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Policy: Health, Safety and Environment
(Corresponding to Policy (64) and Article (69) of the Organising Regnlations)

1. DEFINITION(S):

For the purposes of this policy, the Sehool refers to Asian International Private School.

For the purposes of this policy, the term Health, Salcty and Environment refers to the
requirement for the school o ensure that students and staff are kept safe and healthy in School
and when out of School in situations for which the School has a responsibility.

2. PURPOSKE(S):

¥ Ta safeguard all students and stafl, by detailing the School’s health and safety policy
and procedures, based on good and up-to-date practices, and s¢lting high standards for
health, safely and environment to ensure that studenis and stall arc not exposed to any
danger or disease.

% To lay oul how the School shall meet the Depariment’s clearly defined conditions
regarding how the School shall meet the health, safety and environment requirements of
the Council and all televant government entities,

% To build o culture where evervone in the School’s operations and activities accepts
responsibility and accountbility toward protection of the environment and health and
safety of all individuals and the community.

% To onsure that the School provides aceess to high quality School health services for all
sudents through a School-based clinic, without any additional cost 1o students, while
complying with all regulations and mandatory requirements set out by the Departmenl
of Education and Knowledge and HAAT.

3. POLICY:

The School shall develop, implement und maintain an Occupational TTealth and Safcty
Management System (“AD OSHMS RE”) for their operations in full compliance with the “Abu
Dhati AD OSHMS RF Regulatory Framework” and the “Education Sector OSHMS
Requirements™ and any relevant policies set out by the Depaniment and other government
entilies.

The Principal, Board of Governors, and the Owners share ultimate accountability when it comes
\o offering a safe and healthy environment. The School Principal, in consultation with the Board
of Governors and the Owners, shall prepare, implement and regularly review the Health, Safety
andd Environment Policy (detailed herein) and Procedures which must be aligned with the
Department's health and safety regulations, policies and requirements,

The staff specialised in health and safety based on the school site ane:

Health and Safety Officer
Premises Manager

PE Teacher.
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The aitached health, safety and environment procedures set out the School’s commitments,
responsibilities and procedures to ensure the following:
# The mointenance of a healthy, safe and risk-free environment throughout the Schoaol,

and all of its external facilitics, taking into account aspects of public health, and
including the areas which students, staff and visitors use for arrival and dismissal.

# The provision of a safe, risk-frec and healthy environment for students and staff during
extra-curricular activities (excursions and feld trips).

# The School’s compliance with policies, procedures, proprammes and special
instructions issued by the Department of Education or any other govemmental or
regulatory entity regarding Schoal buildings, facilities and equipment used, and their
conformily with environmental, health and safety specifications contained therein,

# The award of the necessary valid licenses and permits from the Council, Department of
Municipal Attairs, Civil Defense Dircctorate, HAAD, Abu Dhabi Food Control
Authority and any other concerned governmental entity, and maintaining the rclated
inspection records carried oul by these entities and the observations made in their regard,

# The Schoel is equipped with inteerated and effective systems, fixed and mobile, for fire
protection and detection, including fire sensors and detectors, fire extinguishers, water
systems, pumps, taps, hoses, nozzles and sprayers to extinguish fires provided that they
fully meet the specifications laid down by the Civil Defense Directorate. The School
will obtain the necessary valid licenses and maintain inspection records and notifications
on these sysiems.

# The School is equipped with integrated and effective security and access systems,
including procedures and records for entering School buildings, surveillance cameras,
and the like, when needed. Surveillance cameras should be installed so 33 1o cover
School campuses, buildings and facilities, and they must be categorized as sensitive siles
to enaure the safety and sccurity of students, employees, visiters and contractors,

# A special clinic is provided for regular and emergency medical services within the
School buildings, The clinic is equipped with qualified and licensed staff, such as a
School nurse, as well as the resources and equipment needed (o work full time during
School working hours, and in [ull compliance with the requirements and standards of
HAAD. The School shall obiain the necessary valid licenses and maintain inspection
records s required.

# The promotion and integration of healtl, safety and environmental education within the
etmriculum and School extra-curricular activities.

I'he School shall regard the promaotion of health and safery education s essential a1 all fimes
[1 shall be the responsihility of every staff member to ensure that correct health and safely
procedures are followed at all times, in accordance with the requircments of the School’s

Health, qaﬁ:ly and Environment Policy and Procedures and all other policies and regulations
apphmbh, ln the Emirate. They shall also be responsible for informing the School’s Principal
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or her delegated representative and the Department of Education and relevant authorilies,
within required timeframes, of any health and safety breaches at the School.

4, SECURITY YIDEQ SURVEILLANCE CAMERAS (CCTV)

The Schoo] shall be equipped with integrated and fully functioning access and security systems,
including access procedures and logs, securily video surveillance cameras and other devices or
procedures installed to cover all Sehool buildings and facilities, and classifying these as
sensitive locations, t ensure;

% The promotion of a safe learning environment.

¥ ‘The safety and well-being of students, stalf, visitors and coniractors while prodecting
individual privacy at all times,

b The prevention and detection of crime, vandalism, unlawful behavior and inappropriate
comducl.

