossbar
It is attached to both top corners before hooking along the
crossbar
It is well fitting and does not extend beyond the area covered by
the base of the posts
It is secured with plastic hooks
It is secured firmly using metal pegs fully pushed into the ground
That they are smooth with no sharp edges
That the wheel are in good working order
The anchor systems are appropriate and don’t create a trip hazard
They are regularly checked for wear and tear
Staff or students with responsibility for moving and positioning the
posts apply safe lifting and carrying techniques, use of appropriate
number of people who are strong enough to pull or push the goal.
Staff and students are very aware of the danger of serious injury
resulting from unstable goalposts falling on to them.
Climbing or swinging on the uprights and crossbars should be
strictly forbidden.
Free standing posts need to be suitable weighted
Students are supervised if they are moving unfixed posts
Metal posts are free from corrosion and sharp edges
Cricket stumps or sharp ended items are not used as markers or
posts
Corner flags are flexible and sufficiently high so as not to constitute
a hazard to falling players
Items are carried correctly
All staff and students are familiar with the required procedures for
carrying and retrieving discus, shot and javelin
All staff and students are familiar with the correct use and purpose
of rakes, spades in sand jumping pits
Hurdles are positioned correctly with stabilisers facing the
approach and not the other way round
Staff and students know about storage of equipment that is
appropriate for safe retrieval

MATS
15.6

Mats should be fully covered with no rips or tears in the cover.

15.7

All mats should lie stable and flat to the floor

15.8 All mats will be stored horizontally on the Gymnastic mats trolley and in a neat pile in the gym store
cupboard.
15.9 All mats should be light enough for students to carry but be thick enough to absorb impact when
they are landing on their feet.
15.10 When vaulting the mats should represent the need to land on their feet, if two mats are together
they should be fastened and a agility mat applied to stop the chances of the students landing between the
mats or the 2nd mat bottoming out.
15.11 High jump landing areas must have multiple mats and a sufficient landing area beyond the upright
posts, the mats need to be secured together to stop separation and the landing mats must be covered with
a coverall pad to prevent slippage.

15.12 Secondary school gymnastics equipment
Whatever the function of gymnastics equipment the staff will ensure














Only equipment that has been officially provided, approved and/or kite-marked is used.
Improvisation beyond the design specification of the equipment is avoided.
Equipment is assembled and dismantled systematically and that students are taught to do this.
Equipment is checked by staff to ensure correct assembly before activity commences, and that
students are encouraged to report any faults that they encounter.
Sufficient space is left between equipment to allow safe movement around it
Dismount points and planned landing areas are free from obstruction and always well away from
walls.
Equipment is returned to its designated storage space and left in a stable position after use
Equipment is regularly inspected and repaired, where necessary by qualified maintenance
engineers.
Between inspections the condition of the equipment is constantly monitored by staff on a day-today and lesson-by-lesson basis.
Equipment deemed unsafe but reparable is moved well away from the working area and clearly
marked unsafe until made good.
Equipment ‘condemned’ following an inspection is completely removed from the facility and
disposed of.
Equipment is age appropriate.
Students learn how to lift, carry and place equipment safely.

TRAMPOLINES AND TRAMPETTES
15.13 The assembling, dismantling, positioning and folding of the trampolines will be carried out under
the close supervision of a PESSPA staff member who is qualified.
15.14 Care must be taken with younger students who may not be physically strong enough to carry out
this task, PESSPA staff must always be part of the physical part of the process.
15.15 Clear communication, awareness and a responsible attitude is essential from the students selected
to support this process
15.16 Trampolines must be positioned away from any overhead obstructions.

15.17 Recommended NGB overhead clearance for non-somersault trampolining is 5 metres, for
somersaulting sessions the height is 8 metres.
15.18 When unfolding a trampoline, staff will ensure:





Feet are kept well away from the wheels
The trampoline is angled and lowered carefully and that the lower leg section is held firmly so it
does not crash to the floor.
The frame sections are opened with a firm, continuous movement and with steady force applied
and maintained to prevent them from springing back.
Fingers, forearms and wrists are kept clear of all hinges.

15.19 The space under and around trampolines should be clear and free from obstructions.
15.20 Before allowing a trampoline or trampette to be used staff will check












All leg braces have been properly fitted, and hinge units securely housed
All adjustments are tight
The hooks of the springs/rubber cables are properly attached with hooks pointing down.
The springs/cables are all in good condition
The safety pads are fitted and entirely cover the springs/cables
Allen screws are tight
The bed is clean and free from damage of any kind
All coverall pads are in good condition and in place covering the frame surround
The wheeling devices are operating smoothly
Each end of the trampoline has safety mats, supported by the end deck platform which is securely
fastened to the trampoline.
Weight absorbing mattresses are placed on the frame and springs between each trampoline.

15.21 When folding a trampoline, staff will ensure:







The wheels are securely housed
Adult support and supervision are directly at hand to step in if needed
The frame sections are closed using a firm, continuous movement and with steady force applied
and maintained to resist the tension of the springs or cables.
Fingers, forearms and wrists are kept clear of all hinges
Feet are kept away from the wheels
The lower frame and leg sections are positioned inside the upper frame and leg sections as the
trampoline is rotated from the horizontal to the vertical.

15.22 Once folded trampolines should be locked to prevent unauthorised use.
15.23 Trampettes should be disabled.
15.24 Damaged trampolines and trampettes should never be used until maintenance has been carried
out.

STORAGE OF EQUIPMENT
15.25 Where to store specific PESSPA equipment is clear to all staff.
15.26 All storage areas will be kept tidy in order to minimise the potential for tripping and to allow safe
accessibility for students to transport equipment from store areas.

15.27 PE storage areas need to be of sufficient size so as not to create hazards. Access should be as wide
a s possible.
15.28 Equipment that is stored around the perimeter of the gym will be stored in a safe manner so it does
not encroach on the work area, it will also be placed close to where it will be used.

INSPECTION AND MAINTENANCE
15.29 All PESSPA equipment is subjected to a full and comprehensive annual health and Safety check
in July of the academic year, this is carried out by GM Services who provide a report and the repairs are
carried out over the summer holidays or the first half term of the academic year.
15.30 Portable appliance testing (PAT) is carried out in the department by an authorised person who the
School Business Manager appoints to conduct the PAT testing of the department.

16.

Transport

Preparation when considering transporting students
16.1 Staff taking groups off site should be competent in discipline, control, organisation and dealing with
any crisis that may arise. They should ensure there is an effective emergency contact system, such as via a
mobile phone or an alternative arrangement if a mobile phone is not available.
16.2 Effective management and control, particularly with younger students, are more easily achieved
where large groups are subdivided into smaller groups with a designated adult responsible for each
subgroup.
16.3









Staff should have considered plans for:
Deciding safe embarkation points
Deciding where staff will sit in the mode of transport in order to maintain adequate supervision
and control.
Deciding where students will sit, leaving the rearmost seats empty if possible in case a vehicle runs
into the back of the bus, coach or minibus.
Knowing the number of students on the vehicle and for counting them out of, and back on to, the
vehicle after any break in the journey.
Taking the emergency contact information of all students in the transport, and ensuring access at
any time to information held back at school.
Organising dismissal and dispersal of the group after the event, ie students should be dropped at
the location the teacher has informed the parents of prior to the event; parents need to be made
aware of arrangements for any additional drop-off points that may be requested and agreed.
The number of staff required for the journey – this is determined by the type of transport, groupmanagement implications at the event, behaviour, discipline, disability, length of journey of driving
requirements.

16.4 A risk assessment including transport arrangements to cover all regular activities, as well as
additional specific assessments for each special event involving travel.
16.5 Consideration of the schools crisis management plan should be built into the risk assessment. In
the very unlikely event of the transport in question being involved in a major road traffic accident, this will
support individual members of staff unable to deal with the situation alone.

Parental consent in relation to transporting students
16.6 Parental consent forms are not required when students are transported off site for curriculum
experiences during the school day. Schools are expected, however, to keep parents informed of where their
child will be. Should a parent wish to contact the student in an emergency, the school would have details
of how to reach them.
16.7




Written consent is usually only requested where:
An activity during or outside school hours is considered to involve a higher level of risk, such as a
long journey or an adventure activity.
The activity starts in curriculum time but extends beyond this
The entire activity takes place outside of school hours.

