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Sandwell Transition Education Partnership Service — Positive Handling Policy

This policy will be reviewed in full by the STEPS Management Committee annually.
The policy was agreed by the STEPS Management Committee on: March 2017
It is due for review o arch 2018.
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Chair of STEPS Management Committee

Our aims are to:

• Support Sandwell’s admissions process and Safeguard all International New Arrivals
• Provide International pupils (Sandwell residence) with a safe, welcoming environment where they are valued and encouraged to

participate.
• Use formative assessment to identify the learning strengths and needs of each pupil against the DfE proficiency in English Scale; and so

minimise potential lost learning time in school.
• Ensure that pupils and their families see their languages, culture and identity reflected in the classrooms, the Centre and as part of an

inclusive curriculum designed around British culture and values.
• Use data to support and inform the transition process of each pupil into school/college.
• Provide a cohesive, multi-agency approach to supporting families and pupils throughout their time at the Centre and during the transition

process into school/college.
• Build capacity in Sandwell School to support EAL learners.
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INTRODUCTION

STEPS Risk Assessment Policy

Organisations have a legal duty to put in place suitable arrangements to manage for health and safety. Managing for health and safety (HSG65
Third edition, published 2013)

This policy is designed to assist the STEPS Centre in fulfilling their legal duties in assessing risks. Risk management is the consideration of the
risks that arise in the workplace and then putting in place sensible health and safety measures to control them.

In accordance with our duties under the Management of Health and Safety at Work Regulations 2000, the STEPS Centre is required to
undertake regular risk assessments and take any necessary action arising from these according to provisions set out in the Health and Safety
policy and elsewhere.

The Head Teacher is responsible for making sure that risk assessments are completed, logged and effectively monitored. Reviews are
conducted when there is any change to equipment or resources, any change to the school’s premises (work experience or volunteer), or when
particular needs of a child or other visitor necessitate this.

The Head Teacher is further responsible for conducting any necessary reviews or making changes to the school’s policies or procedures in the
light of any potential risks that they or other members of staff discover.

A visual inspection of both the equipment and the entire premises — both indoor and outdoor — will be carried out daily. This will, ordinarily, be
carried out by a designated member of staff (Caretaker) on arrival at the STEPS Centre and will be completed before any children arrive.

During the STEPS Centre day, staff will be vigilant and continuously aware of any potential risks to health and safety arising from:
• the School’s environment, both indoors and outdoors;
• all surfaces, both indoors and outdoors;
• all equipment used by children or staff.

On discovering a hazard, staff will take all steps necessary to making themselves and any other people potentially affected safe. They will then
notify the Head Teacher and ensure that a record is made in the Incident Record Book. The Head Teacher is then responsible for ensuring that
any necessary action is taken.

A risk assessment is finding out what could cause harm to people and deciding if you have done enough or need to do more to protect them.
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The Process of Risk Assessment - What can be risk assessed?

A risk assessment can be undertaken on an object or substance, a process, a location, an activity, or a person. It is a five step process:
Step 1: Identify the hazards
Step 2: Decide who might be harmed and how
Step 3: Evaluate the risks and decide on precautions
Step 4: Record your findings and implement them
Step 5: Review your assessment and update if necessary

What is a hazard? A hazard is anything which can cause harm e.g. electricity, chemicals, etc

What is risk? Risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication
of how serious the harm could be.

Evaluating the risk

Having spotted the hazards, you then have to decide what to do about them. The law requires you to do everything ‘reasonably practicable’ to
protect people from harm. You can work this out for yourself, but the easiest way is to compare what you are doing with good practice. There
are many sources of good practice, for example HSENI’s website (www.hseni.gov.uk) CLEAPSS, etc.

So first, look at what you’re already doing think about what controls you have in place and how the work is organised. Then compare this with
the good practice and see if there’s more you should be doing to bring yourself up to standard.

In asking yourself this, consider Can I get rid of the hazard altogether? If not, how can I control the risks so that harm is unlikely? When
controlling risks, apply the principles below, if possible in the following order:

o try a less risky option (e.g. switch to using a less hazardous chemical);
o prevent access to the hazard (e.g. by guarding);
o organise work to reduce exposure to the hazard (e.g. put barriers between pedestrians and traffic);
o issue personal protective equipment (e.g. clothing, footwear, goggles etc); and
o provide welfare facilities (e.g. first aid and washing facilities for removal of contamination).

