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STATEMENT OF ETHOS AND AIMS

Tonbridge Schoohims toprovide a caring and enlightened environment in which the talents of each
individual flourish. We encourage boys to be creative, tolerant and to strive for academic, sporting
and cultural excellence. Respect for tradition and aeropess to innovation are equally valued. A
well-established house system at the heart of the school fosters a strong sense of belonging.
Tonbridge seeks to celebrate its distinctive mixturebmfarders and day boys; this helps to create a
unique broadeningnd deepening of opportunity.

We want boys to enjoy their time here, but also to be made aware of their social and moral
responsibilities. Tonbridgians should enter into the adult world with the knowledge anbedif to

fulfil their own potential ad, in many cases, to become leaders in their chosen field. Equally, we
hope to foster a lifdong empathy for the needs and views of others: in the words of the great
novelist and Ol d Tonbridgian, E. M. Forster: o0C

Tonbridge School aims tprovide anunsurpassed education of excellence and breadth ; we

focus our efforts and resources on achieving this by:

e Continuing to strive forAcademic Excellence , with our boysachieving the highest possible
academic standards, routinely exceeding ingiglectations when they join the School. Tonbridge
takes advantage of its independence, innovating in curricular matters as appropriate; the academic
programme is designed to support, engage, stretch and challenge all boys (including the most
able), equippig them for later life

e Offering Co-Curricular Breadth and Depth , with a vibrant and balanced programme
encompassing sport, music, art, drama and many other activities to underpin a culture of
creativity, innovation and excellence, but also to provide appdties for service to others, self
reliance and leadership.

¢ ProvidingPastoral Excellence , with the house system at the heart of pastoral care, generating
the small group identity that strengthens a sense of secgubiglongingand welbeing and
alloning boys to contribute meaningfully to hoeisas well as school activities.hi§ system also
aimstofocusonedt boy &6s pr ogr esceuraging @l tacorributeitoodrsshoo(
and house communities) and to fosteutual tolerance and respeditough appropriate rewards
and sanctions.

e Encouraging a heightened sensdnofividual and Collective Social Responsibility so that
along with the privileges and advantages of a Tonbridge education, there is also a strong sense of
social responsibility aoss the entire school community (staff as well as boys) based on self
knowledge, carefully fostered spiritual and moral values, and a grounded, otib@aiag
awareness of others.

The School aims to recruit, retain and develop the best and most committadhing and support

staff to ensure that it is able to achieve its aims. We ensure that all our staffing, communication,
recruitment, admissions, development and financial activities support the Schools aims, and that the
wider Tonbridge community (inctiing parents, Old Tonbridgians, Tonbridge School Foundation,
the Parentsd Arts Society and the Skinnersd C.
the benefits of them. In addition, through our experience, we have adopted a number of opatation
principles that underpin the achievement of our aims, and these will be regularly reviewed to
confirm their continued importance.

In summary, Tonbridge School aims to provide an  excellent and broad education , to
ensure that each boy fulfils his potenti al and is able make a significant contribution in
his chosen field(s) both at school and in the adult world, where many will become
leaders.

1.B1. Statement of Ethos and Aims -1-
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CHILD PROTECTION POLICY
Aims

Tonbridge School aims to provide an environment in which there are effective procedures for
safeguarding and promoting the welfare of all pupils in our care.sdtheol starts from the premise
that the welfare of the child is paramount. We aim to estabhshethos where children feel secure,
know that there are adults to whom they can talk in times of difficulty and where positive steps are
taken to build selesteem and confidence. We also recognise the importance of working with other
agencies to ensurehe welfare of children under our protection. There are two main elements to
our Child Protection Policy:

a. Preventing threats to pupil welfare by creating a safe school environment and a strong
pastoral system.

b. Protecting those in our care by followinggreed procedures and ensuring staff are
appropriately recruited, trained and supported to respond appropriately to child protection
concerns.

This policy applies to all teaching, n@aching and volunteer staff, and to School Governors. The
school also ntes the requirement that any deficiencies or weaknesses in child protection
arrangements are remedied without delay.

Roles and Responsibilities

All adults working with children have a responsibility to safeguard and promote their welfare. There
are however, key people within Tonbridge School who have specific responsibilities:

The Second Master, MC.W. Jonesis the Designated Child Protection Gardinator (DCPC) to
whom all child protection issues should be notified. He will report on such issudstbleadmaster.

The Upper Master, Mr. A.J. Edway@sd the Lower Master, Mr. A.Bissill, are the official Deputy
Child Protection Ceordinators. In the absence of the Second Master the Upper Master will take the
lead.

Mrs. Sara Tozzi chairs the Goveor s® Pastor al Commi ttee which
protection issues, including reviewing annually $neh o dChil@ Botection Policy andProcedures

and reporting to the 8hool Governors on the effectiveness with which these have been
implementel.

Those members of management involved in recruiting staff are required to operate safe recruitment
procedures I n l i ne wi t h t he statutory gui dat
Recruitment in Educationd ( ©eGdcle ndvaveting ang Ba&ifgl 7 ) |,
Scheme which comes into force in October 20009.

All members of staff, both teaching and Aaching, should be able to recognise signs of child abuse
and be familiar with the correct procedures for communicating their acemns. They must also
ensure that their behaviour and actions do not place pupils or themselves at risk of harm or of
allegations of harm to a pupil. All should be aware of 88boolb s 06 Whi st |l ebl owi ng
way that thisimpacts on issues of child protection, and the notes on confidentiality set out in the
Pastor al Handbook. They are expected to carry
Second Master or Personnel Manager.

1.B2. Child Protection -1-
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What is child abuse?

Physical injuryThis can be the result of excessive use of physical force by an adult or a senior
boy.

Neglect Thi s can range from ignoring a chil dds
adequately.

Sexual abuseThis is the involvement of ahdd or adolescent in sexual activities they do not
understand, cannot give consent to, and which are not acceptable to our society. This includes
inappropriate touching, obscene photographs, child pornography, as well as attempted or actual
sexual acts.

Emotional abuse This ranges from rejecting a child, refusing to show love or affection, or
deliberately making a child unhappy by continual verbal abuse.

Some indications of possible abuse

unusual, even bizarre behaviour.

unexplained injuries.

emotiond withdrawald showing lack of trust in adults.
eating problems.

not growing or putting on weight.

timid and withdrawn.

over-demanding, mood swings, aggressiveness.
poor academic work, undeachievement.

tiredness.

Behaviour that is out of character for given pupil is not in itself an indication of abuse. Any staff
concerned about a pupil 0s behaviour or deme e
housemaster, who is in the best position to see the fuller picture and may already have other
evidence lading to concern.

Procedure to follow by a member of staff if abuse is suspected or reported

If any member of staff:
e suspects that child abuse is occurring;
e identifies child abuse;
e is concerned that school practices or the behaviour of others maputing a child at risk of
abuse;
¢ has an incident, complaint or suspicion reported to him/her;

he/she must

e Make brief notes at the time or as soon as possible afterwards and ensure that these original
notes are kept.

e Immediately stop any other activity listen.

e Not ask leading questions (it may prejudice the investigation).

¢ Not give guarantees of confidentiality but give assurances that only those who need to know
will be informed.

¢ Not make any attempt to investigate the incident themselves.

I.B2. Child Protection -2-
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e Within twenty-four hours inform the Designated Child Protection €wdinator (the Second
Master). If the complaint is likely to involve the Second Master, the informant must report it
to the Headmaster.

Subsequent action taken by the DCPC and/or the Headmaster

The DCPC, together with the Headmaster, will decide upon any action needed to ensure the
immediate protection of the pupil concerned and any further means of investigation. Where an
allegation has been made against a member of staff, the Headmaster ard Wil Pfollow
procedures in line withSchool Dsciplnary Plicy and statutory guidance from the DCSF entitled
6Safeguarding Children and Safer Recruitment
has been adopted as an appendix to Szeh osdisdiplinary Policy.

Where it is alleged that a member of staff has behaved in a way that has harmed, or may have harmed
a child, possibly committed a criminal offence against a child or behaved towards a child in way that
indicates that he/she is ungble to work with children, the Headmaster must report it within
twenty-four hours to the Designated Officer in the Child Protection Team, Tonbridge Social Services.
Further details of the process can be found in the above statutory guidance.

e The Chair d the Pastoral Committee will be informed of any child protection issue as soon as
possible after it arises.

e Any allegation involving the Headmaster will be handled by the Chairman of Governors and
Chair of the Pastoral Committee.

The Headmaster is requed to report to the Independent Safeguarding Authority any person whose
services are no longer used because he or she is considered unsuitable to work with children.

Records and Monitoring

Well kept records are essential to good child protectigractice. All incidents relating to child
protection must be recorded on incident report forms, together with any accompanying notes. This
form must be given to the DCPC, who will ensure that a copy is kept in a separate child protection
file in the Headmaat er 6 s of fice. The DCPC will al so ensu
who needs to know about the particular child under threat, and who might be involved in the
monitoring of that child. He will also be responsible for liaising with anyratigencies to whom a
referral might be warranted.