16.8 Where such forms are used, school should still provide parents with comprehensive information
about the nature of the visit, the activities to be undertaken and the transport arrangements.
16.9 Where it is the intention that students are transported in a vehicle belonging to another adult or
taxi, it is recommended that parental consent is obtained. Such consent may be also sought for students
being transported in a vehicle belonging to another student of adult age (this could be applied from age 17
and above, given the legal driving age). Parents should be asked to give consent in the knowledge that the
adults providing the car have satisfied the conditions set by the school, such as that they;










Confirm they are willing to use their own vehicle for transporting students to and from inter-school
fixtures and other sporting events.
Accept responsibility for maintaining appropriate insurance cover, and have checked with their
insurance company that students carried voluntarily are insured.
Have a current clean, valid driving licence.
Shall ensure the vehicle is roadworthy in all respects.
Shall ensure that all passengers wear correctly fastened seat belts.
Shall at no time transport a single student, other than their own child, as part of any journey (this
does not apply to any 17/18/19 year old student transporting their peers.
Agree to the terms and conditions outlined in this declaration and will operate within them.
Have never been interviewed, cautioned or convicted of any offence that would render them
unsuitable to work with young people.
Shall at no time transport a student or students while the driver is under the influence of alcohol
or drugs.

Walking Routes
16.10 If movement off site involves walking, staff should check the route personally before embarking on
the excursion so that it is familiar to them.
16.11 Ratios of accompanying adults need to be calculated according to the students’ age, safety
awareness, behaviour and familiarity with the route, and staff competence in relation to group
management, knowledge of the group, familiarity with the route and the distance and safety demands of
the route.

Seat Belts

16.12 On school trips, the staff should consider their duty of care in taking all measures necessary to
ensure that students are transported safely, that transport is in good condition, and that selected outside
transport companies use fit and competent drivers. Where a school arranges the transport, it remains
responsible for ensuring that the correct child restraints and seat belts are available.
16.13 By law a seat belt must be worn in all vehicles where one is fitted. There are very few exceptions
to this. The driver is legally responsible if a passenger under the age of 14 does not use a seat belt provided.
Anyone 14 or over must wear a seat belt, but is responsible for doing so themselves. It is however expected
that in accordance with their duty of care, staff will remind all students (including those over 14) of this
requirement.
16.14 Students must use an adult seat belt if the correct child restraint is not available:




In a licensed taxi or private hire vehicle
In a minibus
For a short distance in an unexpected emergency

16.15 Minibuses and coaches used to carry three or more students on an organised school trip where the
transport of children is central to the journey must have seat belts fitted.
16.16 The minimum requirement is for all children and young people between the ages of three and 16
years to be provided with a forward facing seat with seat belt in minibuses or coaches used to take them
on organised trips, including journeys to and from school or college.
16.17 The driver is responsible for ensuring that seat belts are worn by all passengers under 14 years
during journeys. Passengers over the age of 14 are legally responsible for wearing a seat belt themselves,
but staff are responsible for ensuring all students wear seat belts.

Using private cars to transport students
16.18 The employer’s policy should be checked in relation to the use of private cars to transport students.
Local requirements vary considerably. Some employers do not allow it.
16.19 If using private cars to transport students, a clean driving licence is usually expected. Definitions of
a clean licence may vary from one employer to another. Having some penalty points may be accepted as a
clean licence, and staff need to check with their employer.
16.20 The car must be roadworthy and have a valid MOT.
16.21 Insurance procedures required to use private cars for school business. School staff are advised to
check whether the schools insurance covers the use of their personal car for school business, within and
beyond the school day. Staff should contact their own insurers to let them know what they intend to do.
Staff are required to have business use cover on their insurance policies.
16.22 Charging is not allowed for the use of a private car to transport students.
16.23 No adult should be ever alone in a car with any child other than their own. Where a responsible
adult transports a student in an emergency, it is advised that a second adult in the car or minibus. This may
not always be possible in emergency situations.
16.24 The driver of the car or minibus cannot drive and supervise student passengers at the same time.
Therefore the behaviour of the students being transported should be taken into account. With any
concerns, an adult in a supervisory role should also be in the minibus. All drivers should be equipped with
a mobile phone for emergency contact and procedures.
16.25 Staff, parents and volunteer drivers is responsible for themselves and their passengers.
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Using minibuses to transport students

The minimum statutory requirements for operating minibuses
17.1

The school minibus should have a Section 19 or Standard Permit.

17.2 It is the Holy Spirit Academy responsibility, as the operator of the minibus, to apply for a Section 19
Standard Permit.
17.3 The minibus will be used for school trips and travel to sporting fixtures within the school day or as
an extracurricular activity.
17.4

The Section 19 Permit must be displayed in the windscreen of the minibus.

Who can drive the minibus?
17.5 Drivers who passed their car test before 1st January 1997 were automatically granted additional
entitlement to drive minibuses with 9-16 passenger seats (category D1) not used for hire or reward. For as
long as they hold a D1 entitlement, these drivers may drive a 9-16 seater minibus of any weight used a
permit and may receive remuneration for this. Drivers with a D1+E entitlement can also tow a trailer over
750kg (0.75 tonnes).
Drivers who passed their test on or after 1st January 1997 are no longer granted a D1 entitlement. However,
they may still drive a 9-16 seat minibus under a standard permit, provided the conditions set out below are
met.
Drivers of a minibus with a Section 19 Standard Permit must:





Be aged 21 or over
Have held a category B licence for at least two years.
Be driving the minibus for a non-commercial body for social purposes.
Receive no payment or consideration for driving the vehicle, other than out-of-pocket expenses.

For a driver without a D1 Licence, the minibus weight must not exceed 3500kg (3.5 tonnes) or 4250kg
(4.25) tonnes when including any specialised equipment for the carriage of disabled passengers. A trailer
cannot be towed.
17.6 Staff will complete the Minibus Driver Awareness Scheme (MiDAS) driving course/test every 3
years.
17.7 Staff with a driving licence from abroad is no9t entitled to drive a vehicle with more than eight
seats.
17.8

A new or renewed licence is now valid for a maximum of five years.

Management of the minibus
17.9 The School Business Manager has the responsibility for ensuring maintenance, confirmation, of
roadworthiness, scheduling, record keeping and driver management are organised effectively.
17.10 The School Business Manager must ensure that regulations and responsibilities regarding
positioning of seats, seat belts and child restraints are understood and applied by staff and students.

17.11 Staff should consider the behaviour, safety and distance of driving commitment to decide if they
require a 2nd member of staff to accompany the driver on the journey to supervise the pupils, or shre the
driving expectations.

Minibus driver responsibilities
17.12 The driver responsible for:














The roadworthiness of the vehicle when it is on the road.
Ensuring that the minibus is not overloaded and not carrying more passengers than allowed.
Doing a risk assessment for the journey.
Ensuring that all seat belts and child restraints regulations are adhered to.
Knowing how to adjust seat belts.
Ensuring all passengers have their own seat, three children sharing two seats is not allowed, neither
are standing passengers.
Satisfying themselves that passenger supervision is adequate.
Ensuring luggage is securely stored with no obstructions on the floor between the seats or in front
of any exit
Notifying the employer of any changes in their driving circumstances.
Observing speed limits and other traffic controls, minibuses carrying eight passengers or more are
now restricted to a maximum of 100kph (62mph), with lower speeds according to the type of road
being travelled.
Knowing the locations and use of the fire extinguisher and first aid kit.
Driving with the doors unlocked and good visibility through all windows.

17.13 Safe embarkation and disembarkation are essential, the location should be away from the roadside
where possible, and pupils should enter the minibus via the side doors.

Safe Driving Hours
17.14 Driving is defined as being at the controls of a vehicle for the purposes of controlling its movement,
whether it is moving or stationary with the engine running, even for a short period of time. Vehicle
operators and drivers must assess the likely risk of suffering from fatigue, particularly on long journeys or
working days extended by additional activities.

18.

Emergency Procedures

18.1 If the Fire Alarm sounds then the PE Department will follow the school Fire Emergency Plan
(Appendix 2). Pupils will follow the Fire Drill procedure and proceed to the field. The staff will check the PE
area and make their way to the field and their individual responsibilities.
18.2

Staff will follow the school Off Site Emergency Plan

19

SAFEGUARDING

19.1 Safeguarding is action that is taken to promote the welfare of children, and protect them
from harm. The definition provided in the most recent statutory guidance suggests that this should
be achieved by:

Protecting children from maltreatment, preventing impairment of children’s health or
development, ensuring children grow up in circumstances consistent with the provision of safe
and effective care, and taking action to enable all children to have the best outcomes.
Department for Education (DfE) (2016) ‘Keeping children safe in education: Statutory
guidance for school and colleges’
19.2 All Physical Education staff has a duty to ensure the health, safety and well-being of those
in their care and, within the law, may do what is reasonable in all circumstance for the safeguarding
or promotion of students’ welfare. All staff has a duty to pass on concerns about possible abuse to
the dedicated safeguarding lead within the Holy Spirit MAC and St Thomas More School. There is
no requirement to find evidence to support any concern, nor to have to be certain that significant
harm may have occurred in order to report the concern.
19.3 St Thomas More has a clear safeguarding policy and procedure which all PE teachers are
aware of and apply the necessary policy and procedures relating to the prevention of intentional
and unintentional harm of their students.
19.4 Within the Arts, PE and Technology Faculty the Head of Faculty will liase with the person in
charge of PE to check that the relevant school policy and procedures adequately cover the PESSPA
context and, where they do not, discuss how these might be added from the relevant PE
documentation.
19.5 All PE staff need to know about indicators of intentional harm, the schools systems for
reporting causes for concern, and how to deal with students disclosing information about
intentional harm to themselves or others.
19.6 It is important PESSPA staff are aware of the general signs and symptoms of intentional
harm, such as non-accidental bruising, and identifying changes in the mood or personality of
students who may be affected by such harm.

