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Section 1:
INTRODUCTION

1.1
The educational value of the broad range of experiences enabled by inter-school fixtures and area school sports association events within a safe context is widely recognised.

1.2
These guidelines have been prepared to identify and promote good practice in the safe organisation of inter-school fixtures, sports festivals and area or regional sports events which take place in the United Kingdom.

1.3
Whilst advice and examples are provided every situation cannot be covered. Schools need to think about the issues and weigh situations carefully in order to make the right decisions. Local requirements may vary and those involved should comply with any specific guidance provided by their employer.

1.4
By applying the principles set out in this document school staff and others can organise teams and events with greater confidence.

1.5
This guidance addresses the issues to consider in the safe organisation of:

· inter-school fixtures;

· sports festivals;

· teams progressing to regional and national events; 

· swimming galas;

· centralised activities where pupils travel to locations other than their own school.

1.6
The guidance does not specifically address consideration of normal curriculum situations such as the curriculum use of off-site leisure and swimming facilities and where young people are involved with school sports association representative teams activities or attend independent sports clubs. 
However, the good practice principles set out in this guidance may well be relevant to the organisation of curriculum activities.
1.7
The organisation of occasional educational visits – those discrete educational experiences designed to enhance or enrich the curriculum - is addressed within the DfES guidance on “Health and Safety for Pupils on Educational Visits”  (HASPV2 – DfEE 1998) and the supporting supplementary publications (DfES/0564/2002; DfES/0565/2002; DfES/0566/2002). It is good practice to liaise with the school educational visits co-ordinator in order to ensure consistent practice between educational visits and the organisation of inter-school fixtures so that procedures will be clearly understood by parents and carers
1.8
Sports events that involve an overnight stay or include a residential element fall within the remit of educational visits as defined in the HASPEV guidance. Employers (LEA, Governors, Trustees) must be informed of such events.

1.9
Employers are responsible for all aspects of health and safety. Schools should apply the employer’s policy relating to the safe organisation of sports fixtures and events when establishing school policy and procedures.


If you require any further information relating to this guidance please contact the School Improvement Adviser (Physical Education and Sport) on 01670 533505.

Section 2:
PRINCIPLES AND PROCESS.

2.1 
Guidance on the Organisation of Inter-School Fixtures and Area Sports Events – a model:


2.2
PLANNING PROCESS FLOWCHART:

This process is based on the premise that schools have a safe practice policy that sets out, as appropriate to the school, the procedures for:

a. Risk management

b. Supervision of pupils

c. Use of volunteers and paid coaches

d. Disclosure certification

e. Off-site accident procedures

f. Insurance of school staff and volunteers

g. Transporting pupils by minibus, taxi or car

h. Pupil code of behaviour.


























Should you wish to obtain more detailed guidance about the safe organisation of inter-school competition and sports events please read the aspects of Section 3 that are relevant to you. Accessing the relevant aspects as and when necessary will make best use of this guidance. Needs may vary according to your role. 

Section 3:


ADDITIONAL DETAIL IF REQUIRED

The following additional information may assist in the effective planning and organisation of inter-school fixtures and area sports events where the organiser would value more detailed guidance.



Everyone with a role in the provision of out of hours opportunities in physical education and school sport should seek to update their knowledge in order to enact their duties most effectively.

 3.1.1
EMPLOYERS:


The employer:

a.  has ultimate responsibility for health and safety;

b. determines policy and monitors the implementation of that policy by schools;

c. provides generic risk assessment guidance for the safe organisation of sporting events held away from the school site;

d. sets out the range and extent of insurance provision for the staff and pupils involved;

e. provides access to any advice and professional development necessary for the safe organisation of events;

f. should support any staff that may at times need to assume responsibility for pupils from other schools.

3.1.2
GOVERNORS:

The governors should:

a. fully understand their roles and responsibilities relating to health and safety requirements and safeguarding pupils;

b. ensure that school policy and procedures documentation are in place;

c. establish systems to assure themselves of the effective implementation of agreed policy; 

d. seek to support such events as valued enrichment and extension opportunities for pupils; 

e. make arrangements to receive reports about this element of school life at agreed times in the school year;

f. understand the role of the  employer in approving school events which require an overnight stay;

g. decide what types of event, such as fixtures involving a long journey, merit their approval and what can be delegated to the head teacher and school staff;

h. avoid making requirements that establish a burdensome load on school staff.

3.1.3
SENIOR MANAGEMENT:

The head teacher or senior management representative should ensure that:

a. the Governors have approved school policy;

b. the  member of staff in charge has the leadership skills needed for successful management of the event;

c. management of the event meets local requirements and guidelines provided by the employer and school;

d.  requirements for the safeguarding of pupils are met, such as disclosure certification;

e. any necessary approvals have been obtained;

f. a risk assessment has been completed;

g. the roles and responsibilities of all staff are clearly set out;

h. emergency and contingency planning is completed;

i. required supervisory ratios are met;

j. parents and carers have been made aware of any significant risks within the arrangements for the event and have given informed consent;

k. procedures for emergency contact with a school representative are in place;

l. parental or carer contact information is held at the school;

m. transport arrangements satisfy local requirements;

n. provide access to professional development for the activities in which staff are involved.

