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1. Purpose

1.1

GEMS is committed to providing, so far as is reasonably practicable, a safe environment
without risk to health for all its employees, school community, contractors and third party
vendors through the effective implementation of health, safety, sustainability, quality and
environmental policies and procedures. GEMS accepts no compromise regarding
performance at any time, even in the most difficult of complex surroundings. The
organisation has developed a robust and compliant health and safety management

system.

The occupational health and safety policy, known as IMS-MGT OHS Policy, will be
communicated to all GEMS employees and will be available for other relevant

stakeholders, as required.

The occupational health and safety policy defines the commitment of GEMS Education in
achieving health and safety excellence as well as to comply with the standards defined
within the 1ISO 45001 framework.
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2. Scope

2.1

The scope of the policy covers all GEMS business units, employees, students, visitors
and third party service providers.

3. Policy Statement

3.1
3.2

w
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3.4
3.5

To ensure the Company’s commitment to health and safety.

To ensure, so far as reasonably practicable, the health, safety and welfare of all
employees, students, parents, contractors, and persons visiting our premises.

To reduce the total number of accidents and ensure the prevention of injury and ill health
to all employees, students, visitors, and contractors visiting our premises.

To protect the Company from any potential legal claims.

Ensure compliance with both local laws and relevant legislation and industry best practice.

4. Meeting Objectives

To meet the objectives, management will:
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4.4
4.5
4.6
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Establish a robust health and safety management culture that is prominent throughout
GEMS Education.

Ensure the Company’s commitment to health and safety is driven from the top level
management.

Empower employees by providing suitable information, instruction, and training to allow
them to perform their roles safely.

Ensure that the health and safety management system is continually improved.

Ensure that health and safety performance is continually monitored and improved upon.
Implement and maintain a procedure for ongoing hazard identification, risk assessment
and the determination of necessary hierarchal controls.

Communicate and consult with employees on health and safety matters.
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4.8

Ensure that smart and measurable health and safety related KPIs are established and

continuously monitored.

5. Responsibilities

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

5.10

The ultimate responsibility for health and safety rests with the GEMS Education Board
Chairman.

The Chief Executive Officer has a responsibility for allocating adequate operational
resources and finances to support the Company’s commitment to continuous safety
improvement.

Principals have a specific responsibility for ensuring the implementation of the health and
safety policy into their respective schools.

Principals have a responsibility to ensure suitable emergency exercises are carried out at
regular intervals throughout the year. The frequency of the exercises must comply with
GEMS emergency procedures and local legislation.

The Head of Health and Safety is responsible for establishing and monitoring the health
and safety strategy for GEMS Education.

The Head of Health and Safety and relevant HSE team are responsible for providing timely
health and safety support and guidance to all relevant persons.

The Manager of School Operations (MSO) has responsibility for ensuring suitable
workplace health, safety and fire inspections are conducted at regular intervals and that
issues identified during such inspections are actioned in a timely manner.

MSOs are responsible for ensuring the ongoing maintenance and monitoring of fire and
life safety systems is carried out in line with GEMS procedures and local regulations.

All employees have the responsibility to protect their own health, safety and wellbeing and
that of those who may be affected by their acts or omissions.

All contractors and service providers are responsible for ensuring that they comply with
GEMS Education health and safety policies and procedures. Moreover, they are
responsible for monitoring their own health and safety performance and that of their

employees and sub-contractors.
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5.11

Further specific responsibilities are defined within the health and safety responsibilities

section of the health and safety manual.

6.1
6.2
6.3
6.4

GEMS Education Health and Safety Management System, version 1.0
GEMS Education Crisis Management Policy

ISO 45001

OSHAD SF Management System Version 3.1

Sigrted: Chief Executive Officer

Date:

13.04.2023
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Rationale:

All employees have a duty to work in a safe and responsible manner, to carry out their duties in such a
way so as not to endanger the health, safety and welfare of themselves and others and to submit
suggestions for the improvement of standards in health and safety within the school to the heads.

The school’s operations are conducted in such a manner as to ensure as far as reasonably practicable,
the health, safety and welfare of all the school's employees and any other persons who may be
affected by its acts or omissions, including children, contractors, visitors and members of the public.

Adequate resources are made available for the provision of health, safety and welfare within the
workplace, including the provision and maintenance of equipment.

Suitable and sufficient training is given. Full use is made of any guidance and/or training available
either in-house or through the trade associations, professional bodies, manufacturers and suppliers of
equipment and others as appropriate.

Where and when necessary, appropriate protective clothing and equipment must be provided by the
school and used by all employees and children.

Any member of staff who is found to be deliberately or consistently negligent in the performance of
their duty with relation to the school’s health and safety policy will be subject to disciplinary action.

The school health and safety policy is reviewed annually and presented to staff at the beginning of the
academic year. New staff must be made aware of the policy as part of their induction. Visitors, those
hiring the premises and children must be made aware of their responsibilities and the health and safety
procedures that affect them. Notices must be displayed indicating evacuation procedures.

Aims

e To provide and maintain a safe and healthy environment throughout the school site and safe
means of access and egress from it

e To establish and maintain safe working practice and procedures amongst staff, children,
volunteers, those hiring the premises and all those on the school site
To ensure safe measures of using, handling, storing and transporting articles and substances.
To provide safe systems for the control of noise, toxic and corrosive substances, dust and
vapours under the school’s control

e To provide information and training to enable everyone to contribute positively to their own safety
and that of others

e To formulate effective procedures for use in case of fire and other emergencies and for
evacuating the school premises

o To lay down procedures in case of accidents and medical treatments

e To provide guidance on the use of school and company vehicles

Responsibilities of the School Principal and Manager of Facilities
To:

e bring the contents of this policy and associated documentation to the notice of all members of staff
and make arrangements for the regular review and monitoring of this policy and the arrangements
and procedures contained herein

e ensure that there is a school health and safety committee responsible for monitoring the H & S
Policy, procedures, risk assessment and actions. Minutes of these meetings must be kept with
actions recorded

e ensure that accidents and injuries are recorded in the accident book and Incident Reporting
Module, Guard- HSE

e carry a mobile phone and ensure that office staff always know the whereabouts of the Head /
person in charge of the school (MSO) / SLT
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e ensure suitable and sufficient risk assessments are carried out. These assessments must be
recorded in writing and brought to the attention of all appropriate employees. A person must be
trained to carry out the assessment to ensure that they are suitable and sufficient

e ensure that there is at least a termly fire drill and a record kept of the date, time and length of
time taken to evacuate the building and account for all persons

e ensure that adequate resources, financial and otherwise, are made available for the provision and
maintenance of health, safety and welfare within the school

e appoint responsible persons to co-ordinate the actions of staff and children in case of fire

e ensure that there is an emergency plan and that suitable arrangements are in force and
adequate equipment made available for dealing with emergencies. S/he will also ensure that
sufficient competent persons responsible for evacuation of the premises in the event of such an
emergency have been appointed and their identities made known to all other staff and children