19.7 Safeguarding issues within St Thomas More Catholic School and Sixth Form College within
a PESSPA context:
Indicators of Effective Safeguarding
19.7.1 Students
 Feel knowledgeable, comfortable and confident in physical education and sport (PES)
(ie caring ethos, safeguarding context and staff relationships).
 Group/team sizes match ability, size, age, maturation, demand of activity, space.
 Consideration given to specific situations as to whether anyone is likely to feel
intimidated, threatened or harmed by others during activity.
 Organisation of teaching groups where students lead aspects of session.
 Clothing and footwear appropriate for activity and conditions.
 Jewellery and other personal effects removed/made safe.
 PPE adequate for activity demands.
 Equality Act requirements re access and involvement in PES addressed for those with
cognitive, visual, hearing or motor impairment.
 Students with English as an additional language (EAL) supported to understand safety
procedures.

 Knowledgeable about procedures and routines.

19.7.2 Staff
 Safe recruitment procedures followed for all PES appointments.
 Competence to teach activity to level of student ability checked and monitored.
 Licence to coach, required by some governing bodies of sport/LAs, checked before
employment commences, where relevant.
 Observation and analysis skills effective to ensure safe practice.
 Control, discipline and organisational skills adequate.
 Positive, encouraging, educational manner, appropriate relationships with, and respect
for, students evident in all staff.
 Enhanced Criminal Records Bureau/Disclosure and Barring Service (CRB/DBS)
disclosure confirmed and acceptable by school where any adult works with same group
of students three or more times per month.
 DBS vetting and barring list checked by school before new staff/coaches work with
students.
 Jewellery and personal effects removed/made safe.
 Professional development needs identified and supported with regular training.
 School procedures to deal with observation or disclosure of possible abuse known and
applied consistently.
 Young sports leaders always supervised by adult staff.
 All PES staff avoid 1:1 situations with students wherever possible.
 Senior staff with designated safeguarding responsibility known to all contributing to
PES programme.

19.7.3 Protecting children from deliberate harm
 School safeguarding procedures adequately address PES situations.
 School procedures and codes of conduct known and consistently applied by all staff
and students.
 Checks made with all club links/outdoor activity centres/other organisations used by
school/signposted to students, with protocols known and monitored.
 Staff have good awareness of bullying/racist incidents, contexts and opportunities in
PES and sports trips (including cyber-bullying) and monitor closely.
 General and PES-specific indicators of neglect, and physical, emotional and sexual
abuse known and regularly monitored by all staff.
 Staff responses to disclosure of abusive experiences/knowledge consistent with school
reporting policy.


19.7.4 Medical conditions
 Staff know administration of medicines is a voluntary activity and cannot be enforced.
 Parents asked for relevant medical information.
 Information known and regularly updated to class teacher.
 Information always communicated to other adults teaching group.
 PES-related individual healthcare plans, where appropriate.
 Student medications available to use in different PES locations.
 Policy on removal/wearing of medical bracelets known and applied.
 School policy on medication management followed.
 Staff trained in specific medical situations as necessary (eg epi-pens).
 School-parent agreements on administration of medicines checked and applied to
individuals.

19.7.5 First aid provision
 Provision for students available at all times on and off site.
 School has clear, detailed and effective procedures for managing first aid/emergency
situations.

 Time implications for illness/injury at extremes of school site considered and
addressed.
 Staff know and apply school procedures for management of first aid/emergency
situations.
 Emergency contact system effective.
 Travelling first aid kit taken on all off-site visits.
 First-aider or appointed person with any group going off site.
 Reciprocal arrangements agreed for use of host school’s equipment and facilities when
injury occurs at away fixtures/off-site events.
 Injury records kept according to school procedures.
 Near misses discussed to improve safety standards.
 School procedures followed for informing parents and follow-up.
 Community users aware of limitations of first aid provision by school.

19.7.6 Digital imagery, Internet safety, electronic communications
 School policy and strategy on Internet safety applied consistently in PES.
 All PES staff trained in Internet safety.
 Students reminded about Internet safety during PES sessions.
 School policy on staff contacting students by phone, email or text known and applied
by all.
 Parents involved in any electronic communication about fixtures/visit arrangements,
and only via disclosed list.
 Photography and filming used only within a clear learning context, and parents made
aware of such use within school policy.
 Procedures and protocols to ensure ethics and security of digital imagery known by all
PES staff, applied consistently and communicated to parents.
 Clear procedures and agreement where imagery used across groups
of schools.
 Staff apply general safeguarding considerations in use of imagery (eg students cannot
be identified, consideration of filming angles, general shots, particular care in
swimming and gymnastics contexts).
 School policy applied on parental consent for digital imagery in education contexts.

19.7.7 School/department security
 All adults involved in PES programme wear identification/are known to students.
 Facilities not in use locked wherever possible to prevent unauthorised access.
 Facilities checked before locking to ensure nobody locked in.
 High risk equipment disabled/locked/prohibition signs in place to prevent unauthorised
use.
 Equipment and facilities checked periodically for continued safe use.
 Routes to outside areas safe, lit at night.

19.7.8 Drug and substance misuse
 Staff trained in recognising symptoms of drug misuse.
 School strategies to identify and support students with drug problems known and
applied.
 Check club links include anti-doping education and strict application of policies in
written and practical procedures.
 Implications of doping to enhance performance communicated to students and
monitored by staff.
 School policy on advising about sports supplements
is followed.

19.7.9 Transporting students
 Clear school/employer policies on use of cars, taxis, coaches and minibuses for PES
activities.



















Seat belts always worn in any vehicle where provided.
Child restraints made available and used where required.
Roadworthiness of any vehicle used is checked.
Appropriate insurance, MOT, certification etc in place.
Requirement for driver to have CRB/DBS checked and approved by school/local
authority (LA).
No adult alone in any vehicle with single child other than their own unless an
emergency.
Emergency contact information either carried by group leader or access ensured at any
time if information held at school.
Safe embarkation/ disembarkation points identified and used.
No distraction of driver of any vehicle other than emergency.
Adult supervision ratios considered pre-journey.
Reciprocal arrangements in place.
Accredited/well-known taxi, bus and coach companies used.
Parents informed where their child is to be carried in another parent’s car and
agreement obtained.
School/employer requirements for driving minibus fully met.
Minibus driver’s legal responsibilities known and met.
School system for management of minibuses compliant, effective and ensures safe
use.
Passenger unobstructed access/exit ensured when luggage/equipment carried.

19.7.10 Health and safety
 Good teaching standards applied.
 Good organisation (management) of lessons by teacher and of subject by subject
leader.
 Consistent safety standards applied across team delivering PES programme.
 School policies, procedures and standards applied in PES.
 Risk assessments and documentation in written form, specific to school, reasonably
comprehensive and reviewed regularly.
 Documents accessible to all staff.
 Students involved in their own safety in line with age and ability.
 Safe use of resistance equipment in multi-gyms.

19.7.11 Use of physical intervention/contact/supporting
 Stage/age/physical size/experience matched in contact sports and in dance when
lifting/weight bearing.
 No adult takes full participation in contact sports or where ‘accelerating projectiles’ are
used or in weight-bearing activities.
 Support (eg in dance or gymnastics) only given using appropriate techniques, with
student informed and consent given.
 Spotters in trampolining well trained, effective and limited in number.

19.7.12 Overplay and overtraining
 Awareness of governing body of sport requirements/guidance.
 Appropriate size of court, pitch, hall and equipment for each age group carefully
considered.
 Matching of students/teams in terms of comparable age, standard, ability and
confidence in early stages of competition.
 Any significant imbalance in any of these areas (eg size, age, ability, capability),
fixture should be stopped and rearranged to reflect better balance and matching
of participants.
 Appropriateness considered of activities where boys and girls compete or take part
together in fixtures or competition.

 Programming and scheduling ensures participation in not more than one full sports
fixture in any given day or where likely that students will participate in more than one
game, attention given to programming and scheduling to match preparation by
training and levels of skill and fitness to ensure safe involvement.