3.1.4
 SCHOOL STAFF:

School staff include Heads of Year, Teachers and other school employees, including support staff such as teaching assistants.

3.1.4.1

Role:
a. A teacher is always responsible for pupil learning.

b. Usually, there should be a minimum of one member of staff in charge of any group going off-site  

c. This minimum requirement will need to be supplemented according to the number, age and needs of the pupils taken and the demands of the trip.

3.1.4.2

Competence:

Those responsible for taking groups away to inter-school fixtures and other sporting events should:

a. have the confidence to ensure that the pupils’ well being is never compromised by them being placed in any dangerous situations by another adult, such as an official;

b. have an appropriate level of group discipline and control in order to manage the group safely;

c. ensure that at least one  member of staff is present to take overall responsibility for coordination on the day of the fixture unless local requirements allow other competent  adults to fulfil this role;
d. be satisfied about the competence of other staff, including coaches or volunteers, who are new to the school in a support role;

e. be aware of all pupils’:

i.     individual learning needs

ii.    behaviour patterns

iii.   medical issues

iv.   ability to undertake the activity being followed.

3.1.4.3

Management:

The member of staff in charge should ensure that:

a. the head teacher:

i.  is aware of all sporting events taking place on or off-site,

ii. has given approval in the appropriate form according to local requirements;

b. the event has clear educational aims and objectives which seek to enhance learning through sport;

c. up to date knowledge of the venue and the implications of its use exist;

d. a register of participant names and emergency contact details are taken on every off-site event with a copy left at the school; 

e. pupils are managed effectively;

f. all staff are managed effectively; 

g. any supporters, including parents, adhere to a clear code of behaviour;

h. a site-specific risk assessment is carried out that is based on any generic assessment provided by the employer and takes account of any specific assessment by the venue;

i. on-going risk assessment is maintained;

j. local transport requirements for the use of a coach, minibus, taxis  or adults’ cars are met;

k. appropriate first aid provision is made to deal with the immediate management of any injury arising;

l. parents are fully informed of arrangements.
m. careful regard is given to the supervisory arrangements for school fixtures, both at home and away.  
n. staffing is sufficient to cope with any circumstances that might reasonably be foreseen, including emergencies caused by illness or injury.
o. pupils are directly supervised at all times, including time spent in changing rooms. This may require the attendance of both male and female staff;
p. there is appropriate insurance cover for any adults transporting pupils.
q. Pupils’ participation may be recorded, as required, in order to help collate information relating to the percentage of pupils in the school receiving at least two hours of high quality physical education and school sport.
Where a  member of staff or other appropriate adult  responsible for a team is required to referee, it is advantageous to have a second responsible adult present as an assistant.

3.1.4.4

Emergency action:

 Staff from other schools should:

a. be willing to take responsibility for pupils from another school in the event of an emergency; 

b. be prepared to give leadership to helpers from another school if circumstances arise.

3.1.5
OTHER STAFF (NOT EMPLOYED BY N.C.C):

3.1.5.1
Other staff, although they may sometimes be referred to as members of a school’s support staff team but distinct from school employees, can be in the following categories:

a. Coaches (paid or unpaid)

b. Volunteers

c. Sports Officials (e.g. referees)

d. Young Leaders 

3.1.5.2
All other staff should:

a. follow the instructions of the  member of staff in charge;

b. be clear about their roles and responsibilities;

c. have qualifications and / or experience as appropriate;

d. be capable of group management and, if necessary, be inducted into their roles through appropriate training (e.g. working alongside an experienced member of the school staff);

e. be prepared to intervene should circumstances warrant such action in the event that pupils are presented with unreasonable or unnecessary  risks.
f. be aware of procedures, policies and standards including pupil codes of conduct and  standards of behaviour;

g. be aware of emergency procedures;

h. be aware of appropriate contact details (e.g. mobile phone numbers) including a named contact of someone not at the event;

i. have access to a mobile phone as appropriate;

j. not be left in sole charge of pupils except with the  member of staff usually  readily to hand or in the event of an emergency as part of the previously agreed risk assessment;

k. have appropriate CRB disclosure certification, where necessary – or be otherwise appropriately vetted;

l. have appropriate knowledge of the pupils;

m. have roles relevant to events at their own 'home' school and / or at an 'away' venue;

n. be appropriately insured.

