Protocols for Collaborative Working for 14-19 Education in Oxfordshire



Where visits/ activities are planned that are other than the young people attending the Henley College or a partner school, the EVCs of each learner base must ensure that the activity complies with “Out and About in Oxfordshire”.

This section focuses on issues relating to Health and Safety of students when working across different Learning Providers. 

It will include information on:

· Securing learner safety on the placement 

· Insurance procedures for Learner Base and Provider

· Transport arrangements between Providers  

(Please refer to the Service Level Agreement)

Guidance

1. Securing learner safety on the placement 

1a) Legal requirements - The Learner Base is responsible for ensuring the Learning Provider follows guidance on Health and Safety.

1b) Vetting of placements.
It is the responsibility of the Consortium to determine the suitability of the Learning Provider’s provisions for Health and Safety.

The Learner Base should complete the appropriate checklist before the commencement of the programme and at regular intervals thereafter.  The Learner Base should discuss the results with the Provider and, where appropriate, with the Learners’ parents/carers.
Knowledge of Health and Safety within particular industries lies within those industries and therefore risk assessments specific to the activities to be undertaken by the Learner on placement must be conducted by a competent person within the Learning Provider organisation or a recognised organisation commissioned by the Learner Base to do this. This risk assessment must be passed to the Learner Base and parents/carers of the Learner before the placement begins.
1c) Supervision
The Learner Base, the Provider and parents/carers shall agree whether all or any of the Learners require supervision whilst on the Provider’s premises but not participating in formal teaching or classroom sessions (for example, during lunch breaks, tea or coffee breaks and free periods), whether all or any of the Learners can be allowed off-site at lunch times and, to the extent that supervision is required, who should be responsible for providing such supervision (the “Supervision Requirements”). The Supervision Requirements shall be recorded in writing.  The Supervision Requirements shall be kept under review by the home school, parents and the Provider and may be amended by agreement between the Learner Base and the Provider in writing.  

When agreeing, reviewing or amending the Supervision Requirements, the Learner Base and Provider shall take into account all the relevant factors including the age, maturity and vulnerability of the Learners, the size of the Provider and the number and age ranges of its students, the location of the Provider and the wishes of each Learner’s parent/carer.

In all cases where supervision is required, it must be provided by an approved adult who has been police-checked in accordance with the then prevailing legislation and guidelines.  The Provider shall use its reasonable endeavours to ensure that no adult (whether a member of the Provider’s staff or a learner at the Provider) who has not been police-checked shall have substantial unsupervised access to any Learner whilst the Learner is on the Provider’s premises to participate in the programme.

During break and lunch periods and for any other times when  the learner is not required to be in formal learning environments there will be a named adult who can easily be contacted should there be a need.

No learners in Key Stage 4 should be given permission to leave the premises during the working day.

1d) Bullying

The Learner Base and the Provider shall jointly agree a policy and procedure for dealing with bullying and the Learner Base shall notify this policy and procedure to the Learner and his or her parent or guardian. The policy and procedure shall include the name of individuals who have been nominated to take responsibility for the welfare of the Learners whilst away from their Learner Base, and who will act as contact points for any Learner or parent/carer who has concerns about bullying. 

1e) Identification 

Learner safety is paramount. As a safety precaution learners should carry an identity card so that they can be clearly identified e.g. Sixth form, as opposed to other adults on a Learner Base site. This is particularly helpful for lunch time supervisors to identify students on site at lunch time. Remember: Police and Education Welfare Officers have responsibility to check students found out of school.

1f) Healthy Life Style 

The Learner Base will need to agree with the Provider:

· Non smoking policies and procedures for dealing with learners who do not adhere to the non smoking regulations. 

· Access to water for learners.

· Access to healthy food options.
1g) Medical Needs and Medicines

The following extract from Circular 14/96 may be helpful when considering arrangements for placements.

The Legal Framework
· The Education Act 1993 and the Medicines Act 1968 are relevant to schools in dealing with pupils' medical needs. The following paragraphs outline the provisions of these Acts that are relevant to the Health and Safety of pupils.

