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1
DECLARATION OF INTENT
1.1
The purpose of the Health and Safety Policy of the School is to define how the school will comply with its health and safety duties for all activities conducted by members of staff and involving pupils, students, members of the public and other persons.
1.2
The School will comply with the Borough Council's and the Education Department's Health and Safety standards, policies and instructions, guidance and codes of practice which may be issued from time to time.
1.3
The Governing Body have duties as persons who are concerned with premises (under Section 4 of the Health and Safety at Work etc.  Act, 1974) to ensure that the premises are safe and there are no risks to health.  The Head Teacher and all members of staff are responsible for the policy being carried out in the school.  The Governing Body and Head Teacher will ensure that rules, regulations and Codes of Practice on health and safety are monitored, reviewed and updated as necessary in consultation with the Corporate Director of Education.  The detailed responsibilities of the Governing Body, the Head Teacher and members of staff for health and safety are given in paragraph 2 of this policy statement.
2
ORGANISATION AND RESPONSIBILITIES FOR HEALTH AND SAFETY IN THE    
SCHOOL

2.1.1
The Governing Body
'The Governing Body is responsible for: -
a) developing and implementing a health and safety policy statement which gives details of how health and safety will be managed in the school and reviewing and updating the policy on a regular basis;
b) setting the remit for the Governor’s Site Sub Committee, which includes the items given in paragraph 2.2(a) to (e) overleaf.
c) ensuring that the school implements an effective management system for health and safety by adopting policies and procedures for the school and reviewing and  updating the policies and procedures on a regular basis;
d) ensuring that the school has systems to monitor the need for non-structural repairs in the school, to deal with potential hazards and to authorise the necessary work to achieve this;
e) advising the Authority of any observed structural defects that could adversely affect the health and safety of staff, pupils and the public; 
f) ensuring that the school has systems for the safe condition, storage and maintenance of all equipment at the school and for ensuring that such equipment can be used safely in the normal running of school;
g) ensuring that the premises are effectively managed to ensure that the means of access and exit are safe and without risks to health;
h) ensuring that the plant, substances and equipment in the premises are safe and without risks to health;
i) ensuring that the school has systems to deal with potential hazards to health and safety and that contact is made, where appropriate, with representatives of the Authority and contracting organisation;
j) having a standard item relating to health and safety at work on the agenda of each Governor’s Site Sub Committee  meeting and receiving, a report at the meeting on health and safety from the Head Teacher:
k) ensuring that safety rules, concerning the use of premises and equipment, are displayed in appropriate locations within the school and are enforced; ensuring that safe working practices are adopted by staff and pupils and by contractors when on site;
l) taking all reasonable action to ensure that health and safety considerations (including safe storage and condition of equipment) are taken into account by outside contractors.  Where a contractor chosen by the school is not on the Authority's approved list, the adequacy of the contractor's insurance cover must be established, in accordance with the Authority’s requirements.
2.1.2
The Governing Body and school staff note that Inspectors from the Health and Safety Executive or appropriate Officers of the Authority can at any reasonable time, or immediately if there is potential danger, enter the school premises to carry out their duties.
2.1.3
The Governing Body recognise that if they fail to comply with the Authority's Health and Safety Policy or do not implement the Codes of Practice on health and safety of those who attend, work or visit the school premises, its members may incur liability under Health and Safety at Work legislation.  In the event that omissions or actions by the Governing Body in such matters require the Authority to incur expenditure to rectify the position, the school's delegated budget may be charged with the costs.
2.2
Site Sub Committee
The Site Sub Committee is responsible to the Governing Body for:
a) monitoring the organisation of health and safety in the school;
b) ensuring that detailed health and safety standards for the school are in line with
c) the standards of the County Council and the LEA which are contained in policies
d) and Codes of Practice which are issued from time to time by the Corporate Director of Education;
e) monitoring the effectiveness of the school's health and safety standards;
f) ensuring that the policies are fully implemented and the procedures are followed;

g) reviewing the health and safety training needs of the school.
2.3
The Head Teacher
a) The Governing Body of the School recognise that the Health and Safety at Work etc.  Act 1974 places duties on all Managers to ensure that the work of all employees under theircontrol is carried out as safely as is reasonably practicable.  In order to achieve this objective the Head Teacher has responsibility for the organisation of health and safety in the school that includes the following: -
b) Setting the health and safety standards for the school in consultation with the Governing Body and staff in line with the standards of the Borough Council and the LA.
c) Monitoring on behalf of the Site Sub Committee the implementation of the Borough Council, LA and school health and safety standards. 

d) Ensuring that all health and safety policies are fully implemented and all staff follows the procedures.
e) Reporting to the Site Sub Committee on the progress being made towards achieving the health and safety standards that have been set and the implementation of policies and procedures in the school.
f) An awareness of the risks identified by the Risk Assessments carried out by Risk Assessors and the measures necessary to reduce or remove such risks.
g) Ensuring that all members of staff receive all information, instructions and guidance relating to Health and Safety issued to the school by the Corporate Director of Education, the Borough Safety Adviser, the Department for Education, the Health and Safety Executive or any other responsible source.
h) Ensuring that members of staff are trained, retrained and supervised in order for them to take reasonable care for their own health and safety and for the health and safety of other employees, pupils. and other persons.  This includes health and safety induction programmes for all new starters.
i) Nominating, as and when appropriate, members of staff to be responsible for specific aspects of Health and Safety and ensuring that all staff are made aware of any such delegation.

2.4
Team leaders

It is the policy of the school that employer’s duties are in part delegated to Team Leaders who 

are responsible for work activities under their direct control.  In order to achieve this objective 


the responsibility of staff with management responsibilities includes the following: -
a) Ensuring that all health and safety policies are fully implemented and all staff (including all new starters and staff who are allocated new duties within the Department) follow the procedures.
b) Ensuring that all members of staff (including all new starters and staff who are allocated new duties within the Department) receive all health and safety instructions and guidance relating to their work which has been issued to the school by the Corporate Director of Education, County Safety Adviser, Department for Education, the Health and Safety Executive or any other responsible source.
c) Ensuring that all staff acting under their directions are aware of the health and safety 
precautions to be taken when undertaking potentially hazardous procedures.
d) Ensuring that any curriculum or other activities under their control include instructions on the correct and safe methods of carrying out potentially hazardous procedures.

e) Ensuring that all risk assessments are carried out and risk assessments are carried out on new and modified work before the work commences. Ensuring that all risk assessments are reviewed at periodic intervals.

f) Ensuring that curriculum or other activities under their control do not involve staff and pupils in procedures likely to cause accidents.

g) Ensuring that the County Council, LA and school reporting procedures for  accidents, 
dangerous occurrences and near misses are followed and that all accidents, dangerous 
occurrences, potential hazards to safety and near misses are reported to the Head Teacher and/or the Health and Safety Co-ordinator.

h) Ensuring that any equipment or machinery under the control known to need repair is not 
used until the necessary repairs have been carried out.

i) Ensuring that all adults implement school processes and procedures relating to health and 
safety.


