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INTRODUCTION

All Physical Education Co-ordinators should be able to successfully manage the level of risk so that it underpins the sound planning and good existing practice which are integral to the delivery of physical education through all the key stages.                                                                                                                                                                                                                                                                      

The purpose of the guidance notes is to:

· provide you with current information about risk management in physical education.

· provide an opportunity to work through a process which should give you a thorough understanding of the need to manage risk assessment in your school.

· provide a framework for managing risk assessment in your school.

· provide you with the necessary knowledge and understanding to implement the risk assessment process in your school.

Section 1.
Offers an introduction to risk management in physical education and answers some of the key questions relating to the process.

Section 2.
Provides further information necessary to effectively manage risk in Physical Education.

Section 3.
Suggests a framework that should be effective and workable so that you can use it to manage risk in Physical Education at your school.

The suggested framework should be utilised and where necessary adapted to your own circumstances in the pursuance of a risk assessment approach to safety in Physical Education that can form an integral part of your schemes of work and lesson planning.

The guidance notes are the culmination of a three part course attended by the Heads of Physical Education in the majority of High Schools in Northumberland. My thanks and appreciation go to Peter Whitlam, for the information he provided at the Regional Conference and also to the teachers and staff who contributed to these guidance notes:

Alan Mole

-
Hirst High


Rachel
Stephenson     

Ian McIver

-
Ashington High

Health & Safety        

Denise Drummond
-
Duchess Alnwick High

          

Sam Ingham

-
Cramlington High

Geoff Goodman


Janet Roberts

-
Bedlington High

Health & Safety

Graham Scott

-
Astley High

Kevin Rhodes

-
Tynedale High


John Froud

Caroline Quinn
-
Haydon Bridge High

Health & Safety

Jennifer Hood

-
Queen Elizabeth High 


Alan Wallis

Physical Education Adviser

SECTION 1

INTRODUCTION TO THE MANAGEMENT OF RISK

IN PHYSICAL EDUCATION
1.
INTRODUCTION TO THE MANAGEMENT OF RISK IN


PHYSICAL EDUCATION

1.1
WHY DO WE NEED TO MANAGE RISK IN PHYSICAL EDUCATION?


Physical education, by its very nature, cannot be entirely risk free but we have a duty to identify risk and implement any precautions that will minimise or prevent harm to the children in our care. 


“Safe practice in physical education should be an integral feature of all aspects and in all phases of physical education, from the very early years of playgroup and reception through to adult, further and higher education. Every tragedy or accident that occurs serves to highlight the importance of safe practice and the need to learn lessons and to adopt procedures that will minimise the likelihood of a recurrence of such incidents. More importantly, careful forethought and preparation will help prevent such occurrences. Teachers, and others in positions of responsibility, have a duty of care for those in their charge to ensure that planning and implementation take full account of safety requirements.”  Reference Safe Practice in Physical Education 2000. BAALPE. p5.

[image: image2.png]NORTHUMBERIXANO

COUNTY COUNCIL









1.2
WHY DO WE NEED A RISK ASSESSMENT?

A risk assessment is needed because:

1. legislation requires it and the Health and Safety Executive enforce such legislation.

· Since 1992, safety legislation introduced under the Health and safety at Work Act 1974 requires that risk assessments are carried out in all places of work.  The Health and Safety Executive enforce such legislation.

2. any shortcomings relating to them may also be raised by Ofsted during their inspections of schools and 

3. identified by officers employed by the LEA.

4. there is an additional responsibility on teachers acting in loco parentis to take reasonable care whilst planning and supervising activities involving children. 

· “requires a careful examination of what could harm pupils, colleagues or others in the teaching and learning situation”.  Ref Safe Practice in Physical Education 2000
This additional duty of care should take account of the inexperience of students so that work is set and supervised at an appropriate level.

The most important new duty on managers in the education sector is to:

· carry out a suitable and sufficient risk assessment of each workplace activity 

· examine every work situation both for employees and non employees on site (including students) 

· assess the level of risk to their health and/or safety posed by the work activity

The employer is required to make a suitable and sufficient assessment of:
· Risks to the health and safety of his employees to which they are exposed whilst they are at work

· Risks to health and safety of persons not in his employment arising out of or in connection with the conduct by him of his undertaking

Assessments on those activities entailing significant risk should be recorded.  The assessment should be proportionate to the level of risk.

1.3
WHAT IS THE PURPOSE OF THE RISK ASSESSMENT?

1. The risk assessment will enable you to determine the measures that should be taken to fulfil those statutory obligations and reduce the level of risk to within acceptable limits.

2. In practical terms is to produce a useful and workable written form of common understanding of how activities are managed.  It is not the intention to produce a list of rules that protect the management (the school) whilst undermining the integrity and experience of any teacher.

1.4
WHAT IS A RISK ASSESSMENT?

1. A risk assessment can be thought of as an identification of all the hazards present in a given situation, workplace or process, and an estimate of the extent of the risks to health and safety that those hazards represent. 