3.1.5.3
Specific Requirements of Other Staff:

a.
Young Leaders




i.       should be aware of their precise role and any responsibilities;




ii.      should receive appropriate supervision, encouragement and advice;




iii.     should not be left in sole charge of pupils;




iv.     may supervise other pupils in  adult-controlled circumstances.

b.
Officials

Those responsible as officials in any sporting event should:

i.       know the rules and apply them stringently;

ii.      have the competence (experience, expertise or qualification) to the required level;

iii.     be aware that where the event is played under the regulations of a national governing                      

body of sport; particular minimum qualifications may be required;

iv.     take any opportunity provided to educate on the rules and etiquette of the activity.

3.1.6
PUPILS:

Pupils:

a. need to demonstrate acceptable behaviour at all times and subscribe to an agreed code of conduct as both participants and supporters; 

b. should be responsible for having personal medication to hand;

c. should have received an appropriate preparation for the activity in which they have been invited to participate;

d. skill levels, general fitness and physical maturity should be compatible with the demands of the activity;

e. should be well-informed about emergency and safety procedures;

f. need to be actively engaged in the process of risk assessment at their own level;

g. need to exercise a duty of care for each other at all times;

h. should ensure that their parents and carers are kept fully informed about their involvement in inter-school competition with particular attention paid to travel arrangements.  

3.1.7
PARENTS:

3.1.7.1
Parents should be kept informed of:

a.  activities via a fixture list or informed prior to each event or fixture as appropriate;

b. any alterations or late additions;

c. methods of travel and times of reporting;

d. their responsibility for ensuring that their child arrives at an agreed meeting point;

e. their responsibility for their child travelling home from an agreed dispersal point.

3.1.7.2
They should be aware of, agree with and abide by Codes of Conduct which:

a.  support the ethos of the school;

b. are supportive of the  staff in charge.

3.1.7.3
They should be aware of procedures for emergency contact (e.g. mobile telephone numbers) with school contacts and the staff in charge.

3.1.7.4 They may be part of a cascade method of passing information for arrival times of return journeys or in emergencies.

3.1.7.5
They should be responsible for informing the school of matters that might affect their child such as:

a. medical conditions;

b. educational needs;

c. personal situations;

d. late reasons for their child not participating.

3.1.7.6
They can contribute to events by:

a. acting as a volunteer helper;

b. obtaining qualification to coach or officiate;

c. helping with transport provided driving qualifications, fitness of vehicle, insurance cover and, possibly, disclosure certification are of acceptable standards;

d. giving reliable general support within agreed areas such as making refreshments or washing kit.


3.2.1 Policy:

The information contained within this document should be made specific to the school and included within the school’s health and safety policy.

a. The policy should be subject to review at least annually and following any major accident or incident.

b. Systems for reviewing accidents and incidents should also be followed.

c. The legal requirement for risk assessment applies to all activities including those  “out of school hours”.

d. A member of staff should carry a register. This should show:

a. The pupils present on the trip

b. Details of any medical conditions and treatment required in an emergency

c. Emergency contact telephone number for all persons on the trip including staff

e. The school should determine a methodology to cover any emergency contact situation that may occur during the fixtures. This should include methods for contacting parents or carers, staff, the school or, if necessary, the LEA/Governor Serious Crisis Team.

f. It is good practice for a school mobile phone to be available for away fixtures.

g. Procedures should address any need for:

i.      Consent forms

ii.     Code of conduct

iii.   Travel in a staff or other adult’s car

iv.    Medical information

v.     Registers

3.2.2
Facilities should be checked for:
a. hazards before use, such as animal faeces, broken glass, any slippery or uneven surface deemed to be unsafe.

b. sufficient space allocated for the activity

c. secure fixtures and fittings.

3.2.3
Equipment should be:

a. compatible with EN/BS standards where relevant or Sports Safe UK certification, 

b. subject to a visual check prior to each fixture 

c. compatible with the developmental age and abilities of pupils.

d. in a good state of repair

e. checked before use

3.2.4 Risk Assessments:
a. Schools should ensure that risk assessment procedures are in place. These will include arrangements and requirements for generic, site-specific and on-going assessments. 

b. The host school should be responsible for the risk assessment on the school site. 

c. Issues arising from risk assessments should be shared with visiting groups.

d. Visiting staff should always be vigilant for health and safety risks on sites they visit, as this is an on-going procedure.

e. Where possible it should be an agreed policy for school sport associations that the host school takes responsibility for the completion of a risk assessment. 

3.2.5 Fair Play:

a. Pupils’ physical education and sporting activities should be based on an atmosphere of fair play.  

3.2.6 Behaviour:

a. Expectations that an appropriate code of behaviour will be followed should be clearly communicated to pupils and parents prior to their involvement in school sporting activities.

b. Pupils should always treat other pupils, adults and officials in a respectful manner.

c. Pupils should always respect and accept the hospitality of the home team.

d. An exemplar code of conduct is set out in Appendix 1.

e. Further guidance may be obtained from the EUPEA “Code of Ethics and Good Practice Guide for Physical Education”.