2.5 Site Manager 
a) The Site Manager is responsible for the security of the premises, the lighting and heating of the premises and ensuring that the premises are open for use as and when required.

b) Implementing all health and safety policies, instructions and procedures for the area of responsibility and issuing them to all staff (including new starters) who are responsible to the Caretaker/Site Manager.

c) Ensuring that colleagues take reasonable care to avoid accidents or injury to themselves, other members of staff, pupils, and members of the general public or members of the general public, by their work activities.

d) Ensuring that any equipment or machinery under his control, which is known to need repair, is not used until the necessary repairs have been carried out.

e) Following the school reporting procedures for accidents, dangerous occurrences and near misses and that all accidents, dangerous occurrences, potential hazards to safety and near misses are reported to the Head Teacher.

f) The Site Manager is responsible for acting as site monitoring officer in respect of the cleaning operations. He ensures that the employees of any Contractor observe and conform with the health and safety requirements of the contract and the premises of the school are safe and there are no risks to health.

g) Control Contractors working on the premises, ensuring that hazard information has been      exchanged and suitable risk control measures have been put in place.

h) Ensuring adequate security arrangements are maintained.

i) Ensuring general cleanliness of the premises and that adequate welfare facilities are provided,

j) Arranging for regular inspection of the areas of the premises for which they are                          responsible to monitor that workplace health and safety standards are in effective working order   and that a safe means of access and emergency egress to a place of safety is maintained,

k) Ensuring that plant and equipment is adequately maintained

2.6 Risk Assessors (see also educational visits guidance)
Risk Assessors are responsible for: -

a) Identifying all tasks that require to be assessed and agree a priority rating for carrying out risk assessments.

b) Agree timescales for carrying out the risk assessments.

c) Conduct risk assessments to the best of their ability.  Recognise where their limit of experience lies and ensure that their Head Teacher is informed when additional assistance is required.
2.7 All Teaching and Non-Teaching Staff
The Health and Safety at Work etc.  Act 1974 places duties on all staff to ensure the health and safety of themselves and others affected by their work activities.  In order to achieve this objective, all teaching and non-teaching staff are responsible for: -

a) Participating in setting the health and safety standards for their work in consultation with the Head Teacher or Team Leader.

b) Receiving all health and safety policies, instructions and procedures for their work.

c) Fully implementing and following all health and safety policies, instructions and procedures which have been issued to them by the Head Teacher or Team Leader.
d) take reasonable care for the health and safety of themselves and others who may be

      affected by their acts or omissions whilst at work

e) make themselves aware of, and participate in premises fire evacuation arrangements,

including fire exit routes, final fire exit doors and the premises designated fire assembly

      areas

f) not intentionally or recklessly interfere or misuse anything provided in the interests of

      health, safety or welfare and well-being

g) draw to the attention of their Line Manager as soon as possible, any work situation which

      may present a serious and imminent danger to people or the environment
3.
Consultation
It is recognised that the participation of all members of staff is essential in order to maintain and improve the working environment of the school.  Consultation on health and safety matters will be through the recognised channels and the active participation and support of all employees at the school will be encouraged to maintain good communications.
4. Training
4.1
Health and safety training is accepted as a major part of the School's training policies. This will include areas such as Induction, Staff Development and New Legislation.

4.2
Each employee will receive as appropriate training and periodic retraining sufficient for them to be well versed in safe methods of work, handling and use of materials e.g. on COSHH, equipment and the correct type and use of safety equipment and personal protective equipment appropriate to the school environment.
4.3      No person will be employed on work in the school unless he/she has been trained and    periodically retrained to understand the hazards involved in the precautions to be taken.
Aim

The aim of our school is to create an atmosphere of carefulness both in and out of school, this is for all users of the school, children, school staff, parents and the community.

This carefulness includes:

· The ability of each individual to protect him/herself

· Concern and consideration for the safety of others

· Knowledge of what to do in certain situations

· Alertness and control

· Cultivation of good habits

For children, good safety habits are taught as part of the whole curriculum.  This can be through topics, for instance, a safe place to play, which could include Science, English or technology, and the involvement of outside agencies such as the police, fire brigade, road safety officer etc.

At Tilery Primary children are encouraged to develop healthy habits through good health and hygiene routines, for example regular exercise or care of themselves, personal hygiene etc.

A positive policy for healthy eating is maintained at school, with fruit being available at break times and guidance for parents in the preparation of packed lunches ( eg., no fizzy drinks.)

We believe that children learn best through practical experiences and active involvement in all areas of the curriculum.  Children are taught to have care and consideration for themselves and others: 

· In the classroom

· When using equipment  eg scissors, tools, PE apparatus

· When moving around school

· When carrying out investigations  eg a pond, pollution, soil studies, cookery.

· When on educational visits

For any physical activity children are expected to wear the appropriate footwear for indoor activities as bare feet grip better, and to wear pumps or trainers for outdoor activities.  If the indoor activity necessitates the wearing of shoes then all pupils involved in the activity must wear appropriate footwear.  Children must not wear jewellery during PE sessions.
For safety reasons we have a limited amount of rules to ensure pupil safety and these are clearly displayed e.g. walk around school 

In accordance with LA safety regulations, educational visits are carefully planned in advance, with staff visits made. 

Staff make reference to Educational visit guidance.  Details of the visit are sent to parents.  Children are asked to wear appropriate clothing for the activity planned.  The correct adult child ratio is always followed, and a first aid kit and emergency phone numbers taken.

Tilery Primary School has set procedures in case of an emergency in school, such as a fire or bomb alert when the building needs to be evacuated.  These drills are carried out at least once a term.  All staff and children are familiar with these procedures, and know their own exit route, place of assembly and roll call procedure.

All children are taught to take care of themselves and each other, but in a school environment, accidents do occur.  Most accidents in school are minor and can be dealt with by any member of staff.  A fully equipped first aid box is kept within easy reach of staff.  The schools accident register, accident forms and a list of any allergies children may have are kept at the school office.  First aid boxes are also kept in school.  If the accident is more serious, the aim of the school is to get the child qualified medical attention as quickly as possible.  Parents are informed straight away. And if necessary an ambulance is sent for.

Accident forms are filled in for any accident requiring professional medical attention, or caused by any defect in the school or its equipment.

The site supervisor, under the direction of the Head teacher, is responsible for ensuring that the building provides a safe and healthy environment for the children.  The site supervisor and DSO employees maintain a clean and tidy building and grounds.  Any minor repairs or maintenance are completed by the site supervisor, or through the use of authorised contractors.  Any equipment or hazardous substance is kept locked away from children.  All equipment is to British Standards and is maintained regularly.

5. Emergency Evacuation / Fire Drill 
· As soon as the emergency evacuation / fire alarm sounds all children and adults must stop what they are doing and walk out of the building through the nearest exit.

· Fire exits are clearly marked and fire procedure notices are posted in each area.

· The printed attendance list should be taken out to the appropriate evacuation area.

· Take your register and check that all the children are present. The registers will then be returned to the school clerk with an adult if appropriate.  (Please make sure they come around the outside of the building.)

· Nobody is to go back into school until notified by the Head teacher or person deputising for the Headteacher.  If a child is missing it must be reported immediately.

· When all the registers have been received and you have been notified that all is safe you may then go in.

· Please make sure your children walk in and out of school sensibly, and line up quietly.

· If your normal exit is blocked for any reason then use the nearest available exit.

Staff should make themselves familiar with the location of fire alarm buttons and fire extinguishers.  They need to familiarise themselves with the instructions on fire extinguishers so that they can be used without delay.

Care should be taken not to cover fire alarm buttons with frieze paper or paintings.

Lunchtime Emergency Evacuation / Fire Drill 

· All  midday supervisors on duty in the play ground and available staff shall on hearing the fire alarm gather all children together away from the building and ensure that no child re enters the building.  Children will line up in class groups.  
· Mid day supervisors and staff members on duty in the dining area shall evacuate all children from the building and ensure on the way out that any toilets are vacated.