¢ identify and make arrangements for training all staff. This includes induction of new employees
and where necessary, retraining of existing staff

o consult with safety representatives, members of staff and others, where necessary on matters of
implementation and review of this policy and procedures contained herein

¢ investigate and report all accidents, injuries and near misses via to GEMS Corporate Office

e ensure that all manufacturers and suppliers provide information on any dangerous substances
and hazardous processes used on the school site and that this information is made available to all
users, and persons exposed to the hazard

e designate and monitor the performance of staff with responsibility for supervision, training and the
day-to-day implementation of this safety policy and the procedures contained herein

Responsibilities of Key Health and Safety Personnel

The Principal is a member of the school’s health and safety committee, responsible for advising on
health and safety, monitoring and reviewing of procedures and suggesting revisions to the policy, as
required. The Manager of School Facilities (MSO) is responsible for weekly and termly site inspections
to address any health and safety issues including:

display of statutory notices

accident reports and near misses

risk assessments

site tour report

training needs

reported health and safety maintenance needs
vehicle compliance

compliance with health and safety checks (water, fire, electricity, gas and pest control)
site security

school visits and fixtures

performance and events

fire drill, lock down and emergency procedures

Responsibilities of Staff

The school has a ‘duty of care’ to all children. This includes providing ‘adequate supervision’ during
arrival and dispersal at the beginning and the end of the day. Staff must have access to emergency
contact details at all times. Such details must be available in printed form as well as electronically in
case of system failure. Clarity must be obtained with regard parental rights of access if there is any
dispute.

The Principal is responsible for ensuring that duties are organised to ensure the safety and well- being
of all children. The Principal is responsible for the duty timetable and rotas and for ensuring the
correct ratios of staff at all times.

All staff are responsible for maintaining good health and safety practices. Heads of Department /
Faculties / coordinators are responsible for ensuring that there is a specific health and safety section in

Cambridge International School, Dubai Health and Safety Policy



their departmental handbook / policy. They must ensure that staff within their teams and other adults
working with them are properly trained, having regard to the hazards of the activities involved. They
should also advise the Principal / Manager School Facilities / Admin Officer, of any requirements for
the health and safety of staff and children including the reporting of faculty equipment and training
needs.

Staff must ensure that fire exits are unlocked and free from obstruction. All areas under their
supervision or control must be kept in a clean and tidy manner and any articles or substances therein
properly stored, clearly labelled and used in a manner not likely to result in harm. They are
responsible for reporting all accidents to the Principal / Manager School Facilities (Annexes 9).

The Manager School Facilities / Admin Officer is responsible for checking the site and ensuring that fire
exits and the alarm system are operational at all times.

All areas including storage areas must be kept tidy particularly ensuring that the aisles and exits are
kept clear. The furniture must be arranged so that the need to move safely around is taken into
account. Staff must position themselves so that they have maximum vision of the children at all
times.

All materials and tools must be stored safely. The tops of cupboards must not be used for storage. At
the end of each year all drawers and cupboards must be cleared / tidied and equipment appropriately
washed/cleaned.

Any spillages must be cleared up immediately. Toner cartridge spills must be cleaned up with a dust
pan and brush as the particles can pass through a vacuum cleaner filter and in to the air.

Children must wear protective clothing and be taught how to safely use scissors and tools. Only low
melt glue guns and non-toxic paint to be used.

Performances and Events [[iSHIOIGISISOUCAIONENEXCUISIONSINUIEVCHISISONGY

A risk assessment must be carried out and appropriate action taken for all performances and
events. Any recommended limits for fire safety must be adhered to.

Health, Safety and Emergency Procedures

Accidents

All accidents to both staff and children / visitors / members of the public must be recorded and
reported to the Principal / Manager School Facilities who will report to Corporate Security Advisor via
the Phoenix Guard- HSE. (Refer to Annex 9, Accident and Injury Reporting Form). Serious
accidents and injuries must be reported directly to the Corporate Security Advisor.

Records of accidents must conform to the requirements of the Data Protection Act and be recorded in
the accident book. The school nurse is responsible for managing the accident book.

In the case of adults, accident forms must be completed either by the injured person or someone
acting on the injured person’s behalf.

Work experience trainees are classified as ‘employees’ under Health and Safety legislation.

A copy of the form should be placed in the injured person's file (either child or staff) or to a separate
file for non-employees.

The original form must be kept in the school’s central file in the main office and a copy given to the
Manager School Facilities.
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Deaths, major injuries to employees and injuries where non-employees are taken to hospital and
dangerous occurrences must be reported to the Health and Safety Executive (HSE) via the GEMS
Corporate Security Advisor. These include:

o fatalities

e major injuries — defined as fracture other than to fingers, thumbs or toes, amputation,
dislocation of the shoulder, hip, knee or spine, loss of sight (temporary or permanent),
chemical or hot metal burn to the eye or any penetrating injury to the eye, injury resulting from
an electric shock or electrical burn leading to unconsciousness or requiring admittance to
hospital for more than 24 hours.

e Any other injury leading to hypothermia, heat related illness or to unconsciousness; requiring
resuscitation or requiring admittance to hospital for more than 24 hours, unconsciousness
caused by asphyxia or exposure to harmful substance or biological agent, acute illness
requiring medical treatment, or loss of consciousness arising from absorption of any
substance by inhalation, ingestion or through the skin, acute illness requiring medical
treatment where there is reason to believe that this resulted from exposure to a biological
agent or its toxins or infected material.

e Accidents and incidents that happen in relation to curriculum sports activities and result in
children being killed or taken to hospital for treatment are reportable.

Labour Law (injuries and deaths)
The school must report injuries and deaths and occupational diseases that occur during or because of
the work based on the labor law and ministerial decisions

Sanctions of not reporting

1 - Fine of 10 000 dirhams for each case
2 —Block establishment.

The definition of worker injury: Worker is exposed to an accident at work or because of resulting
damage to the worker.

The definition of occupational disease: Injury or one of the occupational diseases mentioned in the
labor law which result from exposure to physical or chemical agents which are dangerous
physiologically or harmful to health, which could lead to death or chronic iliness.

Cases of injuries must be reported

The employer must report injuries caused by the idleness factor for his work three days and more
during the 24-hour requirement

Check the following:
e Occurrence of injury at work or because of work
¢ Incidence of injury while going for work from his residence or viceversa
¢ Incidence of injury during his travels by the intention to perform the task entrusted to him by
the employer
e Developing any of the occupational disease mentioned in the table of labour.

Procedure for the submission: Email to wiis@mol.gov.ae or call 800 665 (8.00am to 10.00pm)
Or visit the main building of the Ministry with below details:

Worker's name:

Establishment Name:

Establishment number:

Date of the injury:

Contact:

Number:
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Allergies (Refer to School Medical Policy and Procedure)

Children must NOT bring any food or drink (including Birthday cakes and treats) onto the school site
unless there has been medical permission given e.g. in the case of diabetes. Aerosol cans must not
be brought on site.