# The protection of School buildings and their assets.

The security video surveillance cameras (CCTV) comprise & number of fixed cameras located
within and around the School buildings, which shall provide coverage of the following areas:
% All entrances and exits of School buildings and grounds,
% All walkways and public areas {corridors, stairs, courtyard, sports hall, spoets fields,
libraries, Laboratosies, Preparation Room).
% Student pickup and drop-off areas (private vehicle and bus).
% Securily areas and hazardous areas (contral foom).
# Txterior arcas surrounding the School grouncds.

Seourity video surveillance cameras (CCTV) will not be installed in lavatones, changing rooms
or any other of area where there is a reasonable expectation of privacy. Monitors should not be
vigible to visitors or other staff, Other menitors will be installed as needed for access by security
guards for the purpose of monitoring the facilities outside of school hours and overnight.
Parents/Cuardians, School staff and visitors will be informed that securily video surveillance
cameras arc present with signs in the School stating that the School is under camera
surveillance. The School will install security video surveillance cameras according to the
specifications of the Monitoring and Conirol Centre’s “CCTV Guidelines for Privat
Schools™.

4.1. ACCESS TO CCTV RECORDINGS

COTV recordings are considered confidential. The School Principal and Viee Priscipal are the
only School-hased seaff authorized to view and rewrieve CCTV recordings at their Scheol.
COTV recordings of female students and staff shall only be monitored by female School
Principals and Vice Principals. All other Scheol-based stall members are strictly prohibited
from accessing recordings. CCTV records must be retained for a period of 90 days. No copy of
any recordings will be shared with any person or entily unless reguested by a judicial order or
by prios written approval from PSQA Sector’s Executive Director.,
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NOTE: Copying or distribution of CCTV recordings isstrictly prohibited and punishable
by law, in complisnce with Federal Law No, (2} O 2006 on the prevention of information
techoulogy crimes.

5. SCHOOL CLINICS

Ie School will establish a School clinic on School premises and adhere to all mandatory
requirements set by ADEK and HAAD for the establishment and the management of Scheol
clinics and the provision of School-based health services.

The Cwners, the Principal and the Schoal nurse are responsible for fully understanding and
strictly adhering 1o all of ADEK and HAAD regulations, policies, and standards relating,
directly or indirectly, to the establishment and management of the School clinic and the
mandatory provision of School health services to all School students in the School.

The School must obtain and maintain 8 HAAD healthcare [actlity license for the School clinic
at all times. A copy of ibe School clinic’s valid HAAD healthcarc Facility license must be
displayed at all times in the School clinic along with a copy of the School nurse’s valid HAAD
healthcare professional license of the category of registered School nurses, and these may never
be removed or tampered with,

The School shall employ a full-time School nurse that holds a valid HAAD healtheare
professional license for registered School nurses, The School nurse shall be available on Scliool
premises on a full-time basis, every school day, including exam days, according to the ADEK-
approved School calendar. School nurses shall comply with professional qualifications
requirements sel for School nurses by HAAD, and meet the expectations for their performance
Griteria,

I'he: Principal shall ensure that the School clinic is never used for any purpozes other than the
provision of School health services. The School clinic fumitme and equipment shall not be
transferred to another School, in accordance with the School clinic requirements sct by HAAD,

The Bchoel clinic shall be designed 1o maintain the segrepation between male and female
students at all times. It is mandatory for all Schools to appoint a female School nurse in all-
female student Schools and a male School nurse in all-male student Schools. In co-education
School environments:

# A female School nurse shall attend to all male and female students in kindergarten (K.G
I and KG 2) o in Cyele 1 {from Grade 1 to Grade 5 {Year 6]).

# A female School nurse shall only attend 1o fomale students, in CGrade 6 (Year 7) 1o
Gradel2 (Year 13).

¥ A female or male School nurse may attend to male students in Grade 6 (Year 7) to Grade
12 (Year 13),
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5. A TION OF MEDICATION

The School nurse shall ensure that she fully understands and strictly adheres to all HAAD
standardy that repulate the administration of medications in Schools at all times. Medications
shall anly be administered by the School nurse as prescribed by a HAAD-licensed physician
for soule or chronie conditions or as required in an emergency situation,
The School nurse must procure the consent of Parents/Guardians before administering
medications (whether prescribed or in emergency situations), Consenl must be renewed
annually or every time there is a change in the medication administration requirements.
Aceording to HAAD standards, medications that can be administered by the Schoal nurse in
emergency cases are limited to the following:

b Bpincphrine for acute allergic reactions.

» Metered-dose Inhalers.

# Paracetamol.

= Anbihistamine cream.

All medication administered information and related activities and reactions shall be recorded
in the student’s medical record, All cases of suspected adverse reactions to medical products
and medication errors shall be reported by the School nurse to HAAD, as required by the
relevant HAAD policies. For more information, refer to HAAD standards for the administering
of medication in Schools.