Other relevant school policies

This policy should be read in conjunction with other school policies involving welfare. These policies
are:

Anti-bullying policy

Physical restraint policy

Behaviour Policy

Whistleblowing policy and Confidentiality

I.B2. Child Protection -3-
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Child Protection Training

Itis T hool policy to follow DCSF guidance in 0:¢
Educationd that al/l members of staf fnissueThed h
DCPC and his deputy, and the Chair of the Go\
initial child protection training course and then a refresher course every two years, and other
members of staff, including pamne and voluntary stff, should have a training course every three
year s. I n addition, the-a@@E@EmME ymuvsotr kh an\ged tprr aivn idr
Child Protection Committee. In addition, the Headmaster and the Personnel Manager have
undergone odine saér recruitment training. Responsibility for the training of the teaching staff lies
with the Second Master anché Upper Master, and all otheschool members ofstaff with the
Personnel Manager.

Ofsted

The name, address and telephone number of the body nesponsible for inspecting and
safeguarding child protection issues is Ofsted.

Dr. Roger Morgan

Chil drends Rights Director
Ofsted National Business Unit

Royal Exchange Buildings

St. Anndés Square

Manchester M2 7LA

Telephone: 08456 40 40 40
Email: enquiries@ofsted.gov.uk

Website for children: www.rights4me.org

I.B2. Child Protection -4 -
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ADMISSIONS

The aim of our AdmissionBrocedure is to ensure that boys who join Tonbridge School are able to
be happy, successful and secure within our academic, cultural and pastoral environment, whether
they are boarders or day boys.

We are an academically selective school but we also raseghe central value of Art, Drama, Music
and Sport and expect and encourage enthusiasm in these fields. We look for boys who are prepared
to make the most of the wide opportunities on offer at Tonbridge.

Houses, both boarding and day, are a pivotal pHrthe pastoral care system, so we encourage
parents to express a preference for the house they wish their son to enter. We believe that our
unigue mix of 60% boarders and 40% day boys adds to the educational experience of all pupils.

We do not discrimirate on grounds of race or creed: those intending to join Tonbridge School are
expected, howeverto be comfortable with the demands set by our Church of England foundation
and character. We seek to apply our admissions criteria fairly and sensitivelyegantiless of an
applicant's disability.

We value connections with Old Tonbridgians but are also keen to foster new associations and links.
Through the Foundation Scholarship scheme we intend to widen access to the school to boys who
can clearly and substaally benefit from a Tonbridge education regardless of their parents' means.

1.B.3. Admissions -1-
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ANTI -BULLYING
AIMS

Tonbridge School supportshé right of allmembers of the shool community to be free from all
forms of bullying, harassment and discrimination. We wish to create and maintain a caring and
supportive school environment by making clear that bullying will not be tolerated and that positive
steps will be taken to edicate it. We aim to create an atmosphere in whistaff parents and pupils

are encouraged to bring out into the open any incident of bullying, knowing that measures to deal
with it will have the support of the whole school community. This dmtilying plicy is based in large

part on the views of the boys themselves, who are encouraged to feel that they are the owners of it.

It represents the school s pr odmallghat it cam to prdvent e s s
them.

WHAT IS BULLYING?

Bullying is behaviour which is meant to be deliberately hurtful to another person. Such behaviour is
likely to be persistent, and difficult for victims to defend themselves against. It can take the form of
physical, verbal or emotional abuse, but it casoainvolve the marginalisation and exclusion of
individuals from specific groups. It can happen in houses, but is just as likely in a classroom or wider
school setting.

Some examples of behaviour which would count as bullying include:

e actual physical vience such as kicking, hitting, pirgy, or the threat of violence.

e stealing or hiding someone el sebds property

¢ namecalling and hurtful remarks, including those based on race, sexaatation, gender or
disability or said with the intention of udermin i ng s o mesteem.0s s el f

e open and repetitive Oteasingd in a <c¢classr
Obantero6 and oObullyingdé. is one we are caref

e inappropriate use of digital media (including prank calls, offensive text messagsents
made on weksites such as Facebook and Bebo, and viea#)

e attempting to humiliate or isolate someone by exclusion from a social or sporting group

WHAT WILL BE DONE BY TONBRIDGE TO PREVENT BULLYING?

We (staff and boys) will do all we can treate a climate in which bullying is not tolerated, and in
which pupils can report bullying incidents wit
parents will all be involved in this process of creating and supporting a whole sahtyblullying

culture.

We will encourage boys to talk openly and regularly about the issue within tutorial groups in their
houses, in the appropriate school and house ¢
Bullying Coordinator, orconversations with other appropriate members of staff (chaplain, counsellor,
trusted teacher). We will also ensure that school and house praes are thoroughly conversant with
this policy and play an important role in its successful implementation.

There wil be regular meetings with an Ariullying Council from every year in the school. In the
Novi this council is made up of one boy from each set, chosen by other boys (and supported by
housemastersas being a suitable candidate. Feedback on these meketigiyen where appropriate.

[.B4. Anti-Bullying -1-
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These boys will continue as ABC members throughout their time at Tonbridge unless it is agreed
that it is best for them to step down.

We will ensure that the school curriculum addresses issues of bullying and encourageamaisiigff
to share ideas on prevemy it. There will be a strong rai-Bullying presence within the PSHE
curriculum.

We wi | | entrust a me mb e r-Bullyihg Ceotradfifn,atlom @wn( AB<L)
responsibility of monitoring the implementati of this antibullying policy, chairing meetingstbé

ABC councils, encouragingtabullying initiatives amongst boys (ggster campaigns, chapel talks,
assemblies and an intranet page) and ereparitamat i n
the Second Master.

We will ensure that all members of staff are aware of their responsibility to watch out for and
respond appropriately to any possible bullying behaviour. They should refrain from any words or
actions in the classroom which rhigbe seen as an encouragement to bullying or as bullying
behaviour in itself.

We will encourage housemasters to establish a formal or informal system of peer support in each
housed boys to whom victims or witnesses of bullying can turn and ask for, lesipecially if they feel
unable to talk to an adult.

We will do all that we can to resolve issues of bullying through mediation, discussion and making
bullies aware of the effects of their actions, but we will use sanctions against them when this is
deerred necessary. Thesganctions will be in line withchool policy.We will often use boys to
encourage other boys not to continue with their behaviour.

We will encourage bullies willingly to seek help themselves in changing their behaviour. This will be
caalysed by educating boys as to why they and their peers may find themselves bullying others.

We will give protection and support to any victims of bullying, and to anyone who brings such issues
to our attention.

We will publicise details of the Scho@lounsellor and organisations (e.g. Childline) outside the
school community who can be contacted if victims of bullies prefer to talk to someone who is
independent.

Boys will be made aware that issues of racism, sexism and homophobia will be treateequéih
severity

To prevent the occurrence of cyberbullying, boys will have restricted use of social networking sites.
Boys and staff wild be made aware of the.schoo

WHAT PROCEDURES SHOULD BE FOLLOWED IF BULLYING OCCURS?

Firstly, the matter and all the circumstances must be brought into the open by bringing it to the
attention of someone who will do something about it. In some cases this will be another boy, but it
might also be a parent or a member sfaff- whoever the victim or witness of the bullying feels
comfortable in talking to.

The next stage is to report the incident in writing or by emialthe appropriate housemaster(and
to the Anti-Bullying Ceordinator. Housemasters should also report to the Adullying Ce

[.B4. Anti-Bullying -2-
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ordinator any significant incident of bullying within their own houses. They will talk to all involved,
discover what occurred and explore the feelings of both thietim and the bully. If it is judged
appropriate, all parties will be brought together to explore ways of resolving the situation,
particularly in making the bully come to terms with the effect of his behaviour. Sanctions against the
bully will be considesd, especially if the bullying is severe. The Second Master must be informed in
writing of any significant incidents of bullying.

The situation must then be followed up regularly by those dealing with it. If the bullying is repeated or
severe, sanctioner the clear threat of sanctions should be applied. This should range from a formal
warning given by the Second Masterldeadmaster to suspension fronetsool, either temporary or
permanent.

The written records will be monitored periodically by the AfBullying Ceordinator and the Second
Master, who will be responsible for regular review of this policy.

Job Description for
ANTI -BULLYING CO -ORDINATOR

General

He/she will be responsibl® the Second Master for cordinating a whole school approach to the
issue of bullying.

Specific

1. Inspire boys to take responsibility for and create ways of sustaining theBAi§iing culture
of Tonbridge School and promote positive behaviour.

2. Keep & the top of boys minds the antullying language that has been established so far.
Develop it further as new challenges arise.

3. Cultivate a network of effective peer support systems in Hedool. An ongoing programme
of leadership skills training withéh_ower Sixth will feed this.

4. Motivate and manage the various year group /ilying councils.

5. Keep upto-date with developments and initiatives outside godool and be responsible for
introducing new ideas to improve our policy.

6. Monitor, evaluate, ad regularly review the effectiveness of the ABtillying policy.

7. Arrange staff training in andbullying measures, and encourage staff to be alert for, and
respond appropriately to, any indications of bullying in the classroom and elsewhere. Remind
staff that their own words and behaviour can sometimes encourage taullyin

8. Maintain and improve the recording and reporting of bullying incidents.

[.B4. Anti-Bullying -3-
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BEHAVIOUR
(Discipline and Exclusions)

PRINCIPLES

Tonbridge School Behaviour Policy is designed to ensure an acceptable standard of behaviour in and
around school and on any school activity. It is based on clear values which the school promotes;
these include seffliscipline, a sense of resmhility, a proper regard for authority, respect for and
celebration of difference in others, and a sense of service to the community. It places emphasis on
the positive behaviour to be expected and rewarded, as well as prevention of what is unacceptable.
At its heart is the promotion of a good learning and teaching atmosphere in which all pupils can
realise their potential. The policy safeguards and promotes the welfare of all pupils, protecting them
from all kinds of discrimination and harassment. It igg@ises the duty of thechool to promote race
equality and to take action to tackle inequalities and discrimination of any kind that are identified. It
relies on a culture of mutual respect between parents, pupils and staff, and it has been drawn up in
wide consultation with the school community. It will be subject to regular review by the Second
Master in consultation with others.