3.2.7 Accidents and emergencies:

a. The appointed person responsible for first aid in the school should be included in all discussions relating to accident procedures for away fixtures to ensure that decisions are compatible with general school policy.

b. Head teachers should ensure that the employers’ insurance policy covers members of staff and volunteers who carry out first aid and who administer prescribed medication.

c. All schools should have systems and procedures, based on risk assessment, that determine the level of first aid likely to be required and the levels of competence needed by the staff involved.

d. Accident procedures for away fixtures should include consideration of:

a. How many staff and volunteers accompany groups attending away fixtures;

b. Any implications relating to the modes of travel involved;

c. Reciprocal arrangements with the host school;

e. Any specific requirements of a commercial venue may supplement the school’s standard procedures.

f. Any variants to the standard procedure will need to be identified and an alternative procedure determined.

3.2.8 Reciprocal agreements between schools:

a. It may be advantageous and economical for staff involved with school fixtures to consider reciprocal arrangements, whereby each participating school will provide for the mutual benefit of all participants.
b. When a single member of staff accompanies a number of teams to an away fixture it will be necessary to discuss with the host school how certain situations will be covered. These may include:

i. Who supervises the visiting pupils should the visiting member of staff need to go to hospital with a child;  

ii. The arrangements necessary to hand over responsibility for visiting pupils to a third person for escort back to their own school should the original member of staff have needed to go to hospital with a child.

c. Subject leaders should ensure that all supervising staff are aware of and understand the arrangements for accident procedures arising from forward planning.
d. Subject leaders adopting reciprocal arrangements should ensure that parents are informed of any such arrangements, possibly through the school brochure.

3.2.9
Travelling first aid kit:

a. Staff should ensure that a first aid kit is available at all fixtures.

b. The appointed person responsible for first aid in the school should be responsible for the provision of a suitable travelling first aid kit.

c. Further provision, appropriate to the activity undertaken, to prevent the effects of cold and shock should be readily available at all fixtures and events.

3.2.10
Concussion accidents:

a. Pupils who may have been knocked unconscious should receive hospital treatment.

b. This should not be delayed until the pupil is returned to their parent or carer.

3.2.11 Recording accident details:

a. All accidents occurring at fixtures should be recorded according to the existing school practice.

b. Records should be completed as soon as is reasonably possible after returning to school.

3.2.12
The journey:

3.2.12.1Particular attention should be given to:

a. passenger safety and supervision;

b. driver competence and local conditions which may be imposed;

c. the type of journey;

i.     local, long distance, motorway

     
ii.    traffic conditions

iii.   weather.

3.2.12.2 Generic issues include: 

a. taking a register before departure;

b. collection and dispersal points;

c. journey time – the need for comfort stops for pupils and regulatory stops for driver(s);

d. establishing a code of conduct for behaviour during the journey;

e. emergency procedure for the following:

i.     first aid/medical issues 

ii.    evacuation of transport

iii.   staff illness or injury

iv.    school, LEA and home contacts.

v.     the need for mobile phones

3.2.12.3 Dispersal:

a. parents should be notified of expected time of arrival back at school;

b. procedures should be established for notification of late arrival;

c. parents should be informed that it is not the responsibility of the school to transport pupils in the event of late return;

d. procedures in the event of a parent not being at the school when the party arrives back.


Preparation includes:
3.3.1
Risk assessments:

a. These should be undertaken with the whole school staff in mind and are normally undertaken by the subject leader for physical education in collaboration with the head teacher.  Areas to be addressed might include:
                        i.      the journey 

                        ii.     injury to players;

iii.    illness to accompanying staff or volunteers;

iv.    the school site to be visited (this should be in place via the host school);

v.     first aid provision;

vi.    behaviour (code of conduct);
     
vii.   special education or medical needs;
      viii.  meeting the individual requirements of all pupils;

ix.   facilities;
    
x.    the equipment;

xi.   the environment.

b. For special events schools should undertake a site visit of the venue they are attending, particularly where:
i.     no prior knowledge of the site can be obtained, or 
      ii.    no member of staff has visited the planned venue recently.  