2. An assessment of risk is a careful examination of what, in your school, could cause harm to staff and pupils, so that you can weigh up whether you have taken enough precautions (or should do more) to prevent them.  The aim is to make sure that no one is hurt or becomes ill.

3. Any preventative or precautionary measures already in force should be recorded and their effectiveness in controlling risks identified should be evaluated.

1.5
WHAT DO WE MEAN BY A ‘HAZARD’ AND A ‘RISK’ ?

The terms hazard and risk are used frequently in the regulations and therefore need to be defined before attempting to carry out any assessments.

The approved code of practice adopts the following definitions:

· a Hazard is something with the potential to cause harm;

· a Risk is the likelihood of harm being caused by a particular hazard. 

The extent of the risk should also take into account the severity of the consequences and the number of people affected should the potential harm associated with the hazard actually occur.

The important thing you need to decide is whether a hazard is significant and whether you have covered it by satisfactory control measures so that the risk is reduced  to low level.

Having identified a risk to Health/and or Safety, the employer has a duty to devise preventative measures and then to arrange for the ‘planning, organisation, control and monitoring of measures’.  These steps must also be put in writing.

1.6
WHAT APPROACH SHOULD BE USED TO CARRY OUT A RISK      
ASSESSMENT ?
A framework for conducting a risk assessment is given in Section 3 of these guidance notes.  It is suggested that this should be carried out by looking at each area and facility where Physical Education takes place in your school.  However, there are several different approaches that might be adopted in the workplace for carrying out a risk assessment. 

For example the assessments could be carried out by:

· looking at each activity which could cause injury;

· grouping hazards and risks e.g. equipment, transport

· looking at each area and facility;

· a combination of the above

· Whichever method best suits your school a structured practical approach should be used, and all assessments must comply with the criteria ‘suitable and sufficient’.

· To be effective a risk assessment must take into account various factors, and in particular, when making a risk assessment there need for specialist or technical advice must also be considered along with consultation amongst those people responsible for carrying out the tasks.

· It is important that risk assessment fits within an overall framework for managing Health and Safety, which should include a subject policy, containing the organisation and arrangements for the policy’s implementation to be monitored and reviewed as necessary.

· It is important that reference is made to national standard texts covering the activity in question, and particularly the millennium edition of the document ‘Safe Practice in Physical Education’ published by BAALPE.  Additional requirements of the sports’ associations should also be considered, as well as any available county guidelines and policies produced by the County Council.
1.7 
SUMMARY
1. It is important that risk assessment becomes an integral part in the planning and teaching of physical education.    
2. The requirement now is to formalize it in order to establish and maintain safe working environments and practices.  

3. As a part of this process good communication within and beyond the subject is essential and the need to see risk assessment as a practical exercise cannot be over-stressed.  

4. Further it must be emphasized that it is the outcome of the risk assessment that drives the safety, not merely the carrying out of the assessment.

5. In physical education “safe practice” and “good practice” are inextricably linked. The manner in which activities are taught involves a consideration of safety together with concerns of education, ethics, equipment and environment.


A Hazard is the potential for harm.

A Risk is a function of the probability (or likelihood) of that harm 

actually occurring and the severity of its consequences.


(Code of Practice 1993)

Remember

Accidents will happen.

Incidents can be avoided.



SECTION 2

GUIDELINES FOR THE MANAGEMENT OF RISK IN PHYSICAL EDUCATION

2.
GUIDELINES FOR THE MANAGEMENT OF RISK IN PHYSICAL EDUCATION

2.1
INTRODUCTION

The purpose of Section 2 is to provide further information that will enable you to effectively manage risk in physical education.

2.2
WHY DO ACCIDENTS/INCIDENTS OCCUR?

If we understand why accidents and incidents occur we are better placed to prevent them or minimise the risk of them happening.

1. Lack of management control:

· inadequate programme /policy

· inadequate standards

· failure to comply with standards

2. Basic causes –i.e. origins:

· lack of knowledge 

· lack of skill

· inadequate maintenance

· normal wear and tear

3. Immediate causes:

· not using equipment properly

· not checking equipment

· excessive noise

· improper lifting

· horseplay etc

4. Undesired event – i.e. the accident/incident

5. Injury or “ near miss”

2.3
RISK MANAGEMENT

The effective management of safety for school Physical Education can be seen as having four major components:

1. Risk assessment and planning before a lesson

· The subject co-ordinator should ensure all relevant staff are familiar with any health and safety policies or guidelines from the LEA, the school and the department. Copies of these should be retained in a centrally agreed area.

· All areas should be addressed for risk. There is a need to balance the desire to eliminate risk with the need to reduce risk in order to maintain practical activities e.g. we may demonstrate an activity in order to reduce the level of risk to pupils.

· Before a lesson starts staff should:

1.
Have carried out a risk assessment (visual assessment by teacher).

2.
Have put in place any necessary safety equipment and undertaken any safety measures.

3.
Know when to use particular facilities and equipment.

4.
Staff should have a record of the quantity and condition of all items of equipment that are to be used by the pupils

2. Organisation, procedures and routines during and between lessons

· Teachers should make frequent references to the rules and procedures applicable to a particular area of activity.  