The Behaviour Policy has four main elements:

OExpected Behavi owacodetto b& promoted, tdught anaméied o | o
A System of Rewards for Achievement, Effort and Good Behaviour

A System of Sanctions

A Statement of Roles and Responsibilities

It is important that this policy should be read and applied in conjunction with other school policies
and programmesp ubl i shed separately in the Common Ro
Specifically thesare:

Child Protection Policy

Memoranda

Anti-Bullying Policy

Learning Support Policy

Alcohol, Drugs and Smoking Policies

Problems and Complaints Procedure for Boltemoranda)
Compl aints Procedure for Parents (Parents?d
Procedure for Appeal against Expulsion

Discrimination Policy

PSHE Programme

Philosophy of Care

Pastoral Care Handbook

EXPECTED BEHAVIOUR AT TONBRIDGE SCHOOL

Tonbridge Schools a community where the welfare of all is peated and promoted. To this end,
certain standards of behaviour are expected of all pupils in and arounsthio®l, and on any activity
or trip. These expectations are promoted and reinforced, within the raleschool behaviour policy,
by a system of rewards and sanctions.

|.B5. Behaviour -1-
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We expect boysto:

SHOW RESPECT FOR OTHERS

Show good manners, tolerance, regard for authority and for individual privacy
Celebrate difference and diversity in others

Show respect folChapel and for those of different faiths

Follow and support thesc h o o | -Bulying policyi

Avoid bad language and any behaviour which might cause offence

STRIVE FOR SELF-RESPECT

Be trustworthy, honest and tell the truth

Attend andbe punctual at all compulsosghool obligations

Keepsafe and healthy by proper appreciation of risk, by regular exercise
and by avoiding harmful substances

Be seHdisciplined and committed

Take pride in appearance

MAKE A POSITIVE CONTRIBUTION

Take pride inrmembership of theschool and be its ambassador
Engage with and commit to a wide range of activities

Think howthe school communitycan be served

Participate in decisiemaking about how the school is run
Support activities to help the wider community outsishool

ENJOY AND ACHIEVE AT SCHOOL

Value effort and achievement

Take responsibility foown learning and academic progress

Help promote a positive learning atmosphere in the classroom and elsewhere
Developown skills and interests by full participation in extrarricular activities
Preparefor life after school by developing good work habits and social skills

RESPECT PROPERTY AND THE ENVIRONMENT

Respect the property of others

Look afterthe fabricand property of theschool

Think ©6gr e e n dschoal andwiderenvirothireentt o t h e

Respect other peopleds working and | iving e
Avoid dropping litter

A SYSTEM OF REWARDS FOR ACHIEVEMENT, EFFORT AND GOOD BEHAVIOUR

It is important to establish a culture in which praise and encouragement far outweigh the frequency

of punishment and admonition. Rewarding pupils for achievement, effort and positive behaviour

motivates them and creates the best climate for effecteachng and learning. Thelsool wishes to

take pride in celebrating the success of its pupils and in communicating this success to them and to
their parents.

|.B5. Behaviour -2-
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To this end a system has been established to promote rewards for achievement, effort and
behaviour.The key elements of this system, which are not intended to be exclusive, are:

¢ Frequent reminders in staff meetings of the importance of celebrating success, and of verbal
and written praise and encouragement
School prizes and awards for all kindsaghievement
¢ Awards made by the Lower Master at ewftterm assemblies
e Award of Commendations in the first three years for academic and -aademic
achievement and effort, and for examples of positive behaviour and service (see separate
procedures)
Award of Distinctions for examples of academic excellence (see separate procedures)
Space in the Interim Reports to note special effort or achievement
House points or merit books leading to house awards
The use of shool and house noticboards and thentranet to record special achievements
Regul ar communicadi oewsd.parents of ©6goo

It will be the responsibility of the Senior Management Team to monitor the frequency and
effectiveness of this system of rewards.

A SYSTEM OF SANCTIONS

Sanctions i@ necessary in a school community to promote positive behaviour, as laid down in the
O0Expected Behaviourd code, and a good teachin
regard for authority, to protect all members of the&hool community, and taeinforce school rules

as laid down in the Memoranda. They are most useful when seen by everyone as a deterrent. When
used they must be applied fairly and consistently, and appropriately to the seriousness of the offence.
This means that there must a sealf sanctions with it being clear whose responsibility it is to apply
them at the appropriate level. Sanctions can be applied for unacceptable academic work as well as
behaviour issues.

In setting out this scale of sanctions, the need for flexibility and common sense is
emphasised. The intention is to provide clarity in empowering members of staff to deal with
situations themselves or know how and when to pass it on to higher authority. It should not preclude
simple remedies like reporting a boy to hisusemaster or to the Second Master.

Level 1

Simple admonishments backed up by the authority of staff within the school. Admonishing a boy is
often as effective as any formal sanction and should be the first recourse of any member of staff.

Level 2 (School)

These would be usetty any members of stafér minor classroom or school misbehaviom the
classroomthe use ofimposition paper is encouraged for unacceptable work or behaviour; this is
given out to a boy, who must then complete the written taskdaget his housemaster to sign the
imposition paper before returning it to the teacher. Sending a boy out of thesias is acceptable

but the door must be kept open. Keeping a boy in during break or other time is also acceptable.
Heads of Department areencouraged to become involved in helping out members of their
department having problems with particular boys or groups. Some form of departmental detention
may become appropriate for persistent offenders. Informing housemasters adds to the effectiveness

|.B5. Behaviour -3-
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of the sanction. Other strategies for classroom behaviour management will be developed and
recorded by the Senior Master.

Level 2 (House)

These would be imposed by housemasters or other members of the house pastoral team for minor
house misbehaviour dior school matters reported to housemasters. A certain degree of flexibility is
allowed to housemasters but the sanctions can include extra community duties, withdrawal of
privileges, written exercises, a run (as long as an equivalent alternative iscdfedleit takes place
within school grounds with proper supervision). House praes can ask for these sanctions to be
applied. Any sanctions applied must not involve deprivation of sleep or food. Each house must publish
a set of house rules, including the stons to be used, a copy of which should be given to the
Second Master. Housemasters should keep a written record of sanctions imposed at this level.

Level 3

This level would be applied for more serious offences or for persistent bad work or behawviour.
houses housemasters can for instance use form
time, use internal suspension (withdrawing a boy from some school activities like games), place a boy
on report card for unacceptable academic performanbiemany such instances housemasters will
formally write to parents to inform them. Records of these sanctions should be kept by
housemasters.

At this same level there will be two school detentions, the Sunday Extra Work Cdamb the
Wednesday School Detdion. Any member of Common Room can put a boy into either of these,
but he must ensure that there is 48 hours notice given to the boy concerned and inform the relevant
housemaster.Persistent appearance in these detentions in any academic year couldolead
Headmasterds Detention (see bel ow).

On Sundays from 4.@Bn to 6.0Qom (except for exeats) theSunday Extra Work Class will be

held, supervised on a rota by members of Common Room. This class will be only for unacceptable
academic work (such as testleéd or coursework not completed). The procedures for putting boys
into this class will be published by the Second Master, who will also select the venue and keep the
records.

On Wednesdays from 8.Hinto 8.50amthe School Detention will be held, superged on a rota

by the Second Master, the Senior Master, the Director of Studies and the Lower Master. This will be
for more serious classroom misbehaviour, unauthorised absence from lessons or other
commitments, persistent lateness or can be used by housmrsafor house matters. The Second
Master will publish full procedures and keep records.

Level A Headmasterds Detention

This will be held monthly on set Saturday evenings fromph8t 9.3(Qm in a school classroom,
supervised on a rota by members of @mon Room. Every boy in this detention will also see the
Headmaster or Second Master. Only housemasters may put boys into this detention (although other
members of staff may request it) and they must also in writing inform the parents of the boy about
both offence and sanction. Parents will be asked, if possible, to collect their sons after the detention.
The Second Master will publish procedures and keep records. Persistent appearance in the
Headmasterds Detention i n andys ascuasdpeemi sci oyne a(rs eceo
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Level 5 Suspension (temporary or permanent)

The Headmaster may in his discretion require parents to remove or may suspercpel a boy

fromtheS h ool if he considers that t hencludiogypéhavioart t e |
outside the $§ ho ol ) i's seriously wunsatisfactor ytheand
removal isinthe 8hool 6s best interests or those of t !
authority in the Headmasterds absence.

For atemporary suspension the Headmaster will write a letter to the parents, which might
include a formal warning, and see the boy on his return. A notice would be published on the School
and Common Room noticeoards about every such suspension. The housemasbeid have the
responsibility of informing the parents before a boy is suspended, arranging a collection time and
ensuring that appropriate work is taken home. The length of the suspension will vary according to
the circumstances and nature of the offenbat will generally not be longer than a week.