Involve other staff, so that you can be sure that what you propose to do will work in practice.
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WHAT IS A RISK ASSESSMENT?

The Health and Safety Executive (HSE) defines a risk assessment as “a careful examination of what in your work could cause harm to people
so that you can weigh up whether or not you have taken enough precautions or should do more to prevent harm”. The assessment will help you
to identify the likelihood of harm and whether you can reduce the risk to a reasonable level, through the introduction of control measures.

All work experience student placement/volunteer work off site visit and on site concern(s) have potential hazards and risk to staff and pupils,
therefore the control measures identified should be sufficient to reduce the risk to acceptable levels. If the control measures aren’t sufficient,
consideration must be given to absolute ‘cut off criteria’ and the activity must not proceed. In addition there must always be an alternative
activity (Plan B), prepared and risk assessed.

The five step process is as follows:

Step 1: Identify the hazards

Divide your work into manageable categories considering: Identify the Hazards

Location Chemical — paint solvents/exhaust fumes
Activities Biological — bacteria
Equipment Physical — noise/vibration
People Psychological — occupational stress

Step 2: Decide who might be harmed and how
For each hazard you need to be clear about who might be harmed, identify the groups of people — such as staff members or members of the
public/pupils. Identify how they might be harmed i.e. what type of injury injury or ill health might occur.

Step 3: Evaluate the risks and decide on precautions
Consider how likely it is that each hazard will occur and what control measures you already have in place. Have the control measures in place
got rid of the hazard altogether or reduced the risk so that harm is unlikely, if the task has not been adequately controlled what further actions
are required. If any further actions are required the name of the person responsible for actioning the task should be recorded along with the
projected completion date with the actual completion recorded in the completed column.

Step 4: Record your findings and implement them
Putting the results of your risk assessment into practice will make a difference when looking after our staff. Writing down the results of your risk
assessment, and sharing them with the staff, encourages you to do this.
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Step 5: Review your assessment and update if necessary
Risk assessments need to be reviewed and if necessary updated every year. However a review will be required sooner if an incident or
accident occurs, or there are significant changes to the premises, staff or procedures.

GENERIC RISK ASSESSMENT FORM

This policy contains a generic risk assessment template which has been produced to assist our STEPS Centre with the risk assessment
process and should form a good foundation for identifying hazards, assessing risks and implementing controls. However, you must also pay
attention to our own STEPS Centre environment.
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Generic Risk Assessment Form - For Work Experience. Student Placement, Volunteer Work,
Off Site Visit and On Site Concern(s)

Person Carrying out the Risk Status
AssessmentlSupervisor
Name of Volunteer/Work Experience Contact Phone
Student number(s)
Address of Volunteer/Work
Experience Student
Has Sandwell MBC HR been Yes / No (if no this consent must be obtained) Is a DBS needed? Refer to
informed? Statutory guidance — regulated

activity (children)
Guardian

This Risk Assessment is being
completed because:

What is the hazard(s)? _______

Yes I No

Who might be harmed and What further action is Action by Action by Completed
how? necessary? who? when?
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What is the total of all risk
factors9
Health and Safety law posers are
displayed
First Aid boxes are located

Accident Book is Located

Signed by responsible person Print: Date:
(person making the Risk
Assessment)
Signed by assessor to authorize Print: Date:
the activity
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RISK RATING GUIDE

Below is a simple optional guide to help risk assessors determine the risk rating of each hazard identified. This guide is intended to help
you and to try and implement/maintain some consistency between establishments and individuals when assessing risks; it is not meant
to be a burden which confuses you and complicates matters.