· Staff members in classrooms where children are working shall evacuate all children from the building and ensure on the way out that any toilets are vacated.

· Staff on the premises will leave the building to support midday supervisors and take over the responsibility of ensuring the safety of the children,

· The Head teacher or Assistant Head teacher will ensure, as far as is reasonably practicable, that the rest of the building is vacated.
· The printed attendance list should be taken out to the appropriate evacuation area
· The class teacher will check that all pupils are present.  If a child is missing it must be reported immediately.

· In the absence of any staff, classroom assistants attached to that class and the mid day supervisor will check that all children are present and this will be overseen by a member of the senior leadership team.

· The registers will then be returned to the school clerk.  

· No body is to go back into school until notified by the head teacher or person deputising for the head teacher.

As members of staff may be off the school premises at lunchtime information as to their whereabouts needs to be given to the Head teacher so that they can be accounted for. 

Fire and Bomb alerts

In the event of a fire or bomb alert the Head teacher or the person deputising for the Headteacher must:

· Ring the fire alarm to activate the evacuation of the premises of all adults and children (see fire drill procedure.)

· Phone 999 for the fire brigade and police.

· Check that the evacuation procedure has been followed.

· Remain at the front of the school to meet the fire brigade/police and direct them to the incident. 

· All children and adults must remain outside

· Children and adults re enter the premises when the all clear has been given.

Car Parking

Drivers parking cars near the school, or dropping or collecting children at the school should at all times have consideration for the safety of pedestrians, other road users and the immediate community.  In particular, the road markings near the school should be observed at all times.

Parents are not permitted to drive on to the school site at any time due to the congestion of car parks.  This is reinforced regularly through newsletters and is supported by the LA enforcement team wherever possible. 
Policy on children moving equipment
In the normal day to day running of the school, there are certain situations where children will need to move equipment or items of furniture.  For example:

· Chairs and/or tables

· Sports equipment

· Small items of equipment

Children must always be supervised when moving any equipment or item of furniture.  Some items they may need to move may be heavy or awkward to handle.  Children need to be shown how to lift and carry them safely. This needs reinforcing on regular occasions.

PE and Sports Equipment

When using large apparatus, children must be trained in how to move, lift and set out each piece of apparatus.  This includes how to lift it correctly (how to bend) and how many children are needed for moving each piece of equipment for instance, a netball post- one child at each end.

Furniture

Chairs should be moved one at a time, and children must be shown how to carry them correctly, they may carry single chairs on their own.  Children must not be asked to move a stack of chairs.  If a large number of chairs are needed then the site supervisor will supervise.

Tables need one child at each end, a child must not attempt to lift a table on his/her own.

Wooden staging blocks are heavy and need at least two children per block as they are awkward to handle.  Children need to be shown how to pick them up and put them down so that their fingers or feet are not trapped.

Small items of equipment include tape players, CD players, PE trolleys etc.  These can be moved freely by the children.

Always make sure that when any item of equipment or furniture is being moved from one room to another, that there is another child available to open and close doors.

Items children should not move

· Computers- monitors can fall off trolleys, or wires get caught

· Piano- although on wheels it can tip, and feet and fingers become trapped

· Paper cutters

Security of the premises

The site supervisor, local security firm and Head teacher are the designated key holders and are responsible for the security of the building.

Class teacher

It is the responsibility of the class teacher to make sure that their classroom is secure, windows closed and equipment switched off before leaving the premises.

Site Manager
It is the responsibility of the site supervisor to check daily that:

· All locks and catches are in working order

· The emergency lighting is working

· The fire alarm has no faults

· The security system is working properly
Once a week to check:
· Planned weekly site inspection checks to be carried out to ensure the school is fit for purpose. 

Before leaving the premises to check:

· All the windows are closed

· The doors are locked and secure

· The security alarm is set

· All gates are locked

Head teacher/ Deputy Head teacher

It is the responsibility of the Head teacher or Deputy Head teacher to perform the above functions in the absence of the site supervisor.

In addition the Head teacher is responsible for the security of the premises during the school day.

All visitors are required to report to the school office.

Contractors on site

· Contractors are encouraged to telephone and make appropriate arrangements prior to visiting the school. They must either contact the Head teacher, school administrator or the site supervisor

· All contractors must report to the school office.  The site supervisor will then be informed of their arrival. Contractors will then be required to fulfil all Health and safety requirements before work can begin.
· Contractors will work under close supervision of the site supervisor so as not to endanger the health and safety of children or adults in school.

· Any equipment that contractors bring into school must be stored in a safe place away from corridors, classrooms and toilet areas.

· No repairs or maintenance can be carried out in areas which children or adults are occupying; this includes cloakroom and toilet areas.

· If contractors are working near to the children’s play areas, then all equipment and machinery must be cleared away during play time, and the contractors must leave the area.

All work must be monitored by the site supervisor and any concerns reported to the Head teacher, the contractor concerned and the appropriate department of the LA.

Reporting school accidents

Certain accidents arising out of or in connection with work are reportable to the Health and Safety Executive under the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences regulations 1985.  The following gives practical advice to schools on compliance with this duty.
It might be that the extent of the injury may not be apparent at the time of the accident or immediately afterwards. The injured person may not immediately be admitted to hospital.  Once the injuries are confirmed, or the person has spent more than 24 hours in hospital, then the accident must be reported as a major injury.

Recording accidents

All accidents must be recorded in a Record of First Aid Treatment book.  This is kept at the school office.  All details need to be filled in, including any treatment given.

Person responsible for supplies

The first aiders are responsible for checking the contents of the first aid boxes on a regular basis and for placing orders to replenish stock. All staff are responsible for notifying the first aiders if the supplies in any of the first aid boxes are running low. Tilery Primary School aim to regularly check the contents of all First Aid Kits on a fortnightly basis this will be signed by a designated First Aider and the Headteacher.
Allergies/Long term illness

A record is kept in the school office of any child’s allergy to any form of medication or food (if notified by the parent) any long term illness, for example asthma, and details on any child whose health may give cause for concern.

Accidents

Accidents fall into four categories.

· Fatal

· Major injury

· To employees resulting in more than three days consecutive absence

· Other accidents
Accidents in the first two categories should be reported immediately.
The accident should be reported by telephone immediately, and then confirmed in writing. A list of what constitutes a major injury is attached.  Category three accidents are reported to the Health and Safety Executive within 7 days.

If the accident is more than a minor one for child or adult, please report it immediately to the Head teacher or Assistant Head teacher who will send for an ambulance if needed and contact parents.  When in doubt contact parents/guardians/carers.

 Employee accidents

 (This applies to all Education employees and self employed persons on the school premises.)

Any accident to an employee resulting in a fatal or major injury must be reported to the HSE immediately by telephone.  The details must be confirmed on form F2508 within 7 days.

 If the accident does not result in a fatal or major injury, but the employee is incapacitated from their normal work for more than 3 days (excluding the day of the accident) there is no need to telephone, but form 2508 must be completed and sent to HSE within seven days of the accident.

Pupil accidents

(Including accidents to any visitors not at work)

Fatal and major injuries to pupils on the school premises during school hours must be reported in the same way as those to employees.  However, injuries during play activities in playgrounds arising from collisions, slips and falls are not reportable unless they are attributable to:

· The condition of the premises (For example, potholes, ice, damaged or worn steps etc)

· Plant or equipment on the school premises

· The lack of proper supervision

Fatal and major injuries to school pupils occurring on school sponsored or controlled activities off the school site ( such as field trips, sporting events or holidays in the UK) must be reported immediately.