5.2. HEALTH SCREENING

HAAD requires “basic health screening™ to be conducted every school year on all students of
all grades {Grade | to Grade 12). HAAT) also recommends “comprehensive health sereening™
for students in Grades 1, 5 and 9.
It is the responsibility of the School nurse to conduct mandatory health screening on shudents
in accordance with HAAD standards [or School health sereening. All seroening results shall be
maintained in the students” health records.
When @ case of head lee is detected amonp students in School and in cases of head lice
austhreaks, Principals and School nurses shall adhere to the Council’s “Head Lice Delection
Flow Chart”, for related procedures. As attached with head lice parent notification letters in
appendix 2.
3. 5SCH

L-BASED IMM

The immunisalion program is mandated by the UAL’s Ministry of Health at the national level
and is regulated and managed in the Emirate by TAAD. The School-based Immunisation
Program is fully funded by HAAD and is [ree to all eligible students, repardless of their
nationality or health insurance coverage. HAAD appeinis health providers to administer
vaccinations to all eligible students in Schools. The School shall allow access w HAAL
appointed health providers and will facilitate their task of conducting the School-based
immunisation program to students and their Parents ( Guardians.

-
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The School shall provide the HAAD appointed health providers with complete and accurate
data of students cligible for vaceination as per HAAD's standards, within a deadline set by the
health provider, as required, The School shall ensure that complete vaccination records for all
students are kept in the School clinic at all dmes and are made available to HAAD-appointed
health providers, as required.

The School shall distribute the “Vaccination Consent Form™ and “Pre-vaceination Chacllist”
provided to the School by the health provider to all eligible students and ensure that they callect
the completed and sigried forms from all Parents/Guardians within a deadline sct by the health
provider, az required. The School nurse is responsible for col lecting the consent or non-consent
forms and for ensuring that they are completed and signed by Parents/Guardians, The Schocl
shall regularly follow up on behalf of the HAAD-appointed health providers with students and
their Parents/Guardians regarding the submission of required documentation and completad
and signed consent forms,

The Principal or histher representatives shall attend mandatory “School-based immunization
program” awareness workshops conducted by HAAD, the Council or HAAD-appointed health
providers, as regquired.

For further information. refer to HAAD s “Standard for Childhood and Young Adult
[mrnunisation",

6, GENERAL SAFETY MEASURES

Additionally, The School will ensure that:

® Procedures relating to the secure storage and safe use of potentially dangerous
substances und equipment (e.g. laboralory chemicals and equipment, biological
materials, cleaning substances, workshop tools and maintenance equipment} are
followed serupulously at all times,

= All equipment used by the Schaol are repularly lested and maintained in safe working
condition,

» Relevant staff bear respomsibility for all health and safety matters in relation to facilities
and have relevant licenses and approvals from relevant entities.

# The School camies out all regular safety assessments {e.g. fire safety) as required by
ADEK and all other applicable government entities, including emergency evacuation
plans.

Itis the joint responsibility of the Principal, the Board of Trustees and the Owner &0 ensure that
School is equipped with {ully functioning and effective fixed and portable protection systems
for fire prevention and detection. The School must be fully compliant with the Abu Dhabi Civil
Defense General Directorate policies and all other applicable regulations and palicies in the
Emirate. The School shall obtain appropriste and valid licenses and maintain records Tor
inspectinns,
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T. E NCY SITU %

Student safety is the primary concem in any emergency. The Principal has the responsibility
fur determining whal circumstances amount to emergency situations and what action the School
should take. Some of these actions include cancellation of Schoaol, early dismissal and
evacuation of students and staff from the School. The Principal will organize efficient
emergency drills at least once a year, us these assist the School’ leaders to nssess the
preparedness of their School for erises and address potential weaknesses or gaps.

CLEANING STAFF
The Schoal shall ensure that all eleaning staff work on the following schedule:

School Slage ) Gender

K & Cycele 1 Female cleaners only

Cyele 2 & 3 { Male Students) Male Cleaners Only during official wmiuru;

Hours
| Cyele 2 & 3 (Female Smudents) Female Cleaners only during official
o working hours =

KO Cycle 1 and Cyele 2( Mixed Gender | Female Cleanars  only  during nfficial
| School) working hours.

Cyele 3 Mixed Gender) Female Tor Female Students and Male for
| i Male Students

8. Roles and responsibilities
8.1,  Board of Trustecs:

Approve and oversee the implementation of the School’s Environment, Health and
’*':iaﬂ:l:r Policy and ensure that the School's environment, health and safety provisions conform
in full to the standands required by ADEK and other relevant government entities,

8.2. The Principal:
% Prepare und implement the School’s Environment, Health and Safety Poliey and ensure

that it conforms in full to the standards required by the Council and other relevant
govermment entilies,
& Obtain valid lieenses and permits and maintain records of any relevant inspections frem
relevant government entilics.
Provide medical services to students through & School clinie, staffed with a HAAD
licensad nurse, and which is compliant with HAAD requirements,
% Fnsure that all School employees are aware of the School’s Environment, Health and
Safety Molicies.
% Meet all other requirements stated in this policy.
8.3, HSE Officer:

"_‘f

The appointment of HESE Officer does not relinguish the responsibilities of the school Principal
{ Senior management, heads of Taculty, supervisors or employees under the AD OSHMS RF
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HSE Officer Roles and responsihilities include:
# Attending mandatory OSH teaining;
Providing advice on the implementation of OSH policies and procedures,
Conducting risk assessment forall school activities:
Raising OSH matiers and issues to the School Principal! senior management on behall of
employces;
Lommunicationand raising awareness of OSH requirements:
Leadingthe OSHinspectionprogram:
Leading the investigation ol O8I issues or incidents and involving ADEC OSH Section in
the investigation of reportable incidents;