For permanent suspension a distinction is made betweeaxpulsion and requirement to

leave. A boy is liable toexpulsion for a grave breach of school discipline, for example a serious
criminal offence or somevilful act calculated to cause serious damage to the school, its community
or any of i1its members. For mal expul sion means
the school and reference to the facts and circumstances will be made in respmesery request

for a reference. For a breach of school discipline falling short of one for which expulsion is necessary,
the pupil may beequired to leave permanently. In such circumstances reasonable assistance will
be given in helping the boy to makefresh start at another school. A boarder may also be required

to leave the boarding house without necessarily being required to leave the school. In any
circumstances where permanent suspension is being considixedHieadmaster is required to act

faily and in accordance with the principles of natural justice. He will use every reasonable endeavour
to contact parents before any final decision is taken.

All records of suspensions Wil be kept i n flicea and Mwstabeé maifeed ®© thé s O
Chaiman of Governors. The procedure for appealing against a permanent suspénseinout in
the 6Compl aints Policy and Pr oce dPurree nftsrdo RHarnedrbt

the school website.
ROLES AND RESPONSIBILITIES

All members of the Common Room and house pastoral teams  have a responsibility to
maintain school discipline and manage the behaviour of boys. They must have realistic expectations of
boy behaviour, and be prepared to talk through and engage with issues of behaviowr theféing

of applying sanctions. They are encouraged to ask for help from more senior and more experienced
colleagues to resolve situations. They are authorised to apply sanctions to Level 3 above.

Housemasters (and in their absence Assistant Housemasters)  have responsibility for the
safety and behaviour of boys in their houses. They are expected to maintain good house discipline, to
help boys develop setfiscipline, and to encourage and reward dffind achievement in all spheres

of school life. They will be the first and main point of contact with parents and staff about all aspects

of a boyds behaviour and devel opment. They wi
about issues inveing boys in their house. The Headmaster will consult them on any issue that might
|l ead to a boyds suspension. They must devel op

with the guidelines above, and they must publish this in the house anpatents. They are
authorised to impose sanctions up to Level 4 above, and they must keep records of any sanctions
imposed on a boy from Level 2 upwards.
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The Director of Teaching and Learning has responsibility for helping members of the teaching
staff to develop good strategies for classroom management. He will liaise with heads of department
on any issues arising from this. He will ensure that the induction of any new staff will include specific
reference to this policy and how it works.

The Director of Studies will develop procedures for the award of Commendations and
Distinctions. He will also ensure that the reporting system encourages and notes special effort or
achievement, but also draws attention to concerns about poor behaviour or unacceptable Mer

will from time to time be asked by housemasters to see boys whose work is unsatisfactory or who
are in danger of failing exams.

The Second Master is responsible to the Headmaster for managing all issues of discipline and
behaviour within the schoolHe will review this and associated policies at regular intervals, using

S 0me kind of behaviour audit to i dentify rec
Behaviourd code and the whole of this eduesincy t
relation to sanctions and organise supervisory rotas. He will keep records of all detentions at Levels

3 and 4. He will keep the Headmaster informed of any significant issues of behaviour which arise. He
will deputise for the Headmaster when nesary. He will ensure that induction procedures for
house staff and praes include reference to this policy and how it works.

The Headmaster is responsible to the Governors for ensuring appropriate standards of discipline
within the school, and for the prootion of positive behaviour. He will determine the main principles
behind any behaviour policy and ensure that it does not conflict with other school policies. He will
determine all issues of suspension. He will ensure that parents are aware of thisdBelicy.

The Governors endorse the principles underlying the policy and require the Headmaster to ensure
appropriate stadards of discipline within theckool.
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COMPLAINTS PROCEDURE for PARENTS

If at any time parents have cause for concern or occasion for complaint, tloeydshaise the matter

with the school as soon as possible. All concerns or complaints will be taeziously and with
respect, and the chool will respond promptly. The soonethe school hearsof a problem or
potential problem, the sooner and more easily the problem can be investigated (if there is need for
wider exploration) and meet with a satisfacyaresolution.

Parents with cause for concern or complaint should feel free to talk directly to a member of staff, to
telephone, or to write with details of the issue that concerns them. In the first instaiheceay be

best to address a concern to theember of staff most closely involved in the matter at issue (such as
Housemaster or Head of Department), who may well be able to resolve the problem quickly: but
there may be some concerns which parents prefer to bring directly to the Second Master or the
Headmaster.

Any complaint will receive a prompt response: either immediate discussion (and, it is hoped,
resolution) in person or by telephone, or, if wider consultation and/or investigation is required, by
letter as soon as possible setting out the ctrsion of the inquiry, the reasons for it, and any action
taken or proposed. If such action includes use of the disciplinary procedures for staff, this will be
hardled confidentially within thechiool. All such complaints will be recorded, together witétails of

any investigation and outcome. T ®Officeand peoodicaly wi |
monitored by the Second Master.

Confidentiality will be observed as far as is consistent with proper investigation and effective handling
of a omplaint. It is school policy that the voicing of a concern or the making of a complaint by a
parent should not in any way rebound adversely on their son.

Any complaint against the Headmaster should be made directly to the Chairman of Governors at the
address set out below. He will be responsible for investigating the complaint appropriately,
responding to the complainant in line with the procedures above and keeping his own record of any
such complaints.

It is hopedthat parents will be satisfied withhie £hool's handling of any concerns or complaints they
may raise, which will be fully and fairly considered. Should parents not be satisfied, they should make
a formal complaint in writing to the Chairman of Governors, who will call for a full report athd
relevant documents before making his response, and may wish to hold a meeting with the parents
and the Headmaster.

Should this response and/or meeting still not effect a satisfactory resolution, or if parents are
dissatisfied with the outcome of amplaint against the Headmaster, they may refer the complaint
further to the Appeal Committee of the Governors, whose procedures are set out below.

The Tonbridge School Behaviour Policy sets out the circumstances in which the Headmaster may
expel a boyWherever practicablethe parents of the boy concerned will be invited to discuss the
issue with the Headmaster (or in his absence the Second Master) before a final decision is taken. The
Headmaster is required to inform the Chairman of Governors without delay of the decenahthe
circumstances. I f the parents wish to contest
appeal to the Appeal Committee of the Governors following the procedures set out below.
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Procedures for the Appeal Committee of the Governors

The Appeal Committee will consist of two Governors, neither of whom will have had previous
i nvol vement in the Headmasterods decision or ir
independent of the management and governing ofteol.

Notice of the appeal must be sent in wrigirto the Chairman of Governorst the address below,
setting out fully al/l the reasons for making
the appeal arises out of a decision by the Chairman in respleatcomplaint against the Headmaster,

then the letter should be addressed to the Deputy Chairman at the same address. Included should be
any documents or other evidence or details of witness to fact or character on which the parents
intend to rely. Any apeal against expulsion should be received within ten days from the date when
the Headmasterd6s decision took effect.

The Chairman of Governors (or, as in the circumstances above, the Deputy Chairman) will inform
the Headmaster that an appeal has been éafjgand send all relevant papers to the Secretary of the
Appeal Committee. The Secretary of the Appeal Committee will then communicate with the
appellant(s), collect together all the relevant papers and make the necessary arrangements for the
appeal hearip . The Headmasterds response to the appe
provided to the latter.

The appellant(s) has the right to attend in person to make oral representations and should inform the
Secretary of the Appeal Committee in wrignof his request to attend within five days of the
notification of the date of the hearing. The natification will contain instructions in respect of
attendance. If no such request is made, the Appeal Committee will determine the appeal on the
written submssions only.

The Secretary of the Appeal Committee will give the Headmaster and the appellant(s) not less than
seven daysd notice of t he dat e, time and pl a
determined by oral hearing or on the basis of weitt submissions, depending on the response of the
appellant(s). The hearing must take place within twamg days from the notice of appeal being
received, unless otherwise agreed between the school and the appellant(s).

In the case of an oral appeal hiegy, unless otherwise determed by the Appeal Comittee, the
following shall apply:

The appeal hearing shall be in private, and everything said at the appeal hearing shall be confidential.

Neither the parents nor the Headmaster will be entitled to pbéfore the Appeal Committee any
document or other evidence which did not acco
response or was not provided to the Appeal Committee and the other party at least 14 days before
the hearing date unless the App&admmittee shall determine otherwise.

The Headmaster or appellant(s) must inform the Secretary to the Appeal Committee in advance if
they wish to call any witness to give evidence before the Appeal Committee detailing the person they
wish to attend, the prpose, and the role that person is expected to play.
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The appellant(s) and the Headmaster each may, with the prior approval of the Appeal Committee, be
accompanied by another person whose details must be provided in advance to the Secretary,
together wih a statement of the capacity in which they are attending. Such person must undertake to
respect the confidentiality of the appeal and shall not have the right to address the appeal hearing,
unless expressly invited by the Committee.

The parents will fist set out their case, the Headmaster will respond, and the parents will have the
opportunity to reply to any new material raised by the Headmaster before the Appeal Committee
retires to consider and make its decision.

Within seven days of the appeal hewy, whether that hearing is oral or based solely on written
evidence, the Secretary to the Appeal Committee will write to the appellant(s) and the Headmaster
setting out the decision of the Committee and the reasons for that decision.