Other accidents

These are the accidents which more commonly occur in school.

Procedure to follow:

· Always fill in the accident book for minor injuries (including all bumps on the head, but not minor cuts and grazes).  This book is to be found at the first aid station. All pupil  injuries will be recorded in writing in the School Office Sickness, Absence, Injuries and Attendance Log.
· If a child has a bump on the head you must send a letter home and/or contact the parent/guardian.  
· Fill in the accident form.  If the parent or guardian has to be sent for to take the child to the family doctor or hospital for further treatment copies of the form will be found in the office.  Give the form to the Head teacher or the Deputy Head teacher to sign.

Copies will then be taken for:

· Health and Safety executive (and posted)

· Area Education Office

· For the school file

Major Injuries

· Fracture of the skull, spine or pelvis

· Fracture of any bone in the arm other than a bone in the wrist or hand

· Fracture of any bone in the leg other than a bone in the ankle of foot

· Amputation of a hand or foot

· The loss of sight of an eye

· Any other injury which results in the person injured being admitted to hospital as an inpatient for more than 24 hours, unless that person is detained only for observation.

Staff safety

Staff should not lift heavy objects of furniture.    

When lifting manageable objects staff should lift in the correct position and should not place exceptional strain on their backs and shoulders.  If possible they should enlist the help of a colleague or the site supervisor.

Staff should be aware of the dangers of standing and balancing on furniture when putting up displays etc. Lower school pupil chairs are not designed to support an adults weight.

Wherever possible the floor of the staff room, the storage room, cupboards and other areas should be kept free of obstacles which may cause a trip hazard.

Locker trays, lower filing cupboard drawers and the door of the dishwasher should be kept in a closed position to prevent other members of staff from falling over.

If the floor of any area is wet it should be mopped and a warning notice should be placed on the floor .

Staff must not undertake any electrical repairs.
First Aid
Please see First Aid in the Workplace Guidance Attached.  (Appendix 1).
Supervision of Young Children 
In the organisation and management of staff and pupils within the Early Years Foundation Stage due recognition will be given to the regulations stated in The Early Years Foundation Stage Statutory Framework (Appendix 2). The relevant pages( 49-54) are attached to the back of this policy.
This policy is to be reviewed termly by the Governing Body

Signed: ……………………………… Health and Safety Lead

Date: ………………………….

Signed: ……………………………… Chair of Governors

Date: ………………………….

(Appendix 1)
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First Aid

The Health & Safety (First Aid) Regulations 1981 set out the essential aspects of first aid that employers have to address.  This document gives guidance on the procedure and practice to be adopted to ensure we satisfy our legal responsibilities.

What is First Aid  ?
People at work can suffer injuries or illness, it doesn't matter whether the injury or illness is caused by the work they do.  It is important that they receive immediate attention and that an ambulance is called in serious cases.  First aid can save lives and prevent minor injuries becoming major ones. First aid at work covers the arrangements that need to be made to ensure this happens, that is the initial management of any injury or illness suffered at work. It does not include giving tablets or medicines to treat illness.

The aim of first aid is to reduce the effects of injury or illness suffered at work, either caused by the work itself or by some factor outside the employer's control. First-aid provision must be `adequate and appropriate in the circumstances'. This means that sufficient first-aid personnel and facilities should be available, to give immediate assistance to casualties with both common injuries or illness and those likely to arise from specific hazards at work or   to summon an ambulance or other professional help.

Assessment of First Aid Needs

An employer must make an assessment of first aid needs appropriate to the circumstances of each workplace, including and adequately accommodating people with individual or special needs.   

The Department for Education and Employment (DfEE) First Aid Guidance states; 

“In the light of their legal responsibilities for those in their care, schools should consider carefully the likely risks to pupils and visitors, and make allowances for them when drawing up policies and deciding on the numbers of first-aid personnel”.

Appendix 1 contains a checklist to help you assess your first-aid needs.

First Aid Provision

How much first aid provision depends on individual circumstances in each workplace, but you do need to assess what facilities and personnel are appropriate.

In assessing First Aid needs Managers need to consider; 

· workplace hazards and risks

· size of department / section

· paediatric first aid

· department / section accident history

· the nature and distribution of the workforce

· the remoteness of your location from emergency medical services

· the needs of mobile, remote and lone workers

· shared or multi-occupied sites;

· annual leave and other absences of first aiders and appointed persons.

The public

The Health and Safety (First Aid) Regulations 1981 do not oblige managers to provide for first aid for anyone other than their own staff.  Indeed, Regulations requiring first-aid provision for members of the public cannot be made under the Health & Safety at Work etc. Act 1974.  But many undertakings, for example educational establishments, health and social care premises, places of entertainment and leisure facilities provide a range of services for others.  Wherever this is the case, consideration should be given in the assessment process to the nature of potential hazards and numbers of people exposed.

First Aid in Schools     

Non Early Years Foundation Stage

A First Aider must complete a training course approved by the Health and Safety Executive.  Within a school the main duties of a first aider are to;
· Give immediate help to casualties with common injuries or illnesses and those arising from specific hazards at school;

· When necessary, ensure than ambulance or other professional medical help is called.

Standard first aid at work training courses do not include the elements in the paediatric first aid training.

Employers are responsible for the provision of appropriate first aid equipment, facilities and trained first aiders in respect of their employees - this includes schools, as they are workplaces. The Health and Safety Executive (HSE) strongly encourages employers, which would also include schools, to consider others when carrying out their assessment of first aid needs and to make provision for them. DfEE recommend that schools normally include staff, pupils and visitors when carrying out risk assessments for first-aid needs.

The Department for Education and Skills (DFES) has published guidance on how this relates to schools - Guidance on First Aid for Schools
In this context the legal responsibilities of the schools and Local Authorities stem from their common law duty to look after children in their care.


First Aid in Schools   

Early Years Foundation Stage

Paediatric First Aid Requirement For EYFS

From September 2008, under the terms of the new Statutory Framework for the Early Years Foundation Stage, there is a requirement which must be met for all schools and early years providers in Ofsted registered settings attended by young children – that is children from birth to the end of the academic year in which a child has their fifth birthday.

Stating that ;-

“at least one person who has a current paediatric first aid certificate must be on the premises at all times when children are present.  There must be at least one person on outings who has a current paediatric certificate.”

EYFS  Criteria for effective paediatric first aid training

In order to meet the requirements of the EYFS, paediatric first aid courses must be approved by the local authority in whose area the early years provision is located, and must meet the following criteria:

· Training is designed for workers caring for children in the absence of their parents.

· The training leading to a certificate or a renewal certificate is a minimum of 12 hours.

Training should also take account of any guidance on first aid for schools issued by the Department for Education and Skills,

and guidance on standard first aid at work training requirements issued by the Health & Safety Executive.

· The first aid certificate should be renewed every three years.

· Resuscitation and other equipment includes baby and junior models, as appropriate.

· Training covers appropriate contents of a first aid box for babies and children.

· Training should include recording accidents and incidents.

· The course covers the following areas:

· Planning for first aid emergencies involving babies and children.

· Dealing with emergencies involving babies and children.

· Resuscitating babies and children.

· Recognising and dealing with shock in babies and children.

· Recognising and responding appropriately to anaphylactic shock in babies and children.  

· Recognising and responding appropriately to electric shock in babies and children.

· Recognising and responding appropriately to bleeding in babies and children.