19.7.13 Intimate care issues within PES
 School policy addresses PES context adequately.
 Staff trained and assessed as relevant (eg manual handling, administration of specific
medicines).
 Gender staffing implications considered where intimate care applied.
 Dignity, decency and respect consistently evident.
19.7.14 Responding to weather conditions
 Avoidance of overexposure to sun effective.
 Rehydration systems in place.
 Staff teaching position avoids students looking directly into sun.
 Appropriate additional clothing allowed for cold conditions.
 Security of footing on playing surface considered.
 Students taught safe response if caught in sudden thunderstorm.
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EQUAL OPPORTUNITIES

20.1 The St Thomas More PE Department aims to provide equal opportunities for all students
regardless of race, gender, ability or disability and to give the opportunity for every student to
achieve their full potential.
20.2 A prerequisite for optimum Equal opportunities is the full and successful integration of boys
and girls P.E.
20.3 At St Thomas More Catholic School and Sixth Form College we do not believe that equal
opportunities means boys and girls having exactly the same learning experiences, but rather that
there be no barriers to access or opportunity based on race, sex, culture or ability.
20.4 Students should have access to a range of learning situations that reflect society i.e. single or
mixed sex, streamed or mixed ability groups, but only if these situations allow all students to feel
success in that environment.
20.5 Through teaching in our area it is our aim to:
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Provide full entitlement and accessibility for every student.
Allow appropriate integration and differentiation.
Remove constraints which inhibit individual potential and choice.
Provide an atmosphere that means all students can achieve.

CHILD PROTECTION

The P.E. Department has a specific responsibility to be aware of students in the changing room.
Regular contact whilst students are changing may follow for the:




Detection of signs of abuse.
Unusual behaviour which suggests a child has something to hide.
To provide a safe environment for all pupils.

If a member of staff is concerned, procedure listed in the Holy Spirit Academy Safeguarding Policy
must be followed.
The concern/issue must be referred to the HOF/HOY/Deputy Principle/Acting Principle

22

THE PHYSICAL EDUCATION RISK ASSESSMENT

Risk is about the likelihood that a person may be harmed. The more frequent the exposure to
uncontrolled high-risk situations, the higher the probability, or likelihood, of harm occurring.
22.1 Risk assessment (RA) is central to safe practice and is a judgement about whether a
situation is safe within established practice and procedures, or whether additional precautions
are required.
22.2 Written risk assessments for physical education, school sport and physical activity (PESSPA)
should be available in the physical education department, and should be accessible to all who
contribute to teaching the PE programme. Individual staff should be informed of any
significant risks requiring action, and advised as to how to manage the risk safely.
22.3 All risk assessments need to be specific to St Thomas More reasonably detailed and
reviewed regularly on an annual basis.
22.4 It is preferable that all PE staff, or as many as possible, are involved in the process of
completing the written risk assessment as this helps establish consistent safety standards and
safe practices.
22.5 The PE Department will follow St Thomas More’s procedures and policies for evacuating
the PE department in the case of a Fire. The Schools Fire Risk Assessment will be the overall
risk management provision. The fundamental purpose is to establish measures to minimise
the risk of fire and ensure safe evacuation in the event of fire.

23 RISK ASSESSMENT IN PE INVLOVES:
23.1 Deciding what to assess in terms of risk.
23.2 Identifying hazards that could cause harm
23.3 Judging whether or not existing safety precautions are sufficient to provide a safe learning
environment.
23.4 Deciding whether there is any significant risk of harm remaining.
23.5 Identifying who could be harmed by the significant risks.
23.6 Minimising any remaining significant risk of harm to an acceptable and reasonable level by
some additional form of corrective action or control measure.
23.7 Recording the findings of the risk assessment and implementing them.
23.8 Informing participants, staff and any other relevant people about any changes that have
been implanted to make any situation safer.
23.9 Reviewing and updating the risk assessment regularly.
23.10 A PE specific fire-related risk assessment will need to be in place covering escape routes,
procedures to evacuate the storerooms, storage of flammable items, clear display of fire
extinguishers and a contingency plan to evacuate in cold weather.

RISK ASSESSMENTS
STMRA_PE01 Physical Education: Generic activities, rules property and
equipment.

Pages 1-10

STMRA_PE02 Physical Education: Athletics incl. throwing, jumping,
running, sports hall and sports day.
STMRA_PE03 Physical Education: Dance

Pages 11-15

STMRA_PE04 Physical Education: Games incl. invasion, net, striking.
Currently no target games are taught.
STMRA_PE05 Physical Education: Gymnastics, fitness, adventure.

Pages 20-23

STMRA_PE06 Physical Education: Away Fixtures.

Pages 28-33

Pages 16-19

Pages 24-27

APPENDICES
Appendix 1
Appendix 2

Pupil Accident Form
Fire Emergency Plan

Page 1-2
Page 1-9

St Thomas More Catholic School & Technology College

PUPIL
ACCIDENT FORM

DETAILS OF INJURED PERSON
DATE OF INCIDENT:-

YEAR GROUP

TIME OF INCIDENT:-

FORM TEACHER

am/pm

ADDRESS OF PUPIL:-

PUPIL
NAME

FORENAMES :SURNAME:-

AGE OF PUPIL:ACCIDENT/INCIDENT DETAILS

Please note that if you answer yes to any of the following 3 questions, this report must be copied to the Business
Manager within 24 hours of the incident occurring: WAS THE PUPIL?:Taken home? Yes / No

Taken Directly to Hospital? Yes / No

In hospital for over 24 hours? Yes / No

Absent from School? Yes / No

WAS THIS INCIDENT:

AN ACCIDENT? 

A NEAR MISS INCIDENT? 

LOCATION / ACTIVITY WHERE THE INCIDENT TOOK PLACE: Classroom
 Playground
 Sports / PE lesson
 Offices
 Other location on school grounds
 School trip / educational visit
 Other ……………………….……………………………………..

WHAT WAS PUPIL DOING AT THE TIME OF THE INCIDENT: Class work
 Practical lesson (science / D&T, etc)
 Sport / PE
 Unsupervised play
 Moving between classrooms
 School trip / educational visit
 Other ………………………………………………

STATE EXACTLY WHAT HAPPENED LEADING UP TO AND INCLUDING THE INCIDENT: -

NAME AND STATUS OF ANY WITNESS:INJURY DETAILS
NATURE OF INJURY: Cuts / Laceration
 Bruises
 Foreign object in eye
 Muscle Strain/Sprain, pulls and twists
 Broken Bones / Fracture
 Burns
 Electrocution
 Abrasion
 Crush
 Chronic injuries and diseases
 Other Details if required………………………………………………
………………………………………………………………………………..

AN ASSAULT? 

LOCATION OF INJURY:-

NATURE OF ACCIDENT / INCIDENT
 Slips / Trips
 Falls from Height
 Falling objects
 Collisions
 Manual Handling
 Use of Equipment
 Use of Access Equipment
 Other Details if required………………………………………………

NATURE OF ACCIDENT / INCIDENT cont.
 Lifting Equipment
 Machinery
 Hazardous Substances
 Protruding sharp objects
 Projectiles
 Electrocution
 Fire / Burns
 Other Details if required.................................................

………………………………………………………………………………..

…………………

WAS THERE ANY PRE-EXISTING INJURY OR MEDICAL CONDITION THAT MAY HAVE CONTRIBUTED TO THE INCIDENT?
Yes/ No / Uncertain* If Yes Please give Details
…………………………………………………………………………………………………………
PLEASE GIVE DETAILS OF ANY FIRST AID TREATMENT GIVEN
………………………………………………………………………………………………………………………………………………………………
…
……………………………………………………………………………………….
WAS INJURED PERSON’S FAMILY INFORMED? Yes / No*
By Whom:
INCIDENT INVESTIGATION (Note: If this form must be sent directly to Business Manager then this section can be filled out
later once all information is known)
DETAILS:

Please note that if you answer yes to any of the following 4 questions, this report must be sent to the
Business Manager within 24 hours of the incident occurring. WAS THE INCIDENT CAUSED BY:Equipment Design?
Yes/No*

Failure of Equipment?
Yes/No*

Premises Problems?
Yes/No*

H&S Systems Failure
Yes/No*

DETAILS OF ACTIONS TAKEN TO PREVENT ANY RECURRANCE (If required):

SIGNED:

SIGNED:

HEAD TEACHER / BUSINESS MANAGER

PERSON REPORTING

This form must be completed with a copy to be retained at the school office and the original sent to the Business Manager.

FIRE DRILL

1)

A copy of the fire drill, printed in red, must be displayed in each room.

2)

Form teachers should ensure that it is clearly displayed and that the children's
attention is brought to it regularly.

3)

Form teachers should follow the route as specified in the route instructions provided
by Leearna Thomas and Julie Sewell.

4)

A fire drill will take place at least once a term.

5)

If a pupil discovers a fire he/she must set off the nearest alarm, and then inform the
nearest member of staff making sure that this is done without endangering
him/herself. The member of staff must then inform Jane White to phone the fire
brigade. If this is not possible use the nearest phone to dial 999 (all phones do
this).

6)

If a staff member discovers a real fire, he/she must set off the nearest fire alarm and
then inform Jane White in person (Jane has the fire brigade code number). If this is
not possible the contact must be made by the nearest telephone. If none of these
are possible please dial 999 immediately.

7)

If appropriate staff should fight the fire with the equipment provided.