The Appeal Committe s deci si on shall be final and not
effect will be contained within the letter detaigjrihe decision of the Committee.

Yy

The correspondence address for the Chairman of GovernoiSisi nner s & HHill, | , 8 Do
London EC4R 2SP (Telephone: 020 7236 5629)
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CURRICULUM POLICY
(updated Feb 10)

Responsibility for the effective implementation of this policy lies with the Headmaster who delegates

to the Director of Studies and the Director of Teaching and Learning. Heads of Department,
Housemasters and individual subject teachers also have a keytaoplay, as do the pupils
themselves. The policy is supported by schemes of work developed by individual departments,
summaries of which can be found on the School &
a School Committee under the chairmdms of the Headmaster. It conforms to the Tonbridge
Curriculum Aims document (appended).

The hool operates a 36 4éninute period week. Thus all pupils of compulsory school age are in
lessons for 24 hours per week. In addition, the pupils have, on awegabgut six hours of sport per
week, over a school year of 190 days.

Skill areas developed

For boys in years 9 to 11, the curriculum contains compulsory subjects which between them
provide experience in the following key areas:

Linguistic: English (laguage and literature), at least one modern foreign language,
Latin (and Greek for some) is studied compulsorily in year 9 and
optionally thereafter to GCSE;

Mathematical: Mathematics and science;

Scientific: Sciences (taught as separate physics, clgnaisd biology);

Technological: All boys in year 9 follow a course in this area and some continue to
GCSE. All boys follow a course in ICT and most attain the ECDL
qualification;

Human & Social: All boys study history, geography, Divinity, PSHE im 9edany continue

with at least one of these to GCSE. The PSHE course is continued by all
boys during year 10 which becomes a course called Seminar in year 11;

Physical: All boys have timetabled PE in years 9 and 10. Although this ceases in year
11, allboys participate in one or more of the wide range of sporting and
other physical activities on offer within the extensive Games programme;

Aesthetic and Creative: All boys in year 9 have courses in music, drama, art with some creative
writing in EnglishMany continue with at least one of these to GCSE. For
those that dondét, there is a wide r
attend 0 participation is monitored via the Tonbridge Passport scheme.
About half of the boys learn a musical instrumentpggaking it to a very
high standard.

It should be emphasized that many of the subjects listed above help to develop more than the key
area of experience to which they have been attached. So for instance, linguistic skills are developed
in almost all sulects and not just English and Modern Languages.
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In year 9 (Novi) the following subjects are studied, the numbers in brackets show the allotted
40-minute periods per fortnight, out of the 72 ppf available. The curriculum is designed to expose
pupilstoalt he possi ble GCSE subjects at a oTonbrid
GCSE.

English (8) First Modern Language (6) Mathematics (8) Art (3)

History (3) Second Modern Language (6) Physics (5) Drama (2)

Geography (3) Languages chosen fromdfren  Chemistry (5) Music (2)

Divinity (3) German, Spanish & Mandarin  Biology (5) Technology (3)
Latin (and Greek for some) (6) PE (2) ICT (3)

In years 10 and 11, all boys have a full timetable of 72 periods per fortnight in which subjects falling
into three categories are studied. A mixture of GCSEs and IGCSEs are studies; in the list below
those subjects taken at IGCSE are indicated (1).

Compulsory examination subjects: English & English Literature (I) (8), Maths (I) (8), Science (I)
(18) taught as PhysicChemistry and Biology with just under
hal f the year taking oDoubl e
Foreign Language (I) (8) chosen from French (1), German (I),
Spanish (1) or Mandarin as a continuation from year 9 study.

Optional examination subjects: three subjects each allotted 8 ppf from the following list:
a second Modern Language (I), Latin (plus Greek for some,
taken as a separate GCSE within the one option), History (1),
Geography (I), Religious Studies, Art, d@gn Technology,
Drama, Music.

No restrictions, apart from the practicalities of timetabling,
are placed on which combination of subjects can be selected.

Non-examined compulsory subject®ivinity (2) (this includes study of ethicadsues, plus an
introduction to omindfulnessod
PSHE (1) and PE (2). In year 10, Divinity, PSHE and PE are
replaced wi t h 0Seminar 6 (a pr
debates on ethical and social issues).

In the Sixth Form, dyject to the practicalities of timetabling, boys can choose sensible combinations
of any four of the following 24 subjects, each of which is allocated 15 ppf in the Lower Sixth rising to
16 ppf in the Upper Sixth:

Latin, Greek, Classical Civilisation, Esfg French, German, Spanish, Mandarin, History, Geography,
Religious Studies, Business Studies, Economics, Government and Politics, Mathematics. Further
Mathematics (boys selecting this have to take Maths with it), Physics, Chemistry, Biology, Music, Art
Design Technology, Theatre Studies, and Physical Education.

In addition all Lower Sixth pupils follow a neexamined Seminar course which continues the
programme commenced in year 11.
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Appropriateness

At eachlevel the $hool seeks to ensure thahe subject matter is appropriate for the ages and
aptitudes of the pupils. Opportunities exist to acquire and develop skills in speaking and listening,
literacy and numeracy. The principal language of instruction is English except in some Modern
Languagéessons where the target language is used as appropriate.

The curriculum requires the majority of boys to take GCSE or IGCSE in between nine and eleven

subjects. About a third of the boys in each of mathematics, French and Latin take their (I)GCSE a
year early. Sixth form boys typically take ASs in four subjects at the end of year 12. Between 55%
and 80% continue with all four subjects to A2 in year 13, with the remainder taking 3 subjects.

All pupils have the opportunity to learn and make progress thiotige ways in which tasks are
matched the needs of the individual. Where possible and appropriate, setting by ability in certain
subjects aids the provision of subject matter at a suitable pace. The School is further developing an
Extension and Enrichmeptogramme appropriately to stretch and challenge boys.

The School has yet to have a pupil with a formal statement. However, there are some pupils with
diagnosed dyslexia, dyspraxia and similar conditions: such boys are made known to staff, who follow
suge@stions from the Learning Support Department for best practice, as far as practicable.

A programme of Personal, Soci al and Health Ed:i
is studied. Details of this programme can be found in a separate datuon the website.

Preparation for the future

Virtually all the pupils enter the Sixth Form and thence to university. The School employs a
dedicated Careers and UCAS adviser who offers a structured programme of advice both
corporately and individually to boys at appropriate points during their timdaSchool.

Opportunities for leadership, via the School and House Praeposter system, CCF, leading co
curricular activities, for instance, are available.

Pupils are prepared for the opportunities, responsibilities and experiences of adult life via the
PSHE/Seminar programme, an extensive careers programme, participation in work experience, the
devel opment of 0 s oWotk, irmépénbentsasearthsskillts,presergationad skilts,
and problem solving, for insbce), community work, variouscl®ol committees on which boys
serve, and an encouragement to participate in work experience and in cultural and sporting
activities. Less tangy, the whole culture of the &ool from Chapel to House Lunches, from
leadership roles for boys to an encouragent to widen horizons via overseas trips, to mention just
four examples, is intended to assist preparing boys for a fulfilling adult life.
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THE TONBRIDGE SCHOOL CURRICULUM

Principal Aims

Curricular aims ar e underpinned by the following S chool mission statement:

Tonbridge School aims to provide a caring and enlightened environment in which the
talents of each individual flourish. We encourage boys to be creative, tolerant and to
strive for academic, sporting and cultural excellence. Respect for traditi on and an
openness to innovation are equally valued. A well -established House system at the
heart of the S chool fosters a strong sense of belonging. Tonbridge seeks to celebrate its
distinctive mixture of boarders and day boys; this helps to create a uniqu e broadening
and deepening of opportunity. We want boys to enjoy their time here, but also to be
made aware of their social and moral responsibilities. Tonbridgians should enter into

the adult world with the knowledge and self -belief to fulfil their own po tential and, in
many cases, to become leaders in their chosen field. Equally, we hope to foster a life -
long empathy for the needs and views of others: in the words of the great novelist and

o

Ol'd Tonbridgian, E. M. Forster: 60Only Connect 0.
What ?

e encourageantellectual curiosity, an openness to new ideas and viewpoints

o foster selfmotivation and selfliscipline and an awareness of the skills needed for
independent learning

e foster an enjoyment of | ear ni ng dutsidethet s
boxd, to read, research and apply Il earning

e allow opportunities for boys to achieve the grades in public examinations commensurate
with their perceived ability and thus to enable access to the university courajrig and
career of their choice

e encourage effective and confident written and oral communication, including an ability to
work collaboratively and, as appropriate, to present an argument persuasively and to write
with accuracy and flair

e encourage the deelopment of study skills, effective time management and appropriate
revision strategies

e (give opportunities to demonstrate the importance of physical fithess and mentabeet

e foster an awareness of the importance of spirituality and reflection

e encouage boys to be aware of their responsibilities as well as their individual needs and
wishes

e encourage consideration for others, an understanding, respect and empathy for the lives and
experiences of people with different belief systems and culturalgsaakds

How ?

seek collectively to inspire students with a passion for learning within and beyond subject
disciplines, acting as mentors and role models
put in place and review a curriculum that offers rigour as well as a broad subject choice,

which pays regard to the range of abilities and needs of students, and a careful consideration

of nonexamined elements

plan lessons, set work and provide a wide variety of valid, challenging and stimulating learning

experiences
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¢ have high teaching expectationseviewing performances within and across departments,
supporting colleagues, as appropriate, via mentoring and observation to ensure good
standards of teaching, using a variety of approaches

¢ undertake individual continuing professional development to invigorate teaching and learning
be sensitive to individual needs and learning styles, providing appropriate academic challenges
and support

e encourage students to take control of their own le@mg and provide opportunities for them
to present their ideas, debate or give performances to others, including their peers

e seek to ascertain and incorporate the views of students on a broad range of aspects of
school life

e encourage, and make feasiblellalmorative endeavours, both aeadically and in other areas
of school life (music, drama and sport, for example)

e encourage and provide a wide variety of concerts, exhibitions, plays, films, readings and
other performances ( to include talks by, and megsinwith, outside speakers; university
style seminars and lectures)

e encourage and provide a wide range of physical and sporting challenges, including
opportunities for exploration and adventure

e allow students adequate time and opportunities for reflectianissues beyond immediate
school concerns and to offer service to others
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FRAMEWORK FOR THE ASSESSMENT AND
EVALUATION OF PUPIL PERFORMANCE

This policy document concentrates on thecademigerformance of pupils. Social progress, and
sporting and creative performance are all monitored by tutors and housemasters and commented on
via end of term reports.