c. It is usually acceptable for the venue risk assessment to be addressed by the host.  
3.3.2
Central coordination and collation:
a. It is desirable that a member of staff should coordinate the arrangements for all fixtures.
b. Schools should be able to demonstrate their system of recording and monitoring of all sports fixtures is held centrally and is available for staff to access. 
3.3.3
Financial considerations:
a. All schools should have and apply a  charging policy outlining the protocol for levying any charges for activities. This policy should reflect the charging policy guidance offered by the  employer. 
3.3.4
Catering:
a. On the occasions that refreshments and meals are provided local hygiene requirements need to be known and met.
b. Ensure that pupils undertake the appropriate level of personal hygiene required prior to partaking in any hospitality arrangements (particularly relevant at KS1/2).
3.3.5
Weather Conditions (clothing, shade, fluids. use of sun cream):
a. School staff should ensure that:
i.     the climatic conditions are considered when planning activities, e.g. frost, sun; 
ii.    parents are notified of the need to inform their children and raise awareness of any  

requirement to be protected from the sun, wind, or excessive variations in temperatures;

iii.   pupils are briefed about the importance of administering sun cream, and wearing 

appropriate and relevant clothing to ensure adequate protection from variable climatic effects:
iv.   pupils are aware of the requirements for maintaining appropriate levels of fluids    

       and appropriate provision is arranged.                                 
3.3.6
Addressing individual needs:
a. Careful consideration should be given to addressing pupils’ individual needs.  In particular:
i.      close working relationships with the school’s SENCO  would be advisable;
ii.     all staff arranging sports fixtures should have read and understood the implications

        of guidance relating to the Disability Discrimination Act;

iii.    every pupil should have the opportunity to be considered for selection and  

        participation in school fixtures if the pupil demonstrates the ability to do so; 
iv.     exclusion of pupils from the above classifications should only be undertaken on 

        the grounds of the health and safety of other pupils, staff or the individuals   

        themselves.
   v.     the participation of young people with special educational or medical needs, or a 

           disability, will influence requirements for staffing.
3.3.7 Matching of pupils:

a. School staff organizing sports fixtures should make every attempt to ensure that fixtures are only arranged with team or players of comparable age, standard and ability.
b. Wherever possible schools should consider any National Governing Body approach to selecting potential opposition.
c. If at any stage, the supervising member of staff or volunteer identifies that there is an imbalance in any of these areas (e.g. size, age ability, capability) the fixture should be stopped and rearranged to reflect better balance and matching of pupils.
d. Schools will wish to consider the appropriateness of fixtures or competition in activities where boys and girls compete or take part together.
3.3.8 Awareness of NGB requirements:

a. School staff organising sports fixtures should make every attempt to familiarise themselves with National Governing Body (NGB) guidance and any local School Sports Federation or Association guidance in the sport in which they are organising the event.
b. The appropriate size of court, pitch, hall and equipment should be carefully considered for each Key Stage.
c. The appropriate guidance offered by NGB’s relating to equipment should be addressed.
3.3.9
Remote supervision:

a. There may be times when supervision is remote, as in cross country running or orienteering.  At such times it is important that:
i.     a risk assessment of the area is carried out prior to the activity taking place;
ii.    a system is in place to ensure that all pupils are checked regularly;
iii.   responsible persons are placed at key positions on and around the area, from 

       which as much of the area as possible may be observed and participants seen

       at any one time.

iv.   two responsible persons (one with a mobile telephone) cover the area.
3.3.9 Procedures for safeguarding young people:

a.
Care must be taken to ensure that child protection measures are in place and that no child is placed at risk.  In particular:
i.      Staff should be aware of the basic requirements of the Children Act 1989.

ii.     No adults other than those who have been appropriately vetted  or given specific    

        approval should be allowed close access to pupils participating.
iii.     Adults should avoid being alone or 'one to one' with a pupil.  A 'buddy system' of 

        pupils being paired together to take care and look after each other is         
        
        
        recommended.
b. Great care will be needed over the use of digital cameras and photographs. On no account should images of young people be taken without parental consent or made accessible on an internet web site.

c. Pupils should be safeguarded through:

i.      the application of any local requirements for disclosure and the use of digital 
       
       imagery by parents, the school or professional agencies,

ii.    forward contingency planning that addresses action to be taken in the event of any 

       injury that may require hospital treatment.

3.3.10 Programming and scheduling:

a. It is advisable that pupils should not play more than one full sports fixture in any given day.
b.  Where it is intended or likely that pupils will participate in more than one game, care will be needed in the programming and scheduling of fixtures to ensure that:
i.     advanced notification is given of the precise programming and scheduling to be 

       implemented;
ii.    young people are sufficiently prepared by training and levels of skill to ensure their 

      safe involvement;

iii.   no young person is subjected to levels of physical activity that are unreasonable in               

       the light of their fitness and preparation;  
iv.   there are known start and finish times which are adhered to;
v.   sufficient rest periods are provided to allow for recovery time between games;
vi.   any contingency arrangements accord with, and do significantly change, the 

                 
       general programming and scheduling arrangements;

vii.   due consideration and allowance is given to a need for substitute players, if 

       appropriate;
viii.  overplay beyond a pupil’s physical and mental capabilities is avoided. 
Appendix 1:  EXEMPLAR CODE OF CONDUCT FOR PUPILS INVOLVED IN 

             SCHOOLS COMPETITION

A1.1
It is good and safe practice for the school to agree a “code of conduct” with parents/carers and pupils before young people participate in inter-school competition or other sporting events. Acceptance of a code of conduct will provide school staff with the necessary authority to carry out their responsibilities.