8)

If a form or group of pupils is, for any reason, unsupervised, they must make their
way to the playground by the most suitable route, without waiting for any instruction.

9)

No-one should re-enter the building until given permission by the Principal, Leearna
Thomas.

FIRE DRILL DURING PUBLIC EXAMINATIONS
Invigilators should take the following action in the event of an emergency such as a
genuine fire alarm or bomb alert:

i)

evacuate the room in accordance with the instructions given by the appropriate
authority;

ii)

ensure that all question papers and scripts are left in the examination room;

iii)

ensure that the candidates are supervised as closely as possible whilst they are out
of the examination room so as to ensure there is no collusion;

iv)

on returning to the examination room and before the examination is resumed,
where it is feasible to do so, indicate on the candidates' work the point at which the
interruption occurred;

v)

note the time and duration of the interruption;

vi)

allow the candidates the full working time prescribed for the examination;

vii)

make a full report of the incident and of the action taken to the Head of Centre for
submission to the Home Board.

Assembly points for candidates in public exams are as follows:

Gym  grassed area next to tennis court

Careers Centre  grassed area outside Careers Centre

Other rooms as per fire drill instructions in each room

FIRE DRILL

Notes for Staff
1)

Any staff member visiting the Sixth Form should alert reception staff in the main
school and notify Chris Croft in reception. This procedure should be followed for
sixth form staff visiting the main school. This is not necessary to do if you are
teaching in the Sixth Form.

2)

Staff are required to notify reception of any students accompanying them to the
Sixth Form.

3)

Form Teachers must emphasise the points overleaf to all members of the form,
paying particular attention to point 5.

4)

If a new pupil arrives at school he/she must be told of the procedure as soon as
possible by the Form Teacher.

5)

On hearing the alarm, teaching staff will carry out the procedure as stated on the
fire notice. Make sure that windows and doors are closed. Follow the class down
to the playground INSISTING ON SILENCE ALL THE WAY.

6)

Staff not teaching at the time should take up strategic positions round the school to
assist with the evacuation, and then proceed to the playground.

7)

As soon as possible, form teachers must collect the form register from Natalie
Moore and carefully check each pupil in the form. Pupils should stand in
alphabetical order in silence. As soon as this is done the register should be
returned to the Head of Year indicating that all is correct. If a form tutor is absent at
the time of a fire drill, the registration cover teacher or a free teacher as directed by
Head of Year/Assistant Principal should take the register.

8)

If for ANY reason a pupil is not in the form but was marked "Present" in the register,
then this must be reported to the Head of Year/Assistant Principal IMMEDIATELY!

9)

It is vital therefore that all pupils sign out and in at the office if they leave the school
premises during the day. Natalie Moore will inform tutors if anyone from their form
has signed out for any reason during the day.

10) When the drill is complete, forms are to be dismissed by Form Teachers from both
ends in an orderly manner following the direction of Leearna Thomas.
11) Natalie Moore is responsible for collecting registers at the point of a fire alarm bell
and distribute to form tutors/assigned tutors or Head of Year if present.
12) Natalie Moore to oversee the late/signing in/out books.
13) When complete, Natalie Moore informs Leearna Thomas of number of students
missing or gives approval that all is clear

Risk Assessment for (Activity/Process/Operation):

Physical Education: Generic activities, rules, property and equipment

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principle

Further action required to control risk

STMRA_PE01

Initial Assessment
Date:

23.03.2018

Review Date:

Refer to review log at end of document

Reference:

Action by whom

Complete

Hazard and
associated risk(s)
Use of PE equipment
Risk of collapse from
inadequate
inspection and
maintenance; poor
design/ set up;
Risk of falls from
height

Persons
at risk
Staff
Pupils

Existing risk control measures in place to reduce / prevent the risk?











Apparatus conforms to appropriate standards
Equipment/apparatus suitable for the needs of pupils, e.g. age, capability, size
Condition of equipment incl. mats inspected before use; any broken/damaged equipment removed from use immediately;
safety devices checked after each assembly and prior to use
Association for Physical Education (AfPE) guidance (2016 Edition) consulted and followed for all activities
Equipment maintained according to the manufacturer’s instructions
Apparatus subject to a systematic and regular inspection programme - all inspections and maintenance recorded
Apparatus stored safely and readily accessible
Mats used for floor work and as a precautionary measure when using apparatus
Goal posts, netball, rounders equipment, etc. checked for stability; whether fixed or portable, comply with recognised safety
standards and made secure at all times.
Football goal posts checked as per FA guidance.

Hazard and
associated risk(s)
Outdoor or
classroom activities /
surfaces
Risk of slips, trips and
falls on the level
from inadequate
maintenance,
inspection, or
planning or
inappropriate
behaviour
Risk of falls from
height

Persons
at risk
Staff,
Pupils

Existing risk control measures in place to reduce / prevent the risk?

















Well maintained surfaces – defect reporting system in place
Outdoor playing surface checked for litter, sharps, faeces, rabbit holes, badger holes, etc. before each lesson and by the SSO
and litter pickers on a regular basis
Weather and surface condition assessed before activities commence
Pitches marked out safely; adequate run-off areas at the sides and edges
Adequate space for activity planned
Suitable and sufficient lighting
Sufficient space for the safe use of equipment
Wires from electrical equipment managed to avoid slips and trips
Classroom desks, furniture and displays are laid out so as to allow unhindered access and egress (e.g. in case of fire)
In the classrooms, pupils are instructed to hang their clothes on the coat pegs in the cloakroom and place their bags under the
desks, ensuring that walkways are kept clear
Suitable access equipment is provided to staff to help put up/take down display. Refer also to working at height risk assessment
Staff and pupils have been instructed that furniture must be used for the purpose it was intended e.g. not to use chairs or desks
to stand on to reach items
Staff to check the condition of the classrooms and report faults to the site team at the earliest opportunity.
Spillages are cleaned up / damage to carpets temporarily taped immediately and where necessary warning signage put on
display / area cordoned off until a permanent clean up / repair can be made
Pools of perspiration are cleared immediately from indoor floor surfaces
Staff and pupils are instructed to wear suitable footwear, or bare foot, for the activity, keeping them in a good condition and
tying laces, etc.

Hazard and
associated risk(s)
Changing area
Risk of injury, assault
or abuse from
misbehaviour

Persons
at risk
Staff,
Pupils

Risk of slip, trips and
falls on the level
Risk of scalding from
showers
Unchecked or
Staff
Pupils
unplanned cross
country routes on or
off site - Risk of injury
caused by unsuitable
/ unsafe route
Inclement weather
when outdoors - Risk
of injury from lesson
being carried out in
unsuitable weather
conditions

Staff
Pupils

Existing risk control measures in place to reduce / prevent the risk?

















Competent member of staff to supervise changing area
Appropriate pupil: teacher ratio
Area cleaned and checked daily
Consuming food in the changing area is strictly forbidden, but there is access to water for hydration.
Adequate lighting and ventilation provided
Pupils are instructed to dry themselves off in the drying area to minimise the floor getting wet
Pupils are instructed to get changed and then sit down to await further instruction
Pupils are instructed to hang their clothes on the hooks and place their bags under the benches
Showers are maintained by the premises team, water temperature checked by staff prior to use and pupils advised to take care
Pupils are reminded of the department rules, in particular no running in/out of changing rooms
Routes planned
Routes on the field within school grounds unless a race
Alternative routes considered as part of planning.
Routes checked for suitability taking into consideration age/ability of pupils, location.
Routes walked wherever possible prior to activity commencing to identify any hazards.
Adequate supervision of route/pupils.



An assessment of the difficulty of the activities planned will take place and a reduction in difficulty will happen to accommodate
the weather situation.
An alternative activity is always considered by either using the School Hall, the Dance Studio, the Gym or the Jubilee Centre.
If these facilities are not available then a classroom will need to be found for some written task to be performed.




Hazard and
associated risk(s)

Persons
at risk

Existing risk control measures in place to reduce / prevent the risk?