Contractors and Trades People

Contractors and trades people involved in repair, maintenance or installation work which involves the
building, grounds or other Operations must provide written or other evidence of their competence to
complete such work including relevant industry qualifications (Gas Safe Register etc).

Contractors / trade people visiting the site to quote for work must be accompanied onsite by a relevant
person

Once a contract has been agreed the contractor must ensure that:

o employees have been made aware of the school’s health and safety policy and that work
can proceed safely without risk to health

o employees comply with the visitors’ section of this policy

o employees and external contractors are not exposed to hazardous conditions

¢ employees do not cause hazardous conditions for others

e compliance with legal requirements

Electricity (Mains)
It is strictly forbidden for any work to be conducted on any live electrical circuits by any member of
staff or child within the school.

Any work of an electrical nature on any conductors or circuit must be carried out only by competent
staff and qualified electricians.

All installations and electrically operated tools and equipment must be maintained in good order and
subject to regular inspection and testing as appropriate by a competent person. A record of such
testing must be kept by the [Manager School Facilities].

If any item of electrical equipment fails to function properly the user must immediately report this to the
MSO. On no account must amateur fault-finding be attempted, even after switching off and
disconnection from the power supply.

The only time a machine can be opened is when clearing a paper jam on a photocopier or a printer.

In such instances the power must be switched off, the machine unplugged and the manufacturer’'s
instructions followed.

Emergency Procedures and Lock Down Policy [EEcIlOCKOOWINEolcH
Emergency Procedures Plan [SESISICISUSCUSHONNSONCY)
Fire Procedures (refer to school Fire Policy and Procedure)

Fire Instructions

50% of staff are required to complete the fire safety training. It is the duty of all members of staff to do
all in their power to prevent injury and loss of life in the event of a fire. Salvage of the building and
equipment is of secondary importance.

First Aid and Medication [REHIOISCHOONVSHICANEOICYISNEISIOCEaUIE)
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Food Handling [REiEGISERG eGP e

Hire of Facilities

The Principal / MSO is responsible for giving a copy of the school’s Health and Safety Policy to hirers.
The hirer has responsibility to ensure that individual leaders comply with the school’s health and safety

policy.

Regular hirers are required to produce their own health and safety procedures based upon the school
policy. A copy of the individual procedures must be submitted to the named person and filed with the
letting documentation.

Regular hirers must conduct a termly fire drill in liaison with the site manager. Hirers are required to
provide their own mobile phone for emergencies.

In the case of an emergency, hirers must contact the emergency services using 999 and then contact
the site manager. The site manager will then contact the Head.

¢ Children must be supervised at all times whilst on school property. Those in charge of children
are responsible for ensuring that they behave sensibly and that activities are controlled and
well managed.

¢ Sliding on the floors or climbing on any equipment is not allowed.

e School equipment is not to be used by the hirer without prior agreement.

e Tables, chairs etc. must be returned to their original position. If tables and chairs are provided
they must be wiped and returned in the condition in which they were found.

e Child’s trays and personal belongings must not be touched nor items on or in the teacher’s desk.

e Care to be taken not to damage wall displays, fixtures and fittings e.qg. if using a ball.

¢ The hirer will be charged for any damage to the school or school property that occurs during
a letting.

e Hirers need to ensure that they have adequate and current insurance (A copy of the
hirer’s insurance certificate to be kept onfile).

Security During Lettings
Doors must be closed or supervised during the letting period. It is essential that members of the
general public cannot gain access to the school at these times.

Those responsible for the letting must not leave the premises until the key holder arrives to lock up
and assume responsibility for the security of the building.

Machinery and Equipment
Machinery and electrical items must be checked at least once a year and recorded in the ‘Machinery
and Electrical Equipment’ section of the school inventory.

All machinery and equipment within the school must be maintained in good working order at all times,
or otherwise clearly marked by provision of suitable fixed notices, to indicate when such machinery or
equipment is unfit for use.

It is the responsibility of staff when using equipment to check for obvious signs of damage and report
any defects found.

Boilers, lifts, portable appliance testing, emergency lighting, hot water system, stored cold water

system, fresh air systems (including air conditioning), fire alarm & firefighting apparatus, intruder
alarm, CCTV, sprinkler systems are to be tested and certified at least annually.
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The mains wiring, Fixed wiring; including fuse boards are tested every 5 years unless alterations are
made to the circuits.

Full and suitable assessments must be made of the hazards and risks involved in the use of all
machinery and these must be recorded, along with arrangements for the scheduled servicing, lists of
authorised users and training records.

Clear guidelines must be drawn up for the acquisition of new equipment to ensure that it complies with
current legislation and best practices. Care must be taken over the use, installation or siting of such
equipment.

All purchases and gifts must be reviewed to identify potential hazards. Each new purchase or gift must
be monitored and its use reviewed in terms of its safe operation.

Manual Handling and Lifting
The risk of injury, due to the manual handling of loads, must be recognised by the school and all
measures taken as necessary to reduce such risks through individual risk assessments.

Training in proper handling techniques must be given, as appropriate, and only those persons so trained
must be asked to move heavy weights. Under no circumstances should children be allowed to lift or
move heavy or awkward weights.

Materials and Hazardous Substances
The use of any material or substances within the school is subject to prior assessment. A named
person is responsible for storage records of materials and hazardous substances.

Procedure:

¢ undertake assessment of all hazardous materials with respect to usage and risk;

e assemble comprehensive hazard datainformation;

e arrange appropriate training;

¢ Instigate control measures through:
- hazard training records
- hazardous materials storage records
- methods for the elimination / reduction of risk
- high standards of supervision
- issue of personal protective equipment (PPE)

e make arrangements for ensuring that copies of all relevant information are readily available
to users of hazardous materials;

¢ make arrangements for the issue and use of PPE, including checking, maintenance and
training, as appropriate.

e Storage records of materials and hazardous substances are held with Manger School Facilities
and duplicated at individual sites.

Personal Protective Equipment (PPE)

Protective clothing and equipment, which conforms to the British / European standards, must be
issued and used whenever processes and systems at work present a hazard which cannot be
satisfactorily controlled by other reasonably practicable means. All PPE will be regularly
inspected and kept in good order. Staff and children must be trained in the correct selection,
wearing and use of PPE. It is the responsibility of all staff and children to wear such PPE as
required, using it in the proper manner, and reporting any defects immediately. Records of the
issue and maintenance of all PPE must be kept and its use monitored as part of the ongoing risk
assessment process
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Protective Clothing

Appropriate protective clothing must be worn by staff, children and others involved in activities which
could lead to entanglement, be subject to harmful liquid spillages, or high temperatures including
naked flames.

In areas exposed to high temperatures and naked flames overalls must be of an appropriate type of
material. Protective clothing made from synthetic fibres must not be used unless supplied specifically
for the purpose.

All aprons and overalls must be cleaned every week.

Eye Protection
It is a requirement to wear eye protection when an assessment shows that a risk of injury which
cannot be otherwise eliminated exists.