· Responding appropriately to burns and scalds in babies and children.

· Responding appropriately to choking in babies and children.

· Responding appropriately to suspected fractures in babies and children.

· Responding appropriately to head, neck and back injuries in babies and children.

· Recognising and responding appropriately to cases of poisoning in babies and children.

· Responding appropriately to foreign bodies in eyes, ears and noses of babies and children.

· Responding appropriately to eye injuries in babies and children.

· Responding appropriately to bites and stings in babies and children.

· Responding appropriately to the effects of extreme heat and cold in babies and children.

· Responding appropriately to febrile convulsions in babies and young children.

· Recognising and responding appropriately to the emergency needs of babies and children with chronic medical conditions, including epilepsy, asthma, sickle cell anaemia, diabetes.

· Recognising and responding appropriately to meningitis and other serious sudden illnesses.

For further information on the EYFS  framework ;-
Statutory Framework for the Early Years Foundation Stage
‘Practical guidance for EYFS’
First-aid containers
The minimum level of first-aid equipment is a suitably stocked and properly identified first-aid container.  Every Manager should provide for each work site at least one first-aid container supplied with a sufficient quantity of first-aid materials suitable for the particular circumstances.

First-aid containers should be easily accessible, and placed, if possible, near to hand washing facilities.  Managers assessing the need for first-aid provision on large sites should consider providing more than one first-aid container.  First-aid containers should protect first-aid items from dust and damp and should only be stocked with items useful for giving first aid. 
Eye washing bottles, if needed, should similarly be protected from accumulated dust. 

There is no standard list of items that should be included in the first-aid container. Managers should decide what to include in the first-aid container from information gathered during their assessment of first-aid needs.  As a guide, where no special risk arises in the workplace, a minimum stock of first-aid items would normally include,

· a leaflet giving general guidance on first aid,

· individually wrapped sterile adhesive dressings (assorted sizes) appropriate to the type of work (dressings may be of a detachable type for  food handlers)

· two sterile eye pads

· four individually wrapped triangular bandages (preferably sterile)

· six safety pins

· six medium sized individually wrapped sterile unmediated wound dressings – approximately 12 cm x 12 cm

· two large sterile individually wrapped unmediated wound dressings - approximately 18 cm x 18 cm
· one pair of disposable gloves

· This is a suggested contents list only; equivalent but different items will be considered acceptable.
The contents of first-aid containers should be examined frequently and should be restocked as soon as possible after use.  Sufficient supplies should be held in a back-up stock on site.  Care should be taken to discard items safely after the expiry date has passed.  All first-aid containers must be identified by a white cross on a green background. Tilery Primary School aim to regularly check the contents of all First Aid Kits on a fortnightly basis this will be signed by a designated First Aider and the Headteacher.
Travelling first-aid kits

First-aid kits for travelling workers would typically contain

· a leaflet giving general guidance on first aid

· six individually wrapped sterile adhesive dressings

· one large sterile individually wrapped unmediated wound dressings - approximately 18 cm x 18 cm;

· two triangular bandages;

· two safety pins;

· individually wrapped moist cleansing wipes;

· one pair of disposable gloves

This is a suggested contents list only, equivalent but different items will also be considered acceptable. As with first-aid containers, the contents of mobile kits should be kept stocked from the back-up stock at the home site.

First-aid rooms.

Managers should provide a suitable first-aid room where the assessment of first-aid needs identifies this as necessary. 

The first-aid room(s) should contain essential first-aid facilities and equipment, be accessible to stretchers and be clearly signposted and identified.  If possible, the room(s) should be reserved exclusively for giving first-aid.

A first-aid room or rooms will usually be necessary in establishments with high risks, such as shipbuilding firms, chemical industries or large construction sites and in larger premises at a distance from medical services. A designated person should be given responsibility for the room.

Typical examples of facilities and equipment a first aid room may contain are:

· a sink with hot and cold running water;

· drinking water and disposable cups;

· soap and paper towels;

· a store for first-aid materials;

· foot operated refuse containers, lined with disposable yellow clinical waste bags or a container suitable for the safe disposal of clinical waste;

· a couch with waterproof protection and clean pillows and blankets;

· a chair;

· a telephone or other communication equipment;

· a record book for recording incidents where first-aid has been given.
Tablets and Medications
HSE guidance states that first aid at work does not include giving tablets or medications to treat illness and such items should not be kept in the first aid box.  However, strictly speaking, there is no legal bar to employers making such items available to employees, if the assessment of first aid needs indicates they should be provided. 

HSE has no objection to paracetamol or aspirin being made available in the workplace. First aiders issuing these tablets should have a reasonable understanding of what is involved. Some workers carry their own medications such as inhalers for asthma or 'Epipens' which contain injectable adrenaline for the treatment of severe allergic (anaphylactic) reactions, for example to peanuts. These medications are prescribed by a doctor. If an individual needs to take their own prescribed medication, the first aider's role is limited to helping them do so and contacting the emergency services as appropriate.
Medicines legislation restricts the administration of injectable medicines. Unless self administered, they may only be administered by or in accordance with the instructions of a doctor (eg by a nurse). However, in the case of adrenaline there is an exemption to this restriction which means in an emergency, a suitably trained lay person is permitted to administer it by injection for the purpose of saving life. The use of an Epipen to treat anaphylactic shock falls into this category. Therefore, first aiders may administer an Epipen if they are dealing with a life threatening emergency in a casualty who has been prescribed and is in possession of an Epipen and where the first aider is trained to use it.

Hygiene and Infection Control

All staff should take precautions to avoid infection and must follow basic hygiene procedures.  Staff should have access to single-use disposable gloves and hand washing facilities, and take care when dealing with blood or other body fluids and disposing of dressings or equipment.  Further guidance is available through DfEE and HSE.
First-aid personnel

First-aiders

 Where the first-aid assessment identifies a need for suitable people to be available for providing first-aid, the Manager should ensure that they are provided in sufficient numbers and at appropriate locations to enable first-aid to be administered without delay should the need arise.  Where 50 or more people are employed, at least one such person should be provided unless the assessment justifies otherwise.

Numbers

The assessment will help managers to decide how many first-aiders they need. There are no hard and fast rules on exact numbers since the staff will have to form a judgement taking into consideration all the essential circumstances of that particular department or worksite.  For example, a small worksite with comparatively low health and safety risks may not need a first-aider (but will need an appointed person).  On the other hand, where an activity carries a high risk to health and safety and the workforce is spread across a number of work areas, at least one first-aider might be needed in each separate work area, in addition to those at the main site.

When you have completed the assessment checklist in Appendix 1, look at Table 1. Table 1 offers suggestions on how many first-aiders or appointed persons might be needed in relation to categories of risk and number of employees.  The details in the table are suggestions only - they are not definitive, nor are they a legal requirement. It is for the Managers to assess their first-aid needs in light of their particular circumstances.

Selection
The selection of first-aiders depends on a number of factors, including an individual's, 

· reliability, disposition and communication skills

· aptitude and ability to absorb new knowledge and learn new skills

· ability to cope with stressful and physically demanding emergency procedures

· normal duties. These should be such that they may be left to go immediately and rapidly to an emergency.

Table 1 Suggests numbers of first-aid personnel to be available at all times people are at work, based on an assessment of risk and number of workers

Where there are special circumstances, such as remoteness from emergency medical services, shift-work, or sites with several separate buildings, there may need to be more 
first-aid personnel than set out below.  Increased provision will be necessary to cover for absences.