· A list of the general rules and procedures, together with a list of those specific to the area, should be prominently displayed in each working area/ hall/gym.

· The officer qualified in the school should ensure that all staff are aware of                                                 First Aid procedures.

     Check:

i   
the use of appropriate kit etc

ii
that PE areas are free from sharp objects and broken glass

iii
the location of safety equipment

iv
staff knowledge of medical background/special needs and how accidents are reported 

3. Making facilities and equipment safe

· INFORMATION.

Subject Co-ordinators should ensure that each member of staff knows where to find all relevant information relating to safe practice in physical education.

a)
Create a ‘Safety File’ that contains any safety guidelines from the LEA, a list of safety circulars, the school’s ‘Health and Safety Policy’ and any other relevant information. This should be centrally stored. 

b) Teachers need to be familiar with the procedures for reporting accidents, particularly those that constitute an emergency.

c) There is a copy of  ‘Safe Practice In Physical Education’ (BAALPE 2000) available and centrally stored.

· TRAINING AND PROFESSIONAL DEVELOPMENT.

Newly Qualified Teachers and new teaching staff are given an induction programme that includes training in safety procedures.  All staff who teach physical education should be kept updated with safety procedures and trained on the use of any new equipment.

Staff competence

The four ‘C’s’ help outline the professional characteristics of staff involved in the teaching of physical education and the assessment of the inherent risks.

Competence

· skills needed to carry out tasks

· provision of training to maintain standards

· access to advice

Control

· allocation of responsibility

· accountability for practical judgements

Co-operation

· consultation between all parties to gain common

· understanding of the agreed, acceptable practice

· involvement in the review procedures

Communication

· provision of up to date information to maintain standards in practice

· regular discussion and review

· STORAGE.
Any storage systems should be based around the concept of ‘safety by good storage and positioning.

Check:

i. where to find safety information

ii. that safety is regularly reviewed

4. Monitoring and reviewing

1. DECIDE WHAT YOU NEED TO ASSESS?  ( where are the risks?)

· The activity.

· Staff requirements (qualifications, experience)

· The environment.

· Teaching techniques to be used.

· Size of group.

· Make up of group (ability/gender).

· Experience of group.

· Weather.

· Emergency procedures.

· Review date(s).


Look at cause and effect 

eg a large class size may adversely affect the safety of the people in a work area. Therefore the number of pupils allocated to any one group is ideally restricted to help enable adequate and safe use of the equipment/facilities in school.


Examine methods of work


In the PE hall certain major areas should be clearly defined eg


Where pupils perform the activities


Where large items of equipment are cited


Where smaller items of equipment are stored

Where information/rules/work is displayed

2. IDENTIFY THE HAZARDS

· Initial audit of safety documentation and procedures

· Area by area/activity/location

· Statutory issues – fire safety etc

· Group activity – all adults involved in teaching physical education what could reasonably be expected to cause harm?

· Consider events, activities and processes before they take place

· Involve colleagues.


Identify hazards  

NB These can be routine e.g. lifting mini-soccer goals, or the throwing of a basketball to an inattentive pupil (which can break a finger).  If activities are well managed, and the pupils concerned are carefully supervised, then the element of risk will be minimised or removed.

3. DECIDE WHO MIGHT BE AT RISK

· staff

· children all / some e.g. SEN

· AOTTS ( adults other than teachers )

· visitors

4. EVALUATE THE RISKS ARISING FROM THE HAZARDS

· identify activities 

· break activities down into phases

· decide whether existing precautions are adequate

· ensure precautions are implemented

· assess the level of risk

· give it a rating

· is it acceptable?  

· consider ‘reasonable care’ – if not – what needs doing

· control methods 

· training needs

· reassess if necessary

5. RECORD YOUR FINDINGS

· As you go

6. DECIDE IF FURTHER ACTION NEEDED TO CONTROL/REDUCE THE RISK

· Are existing control measures adequate?
· Investigate the safety literature for advice.  (BAALPE 2000).

· Devise appropriate, additional controls
· Prioritise if necessary

Remove hazards where possible.  

Clearly good class management and supervision are crucial to this.  

Estimate any costs incurred in changing practice and obtain or request relevant funding. (Pass on information to Headteacher).

Implement new practices

7. ENSURE THOSE WHO ARE AFFECTED ARE INFORMED

· Notices, procedures etc.

· Training

8. REVIEW AT AGREED TIME

· Review the changes – is the risk better worse?

2.4
DOCUMENTATION
Documentation should provide clear information and guidance if it is to make a strong contribution towards providing a safe working environment for everyone who works in your school.