Staff and children must wear eye protection when involved in any of the following operations:
¢ using or dispensing liquids which could causeinjury
e when breaking, cutting, dressing, carving, stone, metal andglass
¢ any other process involving the production of fine particles
¢ any work which involves the use of sharp pointed materials

Eye protectors must be readily available, well maintained and carry the relevant code for the type of
protection offered.

Hand Protection

Suitable hand protection must be worn whenever the relevant risk assessment indicates e.g. rubber
gloves must be worn when washing items in hot water or when using certain cleaning agents. Ribbed or
similar gloves must be used when a risk of injury from the handling of sharp abrasive objects is present.

Ear Protection
Suitable ear protection must be worn whenever the relevant risk assessment indicates the need for
them.

Recreational Areas, Adventure Playgrounds and Safety Surfaces

o All apparatus / equipment must be kept in good working order

o All apparatus / equipment must be inspected on a monthly basis

e Alog of these inspections must be kept by Manager School Facilities person

Procedures
A risk assessment on the use and supervision of each piece of apparatus / equipment must be drawn
up, the control procedures to be adhered to at all times.

Children must be reminded that while using the facility they should respect the needs of others.
Children must be alerted to the need to recognise faulty equipment and report immediately.

Safe surfaces, of the correct level of absorbency for the height of the equipment, must be installed
below and around each item of equipment from which children could fall.
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Risk Assessments
Risk assessment is defined as a systematic method of:

analysing work activities;
identifying: hazards, hazardous situations and hazardous events;
estimating risks: by considering the likelihood of hazardous events occurring and the nature
and severity of the subsequent harm / damage;
¢ deciding upon possible control options and action priorities;
¢ judging the ‘acceptability’, or, ‘tolerability’ of the risk.

Definitions
Hazard : Something with the potential to cause harm/loss. The potential to cause harm including ill
health and injury, damage to property, plant, products or the environment.

Risk : The potential or the likelihood that harm will actually occur from exposure to the hazard together
with the likely injuries that will occur as a result and the likely numbers of people that this will affect

The Principal / Manager School Facilities is responsible for:

e ensuring that risk assessments are carried out by competent persons;

e ensuring that the employees carry out suitable and sufficient risk assessments of all work
areas including all lessons and activities;

e ensuring that advice on relevant legislation is made available to employees;

e ensuring the provision of adequate resources to implement necessary control measures
identified in the completed assessments;

e ensuring contractors working on the premises have completed health and safety risk
assessments covering activities that they propose to undertake, and that a copy is reviewed by
a competent person to ensure that it is suitable and sufficient.

The Manager School Facilities is responsible for:
¢ undertaking, coordinating and updating health and safety risk assessments, including
ensuring that they are documented, and action plans developed and implemented;
e ensuring that information obtained from the assessment such as control and safety
procedures are communicated to those working in the area covered by theassessment;
e maintaining a risk register of assessments carried out.

All Heads of department / Faculties / Co-ordinators and Managers are required to complete risk
assessments for the area(s) they are responsible for. Risk assessments must be completed prior to
all educational visits including external sports fixtures

The amount of effort placed into health and safety in the workplace should be based on the risks
associated with the work, with the greatest effort being placed into controlling those work activities
that create the greater risk.

Consideration should be given to the following:
description of work

work location

previous accidents / incidents in the area
existing work practices

existing controls

non-typical events within the work area

groups of people within the work area:

- employees

- trainees

- young persons

- contractors

- members
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- visitors
o particular attention should be paid to the following:
- staff with disabilities
- new or expectant mothers
- trainees or temporary staff
- lone workers
- young persons
- Inexperienced and new staff
- cleaners
- visitors

The assessment must include confirming that there is adequate insurance cover for the activity.

Risk assessments should be specific to individual work activities; ideally, they should also be site-
specific to ensure that all risks are adequately assessed at each work location. If the work activities
are similar, generic risk assessments may be carried out e.g. cleaning, office work, a single activity
that occurs at several locations.

If generic assessments are used, they must be valid for the work activities to which they apply. In
order to achieve this, the following points should be observed:

¢ the assessment must represent the particular activities at all relevant locations, or the worst
case scenario should be assessed

o there should not be any significant deviations from the assessment

e the assumptions on which the assessment is based should be recorded, such as the safe
working procedures detailed in the health, safety and environmental policy statement that all
work locations follow

¢ the control measures that are in place should not deviate from that on which the assessment
was based

Site Security

All staff must be alert to the need for security including ensuring that the gates and boundaries are
secure. Door entry codes must be changed at least termly and all exterior doors kept closed.
Windows must be closed at the end of the day or if a downstairs room is vacated.

Visitors must be kept separate from children; report to the school office immediately on arrival; sign in;
receive a visitor's badge. The signing in book should have:
date; name of visitor; whom they are visiting; vehicle registration.

Every visitor is informed of the following:
¢ identification badges must be worn at alltimes
leave the building by the nearest exit if the fire alarm sounds and go to the fire assembly point
the school operates a ‘no smoking’ policy
all accidents must be reported to the school office and an accident form completed
the location of first aid Operations
that visitors are not permitted into classrooms or teaching areas unless a member of staff is
present
that children will only be released to adults where authorisation has been authenticated
e visitors must sign out before leaving the premises
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Any person (other than a member of staff or child) on the school site and not in possession of a
security badge must be challenged by an adult and, if necessary, asked to leave. Children must not
challenge people without badges but must immediately inform a member of staff. Notices must not
indicate the names and locations of children.

Employees are required to wear name badges and to sign in and out of the main office. The visitor book
and staff register must be checked to ensure that all staff and visitors are accounted for in cases of
emergency evacuation.

Smoking

Smoking is prohibited in all enclosed and substantially enclosed premises in the workplace. This
includes company vehicles. This policy applies to all employees, consultants, contractors, customers
and visitors.

All staff are obliged to adhere to, and support the implementation of the policy. Any concerns
employees may have regarding smoking at work should be reported immediately to the head so that
corrective action can be taken if necessary.

Appropriate ‘no-smoking’ signs must be clearly displayed at the entrances to each school. All visitors,
temporary staff, contractors and customers are expected to abide by the terms of the Smoking Policy
and employees should tactfully remind visitors of the policy, if necessary. Local disciplinary
procedures will be followed if a member of staff does not comply with this policy and, in the case of
repeated offences, may be dismissed from the organisation’s employ. Those who do not comply with
the smoke-free law may also be liable to a fixed penalty fine and possible criminal prosecution.

Stress in the Workplace
Workplace stress is recognised as a legitimate problem affecting staff and one which needs careful and
sympathetic management.

It is recognised and accepted that undue stress can lead to adverse effects on the emotional and
physical well-being of staff and consequently to the efficiency of the organisation as a whole.

Whilst individual reactions to stress vary widely, the need to recognise and act upon potentially
stressful situations is essential. Regular consultations with members of staff and discussion groups is
to be encouraged in order that a pro-active approach may be taken on a continuing basis, in order that
such situations may be avoided or their effects upon staff reduced.