Tonbridge School uses a variety of assessment tools to help evaluate pupil academic performance.
These range from day to day questioning in class, througkoétmpic tests (called Block Tests by
many departments), end of year internal exams and ultimately puldimieations at GCSE, AS, A2,

AEA and STEP. A small number of boys also take university assessment tests for entry into a growing
list of subjects such as medicine (BMAT), law (LNAT), history (HAT).

Academic progress, including exam results, is repottegharents of all boys twice per term. The

first report of the term, the Interim Report, gives a snapshot of current progress and in some cases,
provides an early warning of potential or actual problems. The End of Term Report is more
summative in naturend also includes reports on individual music lessons, where relevant, sport
achievement and a pastor al report written by t

There is a system of sanctions and rewards, described in detail elsewhere, which piavis
indications about pupil performance. Pupils doing particularly well are awarded commendations and
occasionally distinctions for outstanding pieces of work. Prizes for outstanding achievement or
progress are awarded annually to boys from all yearugs. Honorary Academic Scholarships are
awarded to some boys meeting certain criteria following GCSE.

Prior to entry, Common Entrance or Academic Scholarship marks are used to help decide on
Novi forms and sets. For boys joining the school in other yearsombination of interview, previous
school report and, in some cases, scores in entry papers are used to determine subject sets.

Very early in the Novi year, in common with most other schools of our type, all boys take alipase
test: MidYIS. Theressil t s of these tests are used to helop
against a common baseline measure and hence to track progress; to help identify boys who may have
a learning disorder, such boys frequently have a very uneven performance a@@ss#ssed strands

in MidYlS; andddedasbBesk omabupupi l by pupil
much more detailed document oUse of Mi dYI S p
information.

During the Novi Year, there isa Parents®& Evening during the
opportunity for parents to meet their sonds ne
an opportunity for parents to discuss, on a subject by subject basis, issues from theisdosp

which may not have been adequately passed on via the transfer process, to give the parents a sense
of the academic standards of the school and a briefing about the GCSE choices process which takes
place in the subsequent terms.

Near the end of the Mihaelmas term, there arexams in the majority of academic subjects. The
results of these are collated by the Director of Studies and reported to parents as part of the end of
term reporting process. Boys whose performance in these exams is grossly durteodvith their
MidYIS ranking are followed up by the Director of Studies via Housemasters.

During the Lent term, subject teachers of optional GCSE are asked to comment on the suitability of
each boy to take their subject to help the provisional GCSE @hpiocess.
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There areend of year exams in the majority of academic subjects in the penultimate week of the
summer term providing an opportunity to asse
unexpected performance in these exams, boys change thiids about the GCSE options. The
results of the end of year exams also influence the GCSE setting arrangements.

Thesecondyeari s t he year with the oO0lightest toucho
concerned. Boys make progress with th&€ICSEs and have subject based tests from time to time.
The reporting system all ows oOcauses for conce|l

or more of these in any one report are followed up by the Director of Studies. The parents evening
for this year group takes place early in the summer term. There earéd of year exams in the
majority of academic subjects in the penultimate week of the summer term providing an opportunity
to assess the yeards wor k.

Boys in thethird year take mock GCSE exa ms in either later November (Mths & French) or in
January (all other subjects). The results are collated by the Director of Studies and reported to
parents. Again, boys whose performance in these exams is grossly out of line with their MidYIS
ranking andir second year exam results are followed up by the Director of Studies via
Housemasters. The results of the GCSE mocks also help to inform the A level subject choice
process, which starts in the Lent terthatgeard i n
gr oup. TJICSE papers actudin May and June. Honorary Scholarships and GCSE prizes are
awarded for outstanding achievement and for boys who have added considerable value to their
MidYIS baseline ranking.

The Lower Sixth is regarded as garticularly important one for the monitoring of academic
progress in order to maximise potential. At ¢t
with all the added social pressures which may, in some cases, cause a work/play imbalance. The
Shool has developed Rhased Monitoring process. All boys take phase 1 tests in all subjects, at a
point convenient to each department, in late November, December or early January. The results are
collated by the Director of Studies and reported to parent8oys who are significantly
underachieving are discussed by the Director of Studies and the Housemaster. Some of these boys,
typically around 35, are required to sit a Ph
bowsdé i s of tgeen saufwaiyowiaendt btooy back on track. P
consultation evening which takes places during the Lent term. Phase 4 consists of AS mocks, which
take place very early in the summer term.

By the time a boy reaches th&pper Sixth , selfmotivation is normally good or excellent,
particularly with the spur of a UCAS target. Interim and end of term reporting continues but there
are no schoolide A level mocks with collated results. Although this seems to work currently, this
policy wil be kept under review. Nevertheless, departments will often set internal mocks at a
convenient point in their courses. The parents
the second half of the Michaelmas term.

1.B.8. Framework for Assessment and Evaluation of Pepibrmance -2-



Tonbridge School Policies Sept 09

CRITICAL INCIDENT MANAGEMENT
Objective

This policy and plan is designed to prepare Governors, academic gmbrswstaff to deal with
situations (critical incidents) that may turn into a major incident for the School. The plan must be
reviewed and rehearseakgularly

Potential Incidents

Potential critical incidentsovered by the plamclude the following:

e Fire and/or explosion in a boarding house or crowded school building;

Minibus, coach, ferry, train, plane crash involving a school party;

Suicide of a pupil or member of staff, perhaps involving a scandal;

Violence to staff or pupils, hostage taking orimter access;

Death or serious injury of pupils or staff (e.g. while driving to or from school, as a result of an end
of term prank that went wrong, resulting from sport, or in the laboratories, or as a result of an
incident that could imply negligence tre part of Tonbridge School);

o Civil disturbance (e.g. Dunblane type incident, a hostage situation, or a serious/violent assault);

e Natural disaster (e.g. Aberfan).

Priorities

Should a critical incident occur, the priorities for the School are to:

¢ Minimi® or eliminate any danger or risks to individuals;

e Ensure that the School acts in a lawful manner;

¢ Facilitate effective recovery;

e Take reasonable steps to provide appropriate factual information, to minimise any adverse
publicity and to ensure all externahquiries are handled consistently by nominated personnel.

Overall Process

Should a critical incident occur:

1. The necessary emergency services should be called immediately, and would take control of the
situation; staff and pupils should comply with thestructions;

2. Staff and pupils should be alerted to the incident in the appropriate way should it occur on School
premises (see Critical Incident Plan Section A);

3. The Headmaster, Second Master or Bursar should be called, and they may activate thé Critica
Incident Plan and assemble the Incident Management Team (see Critical Incident Plan Section B).

Administration

The Critical Incident Plan should be rehearsed once per Academic Year after appropriate training of
any new staff that may be involvedtaa bl e t op di scussion wil/| suff
planned at least once every five years. This plan was written in September 2009, will be reviewed by
the SMT in Michaelmas Term 2009, and practiced in Lent Term 2010. The Critical InEident
includes the following components:

A. Incident alert and initial information gathering;
B. The Incident Management Team (IMT);

C. IMT initial meeting and tasks;

D. The Incident Management Office (IMO);
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Relative communication guidelines;
Critical incident on ariip or excursion;
. Property and asset management;
Media response guidelines;

Long term issues;

Contact list (confidential).

“—TEmMM

The I ncident Management Office is the Bursar 0:s
held in the following places:

4x individual copies with the Headmaster, Second Master, Bursar and Assistant Bursatr;
10x action copies in the Bursards office;
1x secure copy in the Reception safe;

1x Governorsd copy with the Chairman of Gover
1x insurance copy with the insurers.

In the event of the Critical Incident Plan being activated, the procedure described in
Section C (IMT Initial Meeting and Tasks) should be followed.
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A. Incident Alert and Initial Information Gathering
Major Incident at School

Where there is a life thregening situation requiring evacuation of the buildings, staff should
immediately contact the Porters' Lodge and ask for the school bell to be rung continuously for one
minute. There may be some situations (e.g. a terrorist or some other person on the ipesm
threatening peoples' lives) in which evacuation could make matters worse. In such cases any member
of staff may decide it is necessary to issue a general warning to the school by having the school lesson
bell rung- five short rings followed by a pagisthen by a further five short rings and, where
possible, the Headmaster should be informed (through his office) at once. The warning bells should
be taken by staff as an instruction to keep boys in class until the bell is rung continuously for one
minue when the school will evacuate.