Whole School Statutory

Policy and Guidelines

Risk Assessment records

Attendance

Health and Safety

Accident Procedures

Desirable

AOTTS

Code of conduct for pupils

Personal effects

Physical contact

Medical records

Specific guidelines for SEN pupils

Inspection and maintenance records

Schemes and units of work

Assessment records

SECTION 3

A FRAMEWORK FOR MANAGING         RISK IN PHYSICAL EDUCATION

3.
A FRAMEWORK FOR MANAGING RISK IN PHYSICAL  EDUCATION
3.1
INTRODUCTION

· The purpose of Section 3 is to offer a framework for managing risk in physical education within our schools in Northumberland. 

· The materials can be adapted to suit the needs of your school and there are copies of all the materials on the enclosed disc.

3.2
THE FRAMEWORK



1. decide what needs a risk assessment

2. identify the hazards

3. decide who might be at risk.

4. evaluate the risks arising from the hazards.

5. record your findings.

6. decide if further action needed to control/reduce the risk.

7. ensure those who are affected are informed

8. review at agreed time.

9. start again

3.3
PHYSICAL EDUCATION HEALTH AND SAFETY AUDIT 

School ____________________________________ Date of Audit ______________

A - ORGANISATION AND MANAGEMENT
	A1


	There is a Health and Safety policy


	Yes
	No

	A2
	There is clear written scheme for delegating functions and responsibilities.


	Yes
	No

	A3
	These delegated responsibilities are understood and accepted by staff and volunteers.


	Yes
	No

	A4
	There is a clear established channel of communication for safety requirements to be brought to the attention of staff and volunteers.


	Yes
	No

	A5
	There is a clear established channel of communication for safety problems encountered by staff to be referred back to managers e.g. faulty equipment etc.


	Yes
	No

	A6
	Clear notices are displayed in all appropriate areas to inform users of H&S issues relating to specific facility usage


	Yes
	No

	A7
	All staff receive formal training in PE specific safety issues.


	Yes
	No

	A8
	Staff training in safety issues is monitored.


	Yes
	No

	A9
	Routine training and updating in H&S issues occurs through staff meetings and staff training days


	Yes
	No

	A10


	There is a budget for H&S materials and staff training.
	Yes
	No

	A11
	There is regular monitoring of safety procedures for indoor and outdoor activities.


	Yes
	No

	A12
	Teaching group sizes are appropriate for the activities being undertaken.
	Yes
	No



	A13
	(a) staff-pupil ratios are appropriate for 

                                                                  swimming

                                                                  residentials
	Yes

Yes
	No

No

	
	
	
	


	A14
	Staff contributing to PE

(a) number of staff with specialist training                             __________

(b) number of staff with coaching qualifications                     __________

(c) number of non-specialist staff with in-service training      __________

(d) number of non-specialists with no qualifications               __________

(e) supply staff are used for residential visits

(f) NQTs receive induction on a regular basis

(g) number of AOTTs contributing to: curriculum                  __________

                                                   extra-curriculum                  __________

(h) AOTTs receive clear written guidance re responsibilities

(i) the school has a policy for AOTTs

(j) police check is conducted on all AOTTs


	Yes

Yes

Yes

Yes

Yes
	No

No

No

No

No

	A15
	Pupil supervision and control 

(a) pupils are supervised while changing                               Always            Sometimes         Never

(b) control within lessons is                                                  Satisfactory      Unsatisfactory

(c) pupils are taught to carry equipment safely                     Yes                   No

(d) pupils lift and carry equipment                                       Correctly          Incorrectly



	A16
	Facilities 

(a) off-site facilities are used for - curriculum activities

                                                   - extra-curricular activities

(b) residential centres are used for - curriculum activities

                                                      - extra-curricular activities

(c) governor permission is sought

(d) full checks are made pre-visit

(e) SV forms are completed and sent to County Hall


	Yes

Yes

Yes

Yes

Yes

Yes

Yes
	No

No

Yes

Yes

No

No

No




	A17
	Equipment

(a) equipment is appropriate for the age of the children

(b) equipment is appropriately stored in the hall

(c) equipment is safely stored in the hall


	Yes

Yes

Yes


	No

No

No



	A18 
	Firearms
(a) starting pistols - the school has firing pistol(s)

(b) they are stored in a suitably locked cupboard

(c) ammunition is stored separately

(d) staff using starting pistols have received training
	Yes

Yes

Yes

Yes


	No

No

No

No

	A19
	Risk Assessment
(a) there is a specific risk assessment policy in the school 

(b) risk assessment is included in - schemes of work

                                                    - lesson plans

(c) risk assessment covers all areas of the physical education curriculum, (including any off-site activities e.g swimming)


	Yes

Yes

Yes

Yes


	No

No

No

No




B - DOCUMENTATION, RECORDS AND MONITORING
	B1
	(a) emergency and accident procedures are documented

(b) accidents are reported and recorded

(c) who deals with accidents: within lessons ____________________________

                                  during other activities ____________________________

(d) there is a member of the staff with a current First Aid Certificate

Name(s) of staff with First Aid ______________________________________

                                                 ______________________________________


	Yes

Yes

Yes
	No

No

No

	B2
	Essential documentation is available to all staff:

                    (a) Physical Education policy

                    (b) Safe Practice in PE – BAALPE

                    (c) LEA Guidelines for Safety in PE


	Yes

Yes

Yes
	No

No

No

	B3
	There is a system for notifying teachers of pupils’ medical conditions
	Yes
	No



	B4
	Staff are aware of the procedures and medication requirements for pupils in their care


	Yes
	No

	B5
	There are subject records of safety checks - (a) internal

                                                                    (b) external


	Yes

Yes
	No

No

	B6
	(a) name of the company used to check gymnastics equipment _________________________

(b) frequency of the inspection __________________________________________________

(c) date of the last inspection    __________________________________________________

(d) name(s) of teacher(s) responsible for checking the safety equipment, (e.g. any cricket, 

     hockey safety items) _______________________________________________________

(e) what is the frequency of safety checks on all equipment

    ________________________________________________________________________

(f) records of checks are kept


 C - GENERAL
	C1


	Designated FIRE EXITS are clearly marked
	Yes
	No

	C2
	Fire evacuation procedures are displayed in any indoor areas used for PE 
	Yes
	No



	C3
	Fire exit routes are kept free from obstruction
	Yes
	No



	C4
	An appropriately stocked first aid kit and blanket is available in school


	Yes
	No

	C5
	A first aid kit and blanket is available during extra-curricular activities 


	Yes
	No

	C6
	Pupils are appropriately clothed for physical activities


	Yes
	No

	C7
	Jewellery is removed for physical activity


	Yes
	No

	C8
	Protective/safety equipment is provided where necessary (e.g. cricket, hockey guards)


	Yes
	No

	C9
	Facilities are regularly cleaned to a satisfactory standard


	Yes
	No

	C10
	Outside playing surfaces are in good, safe condition


	Yes
	No

	C11
	Changing areas are (a) clean

                              (b) well maintained
	Yes

Yes


	No

No

	C12
	Any showering facilities are in good, safe condition
	Yes
	No



	C13
	Select 2 or 3 activities                                   Activity      1:                         2:                  3:    

(a) content is suitable for age, ability, experience                    Y:N              Y:N               Y:N

(b) delivery is suitable for age, ability, experience                   Y:N              Y:N               Y:N

(c) equipment is suitable for age, ability, experience               Y:N              Y:N                Y:N

(d) staff: pupil ratio is appropriate for the activity                   Y:N             Y:N                Y:N


3.4
DOCUMENTATION
The following documentation should provide clear information and guidance and should play a significant role towards managing risk in your school.

· Policies and Guidelines for the teaching of physical education in your school

·  Health and Safety

· AOTTS

· Code of conduct for pupils

· Accident procedures

· Personal effects

· Physical contact

· Medical records

· Specific guidelines for SEN pupils 

·      Risk Assessment records

· For the areas used for the teaching of all aspects of physical activity in your school

·       Attendance records

· For all persons in school at all times

·       Inspection and maintenance records

·       Schemes and units of work 

· These have an important role in risk management by identifying safety procedures within specific activities. They inform other staff and ensure that the children are informed and educated about safe practice in physical education

·       Assessment records

3.5
A FRAMEWORK FOR POLICY FOR SAFE PRACTICE IN PHYSICAL EDUCATION

This should be :

· a simple but clear statement of intent to implement a risk management framework

· clarify roles and responsibilities

· and why actions are carried out – detailed arrangements for carrying out activities safely

      
It should:

· include monitoring and review procedures

· the policy should also influence and address all facets of your schools work in physical education

Purpose of the policy:

· to offer physical education within a well managed, safe and educational context

· to establish common codes of practice for teachers and pupils

· to provide common administrative procedures

· to ensure that statutory, local requirements and other national guidelines such as codes of practice are followed

Rationale for teaching safe practice:

· to enable pupils to participate in physical education lessons which provide appropriate challenge, with acceptable risk but no danger

· to educate pupils about safe practice to enable them to participate independently in physical activity

· to fulfil the programmes of study within national curriculum physical education

Context for teaching safe practice:

· use environment which is safe for the activity

· adequately supervise activities

· use regular and approved practice

· take pupils through progressive stages of learning and challenge

· build up a system of advice and the practice of warning

· use equipment only for the purpose it was intended

· provide basic care in the event of an accident

3.6
A FRAMEWORK FOR PRODUCING GUIDELINES FOR SAFE PRACTICE  IN PHYSICAL EDUCATION

It is important to note any requirements set out and follow what is good practice in physical education in order to eliminate foreseeable risks. Page references in brackets refer to BAALPE “Safe Practice in Physical Education”, 2000.

Specific school procedures: (e.g. notes, issues due to premises, supervision – pp. 23, 31, 33, 35, 38, 39, 49-67, 123, 125, 127, 128, 130, 134.)