Insufficient or
inappropriate child
welfare - Risk of
safeguarding failures
or ill health from
poor welfare
provision

Pupils








Evidence of staff suitability to work with children; i.e. DBS clearance, List 99 clearance; suitable supervision in place
Safe, positive and encouraging environment
Parental consent for photography, digital imagery and/or filming of children during lessons
Access to drinking water
Adequate rest periods
Refer to local safeguarding policy and procedures

Persons with
challenging
behaviour - Risk of
assaults

Staff
Pupils




Behaviour management plans in place; strategies in place
TEAM teach training undertaken

Moving and handling
of equipment

Staff,
pupils






Refer to school moving and handling risk assessment
Staff understand kinetic lifting techniques and are provided with mechanical aids e.g. trolley where reasonably practicable
Procedures in place for routine collection/retrieval/changing of equipment
Pupils are instructed in correct movement of equipment as part of the lesson; supervision always in place. Pupils will take
equipment to the stores; staff will ensure items are correctly positioned in the stores
Pupils are not allowed to move heavy, large or unstable apparatus
Equipment being handled by pupils is not intrinsically harmful
Storage areas well maintained and free from hazard
Appropriate warm-up/cool down exercises completed at the start/end of the lesson
Activities appropriate for the age, capability and size of the pupils
Appropriate supervision in place

Risk of upper limb
disorders, back
injury, cuts, etc. from
handling objects
Inadequate
preparation of pupils
- Risk of muscle
damage

Pupils








Hazard and
associated risk(s)
Lack of or poor
supervision or
instruction

Persons
at risk
Pupils



















Staff competent and experienced to teach activities; follow recognised teaching progressions/guidance
A list is issued to staff outlining what they are each competent to teach / supervise
Staff shadowing and observation regime in place
Specialists are contracted who instruct staff on particular subjects or who teach the subject themselves e.g. dance, gymnastics
Written schemes of work set out, safety issues to be followed
Specific risks/ individual needs of pupils indicated in lesson plan with necessary support in place
Pupils informed of relevant rules and instructions ensuring their consistent application
All necessary notices, signs and barriers on display / in position
Records detailing attendance, skills, tasks and levels of performance attained on the four levels is required
Checks are done on wearing of PE kit, hair, jewellery, suitable swimming trunks etc.
Accurate demonstrations undertaken as required and staff and pupils able to anticipate what might happen
Visual guidance given, pointing out risks to pupils
Pupils supervised at all times but also given responsibility for safety where appropriate and as part of the learning experience
Appropriate adult: pupil ratio for age and needs of group
Activities appropriate to the group/ individuals with class/group size suitable in relation to space available
Movement to work areas safe and orderly
Dynamic risk assessment ongoing

Pupils




Pupils are instructed to adhere to the school policy in relation to hair and personal effects
Pupils are explained the dangers of wearing jewellery in sport and instructed to remove loose jewellery e.g. necklaces/chains,
bracelets, watches rings, etc.
Pupils are instructed to keep their nails trimmed
Pupils are instructed to remove piercings. If a new piercing or ring stuck on then the area is to be covered by a plaster(s),
otherwise pupil doesn’t take part
Clothing worn which is suitable for the activity and the environmental conditions – the wearing of a school PE kit is standard
(outdoor and indoor kit) and appropriate to the environment
Suitable footwear worn dependent on the condition and nature of the playing surface

Risk of injury or
assault

Inappropriate
clothing, jewellery,
etc. - Risk of
entanglement, slips,
trips and falls

Existing risk control measures in place to reduce / prevent the risk?






Hazard and
associated risk(s)
Consuming food or
drink, chewing of
gum

Persons
at risk

Existing risk control measures in place to reduce / prevent the risk?

Pupils




Pupils are reminded of the school rules (and the reasons for them) not to chew gum, eat sweets, food or drink during lessons
Strict discipline by PE staff should any pupil be found contravening the rules

Staff
Pupils









Electrical installation and equipment tested in line with school policy
The sound system required for dance is installed on the wall with no trailing cables
Electrical equipment and sockets visually checked prior to use
System in place for taking faulty equipment out of use
Electrical equipment is only to be used as per the manufacturer’s instructions and any corresponding risk assessment
Liquids are kept away from electrical equipment
Work on fixed electrical equipment such as plug sockets, light fittings and switches etc. must only be undertaken by a qualified
electrician
Work on portable electrical equipment only undertaken by competent person

Risk of choking,
vomiting, health
problems
Electricity and use of
electrical equipment
Risk of electrocution



Hazard and
associated risk(s)
Activity too close to
other persons,
equipment or the
building structure

Persons
at risk
Staff
Pupils

Risk of impact injury
from contact/
collision

Fire - Risk of fatalities
or severe injuries
from smoke
inhalation and / or
burns

Existing risk control measures in place to reduce / prevent the risk?













Outdoor PE lessons are never carried out directly adjacent to the buildings or perimeter fence
No hazardous projections, unprotected windows, low-level mirrors or fixed equipment that encroaches onto the work space
Appropriate protective equipment available and worn as required
Spectators and competitors organised and able to watch from a safe distance. Barriers can be erected for competition football
or netball to keep parents, etc. suitably segregated
Adequate space for individuals and equipment maintained
Areas marked out safely, with space between playing areas
Staff indicate to pupils the exact zone where items are to be thrown for throwing activities
Pupils use equipment applicable to their age
Normally only one throwing event for carousel activities but where this cannot be followed, a second throwing activity can be
organised under separate dynamic risk assessment and where there is absolutely no risk of any children being located in the
throwing zone
Awareness of others in vicinity
Equipment and posts checked for stability and defects before use
Rackets/bats used sensibly under teacher supervision
Appropriate equipment used for age of pupil
In the event of an accident, all activity stops and emergency procedures followed.
Games/ activities played/conducted in the spirit of the game and rules adhered to
Equipment stored in appropriate containers




Refer to fire risk assessment and emergency plan
All persons are made aware of how to raise the alarm and the emergency evacuation arrangements







All
those
on site

Hazard and
associated risk(s)
First aid - Risk of
further injury due to
inappropriate first
aid provision

Persons
at risk

Existing risk control measures in place to reduce / prevent the risk?





Suitable first aid provision available
In the event of an accident, all activity will cease immediately and emergency procedures enacted
If a spinal injury is suspected, the injured pupil will be kept as still as possible until expert medical help arrives
A clear record of the incident will be completed as soon as possible after the event and investigation report made

Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date

03.07.2019

Assessor’s Signature

Adam McNeil

Signature of Responsible Manager

Next Review Date

Date:
Date:

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

RISK ASSESSMENT: ST THOMAS MORE CATHOLIC SCHOOL AND SIXTH FORM COLLEGE

Risk Assessment for (Activity/Process/Operation):

Physical Education: Athletics incl. throwing (discus, javelin, shot put), jumping (long, high), running
(incl. hurdles), sports hall and sports day
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principal

Further action required to control risk

STMRA_PE02

Initial Assessment
Date:

20.03.2018

Review Date:

Refer to review log at end of document

Reference:

Action by whom

Complete

11

Hazard and
associated risk(s)
Throwing
Use of equipment

Persons
at risk
Staff
Pupils

Existing risk control measures in place to reduce / prevent the risk?




Risk of pupil either
accidentally or
maliciously injuring /
killing someone by
hitting them with
shot put / javelin /
discus









Jumping
Unsafe sand pit – risk
of injury or infection
Risk of injury from
equipment wrongly
set up or in an unsafe
condition

Pupils











Pupils are taught throwing sports in a logical order, starting with shot-put before progressing to javelin or discus
Mostly only one throwing activity on the field at a time. On the occasion where a second is being done, staff will dynamically
risk assess the activities and organise throwing zones to ensure there is no risk of anyone being hit
Pupils are given clear instruction and the rules of throwing e.g. only throw on command, the thrower to stand on the designated
throwing line, throw in the correct direction, collect on command
Cones are positioned to mark out zones
The next partner/coach and/or observers to stand behind a second line
Supervisors place themselves to the side or behind thrower in a viewing point with clear lines of sight
Shot put is sometimes organised with everyone in the centre of a circle and people throwing out. This is only done when there
are no others on the field
Pupils are taught to throw the discus or shot put without rotating to prevent the risk of the discus/shot being thrown in the
wrong direction. Rotating before the throw is only permitted at specific athletics grounds where a safety cage is installed
Signs or flags are not used except for competitions; verbal commands only
Pupils are instructed to carry the javelin vertically and not to run with it. Some softer purpose made javelins are used for indoor
throwing.
Left handed pupils are positioned differently to prevent accidentally throwing in the wrong direction
The long jump pit is covered when not in use to prevent animals fouling in it, litter etc. being thrown / blown into it
Prior to the long jump commencing, the pit cover is uncovered by a staff member or non-doer and raked, visually checking the
pit for anything that shouldn’t be there
Prior to the jump commencing the run up is checked that it isn’t slippery and the board is safe
Suitable landing mats are tied together with a cover placed over them (to prevent hands, feet slipping between mats) prior to
high jump commencing
Pupils are taught high jumping techniques in a logical order, ending with the “Fosbury Flop”
For the high jump, cones are set down to make sure the run up is 45° taken from midpoint to ensure the competitor lands on
the mat
High jump bars are secured so they don’t fall onto the competitor. High jump cover holds all mats together.
Pupils are instructed to only start running once the previous competitor has left the sand pit / jump bed

Hazard and
associated risk(s)

Persons
at risk

Running

Existing risk control measures in place to reduce / prevent the risk?

Pupils





Prior to running activity commencing, the state of the grass is visually checked it is flat/level and not slippery
Running on the grass is not permitted when the grass is wet. Note, there is currently no hard surface running track at the school
Pupils are taught the correct way to run, jump and land, allowing hurdles to topple over.