Major changes within any organisation can be stressful and therefore members of staff should be
appropriately informed of any major changes in so far as they may affect their own activities.

Members of staff are encouraged to seek advice from management regarding any situation they feel is
causing them undue stress.

Transport Management for School and Company Vehicles Drivers
Children must be separated from areas where vehicles move and park. Drivers must observe the
speed limits and parking restrictions.

Drivers employed or hired by the school must be over the age of 21, have held a valid full UAE
license for a minimum of two years and be CRB checked. Where required, they must also have
passed the Passenger Carrying Vehicle Test. Copies of these documents must be kept on file. Before
any person drives a company vehicle, they must supply the Manager School Facilities with an original
copy of their driving license.

Drivers must notify the Manager School Facilities of any changes to the status of their including all

endorsements, bans and health defects within seven days of issue. Drivers must make their license
available for verification as requested, but not less than quarterly. Alcohol must not be consumed by
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the driver at least 12 hours prior to driving. Drivers must not drive if they feel tired or unwell, or
taking a course of treatment which advises against driving.

School Vehicles
The MSO is responsible for ensuring that all school vehicles are serviced, have all valid documents
and certifications fulfil the regulatory requirements of the governing authorities.

A full risk assessment is required prior to any journey using a school vehicle. Before driving
school transport and at the end of the journey, the driver/designated person must carry out a full
vehicle check covering:
e seat belts
mirrors
condition of all windows
door locks
lights, side and main beam
indicators
hazard and brake lights
screen wipers and washers
horn
first aid kit
fire extinguishers
driving controls
emergency exit operation and access
tyre pressures and tyre condition including spare
toolkit
personal protective clothing for adverseweather conditions

Any damage or faults should be recorded in writing as well as any incidents during the
journey. These should be reported to a named person responsible for ensuring that these
are dealt with immediately.

In the event of a breakdown the driver should try to move the vehicle off the carriageway (onto
the hard shoulder of the motor way). If it is not possible to move the vehicle off the carriageway
then it should be moved as far away from the traffic as possible. On motorways and other busy
roads passengers should be taken as far from the traffic as is practicable. They should be kept
together in one group. Children should be kept calm and under constant supervision.

The mobile phone should be used to inform the emergency services and the school.

During a journey:
e seat belts must be worn at all times
gangways must not be blocked with luggage
no passenger to enter or leave by the rear doors unless a member of staff is present
no portable tank containing fuel must be carried
the ratio of adults to children must be appropriate to ensure adequate supervision and
safety
breaks must be taken by the driver at least every four hours
e mobile phones must not be used whilst driving

Booster seats
o The law states that child restraints must be appropriate to weight. Children 3 years
to 135cm (4ft 5 ins) MUST use the appropriate child restraint:
e baby seats for children up to 13 kgs birth to 9 -12 months
¢ child seats forward facing for children 9kgs to 18 kgs 9 monthsto 4 years
e booster seats for children up to 15 kgs from approximately 4 yearsold
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e booster cushions for children from 22kgs from approximately 6years

It is not a legal requirement to use child restraints (eg child car seats or boosters) on a
minibus, bus or a coach because they are designed for car seats and may not be suitable for a
bus seat, GEMS policy is that school must only use minibuses fitted with seatbelts and that
passengers must use them for all journeys.

Escorts
It is not a legal requirement to have an escort as well as the driver. A risk assessment is required
to determine if an escort is required.

Insurance
The company policy covers drivers for school and company business only. Permitted Use A school
vehicle may only be used for school business.
It must not be used for:
e competitive driving (e.qg. racing, rallying, competitions or trials)
e pleasure, domestic or social use
o the carriage of passengers for payment

Accident, Theft or Damage
The driver must notify the Principal / Manager School Facilities within 24 hours of any accident
theft or damage and by no later than 10:00 hours the following working day.

The driver has full responsibility for ensuring that the vehicle is always parked in a safe place
paying due consideration to other road users and whenever possible, garaged.

Where damage to any company vehicle is identified as being due to the fault of the driver, and is
not covered by insurance, the employee will be held responsible and required to personally pay
for the damage.

Fines and Penalties
The diver is liable for any fines / penalties in incur whilst driving the vehicle.

Visual Display Unit Operation

Display Screen Equipment (DSE) regulations relate to computer workstations and any
alphanumeric or graphic display screen including microfiche readers, calculators, cash registers,
word processors as well as personal computers

The DSE regulations apply if:
o the user (employee or agency staff) habitually uses DSE as a significant part of their
normal work
the work activity depends on the use of DSE
there is no discretion as to the use of the DSE
there is continuous use of DSE for spells of an hour ormore
use is more or less the same daily

The recommended environmental factors for work in offices and ICT rooms are:

Noise Light Temperature
Up to 50 db (average) 300 + lux and 500 lux if used |At least 18 degrees centigrade
for evening classes. (64.4f)

The school must use comfortable, suitable chairs which are adjustable for height, tilt and back
support. The chairs must be adjusted by the operator in order to obtain:
e a straight back;
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horizontal upper legs;
feet flat on the floor (for smaller / younger children a foot rest may be employed to make
up for the gap between the feet and the floor;

e upper arms at right angles to the forearm /hands.

Work tables must be suitable in terms of height, leg room and space available for hands to
effectively operate the keyboard. Those with physical disabilities must be provided with specially
adapted work tables if this is deemed necessary e.g. cutting an insert into the work table for
wheel chair access and/or lowering of the table height.

Regular changes in activity and/or short rests must be used to reduce eyestrain, muscle tension,
stress and tiredness. Operators must stand up from their seats and walk around the room if they
are involved in lengthy sessions working on a computer. A ten-minute break after sixty minutes’
continuous screen work is recommended.

Waste Disposal
All waste produced must be disposed of to a licensed waste disposal site via a registered
carrier. Waste storage areas are subject to a full risk assessment.

Investigating An Accident
The following is a guide for investigating an accident or incident.

Immediately restrict access to the place of the incident until the investigation has taken place.
Inform GEMS Corporate Office Security Advisor. Gather any witnesses and obtain contact details if
not employees.

Gather information about the incident including time, location of incident, withess statements,
photographic evidence.

INFORMATION
This must include activity being carried out, time, date, location, if outside the weather conditions.

Above all, the name of any injured person and the detail of the injury, specific to the part of the
body.

i.e. right hand third finger lower left back etc

Be mindful if an injury to an individual, what clothing was being worn, what footwear, if
protective equipment was being used if required.

If the incident is RIDDOR reportable, ensure this report on line happens as soon as possible.

STATEMENTS
From any witnesses, showing witnesses Name and Contact
details. Full, concise details need to be documented.

PHOTOGRAPHIC
Take photographic evidence, showing the area, equipment
involved. If possible show some form of scale or measurement.