Clothing, jewellery and personal protection: (pp. 75-77, 121, 137, 159, 165, 183, 201, 202, 266)

Safe exercise principles: (pp. 160, 161-163)

First-aid: (pp.25, 46, 94, 107-114, 125, 156, 170, 184, 210, 213, 218, 224-227, 232-239, 246, 248, 254, 259, 272, 276) 

Health/medical assessment and records (what checks, where kept etc.): (pp. 24-27, 38, 39, 54, 80, 105, 114, 159, 161-2, 209, 215, 236, 276, 287-8)

Giving medication: (pp. 81, 104-5, 288-9)

Codes of conduct: (pp. 26, 212, 285, 286, 290, 291)

Off-site work (“Visits and Journeys” plus): (pp. 26, 57-58, 118-119, 136, 209-250)

Accident procedures and report forms: (pp. 25, 107-114, 134, 275, 276)

Pupils with special educational needs: (pp. 79-105, 141, 277-8)

Checking equipment (including system for reporting maintenance needs): (pp. 23, 30, 40, 41, 49-54, 59-68, 70, 71, 73, 97, 102, 11-113, 121, 122, 123, 124, 128, 129, 131, 132, 133, 143 and Part 2 pp. 147-269)

Adults other than teachers (limits of operation): (pp. 23, 31, 32, 33, 34, 117, 133, 136, 142, 273)

Qualifications (required to teach particular activities): (pp. 29-30, 73, 172, 174, 209, 210, 216, 218, 221, 224, 225, 226, 228, 229, 230, 234, 243, 244, 248, 253, 255, 283)


Higher risk activities: (e.g. swimming/trampolining/outdoor activities) (pp. 
20 and Part 2 pp. 147-262)

Physical contact and providing support for pupils: (pp. 26, 42-44, 66, 86, 88, 122, 126, 127, 199, 200, 202, 203, 206, 207, 208)

Insurance: (pp. 33, 58, 115-119, 133, 134, 284, 289)

Transport: (pp. 26, 46, 48, 58, 112, 134, plus LEA mini-bus regulations)

Monitoring safe practice: (pp. 69-74 plus Appendix 1 pp. 271-278)

Teaching group sizes: (pp. 33, 125)

Non-participants: (pp. 34)

Community use: (pp. 73)

Extreme weather conditions: (pp. 78)

Staff development:


3.7

The hall is a much safer place to work if you follow this code:

           

Before the lesson starts you must:

1.
Never go into a hall without permission.
2.
Always walk into the hall and never run or push anyone.

During the lesson you must:

1.
Always know exactly what you are doing.  If not, ask your teacher.


2.
Always put your bag in a locker or on a rack off the floor.

3.
Always report an accident or breakage immediately.

4.
Never put anything in your mouth.  Do not eat, drink or chew.

5.
Never interfere with equipment.

6.
Never remove or interfere with safety notices.

At the end of the lesson:

1.      Always leave the hall clean and tidy.

2.        Teachers insist that pupils use the correct names of            
equipment when talking to staff and peers.

3.8
A RISK ASSESSMENT FOR PHYSICAL EDUCATION

The process of risk assessment is largely one of logic and common sense. 

The following criteria have been devised to make the risk assessment process effective and manageable in our schools.

1.
The risk assessment will be by facility.  (on and off-site with 
consideration given to the range of activities which occur in each 
facility.

2.
It should be carried out using the standard Physical Education 
Risk Assessment Sheet and the accompanying guidance.

3.
Any risks arising from the assessment should then be evaluated.

4.
The findings should be reported to the appropriate personnel eg 


headteacher, governors, site manager, health and safety


committee/representative.

5.
An action plan should then be devised to reduce the risk.
	RISK ASSESSMENT FOR PHYSICAL EDUCATION

	Work area   HALL



	Activities covered           

	Aspects to consider
	Satisfactory?
	Existing control measures?
	Who is affected?
	Is further action required?

	Areas of risk
	Hazard identified
	Rating
	Yes
	No
	Procedures/Strategies
	Staff (S)

Pupils(P)

Visitors(V)
	What?
	By when?
	Completed?

	1. Lesson organization/activity

	· Entry to hall

· Warm up

· Progression in lesson

· Approved practice

· Group organisation

· Cool down

· Leaving hall
	
	
	
	
	
	
	
	
	

	2. Teacher/Staff

	· Experience

· Qualifications

· Dress

· Planning

· Support

· Ratios
	
	
	
	
	
	
	
	
	

	3. Special Needs/Medical Considerations/Age/Group Issues

	· Knowledge of children

· Support
	
	
	
	
	
	
	
	
	

	4. Apparatus/Equipment

	· Use of

· Suitability

· Maintenance

· Accessibility/storage

· Handling and placing

· Safety check

· procedures

· Emergency communication
	
	
	
	
	
	
	
	
	

	5. Work Area

	· Free from obstructions

· Clean floor

· Sufficient space

	
	
	
	
	
	
	
	
	


	RISK ASSESSMENT FOR PHYSICAL EDUCATION

	Aspects to consider
	Satisfactory? (tick )
	Existing control measures?
	Who is affected?
	Is further action required?