On hearing the warning bells, the Incident Management Team (IMT) should report to the
Headmaster's study. A notice summarising these sequences and their implications is posted in e\
classroom, in corridors and corahaueas, and in Appendix 1 of the school Health and Safety policy.

The primary aim must be to preserve life. Staff should feel free to contact the police directly in an
emergency, and are encouraged to "nip a situation in the bud" and offer suppbere so doing will

not put pupils at risk. Situations can often be tackled effectively at an early stage thus avoiding
escalation. However, members of staff should avoid provoking intruders and report their presence to
the School Marshal or the duty Caretak

Where an incident involves casualties, a member of staff should record the names of those injured
and the hospital to which they were taken, and a member of staff should accompany the injured to
hospitalif at all possible.

Unless the emergency is abvious physical incident on the site of the school the initial alert may
well be in the form of a Press enquiry to the main School number, or a call to the School Reception,
Headmaster or other SMT member.

Initial Information Requirements

As soon as itis safe to do so, as much of the following initial information as possible should be
gathered:

. Nature of the incident

. Exact location and time of the incident

. Number of casualties and details of injuries etc. (boys and staff)

. Names and home numbers tifose involved (if available)

. Emergency services involved

. Actions taken so far

. Location and telephone number of where the call is being made from

. Any media response

. Name of person who took the initial call, and time the initial information was received

OCO~NOOOUITSWNE

Initial Communication

Information about the incident should be communicated to the Headmaster (or Second Master or
Bursar) as soon as possible. The Headmaster will then decide whether to call a meeting of the
Incident Management Team.
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B. The Incident Manag ement Team

The I ncident Management Team (I MT) includes t|

Safety Advisor, Director of Communications and an Incident Secretary. The Incident Management

Team, when formed, is responsible for-oadinating the response to the incident:

¢ Confirming information on individuals involved (Section A);

e Assessing the magnitude of the incident and deciding whether to set up an Incident Management
Office (Section D);

e Bringing in any necessary internal or external support
Preparing and disseminating any necessary communications;

¢ Deciding whether to send additional personnel to the location of an offsite incident to assist with
management and communication.

For any incident the following seven roles will need to be atletao individuals to ensure the
effective implementation of the Ciritical Incident Plan, with other members of the IMT supporting as
required:

Role Overall Responsibilities Possible Individuals
(in Priority Order)

1. Team Leader | ¢« Manage the IMT e Headmaster
[TL] e Brief the IMT on progress e Second Master
¢ Inform and brief the Chairman of e Bursar
Focus: leadershif  Governors, and Ski
2. Media Liaison | e Prepare initial holding statement and lat¢ e Director of Communications
Representative press releases e Headmaster
[MLR] e Maintain contact with the media, and e Admissions Director
Focus: media provide facts as appropriate e Bursar

e Set up a Media Response Team and
arrange press conferences (if required)

e Confirm arrangements for dealing with
incoming calls

3. Welfare e Set up the Welfare Support Team (if e Second Master

Representative required) e Upper Master

[WR] e Locate personnel records of affected boy e Headmaster

Focusaffected and staff e Headmasterds He
staff, boysand | e« Organise communication to parents / ne|  Advisor

relatives of kin of those killed, injured or misgin

e Coordinate welfare provision in School
and at remote locations (e.g. Hospitals)

e Liaise with School and external medical
providers, emergency services, and Chil
Protection authorities (if required)

e Arrange Counselling for staff and boys if
required
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4. Relative
Liaison
Representative
[RLR]

Focus: all staff,
boys and relative!

Set up the Relative Enquiries Team (if
required)

Maintain an overview of the movements
all staf and boys away from School

Brief Houses, staff and the Relative
Enquiries Team (if established)

Provide liaison between the IMT and
Houses, staff and the Relative Enquiries
Team

Upper Master
Director of Studies
Director of Teaching and Learning

5. Site
Operations
Representative
[SOR]

Focus: logistics a
support

Ensure the School buildings and site are
safe and secure

Liaise with contractors, GPs, and health
officers on medical issues (e.g. kitchens
Ensure all visitors are met and escorted
Set up the Inident Management Office (i
required)

Assistant Bursar
School Marshal
Estates Bursar

6. Legal and Liaise with insurers, accountants, bank, | e Bursar
Financial and solicitors and request their e Assistant Bursar
Representative attendance and the IMT if necessary ¢ Financial Controller
[LFR] Take records of proceedings and gather
Focus: legal evidence where necessary
Check all press releases
Account for costs
7. Incident Maintain a record of communications e Bursards secret
Secretary [IS] made and all actionsdecisions taken e Headmasterds se

Focus: records

School administrator

In addition, five support teams may need to be identified to support the IMT and house teams:

Team

Overall Responsibilities

Possible Individuals & Groups

Media Response
Team

Provide approved information to the
media and other general enquirers
Use the Media Communications
Guidelines (in Section H)

Foundation office staff,
receptionists

Welfare Support
Team

Support affected boys and staff

Personnel Manager, Personnel
Officer, chaplains, teachers,
medical centre staff, school
counsellor

Relative Enquirief
Team

Provide a caring and reassuring respons
to relatives

Maintain records of staff and boy details
and movements

Control the release of information
Gather information fronrelatives, and
identify any need for welfare assistance
Use the Relative Communication
Guidelines (Section E)

SMT members, admissions staff,
teachers, some bursary and
support staff

Parent Liaison

Meet and look after parents in School or
in Houses

Matrons, House staff (Tutors)

Visitor Escort

Meet and direct visitors (including the

media)

Porters, bursary staff
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C. IMT Initial Meeting and Tasks
The initial meeting of the IMT should cover, and make a record of, the five topics listed below.

1. Situation

a) Describe what happened, when, where, why (if known).

b) Confirm details of actions presently being taken, including other parties involved.

c) Confirm the numbers, names, injuries, and present location of all casualties, and details of
those not accouted for.

d) Confirm the total number of persons involved and total known to be safe and their present
location. (Record all names of personnel involved, including witnesses and obtain contact
numbers before sending them home).

e) Record the details of any visit®or contractors involved.

f) Estimate the immediate effect on the school.

g) ldentify any obvious weaknesses in the response so far.

h) List any additional support immediately required (inc. emergency services, medical support,
legal support, welfare support, medsupport).

i) Confirm dedicated numbers for communications including fax, mobiles-amaile.

j) Decide (in consultation with the emergency services) whether to deploy additional resources
to the scene with communication links.

2. IMT Details
a) Decide on IMT omposition (i.e. which individual takes on which IMT role).
b) Decide whether to set up support teams (Media Response, Welfare Support, Relative
Enquiries, Parent Liaison, and Visitor Escort).
c) Decide on IMT location (including the sep of an Incident Manageent Office and other
facilities).

3. Urgent Actions
a) Locate personnel records for boys and staff involved [WR / RLR].
b) Prepare an initial statement for use with all audiences (including relatives, boys, staff, and the
media) [MLR / TL]:

1. Consult with the energency services or other authorities [WR];

2. Decide whether and when to issue a proactive media statement.

c) Confirm arrangements for contacting parents / next of kin of those killed, injured or missing
[WR / TL with the emergency services].

1. In general, Houseasters should contact the parents/next of kin of any boys invglved
and the Headmaster or senior staff should contact the next of kin of any member of
staff involved. Where deaths have occurygrhrents/ next of kin should be told in
person as soon as gsible:

i. at home or at work by a member of theenior management teamtg$f on such
duties shouldbe accompanied by the School Chaplain and a member of the
police andbe driven ortravel by tax);

ii. at home or at work by the police;

iii. if parents arrive atschoo| by the Housemaster (or a member of the senior
management team) accompanied by the School Chaptaia member of the
police.

2. ThelIMT will alsoconsider whether parents should be:

i. offered help with arrangintyansport and accommodation;

ii. provided with useful telephone numbers (e.g. emergency disaster
number/hospital number, etc);
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iii. asked if they wish other families involved to be in tzmt with them for
support;
iv. offered counselling.
d) Confirm arrangements for informing parent$those who are safegand collection actions for
boys (if necessaryRLR via Housemasters or the Relative Enquiries Team].

1. Housemasters should call meetings of the Houses to inform boys of the nature of the
incident, giving as much accurate information as possible. It Spatéid that where
possible, Housemasters would remain at their house in order to liaise appropriately
with boys, concerned parents and others.

2.1t may be appropriate for the Relative
parents whose boys are notfatted by email.

e) Confirm arrangements for dealing with incoming calls to the School, and set up and brief the
relevant teams [MLR, RLR and SOR]:

1. Decide whether to set up the Media Response Team and / or Relative Enquiries Team,
and confirm the individualsgroups involved;

2. Confirm where different type of incoming calls should be referred dowhich
individuals and teams on which numbers;

3. Prepare a specific briefing for receptionists and the TSC, including call routing and a
prepared statement;

4. Decidewheher t o place an alert message on t

f) Confirm arrangements for briefing stgiRLR and SOR].