Pupils,
staff




Athletics are only taught in the sports hall if it cannot be done outside e.g. inclement weather
Shot put is carried out with back to wall and thrown to wall opposite, ensuring no one is in the line of throw

Pupils,
staff,
visitors







The starting pistol being used is a small cap gun which can only be used by authorised staff
The starting pistol and caps are kept secured in the school safe
Field and track events are not played at the same time; all field events are in the morning with track events in the afternoon
Strict rules on movement are in place for staff, pupils and any visitors
Whilst the PE staff supervise the actual events, the remaining school staff supervise the pupils to maintain order, allowing the
PE staff to concentrate on the events.

Risk of slipping on
wet or mossy grass
Risk of injury from
hurdles
Sports Hall
Risk of injury from
the confined nature /
different surface
compared to field
Sports Day
Risk of injury from
various activities

Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date

03.07.2019

Assessor’s Signature

Adam McNeil

Signature of Responsible Manager

Next Review Date

Date:
Date:

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

RISK ASSESSMENT: ST THOMAS MORE CATHOLIC SCHOOL AND SIXTH FORM COLLEGE

Risk Assessment(s) for:

Physical Education: Athletics incl. throwing (discus, javelin, shot put), jumping (long, high), running (incl. hurdles), sports
hall and sports day
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

This form can be used to record and demonstrate that the above risk assessment(s) has been provided to relevant employees (as below) to inform them of the risk assessment findings (i.e. the hazards, risks, and control measures
associated with their work).

Name of Persons involved in the Activity/ Process/ Operation

Signature

Date
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Risk Assessment for (Activity/Process/Operation):

Physical Education: Dance
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principal

Further action required to control risk

Hazard and associated risk(s)

Persons
at risk

Condition / suitability of
dance floor and mirrors

Staff
Pupils

Risk of injury from slips, trips
and falls or landing from
jumps and dance routines
Acrobatic movements
Risk of injury from hitting
ceiling

Pupils

STMRA_PE03

Initial Assessment
Date:

23.03.2018

Review Date:

Refer to review log at end of document

Reference:

Action by whom

Complete

Existing risk control measures in place to reduce / prevent the risk?







The dance studio floor is a wooden sprung non-slip floor as required for a dance studio
Staff monitor the condition of the floor, in particular heating grate covers to ensure there are no trip hazards
Pupils are instructed to only dance in their bare feet, unless appropriate footwear is required, e.g. ballet, tap shoes
The mirrors are securely attached to the wall and are of a type which can stand impact from a pupil falling against them
Should any exams or drama lessons be held in the studio prior to a dance lesson, staff sweep the room once the
furniture and/or props have been removed and other pupils have left the room, prior to any dance class commencing
Due to the relatively low ceiling for a dance studio, acrobatic movements, cheerleading, etc. are not taught

Hazard and associated risk(s)

Persons
at risk

Sound equipment

Staff,
pupils

Risk of electric shock

Existing risk control measures in place to reduce / prevent the risk?




Music equipment is secured to the wall with no trailing cables
Should any portable equipment be used, it is positioned out of the way to prevent trips
IT staff ensure the equipment undergo a portable appliance test (PAT) as per school policy

Risk of slips, trips and fall on
the level

Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date

03.07.2019

Assessor’s Signature

Adam McNeil

Signature of Responsible Manager

Next Review Date

Date:
Date:

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

RISK ASSESSMENT: ST THOMAS MORE CATHOLIC SCHOOL AND SIXTH FORM COLLEGE

Risk Assessment(s) for:

Physical Education: Dance
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

This form can be used to record and demonstrate that the above risk assessment(s) has been provided to relevant employees (as below) to inform them of the risk assessment findings (i.e. the hazards, risks, and control measures
associated with their work).

Name of Persons involved in the Activity/ Process/ Operation

Signature

Date
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Risk Assessment for (Activity/Process/Operation):

Physical Education: Games incl. invasion, net, striking. Currently no target games are taught.
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principal

Further action required to control risk

Hazard and associated risk(s)

Persons
at risk

Net or wall games: tennis,
volleyball, badminton

Pupils

Risk of injury from
unintended collision, being
struck by ball / equipment,
poor application of
techniques

STMRA_PE04

Initial Assessment
Date:

23.03.2018

Review Date:

Refer to review log at end of document

Reference:

Action by whom

Complete

Existing risk control measures in place to reduce / prevent the risk?








Pupils are instructed to wear indoor trainers; no soft canvass shoes
The net is positioned at a manageable height. For volleyball, weighted posts are made secure by retaining wires to
adjacent walls above head height and bases are positioned so they do not protrude onto the court
All posts are removable and checked that they are in a good condition and suitably positioned prior to commencing
game
Guards are fitted to wall and ceiling lights
Background lighting allows clear visibility of the shuttle / ball in flight.
Pupils are instructed not to play over post bases
Players practising smashes or serves are taught to be well spaced out and direct the ball at empty spaces on the court

Hazard and associated risk(s)

Persons
at risk

Invasion games: football,
handball, basketball,
hockey, lacrosse, netball,
rugby union

Staff
Pupils

Existing risk control measures in place to reduce / prevent the risk?







Risk of injury from
unintended collision, being
struck by ball / equipment,
poor application of
techniques e.g. tackling







Striking or fielding: cricket,
rounders, softball - Risk of
injury from being struck by
ball / equipment, poor
application of techniques

Staff,
pupils











Specific scheme of work for each activity with logical progression increases the contact of the invasion game
Prior to game commencing, goalposts hoops, posts are checked they are secure and not damaged
Strict rules are applied and technique built up, in particular where there is a more hazardous activity e.g. scrums in
rugby
Pupils start learning handball and basketball in year group 9
Pupil’s size and experience are matched
Staff monitor that pupils wear the correct footwear, taking into account the type of boot /trainer e.g. bladed boots are
banned, as are soft canvass shoes
Balls checked that they are inflated correctly and free from splits and tears
At least 1m around the edge of the indoor area court and run-off space for outside pitches are always allowed for
Lessons are taught in such a way that personal protective equipment e.g. shin pads, gum shields are not required. It is
encouraged for rugby and mandatory to wear them at competition and also for all hockey games, including lessons
Hockey is taught in a way that does not require a goalkeeper - the “D” is defended but no one “stands in goal”
Good stick control is taught and in hockey pupils are instructed to “push” not “hit” the ball and in lacrosse and hockey
pupils are instructed not to swing the sticks
Hockey is played on the Astroturf and lacrosse on either the Astroturf or court
Corner flags are flexible and sufficiently high so as not to be a hazard to falling players. Marker discs also used.
For cricket, the synthetic wicket should be reasonably true and well maintained; staff report any concerns to site team
For cricket lessons, a normal cricket ball is not used, but a “wind” ball instead. This removes the need for pupils to be
provided with leg protection or helmets. Note, for competitions, a normal cricket ball is used and the necessary
personal protective equipment is provided
For rounders, pupils are instructed to hold onto the bat after hitting the ball and not to throw it down
Rounders posts are securely based, of appropriate height and have rounded tops
For soft ball, pupils are instructed to place the bat in the square and not throw it down or run with it
For soft ball and rounders, fielders are taught not to stand in the line of the runner or hitter
Everyone waiting in the batting queue is positioned out off centre from the ball line and in a safe position

Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date

03.07.2019

Assessor’s Signature

Adam McNeil

Signature of Responsible Manager

Next Review Date

Date:
Date:

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

RISK ASSESSMENT: ST THOMAS MORE CATHOLIC SCHOOL AND SIXTH FORM COLLEGE

Risk Assessment(s) for:

Physical Education: Games incl. invasion, net, striking. Currently no target games are taught.
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

This form can be used to record and demonstrate that the above risk assessment(s) has been provided to relevant employees (as below) to inform them of the risk assessment findings (i.e. the hazards, risks, and control measures
associated with their work).

Name of Persons involved in the Activity/ Process/ Operation

Signature

Date
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Risk Assessment for (Activity/Process/Operation):

Physical Education: Gymnastics, fitness, adventure
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principal

STMRA_PE05

Initial Assessment
Date:

23.03.2018

Review Date:

Refer to review log at end of document

Reference:

Further action required to control risk

Action by whom

Trampoline qualifications for staff have expired; refresher training is required – Planning for course by July 2019 – Course should
be completed by Sept/Oct 2019

Head of PE

Hazard and associated risk(s)

Persons
at risk

Gymnastics incl. trampoline
Risk of injury from falls, use
of equipment, poor
application of techniques

Pupils

Complete

Existing risk control measures in place to reduce / prevent the risk?