· The responsibility of the Learning Provider is to make sure that safety measures cover the needs of learners at the school. This may mean making special arrangements for particular pupils.

· In some cases pupils with medical needs may be more at risk than their classmates. The Learner Base may need to take additional steps to safeguard the health and safety of such pupils. In a few cases individual procedures may be needed. The Learning Provider is responsible for making sure that all relevant staff know about and are, if necessary, trained to provide any additional support these pupils need.

· The Medicines Act 1968 places restrictions on dealings with medicinal products, including their administration. In the case of prescription-only medicines, anyone administering such a medicinal product by injection must be an appropriate practitioner (e.g. a doctor) or else must act in accordance with the practitioner's directions. There are exceptions for the administration of certain prescription-only medicines by injection in emergencies (in order to save life).There is no legal or contractual duty on Learner Base staff to administer medicine or supervise a pupil taking it. This is a voluntary role. Learning Providers should not, as a general rule, administer medication without first receiving appropriate information and/or training. The local NHS Trust or HA can advise the Learner Base who the main health contact will be who can then advise on, and in some cases provide, the necessary support. In many areas this will be a Learner Base nurse provided through the Learner Base Health Service.

· Support staff may have specific duties to provide medical assistance as part of their contract. However, swift action would need to be taken by a member of staff to assist any pupil in an emergency. Learning Providers should ensure that their insurance policies provide appropriate cover for staff willing to support pupils with medical needs.

· Teachers and other Learning Provider staff in charge of pupils have a common law duty to act as any reasonably prudent parent would to make sure that pupils are healthy and safe on Learner Base premises and this might, in exceptional circumstances, extend to administering medicine and/or taking action in an emergency. Section 3(5) of the Children Act 1989 provides scope for teachers to do what is reasonable for the purpose of safeguarding or promoting children's welfare. This can give protection to teachers acting reasonably in emergency situations such as on a Learner Base trip.

· Parents are responsible for their child's medication. The Head is normally responsible for deciding whether the Learner Base can assist a pupil who needs medication. Such decisions should, as far as practicable, encourage regular attendance and full participation in Learner Base life.

· In many areas the NHS Trust will provide a Learner Base Health Service that can advise on health issues to pupils, parents, teachers, education welfare officers and local authorities. The main contact for schools is likely to be the Learner Base nurse. 

Useful links
· Supporting Pupils with Medical Needs: A Good Practice Guide.HSE Publication ‘Young People at Work’ HS(G)165, issued to schools by the EBP in ‘97/’98
· DCSF Circular 14/96 

· DCSF /0475/2004  -  Work Related Learning and the Law
· www.youngworker.co.uk
· www.thetridenttrust.org.uk
· www.workexperence.co.uk
· www.safelearner.co.uk
2. Insurance procedures for Learner Base and Provider

For the purpose of insurance, collaborative curriculum delivery is regarded as a school visit.

In all cases the Learner Base should ensure that a full risk assessment is completed and if appropriate share the risk assessment with parents in line with normal school procedures for visits away from the home base.
Insurance is a complex issue that can change on a regular basis. It is essential that for the protection of the Learning Base, the Provider and the Learner that the advice in this guidance is followed.

2a) Organisation and Planning

The DCSF guidance is emphatic that the Learner Base should check that Learning Providers with whom Learners are placed have suitable public liability insurance arrangements in place.

The policies of most Providers will cover the risks arising from Learner placements providing the insurers have been informed, in advance, of the activities planned.

The main risks associated with a placement include: -

(
injury to the learner.

(
injury to other people on the premises.

(
injury to other people not on the premises.

(
damage to or loss of Providers property.

(
damage to or loss of other property.
2b) Insurance position 

2b i) Where the activity takes place on Oxfordshire County Council Premises and is organised/supervised by Oxfordshire County Council employees then any legal liability attaching to the school or the County Council will be fully covered under the Council's Public Liability Insurance arrangements.

In all cases a full written risk assessment must be completed.