Table 1

Suggested numbers of   first aiders, subject to a risk assessment and the numbers of people at work.

	Category of risk
	Suggested number of first-aid personnel

	Lower risk

e.g. shops, offices, libraries

Fewer than 50  employed

50-100  employed

More than  100 employed


	At least one  appointed person 

at least one first-aider

One more first-aider for every 100 employed

	Medium Risk

e.g. light engineering and assembly work, food processing, ware 

Fewer than 20  employed

20-100 employed

More than 100 employed


	At least one appointed person.

At least one first-aider  for every 50 employed.

One more first-aider for every 100 employed.

	High risk

e.g. most construction , slaughterhouse, chemical manufacture, extensive work with dangerous machinery or sharp instruments

Fewer than 5 employed

50 -100 employed

More than 50 employed

Where there are hazards for which additional first-aid skills are necessary
	At least one appointed person .

At least one first-aider.

One additional first-aider for every 50 employed.

At least one first-aider trained in specific emergency action.




Qualifications and training.
Before taking up first-aid duties, a first-aider must hold a valid certificate of competence in first-aid at work, issued by an organisation whose training and qualifications are approved by the HSE.

Information on first aid training is available from the Training & Organisational Development Section of Resources on Tel No (01642) 528361 / 2.

Training courses offer a basic curriculum in a range of first aid competencies needed in any workplace. These competencies are listed in Appendix 2.  

Special additional training may be necessary to cover less common risks so that first-aiders can cope with particular problems.  For example, more in-depth, specific training would be advisable in cases where first-aid may need to be given because of risks from hydrofluoric acid or work in confined spaces.

This training may be undertaken as an extension to the basic training or as a separate course and does not need the approval of the HSE. The standard certificate may be endorsed to verify that special training has been received.

Guidance for training organisations on the standards and requirements for approval of training is given in a separate HSE publication.
As first-aid at work certificates are only valid for a length of time HSE decides (currently three years), you will need to arrange refresher training with re-testing of competence before certificates expire.  If a certificate expires, an individual will have to undertake a full course of training to be re-established as a first-aider. Manager should keep a record of first-aiders and certification dates to assist them with the timely arrangement of refresher training

Appointed persons.
Where an assessment of first-aid needs identifies that a first aider is not necessary, the minimum requirement for  an employer is to appoint a person to take charge of the first-aid arrangements, including looking after the equipment and facilities and calling the emergency services when required.  Arrangements should be made for an appointed person to be available to undertake these duties at all times when people are at work.

Even in work sites with comparatively low health and safety risks where first aiders are considered unnecessary, there is always a possibility of an accident or sudden illness.  It is important, therefore, that someone is always available to take immediate action, such as calling an ambulance. Manager must, in the absence of first aiders, appoint a person for this purpose, though appointed persons are not necessary where there is an adequate number of first aiders.

It should be remembered that the appointed persons are not first aiders and so should not attempt to give first aid for which they have not been trained.  

However, it is good practice to ensure that appointed persons have emergency first aid training and refresher training as appropriate.

The Regulations provide for a person to be appointed to provide emergency cover in the absence of first aiders but only where the absence is due to exceptional, unforeseen and temporary circumstances. Absences such as annual leave does not count. Remember that if the assessment calls for first aiders to be provided, they should be available whenever the need arises.

Reporting Accidents and Record Keeping

There are statutory requirements for the reporting of accidents underreporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

The employer must keep a record of any reportable injury, disease or dangerous occurrence.  This must include the date and method of reporting; the date, time and place of the event; personal details of those involved and a brief description of the nature of the event or disease.  

It is important that the reporting system is followed which includes the Notification of Accident Form (SP8) that is despatched to the Health and Safety Team.

Specific Legal Requirements

Illnesses and Injuries

· Providers must notify Ofsted and local child protection agencies of any serious accident or injury to, or serious illness of, or the death of, any child whilst in their care and act on any advice given.  An early years provider who, without reasonable excuse, fails to comply with this requirement, commits an offence.

· Providers must have a first aid box with appropriate content to meet the needs of children.

· Providers must keep a record of accidents and First Aid Treatment.  
· Providers must inform parents of any accidents or injuries sustained by the child whilst in the care of the providers and of any first aid treatment that was given.

· Providers must discuss with parents the procedure for children who are ill or infectious.

· NB:  In mainstream and in any early years OFSTED registered settings attended by young children,( ie children between birth and the end of the academic year in which they have their 5th birthday) :

· At least one person who has a current paediatric first aid certificate must be on the premises at all times when children are  present

· There must be at least one person on outings who has a current paediatric first aid certificate

Statutory Guidance to which providers should have regard.

The procedure should cover:

· Arrangements for children to be removed from the provision

· The protocol for contacting parents or another adult designated by the parent if a child becomes ill or receives minor injuries whilst in the providers care.

· Providers should ensure that any animals on the premises are safe to be in the proximity of children and do not pose a health risk.

Appendix 1.     Assessment of first-aid needs checklist

	The minimum first-aid provision for each work site is:

               - a suitable stocked first-aid container

               - a person appointed to take charge of first-aid arrangements
This checklist will help you assess whether you need to make any additional provision

	Aspects to consider


	Impact on first-aid provision



	1   

What are the risks of injury and ill health  arising from the work as identified in  your  risk  assessments
	If risks are significant you may need to employ first-aiders.

	2    

 Are there any specific risks, e.g.   working

 with:

-     hazardous substances;

-     dangerous tools;

-     dangerous machinery;

-     dangerous loads or animals?
	Managers  will need to consider:

-     specific training for first-aiders;

-     extra first-aid equipment;

-     precise siting of first-aid 

      equipment;

-     informing emergency services;

-     first-aid room

	3   

Are there parts of your establishment                  where different levels of risk can be identified?
	Managers will probably need to make different levels of provision in different parts of the establishment

	4 

Are large numbers of people employed on 

 Site ?
	Managers may need to employ first-aiders to deal with the higher probability of an accident

	5  

What is your record of accidents and cases of ill health?

What type are they and where did they 

happen?
	Managers may need to - 

locate your provision in certain areas, review the contents of the first-aid box

	6  

Are there inexperienced workers on site, or staff with disabilities or special health  problems?
	Managers will need to consider:

-     special equipment:

-     local positioning of equipment

	7 

Are the premises spread out, e.g. are there several buildings on the site or multi-floor   buildings?
	Managers will need to consider provision in each building or on several floors

	8    

Is there shift work, out-of-hours or lone working  undertaken ?
	Remember that there needs to be first-aid provision at all times people are at work

	9 

Is your workplace remote from emergency  medical services?
	Managers will need to:

inform local medical services of your 

consider special arrangements with

the emergency services

	10   

Do you have staff who travel a lot or work 

alone ?     
	Managers will need to consider -

-  issuing personal first-aid kits 

   and training staff in their use

-  issuing personal communicators 

   to  employees

	11 

Do any of your staff work at sites occupied by  other employers ?
	Managers will need to make arrangements with other site occupiers

	12   

Do you have any work experience trainees ?
	Remember that your first-aid provision must cover them

	13   

Members of the public visit your premises?
	Managers have no legal responsibilities for non-employees, but HSE strongly recommends you include them in your first-aid provision

	14  

 Do you have staff with reading or language  difficulties ?
	Managers will need to make special arrangements to give them first-aid information

	15

Are there any children present who are five           If the premises are a school or early 

Year old  or younger ?                                            years provider in an Ofsted registered  

                                                                                setting, then provision MUST be made to                

                                                                                ensure that there are always qualified 

                                                                                paediatric first-aiders  present on the

                                                                                premises AND on visits and trips.