# Ensuring the implementation of OSH Requirements for all contractors having access to
school.

# Facilitating the completion of the annual OSH assessment:

# Attending OSH committee meetings.

# Conducting Mock fire drills.

4. School stall:

# Ensure that correct environment, health and safety procedures are followed at all times,
in accondance with the requirsments of the School's Environment, Health and Safely
Policy and all other applicable regulations and policies in the Emirate,

8.5.  School Nurses:

# Ensure the School clinic is staffed at all times during official School operating hours,
and provides medical services (o students as needed,

# Provide health education and awareness to students, School staff and Parents/Guardians,

# Implement the relevant requirements of this policy and other policies in this Manual,

9. Health and Safetv procedures:

Asian International Private School is committed to provide u safe and healthy workplace for all
students. Asian International Private School furlher recognises its responsibilities to provide &
salc aed healthy work environment for employees, contractors, clients, visitors, and the public.,
Creating a sale work ¢nvironment and caring for the environment is the responsibility of all
Asian International Private School personrel and contractors al every level of the organization.
To achieve the Asian International Private School Health and Safety Poliey’s stated purposes,
the commitment and contribution of each and every stalf member is required to implement the
procedures,

bl b .

L

L Introduction
0.1, Statement of Intent:

Health and salely is of vital importance to the staff, students and visitors of Asian International
Private School and we will take all reasonable steps to provide » safe environment for stdents,
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etafT and visitors. All persoral data/information maintained in this respect will be held in the
gtrictest confidence,

10.2, Responsibilities
10.2.1. Governing hody

The governing body shares with the Principal the overall responsibility for health and safety
within the school campus, For its part:-
The governing body will:
% Ensure health and safety has a high profile.
# Dnsure adeguate resources for health and safely are available.
# Mouitor and review the health and safety policy anmually,
¥ Agree to appropriate training for staff in relation to health and safety.
# Monitor health and safety within the school campus via the Principal's report,
10.2.2. The Principal will:
% Consult staff and provide training opportanities i health and safety.
# Develop a health and safety culture throughout the school.
7 Take day o day operational decisions.
# Ensure staff are aware of their responsibilities.,
¥ Appoint a Health and Safety representative.
% Induct all new stafl in health and safety procedures and associated contingency plans.
10.2.3. HSE Officer will
% Atending mandatory OSH training;
¥ Providing advice on the implementation of OSH policies and procedures;
¥ Conductingriskassessmentfor all school activitics,
% Raising OSH maiters and issues to the School Principalf senior management on behalf of
employees;
Providing Induction training for the staff.
Monitoring the Security Guards.
Communicationand raising awareness of OSH requirements:
Leading the OB Hinspection program:
Leading the investigation of OSH issues or incidents and involving ADEK OSHSection
in the investigation of reportable incidents;
Ensuring the implementation of OSH Requirements for all contractors having access to
schiool.
% Facilitatingthe completionof the annual O5H assessment;
¥ Attending OSH committee meetings.
# Conducting Mock fire drills.
10.2.4. Al staff will:
% Support the implementation of Health and Safety arcangements,
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Take reasonable care of themselves and others in their care.
Fnsure that their class room or work aren is safic.

# Report shortcomings Lo Safety Officer/Premises Manager immediately so they can be
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recorded in the site Maintenance record file and take comective action.

All staff will carry out monitoring on a day o day basic of their working arcas,

Fire exit will remain clear of obstructions all the time and fire doors closed.

Students will not be in a classroom unsupervissd at any fime.

Seissory, glue or any potential hazards must be stored in a locked cuphoard.

All class toom will be well ventilated,

Students will be encouraged to drink water frequently throughout the day 5o ag to stay
well hydrated,

Use lights and air-conditions when necessary (NB, Lights and air condilioning should
always be turned off when leaving the mom).

Teachers must be aware of student leaving the classroom ensuring use of the hadge
provided,

An adult must lead the class/group when movieg around the building, €.4. going to play
arsas,

Teachers will be in their room ready to receive students al the beginning of cach session,
IF the teacher does not have notification of a change in the person collecting, the student
is not 10 be released. Any unclaimed students are to be faken to the reception by 3.0
PM

Lf et wny time & child is thought (0 be missing, Supervisor / reception is to be informed
immediately.

They will inform the Principal/Vice principal who will organize a search of the premises.

10.2.5. The Premises Manager will:

e

o
=

Inform contractors when on the site that they are expected to follow school safety
procedure,

Alomg with the Safety Officer will liaise with the contractors as appropriate.

Use the site maintenance recond file to record any Health and Safety ¢ Maintenanee issue
and ensure immediate actions carried out when necessary.

Will monitor school grounds and premises daily with the Health and Safety officer and
provide a Monthly/Weekly report (o the principal.

Armangement for electrical equipment will be tested regularly in accordance with ADEK
regulations,

Will visually check plug and leads monthly,

Ensure firclighting equipment and the fire alarm system are maintained regularly and
doctument recorded.

Maintain PE equipment and record in the register,
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11. +alth and Safe ements

Smoking and drinking of sleohal is not permitted anywhere on the school site or in the
school building.

Sign “No Smoling' in place around the premises.”

24 hours CCTV camera surveillance is in operation around the school.