2b ii) Where the activity takes place on Oxfordshire County Council Premises but is organised/supervised by a third party i.e. FE College, the Public Liability position would be as follows :

· 
Confirmation must be obtained from the Provider that they have Public Liability Insurance in place, with an indemnity limit of at least £5 million, to cover any legal liability which may attach to them whilst organising /supervising the activity.

· 
Any legal liability attaching to the school or County Council i.e. in respect of defective premises would be covered under the County Council's liability insurance arrangements 

In all cases a full written risk assessment must be completed.

2b iii) Where the activity is delivered away from Oxfordshire County Council Premises by Oxfordshire County Council employees the Public Liability position would be as follows:

· 
Confirmation must be obtained from the owner of the premises that they have Public Liability Insurance in place, with an indemnity limit of at least £5 million, to cover any legal liability which may attach to them and that their insurers have been made fully aware as to the nature of the activities taking place on their property.

· 
Any legal liability attaining to County Council employees whilst organising/ supervising the activity would be covered under the County Council's Liability insurance arrangements.

In all cases a full written risk assessment must be completed.

2b iv) Where the activity is delivered away from Oxfordshire County Council Premises by a third party the Public Liability position would be as follows:

· 
Confirmation must be obtained from both the owner of the premises and the organisation delivering/supervising the activity that they have Public Liability Insurance in place, with an indemnity limit of at least £5 million, to cover any legal liability which may attach to them and that their insurers have been made fully aware as to the nature of the activities being undertaken.

2c) Motor Insurance

The onus for pointing out the necessity of having appropriate Motor Vehicle Insurance cover rests with the Learner Base.

a) It is an offence to drive without appropriate insurance. Members of staff using their own vehicle to transport learners must have a business use extension to their own Motor Vehicle Insurance Policy. As this may well be the same position for voluntary helpers it is recommended that written confirmation is obtained from their own motor vehicle insurer that their cover is sufficient.

b) Where transport is via a commercial company then their Motor Vehicle Insurance arrangements would apply although this should be confirmed by the Learner Base. The Motor Vehicle Insurance details should be relayed to and retained by the host school. 

c) If a student is to transport themselves/others to the activity there would be a responsibility on the Learner Base to carry out a risk assessment to ensure that it is safe to do so and that appropriate Motor Vehicle insurance is in place. This should form a key part of induction information in the case of Post 16 students where “casual lifts” to Learning Providers may happen. If appropriate the risk assessment should be shared with parents. 

3. Transport arrangements between Providers to and from placements 

Oxfordshire County Council adopts Health and Safety of Pupils on Educational Visits 1998 (HASPEV) as its generic document providing both guidance and an interpretation of Health and Safety law. Up-to-date documents are available on the Internet at http://www.teachernet.gov.uk/visits.   

3a)  Travel Insurance Arrangements.

A Duty of Care towards their students exists for the Learner Base sending or transporting their students to placements for Work Related Curriculum activities.

It is in the interest of students, parents and institutions to obtain the appropriate information on travel arrangements check the insurance position and obtain the appropriate consent from parents for such travel. Risk assessments must be completed by the Learner Base on Transport and Travel( Ref section 1 above).

Collaborative working arrangements between institutions are regarded as school visits for the purpose of insurance. They are covered to the same extent as they would be for other visits within the UK and require approval by the Head Teacher/Principal.

3 b) Travel Insurance position 

· Travel to and from home to the Learner Base at the start and end of the school day is the responsibility of the parent/carer, and relies upon the public liability of the carrier (taxi, coach or Bus Company).

· Travel to and from the Learning Provider at the start, end and during the school day is the responsibility of the Learner Base. Should the risk assessment identify significant risks regarding the journey, appropriate alternative arrangements should be made and parents informed.

· Any travel arrangements during the placement session should come under normal risk assessment arrangements for the Learning Provider and the Learner Base informed.
· Staff transporting students in their cars must be sure they carry appropriate car insurance for such journeys.(Ref section 2 of this document).
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