Post incident

Review procedures and amend if necessary any risk
assessments. Copy reports and findings to GEMS Corporate
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FIRE SAFETY

Policy Title: Fire Safety

Effective Date: 15 May 2018

Scheduled Review Date: 15 December 2024

Version: Version 2.1

Approved By: Head of Health, Safety and Environment

1. Purpose

11 The purpose of the policy is to ensure that suitable fire evacuation procedures are in place
for all schools and offices, and that adequate training is carried out. Furthermore, all fire
and life safety systems are tested and maintained, as per local requirements.

2. Scope

2.1 The scope of the policy covers all schools, offices in the MENASA and incorporates all
students, staff, contractors and visitors within the school and offices.

3. Policy Statement

3.1 Fire has been identified as one of the most significant risks within GEMS schools and
offices. In order to ensure that robust procedures for fire evacuation and the subsequent
maintenance of all fire and life safety systems are in place at each school and offices,
the following policy and supporting HS FORM 4 have been developed.

4. Responsibilities

4.1 The Principal is responsible for ensuring that there is a specific fire plan in place for their
respective school. HS FORM 4 must be used to detail the specific procedure.
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4.2 The Principal is responsible for ensuring the plan is reviewed on an annual basis or
following an emergency.

4.3 The Principal is responsible for ensuring that the plan is communicated to all relevant
stakeholders. This includes, teachers, support staff, administration staff, students, visitors
and contractors.

4.4 The MSO has responsibility for ensuring that all fire and life safety systems are tested and
maintained in line with local requirements and that any issues are corrected in a timely
manner.

4.5 The MSO is responsible for ensuring that weekly fire inspections and monthly health and
safety inspections are completed, reviewed and submitted to the health and safety
department.

4.6 The Incident Commander is responsible for liaising with and supporting the Civil Defence
throughout the emergency.

4.7 All teachers are responsible for supporting the safe evacuation of all students.

4.8 Teachers are responsible for conducting a rollcall of their staff and students and reporting
the findings to the Incident Commander. This includes and potential missing persons or
persons with disabilities who have been taken to a refuge area.

4.9 Fire Marshals have a responsibility for carrying out a sweep of their respective areas and
reporting any issues to the Incident Commander.

4.10 First aiders/school doctors and nurses are responsible for providing any first aid care
during the emergency.

4.11 The Head of Health, Safety and Environment is responsible for ensuring that there is an
adequate policy provided to all schools.

4.12 The HSE Department are responsible for supporting on any training requirements. This
may include, delivering specific fire training, developing suitable content or supporting with
sourcing approved vendors.

4.13 Further responsibilities are detailed within HS FORM 4.

5.1

Fire Marshal — A designated person(s) within the school who is responsible for assisting

in the safe evacuation of all persons from the facility in the case of an emergency.
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5.2 Incident Commander — an appointed person who is responsible for leading the
emergency response taken at the school.

5.3 Assembly Point — A place of total safety away from the facility, where people will make
their way to after evacuating the premises.

5.4 Hot Works — any works being conducted which could generate a source of ignition for
flammable items, for example, welding, grinding, cutting etc.

5.5 Permit to Work — an administrative control mechanism that is generally used in order to
manage non-routine activities.

5.6 MSO — Manager of School Operations.

5.7 Infracare — Appointed facilities management (FM) provider.

5.8 NFPA — National Fire Protection Association (American standard).

6. References

6.1
6.2
6.3

6.4
6.5

Refer to HS FORM 4

Refer to the UAE Fire and Life Safety Code

Refer to Education Sector Requirement Emergency Management Program & Plans for
Abu Dhabi

Refer to American standard NFPA 101

OSHAD SF COP-15 Electrical Safety, COP-28 Hot Work operation, COP-35 Portable
Power Tools

7. Procedure

7.1

Refer to the individual fire procedure within each school. This is detailed within HS FORM

‘

8. Training

@
=

8.2
8.3

All staff must receive site specific fire training upon joining their respective schools. The
Principal is responsible for ensuring that this is provided via an appointed staff member.
Ongoing fire training will be provided in the form of termly fire drills.

Within Dubai, there is a requirement to ensure 20% of staff receive formal fire training
provided by a civil defence approved training provider. Other Emirates and locations

should follow their local civil defence / fire services guidelines, however the GEMS
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requirement is a minimum of at least 10%. The MSO is responsible for ensuring that
training qualifications remain valid and that the correct number of staff are trained and

available at all times.

9. Fire Inspections

9.1

9.2

9.3

9.4

The MSO must ensure that the weekly fire safety check is completed using HSE Guard.
Any significant findings from the inspection must be reviewed with the Principal and
submitted to the Health and Safety department.
The weekly checks require the following areas to be inspected:

e Emergency lights — monthly physical power shutdown test

e Fire alarm system — 1 MCP per week

e Fire extinguishers & fire hose reels — check all each week

e Access and egress — check all each week
When conducting your weekly fire alarm test, ensure that Civil Defence are notified, in
order to prevent emergency services arriving at the school. The test should be conducted
outside of school hours and a walkthrough of all areas should be carried out in order to
identify any issues in the system.
Further fire and life safety checks are conducted as part of the facilities management
agreement with Infracare. These include, fire alarm, emergency lights, sprinkler systems

etc. Refer to the specific facilities contract to identify the detailed scope.

10. Emergency Exercise

10.1

10.2

10.3

In order to ensure that all students, staff and visitors are able to safely evacuate the
building in a safe and controlled manner, a number of fire and emergency drill exercises
will be conducted on a regular basis.
The following exercises must be conducted as a minimum requirement:

e Termly fire drill, within the first 30 days of each term

e One annual fire drill per year conducted in partnership with the Civil Defence / Fire

Services

e One annual lockdown drill
Following a fire drill, a report should be completed using HS FORM 1 and submitted to the
Health and Safety department.
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Following a lockdown drill, a report should be completed using HS FORM 2 and submitted
to the Health and Safety department.

It is important that all schools look to continually improve their evacuation times from the
previous exercise. The findings and actions to improve from previous drills must be

completed prior to the next drill.

11. Document Review

The fire plan will be reviewed on an annual basis or following an emergency incident. The
Principal is responsible for forming a committee in order to review the plan. Any changes
in the plan must be clearly communicated to all stakeholders. The Health and Safety
department will keep a copy of each schools’ current plan, it is the responsibility of the

school to ensure the latest version is submitted to the Health and Safety department.

12. Persons with Disabilities

A Personal Emergency Evacuation Plan (PEEP) must be developed for all persons that
may not be able to evacuate the premises in a timely manner. This may be required for
those with permanent disabilities or those with temporary injuries which may restrict the
timely evacuation. Specific details can be found within document HSMGTO1 and the
supporting form HS FORM 3.

13. Risk Assessment

Suitable and sufficient fire risk assessment should be completed for each school and
offices by a competent person. The findings of the risk assessment must be
communicated to the school Principal and Health and Safety Department. The risk
assessment should be reviewed on a regular basis.

The purpose of the fire risk assessment is to identify any hazards that may potentially
cause harm, examples could include, storage of flammable items, incorrect storage or
overloaded electrical outlets.