24 hours security is in operation on the school site.

Key registers are in operalion to restrict unauthorized entry to the site.

Entry logging protocols are in place for visitors (o the site,

Health and Safety reports are completed by the Health and Safety Officer and distributed
to the management team.

1. Eguipment

Staff should follow the guidelines on using controlled or hazardous substances in
acience, lechnology and arts.

% Any equipment in school should be used and stored safely and for its intended purpose
only.

¥ Equipment identified as defective should be taken out of use immediawly, labelled and
brought to Facility & T1SE office in order that arrangements for repair or replacement
can be made swiftly.

% No second hand cquipmentiown equipment must be intreduced to school without the
former agreement of the Principal.

¥ Any electrical equipment used in outside areas must be attached to the electric supply
through an RCD, and #ny lead should be coversd by mats to allow safe passage over
wire.

% Flectrical sockets should be switched of before a plug is removed.

% Harardous substances such as glazes, cleaning materials ete. are kept locked in
Appropriate slorage areas.

% All hazardous chemicals for the science labs are stored in fire resistant cabinets with
exhaust system to avoid accumulation of fumes.

¥ All the expired chemicals to be shifted o Dry Store before disposal through approved
APCNCIES.

% MSDS sheets should he kept for all chemicals in school,

% Hazardous substances and ¢leaning materials stored in quantities greater than 1 liter
should be kept in locked storage at all times and decanted into liter bottles or smaller for
s

% PE staff should review health and safety hazards with the students before starting
activities in any lesson.

% Art Material (o be stoved according to specific safety measures.

¥ Sharp objects are strictly prohibited to use in school by the students,
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# Spray Paint iz strictly prohibited to use in school by any of the staff or Student.
Especially during school Hours,

11.2. Curriculum - 1J eSO
* All students will change into suitahle clothing for the activity in which they will
participate,

# Teachers should, where possible, ehange into appropriate clothing when leading PE
lessons whilst respecting local culture in their dress eode, This sets 2 good example w
the students and allows @ greater degree of maneuverability for demonstrating skills, or
accessibility to a student should an accident oceur.

# The wearing of excessive jewelry is not permitied within the school. If cars are pierced,
only studs may be worn and but must be removed or taped over for PE, A walch may
be worn if it is named and not of any great value,

¥ Teachers will collect all such items prior ta the PE lesson and store. them safely in a
locked drawer.

# Bach sludent should be taught how o lift and move equipment, techniques should be
revised at least annually with a new class. Students should be stationed at the corners of
each piece of equipment, A leader of the group says when the lift should start,

12. General Salety:

» Inorder to improve safety for evervone in school measures have heen taken to restrict

access info the school building.

# Students should use the designated entrnce only and parents should enfer by the main
enfrance only.

# All staff should wear their TD badges at all times

# All parents and visitors must report to the school reception and sign the visitor's boolk
where they will be issucd with a visitor's badge.

# Reception /security will allow the persons to access throvgh the door only if required.

P All visitors must sign out when leaving the school building.

# All major maintenance works will only be permitted after the school hours,

# Contmctors and visitors in the school building during the school day must be
accompanied by a staff member at all limes.

# Any adults on site who do not work in the schoal and who are not wearing a visitors
badge must be challenged and reported to the school office immediately

¥ Parents are requested not to bring their cars ento the school site

# Gtaff cars should be parked in the marked bays only. Other areas should remain clear,

# Delivery vehicles are expected to use the delivery area.

* Wherever possible deliverics should be made onee the students are safely in the building.

# It is strietly prohibited to park the vehicles in the Assembly point’ Assembly Area,
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Oither trade vehicles should park safely and not block doorways, disabled parking or
delivery ureas.

b All stalf should svoid lone working wherever possible by aranging for a colleague to
also be on site, They should also inform the Premises Manager and/or Principal if they
are working alone,

» Where lone working is unavoidable stafl should inform the Premises Manager andfor
Principal.

& Fire doors must be unlocked when staff are working on the premises,

» When two or more people work late they should ey to leave the building topether.

% Members of staff are not allowed to leave the school premises, leaving for any longer
can only be with the permission of the Principal. The hoolk in Recepltion must be signed
an leaving and re=entering the site during the day.

7 Finger print scanning must be done by all staff al the beginning and end of the day.

13, Supervision of Studenis
% School Hours: Sunday to Thursday 07.00 a.m. to 3.00 p.m.

14. Office Hours
% The school office is open from 7.45 a.m. until 3.00 pm. Sunday to Thursday.
% The school office is open frem 9.00 a.m. until 2.00 p.m. Saturday.

15. Staff Supervision Duties

% Teachers will supervise studenis arriving for school according to the duty rofation.

% Teachers will supervise the students leaving school according 1o the duty rotation

% Teachers will supervise students in canteen, playgrounds, comridors ele. during the break

times.
Tenchers have a legal responsibility to attend their supervision duties at break, before
and after school and at session change over times.

% ANKGI toCGrade § staff should accompany their children to and from lessons and break.

% All members of siaff are responsible for ensuring that no students are unattended in
school.

% All staff have a collective responsibility for student safety at all tmes and should speik
to students whenever the need arises.

% All staff arc responsible for keeping their work space clear and hazard free.