A Risk Assessment must be ‘Suitable and Sufficient’. That is to say:

• It should identify the risks arising in connection with the activity.
• The level of detail included should be proportionate to the risk.
• It must consider all those who might be affected i.e. staff, pupils, other instructors etc.
• It should be appropriate to the activity and should identify the period of time for which it is likely to remainvalid.
• It should enable management to determine the level of control measures necessary

Risk Rating = Likelihood X Severity

Likelihood: Severity: Risk Level Matrix: Key

Improbable

Unlikely

Even Chance

Likely

Almost Certain

No or trivial injury/illness

Minor Injury/Illness

?t Days Lost Time

Major Injury/Severe Incapacity

Death(s) _______________

5 10 15

4 8 12 16

E 3 6 9 12
6 8 10

4 5

Severity

Insignificant

Low

Moderate

High

Intolerable
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RISK ASSESSMENT GUIDANCE FOR VOLUNTEER OR WROK EXPERINCE SITUATION: Where there is a volunteer or work experience
situation the employer (STEPS) will take account of:

• the inexperience, lack of awareness and immaturity of the young person
• the fitting-out and layout of the workplace and workstation
• the nature, degree and duration of exposure to physical, biological and chemical agents
• the form, range and use of work equipment and the way in which it is handled
• the organisation of processes and activities the extent of their health and safety training provided or to be provided to the young

person
• the risk from specific agents, processes and work listed in the Annex to the European Directive (941331EC)[8]* The outcomes of this risk

assessment should be (a) recorded and a copy kept [if 5 or more people are employed], (b) brought to the attention of the work
experience student and (c) brought to the attention of the student’s parent/guardian where the student is of compulsory STEPS Centre
age.

INFORMATION FOR PARENT/GUARDIAN: The ‘employer’ shall, before providing a child with a work experience placement or grant
voluntary work, provide a parent/guardian or guardian of the child with comprehensible and relevant information on:

• the risks to his health and safety identified by the assessment
• the preventative and protective measures
• the risks notified to the child’s employer by another employer NB This means that for work experience students who are of

compulsory STEPS Centre age, the Employer must provide details of the risk assessment to a parent/guardian of that child.
HSE guidance for employers* indicates that the information does not have to be in writing and that employers may develop generic risk
assessments for work experience student activities

PROTECTION OF YOUNG PERSONS: Every employer must protect young person(s) at work. In addition to undertaking the risk assessment
(see above), the employer must not employ young person(s) for work which:

• is beyond their physical or psychological capacity, involves exposure to agents which are toxic, carcinogenic, cause heritable genetic
damage or harm to the unborn child, or which in any other way chronically affect human health

• involves harmful exposure to radiation
• involves a risk of accidents which it may reasonably be assumed cannot be recognised or avoided owing to their insufficient attention to

safety or lack of experience or training
• presents a risk to health from extreme cold or heat, noise or vibration

NB. In determining whether work will involve harm or risk, regard will be taken to the results of the risk assessment.
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Nothing in the above paragraph shall prevent the employment of a young person who is no longer a child [i.e. not of compulsory age] for work:

• where it is necessary for his/her training
• where the young person will be supervised by a competent person
• where any risk will be reduced to the lowest level that is reasonably practicable
• except where prohibitions or restrictions on the employment of any person already exist.

CHILD PROTECTION: Safeguarding of Children in Education (DfES Guidance September 2004), requires that employers have due regard for
the welfare of young people in the work place. For some placements it may be necessary to carry out a DBS check with an employer or
placement supervisor.

Keeping children safe in education Statutory guidance for schools and colleges (OfES Guidance September 2016) stated that Safeguarding is
the ‘protecting children from maltreatment; preventing impairment of children’s health or development; ensuring that children grow up in
circumstances consistent with the provision of safe and effective care; and taking action to enable all children to have the best outcomes’

‘All STEPS Centre have a responsibility to provide a safe environment in which children can learn’.

Definitions: “parent/guardian “is given in the Children’s Act 1989 “young person” is one who has not attained the age of eighteen “child” is one
who is of compulsory school age “compulsory school age” — a child is of compulsory school age until the last Friday in June in the school year
in which they reach age 16

Health and safety Executive - Risk assessment: A brief guide to controlling risks in the workplace http://www.hse.gov.uk/pubns/indgl63.pdf

Health and safety Executive - Young people and work experience A brief guide to health and safety for employers
https://www.gov.uk/govemmentluploads/system/uploads/attachment data/file/55051 1/Keeping children safe in education.pdf
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