A1.2
The agreed code of conduct should be formalized and sent to parents/carers along with any other information regarding the fixtures and events for the joint signature of the pupil and parent(s).

A1.2
The items suggested below will contribute to sound policy development:

Each pupil should:

a. observe normal school rules

b. co-operate fully at all times with school staff and any other adults involved

c. fulfill any tasks or duties set prior to and during the fixture or event

d. participate fully in all activities during the fixture or event

e. be punctual at all times

f. not leave the group without permission

g. always return to any agreed meeting point at agreed times

h. if granted any indirectly supervised time, be in groups of not less than three pupils

i. avoid behaviour which might inconvenience others

j. be considerate to others at all times

k. respect all requirements made by school staff and accompanying adults

l. behave at all times in a manner which reflects credit on self, to the party and to the school

m. abide by rules and regulations of the countries and places visited

n. not purchase or consume alcohol, tobacco products, drugs or purchase any dangerous articles such as knives

o. if in doubt on any matter, consult with  an appropriate adult.

p. accept that a full written report of any misconduct will be forwarded to the head teacher and the parent(s)/carer(s). 

q. arrive at the appointed meeting place properly equipped for participation in the fixture/event.

Appendix 2:
TRANSPORT ISSUES

1. Minibus

a. Seats must face forward and be fitted with seat belts.

b. Maintenance and safety checks need to be carried out before departure.  Under current law, the driver is responsible for the roadworthiness of the vehicle.

c. Qualification of the driver needs to comply with employer and governing body guidelines. 
d. Appropriate levels of supervision need to be maintained.

e. Behaviour – the driver should not be distracted for any reason other than an emergency.

f. Loading should be from side doors and pupils seated from the front to the rear. Rear seats should only be used if the minibus is full.

g. On the roadside pupils should not load or unload using the rear doors.

h.  Luggage needs to be securely stored with no obstructions on the floor between the

 seats or in front of all exits.

i. Seat belts must be worn at all times.

j. Staff/driver should know the location of first aid boxes and fire fighting equipment.

k. Smoking and alcohol bans must be observed.

l. Trailer use should follow national requirements, and  any employer or  governing body guidelines.

m. A tachometer should be used where fitted.
2. Coach

a. A reputable company should be used to ensure roadworthiness and other legal requirements. Many LEAs operate an approved list of companies.

b. Use only coaches fitted with seat belts. All passengers should wear these.
c. Supervision – deploy an appropriate number of  adults for the number of  pupils.
d.  The adults should be  positioned  through the coach so that they can observe all  pupils.
e. Loading should be from the front to the back and the back seats only used if necessary.
f. Evacuation procedures need to be known by all before departure. It is good practice for:
i.    The adults should disembark first to direct  pupils to an assembly point away from the roadside or in the car park area. 
ii.  The back three rows should disembark first followed by those sitting in the roadside seats and finally those sitting in the kerb side seats.

iii. Emergency doors on roadside should only be used in an emergency.

      3.
Car

a. A clean driving license should be expected.

b. The car must be road worthy and have a valid MOT if relevant.

c. The driver needs to have appropriate insurance: for volunteers this must be fully comprehensive and staff insurance must cover the use of their car for school business.

d. Charging is not allowed for the use of the vehicle.

e. It is common that pupils  sit in the rear of the car only and use provided seatbelts. Agreed procedures should ensure that no volunteer adult is ever alone in a car with any child other than their own.

f. Appropriate disclosure certification should be obtained if applicable.

g. Travelling strictly in convoy is not recommended as it can divert a driver’s concentration. Drivers should know the route to their destination and not rely on following others.

h. Local requirements will apply as to whether senior pupils may use their own cars to transport their peers. 

i. Parents need to give permission for their child to travel in another adult’s car.

j. Smoking and alcohol bans must be observed.

4 Public transport

a. Behaviour – group interaction with public should be of an acceptable standard

b. All should understand supervision to/from and on/off transport.

c. Payment procedures should be established before the journey.

Appendix 3:
VOLUNTEER DRIVER’S DECLARATION

To:
 The Head Teacher ---------------------School.

1. I confirm that I am willing to use my own vehicle for transporting pupils to and from inter-school fixtures and other sporting events.

2. I accept responsibility for maintaining appropriate insurance cover and have checked with my insurance company that pupils carried voluntarily are insured.

3. I have a current clean, valid driving licence.

4. I shall ensure that the vehicle is roadworthy in all respects.

5. I shall ensure that all passengers wear correctly fastened seatbelts.

6. I shall at no time transport a single pupil, other than my own child, as part of any journey. (This section does not apply to any 17, 18, 19 year old students transporting their peers).