% All staff have the responsibility o report any hazardous situations, unzafe acts, unsale
practices or unsafe conditions they find to the Health and Safety OMicen/Facility
Muanager.

16, First Aid

% Response to medical emergencies and accidents involving students or stafl:

% School staff are expected to take reasoneble action as responsible adults, to deal initially

with the injury before the student receives professional medical treatment.
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# The school has a trained nurse and nurse's assistant who are sationed in the medical
LI

F Staff or students should nol be moved until the nurse has attended the scene.

# Disposable ploves should always be used when dealing with blood and then be placed
in the bio-medical waste bin.

First aid boxes are stationed in each area and in all Labs. First aid kits for school field trips and
Journeys are stored in the medical room and must be taken on any field wip by School Nurse.

# If a student experiences a minor injury or medical episode the School nurse shauld
record the clinic visit in the daily lopg and the student’s medical file.

# They should issue a notification of the incident for the parent’s information.

# Il'a student or stalf member expericnces 4 medical emergency or serious injury, the VP
or Principal will be called, the HSE Officer will liaise with the nurse and decide whether
to call an ambulance.

# The nurse will keep writlen records of medication sdministered and any vital signs
recorded to pass fo the paramedics or parents.

® The parents will be eontacted and informed of the school’s actions, If the parents cannod

get o school before the embulance leaves the HSE olTicer will accompany the child or
staft member to the hospital and wait until the parents arrive.

A note should be made in the Accident Book, which is kept in the medical room, of all
njuries and actions taken,

# Berious aecidents may require statements from all staff involved. Any student that goes
home should be recorded as having done so and the class/home teacher informed.

# Accidents to stalT must also be reported and & record kept in the Accident Book, which
is kept in the nurse's station.

= All major injuries should be reported to the Health and Safety Oflicer by school nurse
with the details for the injured party, location and first aid given,

# Investigation of any incidents related to students will conducted by HSE Officer and
completed by Principal/Vice principal.

# Lontrol measures will take to avoid o recccurrence and document recorded.

# All Serious Incidents and Minor incidents should bg reported to ADEK s HE&S Division
within 24 hours and be followed up with the submizsion of a full investigation report
within 30 days through Al Adaa System.

17. Medication Policy

# 1f a student requires preseribed medicines whilst in school, the parents must complete
an administration of Medicines/Treatment (Form of Consent) which is available From
Reception.

# Onee completed these forms should be kept in the clinic.

# All medication should be stored safely in the medical filing room.,
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% All medication, except inhalers, must be recorded when taken on the appropriate
administration of Medicines/Treatment Form, which iz kept in the nurse's oflice.
% All students with asthma or a record of acute allergic reactions should heve inhalers and
epl pens available within date at all times in (he clinic.
% It is the responsibility of the class teachers to ensure students have access (o
inhalersfmedicines on any off-site educational visits.
17.1. Allergies
% Information about students who suffer from an allergy will be nofified (o relevant staff
class and homermom teachers.
The Schoal nurse will administer adrenaline via an Epi Pen when necessary.
Student medical issues are shared with relevant staff.
Contagious 1liseascs
Outbreaks of notifiable discases will be published to parents and stafl immediately.
ADEK's guidance on the reporting of diseases will be followed. IF in doubt outbreaks of
certuin illnesses should be reported to the Principal who will follow the matter with the
relevant authorities,
18. Stafl Health and Welfare
#  Any member of staff who feels they may be suffering from siress should discuss their
concerns with either the Principal, the Vice prinvipal or school's nurse as soon as
possible.
% The Principal will discuss the matter with the person coneerned within 24 hours of the
issue being raised, where physically possible.
¥ A list of emergency contaci names and phone numbers for all stafl is held in the
Reception and different locations of the school
18.1. Safely
¥ All staff have a responsibility to be mindful of their cwn safiety when putting up displays
and moving equipment or fumiture,
% All staff should ensure staples, pin board pins ete. are not left on the floor after their
works,
% Staff should not climb on chairs or tables, A slep ladder is available for use,
% Hoth staff and swdents should take care when moving or lifting equipment, 1T in doubt
seek help.
18.2. Visnal Display Unit Operators
% Admin stalf using VDLs should vary their work routines and follow guidance on regular
eye tests,
% A 20 minute break should be taken after 2 hours of continual use.
19, O Site Activitics
% Any visit off site must be approved by the Principal or Vice Principals.
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# The Health and Safety Officer will carry out a pre visit and com plete the risk assessments
for all rips.

F Forany educational visit to take place ofl the school site within the emirate, the ADEK
educational visit application pack must be completed and submitied to the Eppropriate
approving depariment two weeks in advance of the trip.

» The trip parental permission letter must be sent for every off site educational visit and

must include medical, allergy and parent emergency contact details,

One copy of the official list of the students and adults in the party on a school visit and

their contact numbers must be kept in the Principal office and reception,

The lisi(s) should also include the registration number of any vehicla{s) involved.

[T the party is travelling on two or more coaches it should be clear on the official list of

studdents and adults who is travelling on which eoach/ in charge,

# Lach adult on the visit should have a copy of the list and a copy should also be left with
the driver at the front of the coach,

# The student: adult ratio recommended for the activity in the ADEK puidelines must be
el &5 4 minimum,

# Where the visit is outside of school hours, the kader must hold the home telephone
numbers of Sendor Leading Team members,

# All coaches hired by the school will have seal belts fitted and adults should ensure that
seat belts are used by all staff and studests at all times.