Don't forget that first aiders and appointed persons take leave and are often absent from the premises for other reasons.  

Managers must appoint sufficient people to cover these foreseeable   absences to enable first-aid personnel to be available at all times people are at work.




	Appendix 2.     First-aid competencies

	On completion of training successful candidates need to be able to apply the following competencies

	the ability to act safely, promptly and effectively when an emergency occurs at work

	the ability to administer cardio-pulmonary resuscitation (CPR) promptly and effectively

	the ability to administer first aid safely, promptly and effectively to a casualty who is  unconscious

	the ability to administer first aid safely, promptly and effectively to a casualty who is 

 wounded or bleeding

	the ability to administer first aid safely, promptly and effectively to a casualty who

	· has been burned or scalded

	· is suffering from an injury to bones, muscles or joints

	· is suffering from shock

	· has an eye injury

	· may be poisoned

	· has been overcome by gas or fumes

	the ability to transport a casualty safely as required by the circumstances of the workplace

	the ability to recognise common major illnesses and take appropriate actions

	the ability to recognise common minor illnesses and take appropriate actions

	the ability to maintain simple factual records and provide written information to a doctor  or hospital if required

	Students will also be required to demonstrate knowledge and understanding of the principles of first aid at work,  in particular of

	· the importance of personal hygiene in first-aid procedures

	· the legal framework for first-aid provision at work

	· the use of first-aid equipment provided in the workplace

	· the role of the first aider in emergency procedures


Information for Staff
First-aid arrangements will only operate effectively and efficiently in an emergency where they have been adequately communicated to, made available and accessible to people in the workplace.  Staff must be  notified  by displaying an appropriate number of first-aid notices in suitable locations.  

The notice needs to be clear and easily understood by all staff. 
Suitable First Aid notices for display are available from ;-
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Your First Aiders are: (Full name / Telephone)

Your nearest accident book is located at:

Your first aid box is located at:




the Health and Safety Team based in Stirling House, Thornaby,

           tel   01642 – 528197

· from Stockton School Extranet System (SES) Document Library / Health and Safety / First Aid
· SBC’s intranet at ; Toolkit / Health and Safety / Safety Notices  & Posters location on the intranet

· or,   from any  safety signs supplier.


Statutory Framework for the

Early Years Foundation Stage

May 2008

Setting the Standards for Learning, Development

and Care for children from birth to five

STATUTORY
(Appendix 2)

Specific legal requirements for ratios of adults to children (as required by

page 32 of this document)

A: Maintained and independent schools and registered early years providers, except for childminders

1 The ratio requirements set out the minimum numbers of staff that must be present with the

children at any time. It may, according to circumstances, be necessary to exceed these minimum requirements. The provider should consider at all times whether there is adequate supervision of children and ensure that the needs of the individual children being cared for are met.

2 The numbers of children set out below represent the maximum numbers of children who may be provided for by early years providers. However, the maximum number of children who may be appropriately cared for by a particular provider may be fewer than the maximum numbers given here. In registered provision, Ofsted will make a judgement about the overall maximum numbers of children that a particular provider may be registered to care for which will be set out in the conditions of registration. This judgement will be based on factors such as the amount of space available.

3 The ratios relate to staff time available to work directly with children. Sufficient suitable staff must be available to cover staff breaks, holidays, sickness and time spent with parents, in order to ensure that the ratio and qualification requirements are always met in relation to the staff working directly with the children. Additional staff may be required to undertake management tasks, prepare meals, maintain premises and equipment and so on.

4 The ratios include any children of staff or volunteers. Any care provided for older children must not adversely affect the care of children receiving early years provision.

5 There must be at least two adults on duty in a setting at any time when children are present.

6 The EYFS ratio and qualification requirements for maintained schools are compatible with the national Agreement and the workforce remodelling agenda which have introduced changes to enable teachers to focus more effectively on their teaching and to enhance the role of support staff. Teacher involvement, due to their specific training and expertise, can have a significant impact on children’s learning. Therefore, the teaching and learning in each class or group of pupils aged three and over in maintained schools and nursery schools must be led by a teacher. Children aged under two in any early years group setting

■■ there must be at least one member of staff for every three children;

■■ at least one member of staff must hold a full and relevant level 3 qualification (as defined by CWDC), and have suitable experience of working with children under two;

■■ at least half of all other staff must hold a full and relevant level 2 qualification (as defined by CWDC);

■■ at least half the staff must have received specific training in the care of babies;

■■ the member of staff in charge of the babies’ room must have suitable experience of working with children under two years.

Children aged two in any early years group setting

■■ there must be at least one member of staff for every four children;

■■ at least one member of staff must hold a full and relevant level 3 qualification (as defined by CWDC);

■■ at least half of all other staff must hold a full and relevant level 2 qualification (as defined by CWDC).

Children aged three and over in any registered early years provision

7 Between the hours of 8 am and 4 pm, where a person with Qualified Teacher Status, Early Years Professional Status or another suitable level 6 qualification (which is full and relevant, and defined by CWDC) is working directly with the children, the following requirements apply:

■■ there must be at least one member of staff for every 13 children;

■■ at least one other member of staff must hold a full and relevant level 3 qualification (as defined by CWDC).

8 At any time outside the hours of 8 am and 4 pm, or between the hours of 8 am and 4 pm but

where a person with Qualified Teacher Status, Early Years Professional Status or another

suitable level 6 qualification (which is full and relevant, and defined by CWDC) is not working

directly with the children, the following requirements apply:

■■ there must be at least one member of staff for every eight children;

■■ at least one member of staff must hold a full and relevant level 3 qualification (as defined by CWDC);

■■ at least half of all other staff must hold a full and relevant level 2 qualification (as defined by CWDC). Children aged three and over in independent schools, including in reception classes

9 Where a person with Qualified Teacher Status, Early Years Professional Status or another

suitable level 6 qualification (which is full and relevant, and defined by CWDC) is working directly with the children, the following requirements apply:

■■ there must be at least one member of staff for every 13 children;

■■ at least one other member of staff must hold a full and relevant level 3 qualification (as defined by CWDC).

10 Where a person with Qualified Teacher Status, Early Years Professional Status or another suitable level 6 qualification is not working directly with the children, the following requirements apply:

■■ there must be at least one member of staff for every eight children;

■■ at least one member of staff must hold a full and relevant level 3 qualification (as defined by CWDC);

■■ at least half of all other staff must hold a full and relevant level 2 qualification (as defined by CWDC).

Children aged three and over in maintained schools and nursery schools (except for children in reception classes)

■■ The early years provision in each class or group of pupils must be led by a ‘school teacher’1. A teacher must be present with the children except during non-contact time, breaks and short term absence.

1 As defined by Section 122 of the Education Act 2002 and the Education (School Teachers’ Prescribed Qualifications, etc) Order 2003.

■■ There must be at least one member of staff for every 13 children.

■■ At least one member of staff must hold a full and relevant level 3 qualification (as defined by CWDC).Guidance on staffing arrangements during the teacher’s non-contact time, breaks and short-term absence is provided on page 17 of the Practice Guidance for the Early Years Foundation Stage booklet.