Any areas of hon-compliance must be corrected within a timely manner. The MSO should
liaise with the appointed fire contractor to ensure the actions are dealt with accordingly.

Regular updates should be sent to the Health and Safety department.
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14. Site Access

14.1.

14.2.

All visitors and contractors entering the school must ensure that they sign in at the security
control and receive the correct access pass. Upon leaving, all visitors must sign out.
In the event of an emergency, all visitors will be required to make their way to the fire

assembly point in order for them to be identified and accounted for.

15. Permit to Work — Hot Works

All contractors who are undertaken to perform any work which is defined as ‘hot work’,
must have the appropriate approved permit to work in place. The approved permit must
include the method statement for the work. The MSO must be informed of any such work
prior to commencing. Only pre-approved contractors are permitted to undertake such work

and may be allowed access.

16. Location of the Plan

A copy of the site specific fire plan (HS FORM 4) must be available within each of the
classrooms, the plan must be used as a reference point in the event of an evacuation.

A copy of the plan must be available within the administration area of the school as well
as in common areas

In the event of an emergency the plan should be available for the Civil Defence /
emergency services. This can be provided via the Incident Commander or the appointed
deputy.

A copy of the plan should also be provided and discussed with all contractors prior to
entering the school.

It is recommended that a list of emergency contact numbers is also available at reception.

17. Records

GEMS HS Form 1 — Fire Evacuation report

GEMS HS Form 2 — Lock Down report

GEMS HS Form 3 — Personal Emergency Evacuation Plan
GEMS HS Form 4 — Fire Evacuation plan
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ALLERGY MANAGEMENT

Allergy Management

Policy Title:

Effective Date: 01 January 2022

Scheduled Review Date: 15 December 2024

Version number: Version 1.1

Approved By: Head of Health, Safety and Environment

1. Purpose

1.1. The purpose of the policy is to provide a safe and healthy learning environment for
students, staff and visitors with allergies, to reduce the likelihood of a person with known
allergies developing a severe reaction, as well as to provide guidance to medical teams

on managing allergic cases.

2. Scope

2.1.  The scope covers all GEMS MENASA schools and includes students, employees and
parents.

3. Procedure

w

.1.  Each school under GEMS MENASA cannot guarantee a completely allergen-free
environment; our aim is to prevent exposure to allergens, encourage self-responsibility
among students, staff and parents, and develop a robust emergency response in event

of a medical emergency.

w
n

Common allergens as defined by many food regulators within the UAE are:
e Crustaceans and their products (prawns and other shellfish)

e Peanuts and their products
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e Soybeans and their products
e Tree nuts and their products

e Sesame seeds and their products
The above allergens should not be allowed inside the school and it should be
communicated to parents that food containing the above allergens should not be sent to

school.

UAE food regulators also have mentioned below allergens appear commonly among individuals
and should be avoided as much as possible within the school premises

e Egg and egg products
e Milk and milk products
e Gluten and cereals containing gluten (wheat, rye, oats, barley and spelt)

Symptoms associated with an allergic reaction to food include the following:

¢ Mucous Membrane Symptoms: red watery eyes or swollen lips, tongue or eyes.

e Skin Symptoms: itchiness, flushing, rash, hives.

e Gastrointestinal Symptoms: nausea, pain, cramping, vomiting, diarrhoea, acid reflux.

e Upper Respiratory Symptoms: nasal congestion, sneezing, hoarse voice, trouble
swallowing, dry staccato cough, numbness around mouth.

o Lower Respiratory Symptoms: deep cough, wheezing, shortness of breath or difficulty
breathing, chest tightness.

e Cardiovascular Symptoms: pale or blue skin colour, weak pulse, dizziness or fainting,
confusion or shock, hypotension (decrease in blood pressure), loss of consciousness.

e Mental or Emotional Symptoms: sense of “impending doom”, irritability, change in
alertness, mood change, confusion.
o Signs and symptoms can become evident within a few minutes or up to one to
two hours after ingestion of the allergen, and, in rare cases, several hours after
ingestion.
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3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

Symptoms of breathing difficulty: voice hoarseness, faintness associated with change in
mood or alertness.
o Rapid progression of symptoms that involve a combination of the skin,
gastrointestinal tract or cardiovascular symptoms may signal a more severe
allergic reaction (anaphylaxis) and require immediate attention.

Student Enrolment Stage

The management and wellbeing of a child with allergies is the responsibility of the child’s
parents or guardian.

Parents will be responsible for providing accurate and updated health and medical
information related to their child’s allergens to the school medical team, based on a
written diagnosis from their family physician or medical practitioner.

The disclosure of any allergies will be done through the health form which will be sent by
the school’s medical team to the parent’s registered email address or through the health
form located in the parent portal/school welcome pack.

Once the disclosure is made by the parent, the medical team will make contact with the
parent to develop an Individual Health Plan (IHP). This plan needs to be updated every
year, or in response to any changes in treatment of the allergen.

The medical team will contact the child’s class teacher and section head to provide them
with the allergen information of the child and to advise the teacher not to allow the student
to take part in any food-related tastings/activities. The medical team will also inform bus
guardians (if the child is a bus user) to inform them of the child’s allergies.

The medical team will train the bus guardian on the necessary first aid to be administered
while waiting for emergency services in the event that the child experiences an allergic
reaction while on the school bus.

The medical team will train the relevant class staff and bus guardians on how to use an
Epi-Pen and will obtain the signature of staff indicating that they have understood the

information relayed.

Planning of activities

All activities and school trips, such as food tastings/face painting/henna, etc., need to be

risk assessed before they take place, with a risk assessment carried out and logged that
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3.11.

3.12.

3.13.

3.14.
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includes full details of the activity. The template for this assessment is held by the Manager
of School Operations (MSO); the teacher leading the activity is required to complete the
assessment before it is signed off by the MSO.

Once an activity involving food is confirmed, the list of activities should be shared with
the medical team two weeks in advance. The medical team will then review the health
forms of each student in the participating class and communicate to the class teacher
any students with food allergies.

Teachers should take extra care to ascertain the full list of ingredients of any food item
so they can check this against their students’ allergies. Under no circumstances should a
teacher assume an item of food is safe before confirmation.

An email should be sent to all parents seeking their written permission/waiver to allow
their child/children to take part in a food-related activity. This email should detail the
ingredients of all food items involved so that parents can review these and give their
consent. It should also ask parents to disclose any food-related allergies that they may
not have previously communicated via the health form during their child’s enrolment.

Any student identified as allergic to the food, or anything related to the activity, has to be
taken out of the class for the duration of the activity/event and provided with a suitable

alternative or the activity must be adapted to accommodate the student

Medical response in case of allergic reactions

3.15.

3.16.

3.17.

The medical team should assess the student for early recognition of the signs and
symptoms of anaphylaxis.

The medical team should administer treatment according to the child’s Individualised
Health Plan/allergy action plan. If there is an allergic case with no known history of
allergies, treatment should be provided as per the doctor’s assessment.