# Adults must base themselves in different parts of the vehicle to minimise the risk of all
adults being injured in any accident.

# Students should not sit in the front seats of the hus or coach nor in the center haclk seal
unless they have a 3 poinl seat bell.

¥ Students should not be seated by a bus or coach emergeney exit,

# Students are not allowed to cat or drink on coaches and should sit still not distracting the
driver or drivers of other vehicles,
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On a visit invelving tmnsport the following should be casily sceessible:
Plastic gloves: First aid kit {containing oflicial list of adults and students on the parly plus the
school name and telephone number); Drinking water and beaker: Paper towels and tissues: and

sick bags

NB: The school nurse is responsible for ensuring students have access to mhalers and
their medication where necessary,

20. Fire Safety

The school will provide u safe and healthy working environment with respeet to fire safety,
Evacuation Procedures
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% Ewvacuation procedures are practiced 4 times yearly and reviewed annually or more
regularly if appropriate.
¥ Evacuation routes and meeting points are dedailed on the school site plan and should be
displayed around the school,
% Induction training on Health and Safety and Emerpency evacuation procedure will
provided to all stafTs prior (o the starting cvery academic year.
20.1. Fire Sa rocedure

Asian International Private School will provide a safe and healthy working environiment with
respact to fire salely in its establishment.

The Health and Safety Officer will be responsible for:

Checking all fire doors are free from obstructions and slipftrip hazards.

Checking all escape routes are clear.

Checking all fire doors can be opened quickly and easily.

Checking all fire resisting doors close properly.

Checking no fire resisting doors are wedged or popped open.

{hecking whether fire extinguishers are in place and without any visual damage.
Checking general housekeeping standards are adequate.

Checking building is penerally tidy.

Ensuring rubbish and waste materials are not being allowed to accumulate,

Enguring there is no storage above 2m, in unsuitable locations, elecirical rooms, under
stairways cle.

Ensuring waste containers are stored externally in a secure arca.

Ensuring firefighling cquipment and alarm system are maintained regularly and
document recorded.

20.2. Responsibilities:

Classrooms - Class teachers should close windows and doors when all students have
departed and chenge the card to green 1o verify the room is empty.

Securing medical room and clinie - School nurse,

Taking first aid kit and emergency medicalion to assembly points - School nurse.
Phoning fire service - Receplionist,

Unlocking gates to allow access - Securily.

Contractors and visitors book - Security.

To print maintain and distribute student fire registers - Supervisors.

Students check - Teachers

Teachers check - SLT

Admin check

Bus stafl check - Transport Coordinator

Full Staif and Students final clearance - Principal
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Ground floor check to ensure nobody is trapped- Supervisors! Corridor Inspectors.
The fire alarm is tested Monthly- ADNOC and document recorded,
Fire drill is condueted a minimum of 4 times a year, A record of this is documented by
Health and Safety officer in HSE office.
A [ire safety risk nssessment is carried out by the Health & Safety Officer and Facililics
Manager each ierm. A report is then presented to the goverting body.
All automatic fire detection and fire suppression systems and extinguishers are checked
on a regular bagis, This is recorded in the Facilities Management file.
The Facilitics Manager will be responsible for the up keep of the Facilities Management
file.
Evacuation dures
The overall aim is o save lives and therefore effective evacuation is of paramount
importance.
Staff are not expeeted to fight fire nor should they go hack into the building.
Anyone discovering fire or smoke should raise the alarm by activating the nearest fire
alarm point.
Fire drills are carried out at least 4 times a year and recorded in the HSE file.
Fire drills are reviewed with foedback invited and informing fiture practice,

1.0n hearing the alarm
Direct sludents to walk quietly o the nearest clear exil and then walk quietly in single
file to their assembly point,
Teachers must ensure nobody is taking any personal belongings with them.
I'he teacher must ensure thal the classroom is emply, windows are closed, stick the
inspected board before leaving the classroom and closing the door behind them.
Everyone on sife, students and adults, must leave by the nearest clear exil,
Reception will call the fire brigade and the school nurse will check that the medical room
1% empty.
Classes should stand still and quiet until asked 1o re-enter the building,

NB: As the fire attendance register reflects the true number of students in sehool 2t the
start of the morning or afternoon, it is important that it s completed quickly and
accurately and then returned to H & 5 Officer. Please ensure that students arrviving after
registration have been recorded.

%

F

Reception should upsdate the five registers to reflect late arrivals and early leavers so they
are reflective of the number of children on site at the time of the alarm aclivation.

# Students with physical disabilities should make their wav to the nearest exit.

If any visitors are present the adult with whom they gre working should ensure that they
know what to do. All visitors should assemble at the assembly point at the front of
school,
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% Should the fire cause a hazard near to the assembly point — teachers should relocate the

children to a point at a safe distance from the buildings.
20.3.2.1{ The Building Has To Be Evacuated Duri k

On hearing the alarm:

> Siadents walk quietly to the nearest exit and then walk quietly in single file to the

assembly points.
Everyone on site, students and adults, must leave by the nearest clear exil,
Reception staff will call the fire brigade and the school nurse will check that the medical
POO 15 ernply.
Class teachers will check fire repisters, Reception staff will check the signing in book.
The Security will ensure there is acoess for the fire brigade,
The Vice Principal and Head of the Arabic team will check that all adults are aceounted
for and present and the Principal will ensure evervone is out of the building,

b Please check where your nearest Alarm Point is situated, where the nearest evacuation
point is for your class and where the next closest evacuation point if should the nearest
one be blocked.