7. I agree to the terms and conditions outlined in this declaration and will operate within them. 

8. I have never been interviewed, cautioned or convicted of any offence that would render me unsuitable to work with young people.

9. I shall at no time transport a pupil or pupils whilst I am under the influence of alcohol or drugs.

Signed:






Date:

Name and Address:

The school/education service reserves the right at any time to request copies of any relevant documentation including vehicle registration or ownership document, MOT certificate, insurance certificate, road tax or driving licence.

Persons regularly transporting children will be asked to provide any disclosure certification required by the school/LEA policy. This is in order to ascertain that they have not been declared unsuitable to work with children and young people.

Drivers should retain a copy of this declaration reminding them of the school/LEA expectations.

(With acknowledgement to Staffordshire County Council Education Department).

Appendix 4:
PARENTAL/CARER CONSENT FORM FOR A PUPIL TO BE TRANSPORTED IN ANOTHER ADULT’S VEHICLE

Schools may wish to obtain parental permission for pupils to be transported in other adults’ cars by the use of a pro-forma such as this.

1.
There may be occasions in which your child could be transported in the car of another adult associated with the school.

2.
The conditions under which other adults agree to provide use of their car is attached for information (see Appendix 3: Volunteer driver declaration).

3.
I give permission for my son/daughter ----------------------------- to be transported in the car of another parent within the requirements explained to me.

Signed:





Date:

Name and address:

(Based on similar forms obtained from the Rugby Football League and Staffordshire County Council Education Department).

Appendix 5:

SOURCES OF INFORMATION

British Association of Advisers and Lecturers in Physical Education

www.baalpe.org
Safe Practice in Physical Education:  2004 – available from Coachwise Solutions
www.1st4sport.com
National Council for School Sport






www.ncss.org.uk 

DfES ( previouslyDfEE) publications:






tel: 0845 6022260


Health and Safety of Pupils on Educational Visits (HASPV2 – 1998)




Health and Safety: Responsibilities and Powers (DfES/0803/2001)


Standards for LEAs in Overseeing Educational Visits (DfES/0564/2002)


Standards for Adventure (DfES/0565/2002)


A Handbook for Group Leaders (DfES/0566/2002)


Safeguarding Children in Education (DfES/0027/2004)


Child Protection: Preventing Unsuitable People from Working 

with Children and Young People in the Education Service (DfES/0278/2002)


Insurance: A Guide for Schools (DfES/0256/2003)


Safe Keeping: A Good Practice Guide for Health and Safety in Study Support 
(DfEE/0197/2000)

National Governors Council publication:


Information Pack for Governors on Workforce Remodelling

        www.remodelling.org










        www.nagm.org.uk
APPENDIX 6:

TAKING PHOTOGRAPHS IN SCHOOLS

Aim of this Guidance

This Good Practice Guidance is aimed at Local Education Authorities and those working within schools, colleges and universities.  It gives advice on taking photographs in educational institutions and whether doing so must comply with the Data Protection Act 1998.

Recommended Good Practice

The Data Protection Act is in likely to apply in many cases where photographs are taken in schools and other educational institutions.  Fear of breaching the provisions of the Act should not be wrongly used to stop people taking photographs or videos.

Where the Act does apply, a common sense approach suggests that if the photographer asks for permission to take a photograph, this will usually be enough to ensure compliance.

· Photos taken for official school use may be covered by the Act and pupils and students should be advised why they are being taken

· Photos taken purely for personal use are exempt from the Act

· Photos taken by the media are usually exempt from the Act

Examples:

Personal Use:

· A parent takes a photograph of their child and some friends taking part in the school Sports Day to be put in the family photo album.  These images are for personal use and the Data Protection Act does not apply.
· Grandparents are invited to the school nativity play and wish to video it.  These images are for personal use and the Data Protection Act does not apply.
Official School Use:

· Photographs of pupils or students are taken for building passes.  These images are likely to be stored electronically with other personal data and the terms of the Act will apply.

· A small group of pupils are photographed during a science lesson and the photo is to be used in the school prospectus.  This is unlikely to be personal data and the Act wouldn’t apply.

Media Use:

· A photograph is taken by the local newspaper of a school awards ceremony.  This is unlikely to be covered by the Act.  Even if it were covered, personal data processed for journalistic purposes are exempt from the main provisions of the Act.  However, as there may be concerns in individual cases about pictures appearing in the press, it would be good practice for schools to advise people that the press will be attending certain events.

Further Information:

If you require any further information about this or any other aspect of Data Protection, please contact us using the details below:

Web:            www.informationcommissioner.gov.uk
E-mail:         mail@ico.gsi.gov.uk
Telephone:  01625 545700

The guidance within this document does not constitute an authoritative legal interpretation of the provisions of any enactments or regulations or the common law; that is exclusively a matter for the courts.