Children in reception classes in maintained schools

11 The EYFS does not place ratio and qualification requirements on reception classes in maintained schools provided they fall within the legal definition of an infant class (i.e. a class containing pupils the majority of whom will reach the age of five, six, or seven during the course of the school year)2. Such classes are already subject to infant class size legislation: an infant class must not contain more than 30 pupils while an ordinary teaching session is conducted by a single school teacher3. See page 17 of the Practice Guidance for the Early Years Foundation

Stage booklet for further information.

B: Childminders

12 The numbers of children for whom a childminder may care are set out below. The numbers include

the childminder’s own children or any other children for whom they are responsible – for example,

children who the childminder is fostering. Any care provided for older children must not adversely

affect the care of children receiving early years provision.

13 The numbers of children set out below represent the maximum number of children who may be

cared for by a childminder at any one time. However, the maximum number of children who may

be appropriately cared for by a particular childminder may be fewer than the maximum numbers

given here. In all cases, Ofsted will make a judgement about the maximum numbers of children

that a particular childminder may be registered to care for which will be set out in the conditions

of registration. This judgment will be based on factors such as the amount of space available.

Each childminder may care for:

■■ a maximum of six children under the age of eight;

■■ of these six children, a maximum of three may be young children4, however where four- and

five-year-old children only attend the childminding setting before and/or after a normal school

day, they may be classed as children over the age of five for the purposes of the adult:child ratio;

■■ normally, no more than one child may be under the age of one, however a childminder may be

registered to care for two children under the age of one where they are able to demonstrate that

they can meet and reconcile the individual needs of all the children being cared for.

14 Exceptions to these ratios can be made for siblings and to provide continuity of care in certain

circumstances approved by Ofsted, provided that the total number of children under the age of

eight being cared for does not exceed six.

15 If a childminder either employs an assistant or works with another childminder, the above

numbers apply to each of these individuals in addition to the childminder.

2 Section 4 of the School Standards and Framework Act 1998.

As defined by Section 122 of the Education Act 2002 and the Education (School Teachers’ Prescribed Qualifications, etc) Order 2003. A child is a young child up until 1st September following his or her fifth birthday.

Glossary

Baby room 
A separate base room for children under the age of two; however after the age of 18 months these children may be transferred to an older group.

CWDC

The Children, Young People and Families Workforce Development Council (CWDC) is an independent employer-led delivery partner of DCSF. CWDC administers the Early Years, Childcare and Playwork: Qualifications website on behalf of the DCSF. The website supports individuals and employers in identifying appropriate training and development for particular job roles in early years and playwork. It also provides guidance to Ofsted inspectors, employers and practitioners about how specific qualifications meet the requirements set out by the DCSF for early years provision. 
Disabled child 
A child who has a disability for the purposes of the Disability Discrimination Act 1995.

Early Years Action

When practitioners working with a child on a daily basis, or the setting’s SENCO, identify that the child has special educational needs and provide interventions that are additional to or different from those provided as part of the setting’s usual activities and strategies.

Early Years Action Plus

When practitioners working with a child on a daily basis and the SENCO are provided with advice or support from outside specialists, so that interventions other than, or additional to, those provided through Early Years Action can be put in place.

Early Years Foundation Stage

The learning and development requirements and welfare requirements that early years providers must comply with.

Early years provider

A person who provides early years provision – this will include any person registered on the Early Years

Register, and schools (maintained and independent) providing early years provision. A company, committee or group may make up the registered person.

Early years provision

The provision of learning, development and care for a young child.

Independent school

Defined in Section 463 of the Education Act 1996. A school which is not maintained by the local authority, and which provides full-time education for five or more pupils of compulsory school age, or one or more pupils with a statement of special educational needs or who is in public care (within the meaning of Section 22 of the Children Act 1989). A school providing education to such pupils must be registered with the DCSF. See www.dcsf.gov.uk/reg-independent-schools/

Key person

The named member of staff assigned to an individual child to support their development and act as the key point of contact with that child’s parents.

Maintained nursery school

Defined by the Education Acts 1996 and 2002. A school which is maintained by the local authority for pupils aged between two and four, and which is not a special school.

Maintained school

Defined in Section 106 of the Childcare Act 2006. A school maintained by a local authority.

Manager

The individual who manages the early years provision.

Nominated individual

The person who has been nominated by a registered provider who is a partnership, body corporate or unincorporated association:

■■ to be responsible for dealing with Ofsted in relation to the organisation’s registration in the early

years register;

■■ to oversee the management of the early years provision.

Non-maintained special school

A special school not maintained by a local authority, approved by the Secretary of State under

Section 342 of the Education Act 1996.

Nursery class

For the purposes of this document, a class in any school comprising children who have their fourth birthday during the school year, and any other children with whom it is appropriate to educate them. This is usually the year before children attend a reception class.

Ofsted

Her Majesty’s Chief Inspector of Schools in England. An independent, non-ministerial government department, responsible for the arrangement and the inspection of a range of education and children’s services, and for the inspection and regulation of early years provision and registered childcare. From April 2007 the organisation’s full title changes to the Office for Standards in Education, Children’s Services and Skills, but will continue to be known as Ofsted. 

Overnight care

For the purposes of this document, where a child spends the majority of the hours from 8 pm to 6 am with an early years provider.

Parent

Includes any individual who –

a) has parental responsibility for a child; or

b) has care of a child.

Person in charge

An individual appointed by the registered person as the person in charge of providing early years provision on the premises; or, where that individual is not present, the deputy who they have so nominated as being the person in charge of providing early years provision on the premises.

Practitioner

Any adult who works with children in a setting.

Premises, Any building, area or vehicle on which childcare is provided. Reception class 
Defined by Section 142 of the School Standards and Framework Act 1998. An entry class to primary schools for children who have their fifth birthday during the school year and for children who are younger or older than five with whom it is appropriate to educate them.

Registered provider References in the EYFS to ‘registered providers’ refer to early years providers registered by Ofsted. On the Early Years Register. Early years provision for children  aged three and over made directly by a maintained or independent school (i.e. the governing body or proprietor is responsible for it) is not required to be registered providing at least one pupil of the school attends. Subject to certain exemptions, all other types of provision for children aged from birth to the end of August following their fifth birthday, including any provision made for children under the age of three by maintained or independent schools, must be registered by Ofsted. School For the purposes of this document, refers to maintained schools, independent schools and non maintained special schools. School Action

This is the equivalent of the term Early Years Action, but applies in respect of reception classes in maintained schools, when a class or subject teacher identifies that a pupil has special educational needs and provides interventions that are additional to or different from those provided as part of the school’s usual differentiated curriculum or activities.

School Action Plus This is the equivalent of the term Early Years Action Plus, but applies in respect of reception classes in maintained schools, when the class or subject teacher and the SENCO are provided with advice or support from outside specialists, so that interventions other than, or additional to, those provided through School Action can be put in place. The SENCO usually takes the lead although day-to-day provision continues to be the responsibility of the class or subject teacher. School day For the purpose of this document, a school day is defined as two sessions with a break in the middle of the day between those two sessions.

School teacher

School teachers include qualified teachers and others, such as those on employment-based routes to Qualified Teacher Status and overseas trained teachers. 

Setting 

Any out-of-home provider of early years provision for children from birth to five, such as childminders, local authority nurseries, nursery or early years centres, children’s centres, playgroups, pre-schools, or schools in the independent, private or voluntary sector and maintained schools.

Special school

A school which is specially organised to make special educational provision, and is approved by the Secretary of State under Section 342 of the Education Act 1996.

Young child

A child is a ‘young child’ during the period:

a) beginning with his birth, and

b) ending immediately before the 1st September next following the date on which he attains the age of five.
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