The medical team should call the child’s parents immediately in the case of all allergic
reactions. All severe reactions, or reactions among those with a known medical history

of food allergies and who are displaying signs and symptoms of an allergic reaction,

Company Confidential: This document is protected by international copyright laws. Any
unauthorised use, distribution, transmission, alteration or reproduction of this
document, or any part of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximum extent possible under the law.

IMS-MGT 38/ALLERGY MANAGEMENT/VERSION 1.1/DECEMBER 2022


l.franco_cis
Stamp


Cambridge International School, Dubai

01 HEALTH - J— Belis

QP &SAFETY

EDUCATION

should be taken to hospital by ambulance after appropriate initial management that may
include the use of an EpiPen where applicable.

In case of non-availability of medical staff, especially during after-school hours, medical
staff will share the locations of EpiPens throughout the school, to be administered only in
case of an emergency and severe allergic reaction. Coaches/athletic/PE team staff
should be aware of any EpiPen users in their teams and of the location of the student’s

EpiPen or the nearest EpiPen to them.

4. References

4.1.
4.2.
4.3.
4.4,

Guidelines and Requirements for food and nutrition in schools — Dubai Municipality
Dubai Health Authority — School Health Section policies

Health Authority Abu Dhabi (HADD) school requirement
https://www.cdc.gov/healthyschools

5. Responsibilities

Parents

5.1. Review the policy for allergy management and understand the responsibilities and
expectations outlined in this document.

5.2.  Share information regarding the student’s medical condition, by providing written medical
documentation, instructions and medications as directed by their family physician, as
well as emergency contact information.

5.3.  Provide the school with their current/updated contact information (mobile phone, email,
etc.).

5.4.  Work with the school medical team to develop a plan that accommodates the child’s needs

at school, or provide from their physician a specified and tailored Individualised Health
Plan (IHP). This plan should cover the child’s entire school day, including time in the
classroom, in the cafeteria, during after-school programmes, during school-sponsored

activities, and while on the school bus.
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5.5.  Provide properly labelled medications and replace medications after use or before/upon

expiration.

5.6.  Educate the child in the self-management of their food allergy including:

Recognising safe and unsafe foods

Knowing strategies for avoiding exposure to unsafe foods and various allergens
Identifying and recognising symptoms of allergic reactions early

Knowing how and when to tell an adult they may be having an allergy-related
problem

Knowing how to read food labels (age appropriate)

Knowing and remembering where their medication is kept, and who can administer
it

Knowing not to share snacks, lunches or drinks and to politely explain why he/she
is not sharing

Understanding the importance of handwashing and hygiene

Providing appropriate food for their children if they have a history of food allergies
whenever there is an event at school (such as birthday parties, International Day
celebrations, etc.), and ensuring they don’t eat the food on offer to prevent a
potential allergic reaction.

Review the IHP with the medical team annually and provide updates and

information as requested.

5.7.  Students
Students with allergies are required and expected (within the limits of their age and

understanding) to:

5.8. Have an age-appropriate understanding of his/her allergy and its triggers.

5.9. Take as much responsibility as possible for avoiding allergens, and not trade food with

others.

5.10. Take responsibility for checking food labels and monitoring food intake, and not eat

anything with unknown ingredients or known to contain any allergen, and be aware of the

probability of cross contamination, based on their age and developmental level.
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5.11.
5.12.

5.13.
5.14.
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Be proactive in the care and management of their food allergies and reactions based on
their developmental level.

Observe strict hygiene routines. Children should wash hands before and after eating to
prevent cross contamination of food.

Learn to recognise symptoms of an anaphylactic reaction.

Notify an adult immediately as soon as accidental exposure occurs or symptoms appeatr,

or if they eat something they believe may contain the food to which they are allergic.

Medical Staff

5.15.

5.16.

5.17.

5.18.

5.19.
5.20.

5.21.

5.22.

5.28.

5.24.

Receive medical information (Ministry-related health and consent forms) from the
enrolment department regarding any new student joining with medical conditions.

If receiving a student deemed high risk with significant medical allergies, arrange a
meeting with the child’s parents prior to school starting.

Request an allergy action plan from the treating doctor along with a prescription for
medications.

Fill out an IHP (Individual Health Plan) for the student.

Ensure health information is updated in the child’s medical file and school/clinic database.
Send an email to all relevant teachers, section heads and bus conductors (if the child uses
the school bus) to inform them of the student’s allergies and the initial first aid to be given
to the child while waiting for emergency services. Schedule a brief demonstration of how
to use an EpiPen and secure the written signature of staff to indicate that they have
understood the information relayed.

Share with all relevant teachers and staff the locations of EpiPens in school in the form of
a map, so staff are aware of the nearest EpiPen in case of an emergency.

Section heads to share with the school clinic a list of any student participation in an
event/field trip two weeks in advance of the event/activity, so a list of all students with
existing health conditions and special considerations can be shared by the clinic with the
trip coordinator.

Nurses to ensure parents are reminded to provide a new EpiPen at least two months prior
to expiry. Reminders are to be documented.

Ensure emergency first aid bags include an EpiPen junior and adult.
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Be confident in the use of an EpiPen and early recognition of the signs and symptoms of

anaphylaxis.

Class Teacher, Teaching Assistants

5.26.
5.27.

5.28.

5.29.

5.30.
5.31.

5.32.

5.38.

5.34.

Be aware of children with allergies in their classrooms/sections.
Educate themselves and be aware of the signs and symptoms of allergies and severe
anaphylaxis.
Know who to call for help and immediately seek assistance if a student reports signs of a
possible allergic reaction.
Be aware of:

e The location of their clinic

e The medical team members’ emergency contacts

e The closest first aid provider

e How to use an EpiPen

Be informed about the school’s general first aid and emergency response procedures.
Show no hesitation in the implementation of the emergency response steps in case a
student with allergies complains of any symptoms that could signal the onset of a reaction.
Establish procedures to ensure that an anaphylactic student eats only what he/she brings
from home or other foods determined to be safe.
Encourage safe eating procedures and precautionary measures for students with
allergies, including:

¢ Washing hands before and after eating or interacting with food

e Eating food prepared at home or approved for consumption

e Not sharing lunches or trading snacks

e Placing food on a placemat or napkin rather than in direct contact with a table or

desk

Reinforce with all students the importance of hand washing before and after eating.

5.35. Allow the student with allergies to keep the same locker for the duration of the school year

to help prevent accidental contamination.
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5.36. Notify parents and the medical team well in advance of planned field trips and activities
involving food.

5.37. Discuss field trips with the family of the allergic child to decide appropriate strategies for
managing the food allergy in cooperation with the school clinic.

5.38. Discuss with the parents of all the students in the class the importance of maintaining an

allergen-free environment, and encourage discussion and the spread of awareness

between parents and students.

Principal/CEO

5.39.
5.40.

Ensure this policy is implemented

Ensure it is communicated to all parents.
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