©   BAALPE and NCSS 2004

PEOPLE





CONTEXT





SUPERVISION requires that:





Recommended staff-pupil ratios are complied with


Staff are appropriately qualified and experienced to supervise the activity


Child Protection measures are fully implemented











FACILITIES should offer:





Hazard free playing, changing and working areas





Sufficient space allocation for safe participation











EQUIPMENT should be:


Regularly checked and inspected 


Compliant with National and European Safety Standards where required


Compatible with the recommendations of the appropriate Body








EMPLOYERS need to:





Communicate their policy and monitor its implementation 


Provide risk assessment guidance


Offer appropriate advice and professional development necessary to ensure safe practice











GOVERNORS  should:





Be familiar with their health and safety obligations and that of the LEA in safe-guarding the well being of pupils


Be well informed about their schools involvement in inter-school activities 


Establish agreed systems for approval in accordance with school and LEA policies














PARENTS AND CARERS need to:





Ensure that they are in receipt of regular information eg Fixtures List relating to their child’s involvement in inter-school competition


Keep the school informed about their child’s existing or changed medical needs or special circumstances

















SENIOR MANAGEMENT need to:





Ensure Governors receive appropriate information about this aspect of school life


Confirm a suitable risk assessment has been completed including all travel, supervision and emergency arrangements














Curriculum enrichment & extension





INTER-SCHOOL


COMPETITION





Acceptable Risk





 SCHOOL STAFF need to:





Be competent in managing inter-school events whether located on-site or off-site


Keep senior management reliably informed of their planning and organisation


Establish clear procedures with home and visiting staff for managing an emergency situation including first aid














PROCEDURES should ensure:





Policy and guidelines for the safe conduct of inter-school activities is made accessible to all supervisory staff particularly relating to approval, travel arrangements, medical information and emergency procedures











THE JOURNEY involves:


Confirming the competence of the driver and worthiness of the transport used


Registration and subsequent head counts of participating pupils 


Clearly understood procedures for disembarkation and dispersal








OTHER STAFF need to:





Comply with any school or LEA policy requirements relating to the safe conduct of inter-school competition


Clearly understand the extent of their supervisory role in relation to that of the  school staff








PROGRAMMING should require:





That pupils are not over-extended in terms of activity and/or match scheduling 





That Start and Finish times are strictly adhered to wherever possible 














PREPARATION requires:





The completion of appropriate risk assessments


That participating pupils are well prepared and briefed for the activity ensuring that the planned activities match the physical/emotional maturity of the pupils and that they are suitably challenging


Any catering arrangements comply with sound hygiene requirements


That pupils are suitably equipped for any adverse environmental/weather conditions











PUPILS  need to:





Demonstrate acceptable behaviour at all times


Exercise appropriate responsibility for their own well-being and that of others


Ensure that parents/carers are fully informed about their participation











ORGANISATION





Guidance on the Organisation of Inter-School Fixtures and Area Sports Events





FIXTURE(S) PLANNING PROCESS FLOWCHART





Before the Fixture(s)





1.   Member of school staff, in conjunction with host school where relevant, confirms the following procedures:


School contact details


Specific risk assessment


Consultation with SENCO (where necessary)


Reciprocal accident procedure


Disclosure certification (where necessary)


Host school risk assessment first aid arrangements


Car detail checks (where necessary)








2.  On completion of standard procedures school staff submit fixture list/details of fixture to head teacher or representative. Details may then be forwarded to the Governors if required by the school’s policy.














3.   School staff: 


Notify pupils and parents ( if appropriate)


Request relevant details from parents


Confirm “picking up” and “setting down” arrangements


Consult with assisting school staff and allocate duties








During the Fixture





4.  School staff will follow the process of on-going risk assessment for the duration of the fixture.


NB:  Adults in charge must intervene to protect pupils from dangerous   play/situations or ineffective officiating that puts pupils at risk.





      








After the Fixture(s)





5.  The school staff undertake a review involving staff, volunteers and host school as appropriate.  Any concerns/issues are followed up and recorded.





6. Pupils’ participation may be recorded to help collate information relating to the percentage of pupils in the school receiving at least 2 hours of high quality physical education and school sport.








3.1 PEOPLE:








3.2.  CONTEXT:








3.3   ORGANISATION:  








�








� Please refer to Northumberland County Council ‘Guidance Notes for Teaching Swimming and Offsite Visits’.


� Special consideration should be given to pupils who have individual care plans.  Please refer to ‘School Medical Policy’.


� All Northumberland County Council employees and volunteers are indemnified by Insurance Policy.


� Refer to Northumberland LEA Health and Safety Policy section on Accident Reporting.


� Refer to Appendix 6 Data Protection Good Practice – Taking Photographs in Schools.


� Sample consent forms for use of digital imagery in schools baalpe 2004 Safe Practice – Appendix 4 – page 305


  Advice on the use of digital photographs on school web sites http://safety.ngfl.gov.uk/schools
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