An end deck is placed on either end of a trampoline to prevent persons falling off. Spotters are positioned on the other
two sides.
Pupils are taught how to put the trampolines in/out, handle equipment safely in their first lesson and reminded
thereafter as required
The size of the trampoline is appropriate to size of gym so smaller rooms can be used
Where two trampolines are positioned adjacent to one-another, a mat is placed over the hard parts e.g. the frames
Pupils are instructed to only do gymnastics bare foot or wearing gymnastic slippers or plimsolls
Pupils are taught that mats are only used as a precautionary measure and not to encourage unsafe technique or
behaviour

Hazard and associated risk(s)

Health related: Use of the
fitness suite, weightlifting:
Risk of injury from use of
equipment, poor application
of techniques

Adventure and outdoor:
orienteering, cross country:
Risk of slips, trips and falls
Safeguarding risks

Persons
at risk

Existing risk control measures in place to reduce / prevent the risk?
















Pupils start using the fitness suite and weightlifting in year group 9 and follow a progressive exercise programme
All pupils have received an induction (completed induction sheet) on the fitness suite and weights
All lessons are supervised and pupils are taught how to use the machines safely and look after them. Once pupils have
proven they can use the equipment safely they are given permission to use it at lunchtime, still under supervision but
not in a class environment
Pupils are taught how to lift the weights safely and provided with appropriate instruction incl. displays
Pupils are reminded not to overload the weights and keep within their capabilities
Free weights, weight stations and multi-gyms are accommodated in separate areas of the room
Mats are provided to protect the floor in the free weights area
Free weights are stored on purpose-built stands
Locking collars are used on free weights when in use
Fixed or sufficiently weighted wedge-shaped floor bases are used for leg squat exercises
Yoga and Pilates are currently not being taught at the school
Orienteering is carried out on the school site
Cross country is carried out on the school site or on the neighbouring Jubilee field where marshals are positioned at
strategic points to supervise the activity
The school does not teach climbing, cycling, or rowing
For the Duke of Edinburgh scheme, reference should be made to Joanna Prescott

Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date

03.07.2019

Assessor’s Signature

Adam McNeil

Signature of Responsible Manager

Next Review Date

Date:
Date:

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Risk Assessment(s) for:

Physical Education: Gymnastics, fitness, adventure
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

This form can be used to record and demonstrate that the above risk assessment(s) has been provided to relevant employees (as below) to inform them of the risk assessment findings (i.e. the hazards, risks, and control measures
associated with their work).

Name of Persons involved in the Activity/ Process/ Operation

Signature

Date
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Risk Assessment for (Activity/Process/Operation):

Physical Education: Away Fixtures
Note, this risk assessment must be read in conjunction with the generic risk assessment STMRA_PE01

Clive Billington, BSS H&S Consultant, with the assistance of:
Name & Post of Assessor:

Adam McNeil, Head of Faculty with Katie Fry, Second in
Faculty I/C PE

Name & Post of Authoriser:

Leearna Thomas, Principal

Further action required to control risk

Off-Site Issues

Pre-event

Persons
at risk
Staff
Pupils

STMRA_PE06

Initial Assessment
Date:

17.06.2019

Review Date:

Refer to review log at end of document

Reference:

Action by whom

Complete

Existing risk control measures in place to reduce / prevent the risk?









The Principle has approved the fixtures programme
Termly fixtures list will be presented to the Principle for approval in the first week of a new term from September 2019
All Parental consent Forms have been completed and returned to the member of staff 24 hours prior to the fixture.
Copies of the following documents will be given to reception the day of the fixture.
o A Team list
o Emergency contact details
o Information of the fixture that is being played.
An adequate First Aid bag will be available at the away fixture with suitable contents ref AfPE Safe Practice p253
Staff members will have access to a mobile phone, preferably a school mobile.
A member of staff is a qualified first aider
29

Off-Site Issues

Pre-event

Assembly

Persons
at risk
Staff
Pupils

Staff,
Pupils

Existing risk control measures in place to reduce / prevent the risk?



















The parental consent form will have the following information:
o Venue Address
o Itinerary
o Programme of Events
o Any specific requirements
o Approximate time of the finish of the event.
o Information of pick up arrangements
o Emergency contact information
o Parents Signature
Staffing levels are sufficient for the supervision of the activity or the officiating of the activity.
Staff will know their roles and responsibilities within the Away Fixture.
Staff will ensure that all equipment provided is safe and in a good condition.
Staff will have adequate group-management and leadership skills and knowledge of the group.
Staff will acquire any medical or SEND information about the group they are taking to the fixture.
Staff will ensure first aid arrangements are in place.
Staff will ensure a suitable provision of drinking water is available.
Students are aware of the code of conduct for away fixtures and this has been communicated to them prior to the fixture.
Pupils will be prepared for the event; trip physically, emotionally and behaviourally.
The duty of care for the away fixture is with the staff member until the parent takes responsibility for their child at the end of
the fixture, either at the venue or on returning to St Thomas More.
Parents agree where they will pick up their child, either at the venue which has an approximate finishing time, or back at St
Thomas More which has an approximate return time. Parents may take another player home if it has been agreed with the staff
member during the event.
Reception needs to be informed if a pupil does not travel to the fixture so the register in school is accurate.
Numbers of pupils need to be checked as they leave school, arrive at the venue and at the end of the fixture.
A check of all pupils’ equipment for the fixture needs occur before the commencement of the fixture.
Check pupils who require medication understand their own responsibility of medication administration.
During the journey away fixture, medical and emergency contact information should be to hand.
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Outward and return
journeys

Persons
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Existing risk control measures in place to reduce / prevent the risk?















Staffs to ensure the mini bus or volunteer cars meet legal and employer requirements.
Mini bus drivers must be qualified to drive the St Thomas More Mini Bus and have a D1 on their driving licence as the bus is 3.9
tonnes.
If the driver is alone then they have responsibility of driving and supervising the pupils. If there are 2 adults then they will split
this responsibility, with the driver responsible for the journey and the 2nd member of staff responsible for the supervision of the
pupils.
When playing Northern or Central and East Warwickshire Fixtures we will require 1 member of staff.
When participating in Southern Warwickshire, West Midlands or National Competitions then we will require 2 members of staff.
One to supervise the children and one to drive the mini bus, only one of these members of staff need to be able to drive the
mini bus.
If any journey exceeds an hour’s drive in one direction then we would require two designated drivers, or we would need to hire
transport.
If the away fixture is a contact sport then staff ratios needs to be 2 per team in case of hospitalisation.
All drivers must carry out an inspection of the vehicle before departing and complete the information sheet provided.
A first aid kit should be present in the vehicle at all times
The driver must register and carry out a head count at the beginning of a journey and if they take any breaks during the journey.
The disembarking of the pupils will always be done in a safe manner.
The member of staff must wait with the pupils until all pupils are collected by their parents at the venue or at St Thomas More.
A key stakeholder needs to be available on site to be contacted via their phone in case of emergencies on all evenings.
A rota of SLT staff members to be allocated and shared with the PE department so the PE member of staff knows who they
should be contacting in a case of emergencies.
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Existing risk control measures in place to reduce / prevent the risk?












A member of staff should always check to make sure the playing area, equipment and the surrounding areas are safe to
participate, any issues should be raised with the organiser of the fixture.
Staff should take into account the weather conditions and contingency plans in such circumstances.
If the member of staff is supervising their team then the code of conduct for pupils will be adhered to, if the staff member is
officiating then they will communicate what is expected while the game is in play.
All pupils will have changed prior to leaving school and therefore the need for changing rooms at venues will be minimal except
for a convenience break.
All jewellery will be removed, or taped up according to the laws of the game.
All players will be required to wear protective clothing depending on the activity (e.g shin pads)
It will be the staff member’s responsibility to make sure that the competency of the referee is at the standard required for
school fixtures, if they feel this is not the case they need to raise their concerns with the relevant PE Teacher on site.
Before the fixture there will be an agreement of the length of play and the rest period needed throughout the fixture.
Staff members need to check the arrangements for any photographs being taken and the subsequent distribution of the photos
after the fixture.
First Aid arrangements need to be confirmed with the host school in relation to first aid supervision and taking pupils to
hospital, prior to the competition commencing.
Staff members must follow the necessary procedures from the AfPE guidelines for RED, YELLOW AND GREEN incidences these
can be found in AfPE Safe Practice P260-262
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Any near misses or incidents are reviewed
Any injuries that occur have they been logged on the green sheets and then followed up at school the next day.
If an injury occurs the member of staff must talk to the parents on the return of their child. An explanation of the events and
guidance to the parents will be given.
The Principal will be informed of a RED event P260 AfPE Safe Practice.
The Principal will inform and discuss any hospitalisation/treatment of a student that occurs after the member of staff has
passed the duty of care back to the parent.
If the pupil requires hospital treatment everyone in the above point should be informed.
Can any improvements be made for the next event?
Are any adjustments to the RA necessary to inform future planning?
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Risk Assessment Review Log
Only use this log to confirm that there have been no changes to the current assessment; otherwise an updated risk assessment must be done
Initial Review Date
Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Next Review Date

12 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

24 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

36 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:

Initial Review Date

48 months from initial review

Assessor’s Signature

Date:

Signature of Responsible Manager

Date:
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