20.3.3. ing Has To Be Evacuated During School dismissal time,

v Y

Y vy

On Hearing the alarm:
% Bus Supervisors will take a head count and take the students present in the dispersal

point to the buses and repeat the head count and take the bus register.

# Students proceeding to the dispersal point will be dirceted straight to the buses by the

teachers on duty.

'eachers on duty will report to security if anyone is missing from a bus register having

checked their bus with their bus supervisor.

The driver will do this if the teacher is not present.

Pus ceordinators will supervize the outside area s children move to their boses.

PE teachers will sweep their designated area

Supervisors and Assistant Viee Principal will sweep their designatled arca

Parent pick-up students will be head counted and escorted by the teacher on duty to the

Reception/ assembly point | where the head count will be repeated,

KG teachers on duty will do a head count and escort pick up children to their assembly

point.

¥ Reception staff will call the fire brigade and the schoal nurse will check that the medical
room 1s empiy.

¥ The Security will ensure there is access for the fire brigade.

¥ 'The Vice Principal and the Receptionist will check that all adults are accounted for and
present and the Principal will ensure everyone is out of the building,
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Critical  Inei Response
dents/ Accident duri ool Trips
1. Immediate action:

Trallic  Accident

mvislvin

# Remove students from danger if possible/appropriate contact emergency services,
# Bring students back to school as soon as possible Obtain accurate informativn and
inform school (uncertainty breeds rumors which adds to distress)

21,2, Action as soon as possible:

# The school {mest likely the administrative office) will cantact families of those involved,

Contact lists are found in the school olTice.

:»

¥ [If there is death or serious injury, the police with the Principal will inform parents.

# A mobile/fax line will be used & an outgoing line to leave the main office line free if it
is expected that many parents will be trying to eontact the school,

# Give the same level of information to cveryone, provision of a script is sensible, The
Principal and Vice Principal will be responsible for drafting of a seript.,

# The administrative office will make a careful note of those parents who iill need to be

informed.

'!_?

I support is required a designated support assistant will help,

# The Principal will inform s1aff and students. (If sending a letter home give details of the

facts, do not apportion blame).

# Students will probably best be told in classes. Only facts should be given. do not

speculate on the causes and consequences.

# School will contact the Chair of Governors.,

# The Principal or Vice Principal following advice from ADEK will inform the [ress

office.

F Press or media will not be allowed onto school premises.
# I there is need for an assembly point the school multipurpose hall should be wsed,
* Refreshments would be made in the staff room by members of staff and brought to the

hall.

# Safttoilets would be available for adults to usc.

losien, majoer road ident, civil disturbance

21.3.1. Immediate action

# |f this happens within the close proximity of the school it will be necessary to remove

students fram any danger (use evacuation procedures).

# Contect emergency services.

raorism

Crifical Incident Planned Response - Disaster in the Community feg. fire,

# If the incident happens outside of the immediate vicinity of the school accurate

information should be obtained.
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If the incident oceurred outside of school hours accurate information should still be
sought so that discussions in school can be based on fact.
#  Act as 3000 as possible. Inform students of the incident. This should be told sinply and
without fabrication.
& Kgep in coming phone line elear 3o that emerpency services are able to pwovide updates,
171t is necessary (o keep students behind afier schonl, students will stay with their class
teacher and parents informed accordingly.
¥ Emergency services will advise, Attlempt to stick to normal school routines as soon as
possible.
21.3.2. Later action
# Principal! school admin to contact outside agencies where appropriate.
¥ Encourage students to talk (may be necessary to hold a debriefing meeting led by an
experienced outside professional).
Express sympathy (visit those who may be in hospilal or bereaved),
Identity high risk students/staff,
Monitor ellects of all involved.
Organise treatment il necessary,
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This Document is to be reviewed annually and if any changes are there in the
Operation Procedure of the schoal.

Last Review: 051 12019
At
_F-F-'-'_F j --FF- ;

FI'.Iu..-:1L-|. if ¥l
e ) +)

Blockat Tayed © A0, Bow 50051, el LGOI, P R DEHE0N), Fanll: slamdnet@eninebiincion oYLV Ll 00 T-RAEWEN o gD oo 0% fuagpa dalj Ly
Ml R0, Boa - 12000, Tel, | DRATRE, R BOETARES, Bl sltnckBembiphemolor ¥ -AYYAVAL L alh o T-AWVANAL g gl (18 s Liagpa ! sl
Al Dbahi = T Boa -A6TH, Tl REGSTME, Fan: BN, Eoil; shbgembabod stlae Y- 10V r bl oo VT EVVRDY 5 gl o300 em digpa IJ__icij.l.'l
H.E, : Pl e r4BTHL, Tl REATOOASE, Fan c RTINS, Eonall isshdfanbatenrmilng -3 TAERE £l o 0 TWUAT G gl IV Gt