	Areas of risk
	Hazard identified
	Rating
	Yes
	No
	Procedures/strategies
	Staff (S)

Pupils(P)

Visitors(V)
	What?
	By When?
	Completed?

	6. Moving to Work Areas (including transport)

	· Entry to PE area

· Leaving changing areas

· Conduct in corridors
	
	
	
	
	
	
	
	
	

	7. Changing Procedures

	· Appropriate clothing

· Jewellery

· Hair

· Footwear
	
	
	
	
	
	
	
	
	

	8. Emergency Action

	· Contact

· School procedures

· Post accident procedures


	
	
	
	
	
	
	
	
	

	9. First Aid Arrangements

	· School contact

· Procedures

· Post accident procedures
	
	
	
	
	
	
	
	
	

	10. Fire Regulations

	· Exits

· School procedure
	
	
	
	
	
	
	
	
	



Review 1
Date and Initials

Review 2
Date and Initials

Review 3
Date and Initials

	A CHECKLIST FOR THE RISK ASSESSMENT FORM:

ASPECTS TO CONSIDER

	DOING  A RISK ASSESSMENT

	
 LEA guidance followed.

 Levels of responsibility according to age of pupils.

1. Lesson  Organisation

 Safe exercising principles – no “bouncy” stretches/no neck or back over-extension/warm-up and cool down

 Suitability of activity for age/experience

 Progression in activities

 Recognised and approved practice

 Use of available space

 Group organisation

2. Staffing

 Confidence and expertise

 Necessary qualifications

 Non-teacher support/supervision eg parents, coaches, NNEB’s ancillary helpers, students, older pupils

 Ratios

3. Special Needs/Medical Considerations/Age/Group Issues

 Individual needs addressed

 Knowledge of medical background

 Extra supervision required?

 Expertise of extra adult help

 Implication for following aspects below

4. Equipment

 Use equipment for purpose it was designed

 Suitability of equipment for activity

 Maintenance of equipment

 Accessibility/storage

 Handling, carrying, siting

 Check before pupils use it

 Sufficient space

 Routines for collection, retrieval, changing

 Procedures for  use of equipment

 Effective emergency communication

5. Work Area

 Hazard free –sharp corners, piano, chairs etc

 Sufficient space

 Safe surface –grit, glass, splinters, slippery, holes, leaves, ice, water etc

 Dog/horse faeces


	6. Moving to Working Areas

 Procedures for moving to the area

 Hazards on the way

 Orderly

 Adequate supervision and control

 Appropriate behaviour

 Safe carrying – safe embarkation/ 

                          Disembarkation?

                       - seatbelts

                       - driver requirements/

                          responsibilities

                       - no distractions

7. Changing Procedures

 Space available 

 Procedures understood

 Showering facility

 Slippery wet floor

 Jewellery

 Hair tied back/loose beaded hair

 Clothing appropriate to the activity

8. Emergency Action

 Contact with school/emergency services if off-site

 Contingency plan needed?

 Supervision of main group and injured party

 Post-accident procedures

 Evaluation

9. First-Aid Arrangements

· Responsible person

· Training

· First-aid kits

· Post-accident procedures

10. Fire Regulations

· Escape routes clear
· Mat storage
· Extinguishers present and maintained
· Training needs?

	1. Decide what requires risk assessment – usually the work areas and off-site visits.

2. Identify the hazards:

 use the checklist on plus your own observations

 think logically through the session

 include statutory issues – fire, first-aid

 keep it simple – what could cause harm?

 do the exercise as a group where possible

3. Identify who is at risk:

 pupil 

 staff

 other visitors

4. Evaluate the risks:

 take account of existing procedures and precautions is the risk already minimal?

 use a simple grading system – see below – a professional overall judgement is acceptable.

5. Record the findings:

 complete the attached form

6. Action needed 

 where further  precautions are needed to control the risk list them on the form

 take action

 inform all those affected – tell them, notices, redraft procedures



	
	
	RISK RATING

	
	
	This is the evaluation of the potential for the harm to be realised. To determine the risk rating look at the likelihood and the severity if the outcome if the hazard is to be realised. Assign the rating H,M or L based on the following matrix. (e.g. where the severity is a fatality and the likelihood is possible then the risk rating is H).

 

	
	
	SEVERITY AND LIKELIHOOD = RISK RATING

Significant Risk

A risk that will probably or almost certainly result ion serious injury needing hospital treatment, ore resulting in disablement or death.  Such risks need to be minimised as quickly as possible.  This action is called risk control.


	RISK MANAGEMENT IN PHYSICAL EDUCATION
	CONTROLLING RISKS

	What is Risk Management?

Do not be put off by this requirement.  It is simply good practice showing forethought and sound planning.

It is a legal requirement set out in the Management of Health and Safety regulations 1992.

Risk assessment is simply a careful examination of what could cause harm to pupils, colleagues or others in order not to compromise safety in meeting other education objectives.

Its purpose is to ensure that teachers have taken precautions to minimise or prevent harm.

Keep the risk assessment simple.

A “hazard” is anything which could cause harm – a steep slope on the hills or a departure/assembly point on a busy road.

A “Risk” is the chance, great or small, that someone may be harmed by the hazard – such as running down a steep slope or a child stepping from behind a coach into a busy road.

The teacher’s role (and other staff) is to decide whether a hazard is significant and whether it is covered by appropriate precautions in order to eliminate or minimise the risk.

Use commonsense in thinking through the event in a logical sequence to establish what each phase of the activity involves.  Identify what might go wrong and who may be harmed or affected by risk.  Then think about what precautions have been taken in the planning and whether further precautions are necessary.  This is risk control.

It is a requirement to keep a brief record of the risk assessment.  A suggested format is provided overleaf with simple guidelines.

It is a valuable exercise for all adults involved to participate in the assessment as it helps raise awareness of possible risks, establishes collective expertise and ensures that all understand the organisational requirements.

There is no need to show how the assessment was made, simply that it was carried out , that the precautions are reasonable and that the remaining risk is low – ie that a proper check was made.

After the event, review the record and note any particular hazard, risk or action  which should additionally be included in the risk assessment next time.

Keep the written record for future reference and to save time and effort for visits, journeys and events which are repeated.  The suggested format provides for signed and dated reviews.  Annual reviews are usually adequate but more frequent reviews would be necessary if the circumstances changed – eg new staff, different equipment, different procedures.

It is the responsibility of the governors, headteacher and teacher to ensure that a risk assessment is carried out and that control measures are appropriate.

If in doubt then contact the Physical Education Adviser, Health and Safety Officer or an experienced colleague in school
	MAKING THE ACTIVITY SAFE

 Teach progressive practices thoroughly

 Explain the inherent risks

 Emphasise playing within rules

 Change the way the activity is carried out

 Stopping the activity

 Avoiding the area

 Using a safer alternative

MAKING THE FACILITY EQUIPMENT SAFE
 Buy quality equipment

 Inspect facility periodically

 Place warning notices/protective devices where risks exist

 Inspect the equipment

 Repair/service the equipment

 Teach how to use the equipment/facility

 Amend how the equipment is used

MAKING THE PEOPLE WORK SAFELY
 Provide protective equipment/clothing

 Training – staff qualified and experienced

 Devise appropriate procedures

 Discipline and control

 Develop observation skills



RISK MANAGEMENT
A CHECKLIST FOR RISK ASSESSMENT VISITS AND JOURNEYS

SOME GENERAL CONSIDERATIONS

Staffing Considerations



Seasonal Considerations
( confidence and expertise



( clothing

( necessary qualifications



( equipment

( non-teacher supports/supervision eq.


( weather forecasts

( parents, coaches, NNEB’S ancillary


( duration of event

( helpers, students, older pupils etc


( journey details left with another person

( ratios






( preparation and training of the group








( any need to amend staffing ratio








( any need to amend programme








( any need to amend back-up

Special Needs/Medical Considerations
Assembly/Dispersal

( individual needs




( ‘register’ group

( knowledge of medical background


( safe assembly point

( expertise of extra adult help



( check essentials are brought (e.g.,

( implications for following aspects below

    equipment, clothing, documentation)








( clear arrangements for dispersal

Journey





Activity Organisation
( small sub-groups for monitoring


( responsible adults identified for pupils

( organisation for embarking/disembarking

( pupils involved with/informed of

( organisation for points at which mode of

    potential hazards

    transport changes, eg coach to ferry


( first aid kit

( procedures on ferry, at airport etc.


( necessary details left with responsible 

( sufficient seating




     person

( driver regulations/legislation



( emergency procedures known

( organisation for large groups walking


( suitability of activity for age/experience

( on/crossing roads




( progression in activities

( teacher/adult responsibilities



( procedures in case of injury

( pupils made aware of procedures


( ’free time’ carefully thought through

( potential hazards identified and


( activity requirements met

( pupils/staff forewarned

( appropriate standards of behaviour set

Equipment





Working Areas

( checked 





( limits defined

( spare/emergency equipment checked


( potential hazards identified and pupils

( satisfied any BSI etc standards
        
                forewarned

( use equipment for purpose it was designed

( potential hazards minimised

( suitability of equipment for activity


( sufficient space

( maintenance of equipment



( staff familiarity with area

( handling, carrying, siting



( accommodation is appropriate and has

( procedures for use




    fire certification   

H= High


M= Medium


L= Low





Why use risk assessments ?


1.	There is a statutory requirement to do so.


2.	It is good professional practice.


3.	If objectively applied the process will improve practice and standards.


4.	They can protect other people as well as oneself.


5.	They help development of awareness and attitudes of safety.


6.	They reduce potential harm.
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Guidance on Completing The Risk Assessment Form





�
Likely�
Possible�
Remote�
�
Fatality�
H�
H�
M�
�
Serious injury�
H�
M�
M�
�
Minor injury�
M�
L�
L�
�
No injury�
L�
L�
L�
�






 												





Signed:  Co-ordinator/                                					Headteacher:___________________
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