1. Housemasters;

2. Common Room;

3. Support Staff.

g) Confirm reception andwvelfarerequirements for parents and media at the School [RLR, MLR
and SOR].

h) Confirm the facilities required for the Incident Management Office, and start getting the
facilities in place [SOR].

i) Confirm arrangements for communicating to key external audiences:

1. Chairman of Governors, Master of the Skinners Company, Clerk to the Skinners
Company [TL];

2. Legal representative (Partner at Farrer & Co.) and Insurers [LFR];

3. All parents, Governors and staff (by letter and / ommail) giving brief details of the
incident and its consequences [TL];

4. The HSE if necessary [SOR].

]) Take advice regardingedia enquiries (if applicabl®JLR]
k) Take advice regarding giving evidence (if applicHH&)]

4. Contact Lists
Draw up a contact list for completion as soon as possible [IS], potentially including:
a) Scene of incident;
b) Emergency services;
c) Hospitals;
d) Stdf;
e) Parents;
f) Regulatory authorities;
g) Governors;
h) Media;
i) Associated schools;
J) Neighbouring premises;
k) Suppliers / contractors who also may be affected.
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5. Next Steps
a) Produce clear minutes of the first IMT meeting.
b) Confirm who is doing what.
c) Agree atime for he next meeting of the IMT.
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Summary: IMT Urgent Actions

o Who Does What

Role

Urgent Actions Summary

1. Team Leader
[TL]

Agreean initial statement for use with all audiences

Confirm arrangements for contacting parents / next of &irthose affected
Confirm arrangements for briefing staff (Housemasters, Common Roon
Support Staff)

Confirm arrangements for dealing with incoming calls to the School
Communicate to Chairman of Gover
Company and Clerk to the Skinners Company

Issue a briefing note to all parents, Governors and staff (if required)

2. Media Liaisor

Preparethe initial statement for use with all audiences

C
¢
C
¢
C
¢
C
Representative | C Makearrangements for dealing with incoming calls to the School
[MLR] C Placeanalertonth8 c hool 6s website (i f re
C Set up and brief the Media Response Team (if required)
C Issue an proactive media statement (if required)
3. Welfare C Set up the Welfare Support Team (if required)
Representative | C Locate personnel records for boys and staffolvedor affected
[WR] C Establish contact with the relevant emergency services and / or Child
Protection authorities (if required)
C Makearrangements for contacting parents / next of kihboys or staff
directly affected
4. Relative C Makearrangements for informing parents of those who are safe
Liaison C Makearrangements for briefing staftousemasters, Common Room,
Representative Support Staff
[RLR] C Help the MLR makarrangements for dealing with incoming calls to the
School
C Set up and brief th®elativeEnquiriesTeam (if required)
C Confirm reception and welfare requirements for parents and media
5. Site C Help the MLRmakearrangements for dealing with incoming calls to the
Operations School
Representative | C Help theRLRmakearrangements for briefingtaff (Housemasters,
[SOR] Common Room, Support Staff)
C Help the RLR confirm reception and welfare requirements for parents a
media
C Contact and brief the Visitor Escort Team
C Confirm the facilities for the IMO, and start getting them in place
C Produce an operatioal rota for the IMT and support teams (if required)
6. Legal and C Contact legal representatives and insurers
Financial C Ensure the Critical Incident Plan is being followed
Representative
[LFR]
7. Incident Producedetailed minute®f the IMT meeting

Secretary [IS]

OO

Draw up a contact list
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Depending on the scale of the incident and the resources needed for an effective response, the

D. The Incident Management Office

following rooms may need to be used:

Room Purpose Room Requirements Location
IMT MeetingRoom | Large meeting table Bursards Offic
Whiteboard
Computing equipment (scalable)
Copier / Fax machine
24 hour secretarial support
Media Response |Cl ose to Director |[Director of Co
Team Office Office

Telephones and Computers
Proximity to IMT Meeting Room
Away from public areas

New PAS Office
Foundation Office (if required)

Relative Response
Room

Telephones and Computers
Proximity to IMT Meeting Room
Away from public areas

New OT Office
Foundation Office (if required)
Admissions Office

Relative Reception
Room (if required)

Away from the Media Reception Room
and School Reception
Catering available

Lowry Ante Room / Boardroom

Media Reception | Away from the Relative Reception Roo| D4

Room (if required) | Close to reception Orchard Centre (if not
required)

Media Briefing Large room D4

Room Close to reception Orchard Centre (if not
required)

Staff Briefing
Room(s)

Large room

CLT / Old Big School / Big

School / Theatre as required

Following consideration from the IMT, tHellowing may be required, and should be provided by the

Site Operations Representative / Assistant Bursar / Director of ICT Services:

a) Telephones:

i) 2x dedicated ircoming only lines to the IMT Meeting Room;
i) 2x dedicated ougoing only lines from the IMT M&ng Room;

i) Addi ti onal

mobil e

b) Additional computes and printers;
c) 3x flip charts and pads;
d) Dedicated notice boards for the reception area;

Video camera and digital camera;

f) TV, video and spare tapes;

Ophones.

g) Log books, notepads etc.;

h) Dedicated, online nt er nal obull etind facilities

) Dedicated, online external communicat:.i
I.H&S9. Critical Incident Management -10-
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In addition, consideration may need to be given to:
a) The redirection of &phoiveRespansdRoomf r om Houses
b) The provision of catering supplies (potentially 24 hour) to the IMT Meeting Room;
c) The organisation of 24 hour secretarial and

Other Considerations

Should the incident last more than a short petiof time, the SOR will need to produce operational
rotas for the IMT and support teams.
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E. Relative Communication Guidelines

The Media Liaison Representative and Relative Liaison Representative should produce a simple
statement and samswenséstoobse ased by the Rel
to calls from relatives and friends of the School.

The Aims of the Relatives Enquiry Team

To draw calls away from other locations.

To give assurance to callers.

To ensure that external callersre dealt with in a professional and caring manner.

To control the release ofactual and approved information : the school must speak with one
voice and be seen to speak with one voice.

e To gather information from relatives.

General Guidelines in Replying to Phone calls

e Be clear who you are talking to:
0 Confirm who they are (e.g. ask for, and check their name, address, telephone number);
0 Confirm who they want information about (e.g. ask for the boys name and house);
e Be considerate and caring:
0 Be calm and aurolled;
0 Be prepared to listen to concern and do not interrupt;
0 Ensure that your tone of voice is comforting not patronising;
0 Treat callers as individual important people.
¢ Do not offer to call people back.
0 Ask them to ring you in an hour, explain thabty are very busy and that there are a number of
relatives who will be waiting to call the team.
0 BUT, if you promise to ring back, keep your promise.
Avoid direct expressions of sympathy.
Avoid attempts at reassurancien).(i f you dondt I
Be patient and methodical.
Reassure them that the school and the emergency services are doing all they can to respond to the
emergency.
Keep a record of all calls, and what was said on the calls.
e Ask them to stay on the number that they are on, suggest that they move to a friend or
relatives house for support (if they do, ask them to call in and let you know the new telephone
number).
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Rel ative Communicati ons: DOO6S ANL
DO

Only give approved, confirmed and factual information

If in any @ubt about any caller or your response, consult the Team Leader
Always try to be helpful

Be considerate

Keep calmd take control if necessary

Give your name if asked

Say that you are an authorised spokesperson if asked
Assume everything you say will becoméblic knowledge
Ensure calls are returned if you have promised to

Take a break if you are feeling ovetressed or tired

Refer the calls from the media to the Media Response Team

DO NOT

Do not lose your temper

Do not speculate

Do not give outunofficial information

Do not promise to ring back unless you absolutely have to.
Do not withhold any publicly available information
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F. Critical Incident On A Trip Or Excursion

The following guidance is given to help Trip Leaders deal with any ciitdent occurring off the
campus.

1) Establish the nature and extent of the incident / emergency.
2) Make sure all other members of the party are accounted for and are safe.
3) Call the appropriate emergency services.

4) If there are injuries, establish their exteand administer appropriate first aid if you have been
trained and feel capable. Be aware of consequences that might follow were you to give incorrect
treatment. Have regard to your own safety vis a vis blood contact.

5) Advise other party staff of the imtent and of actions taken. Decide, if appropriate, who is in
charge and responsibilities to be undertaken by each adult member of the group.

6) Ensure that an adult accompanies any casualties to hospital. If only one adult is available, in the
circumstances decision will have to be reached as to the best course of action.

7) Ensure that remaining pupils are adequately supervised and arrange for an early return to base.

8) Arrange for one adult to remain at the site of the incident to liaise with the emergeaoyices
until the incident is over and all children are accounted for.

9) Inform the Headmaster, or failing that the Second Master or Bursar, or a member of the Incident
Management Team, as soon as possible. Give full details of the incident including:

a) nature, date, location and time of the incident;

b) details of injuries, etc;

c) names and home telephone numbers of those involved;

d) action taken so far;

e) telephone numbers for future communication.
10)Control access to telephones until the school has contacted pa¥ettiers directly involved.
11)Do not discuss matters with the media.

12)Make notes on the incident as soon as possible, and encourage other people involved to do the
same. A record should be kept of the names and addresses of any witnesses or people involved.

13)Do not discuss legal liability.
14)Ensure accident forms are completed as soon as possible.
15)Inform parents of any delays that will be necessitated.

A COPY OF THIS PAGE SHOULD BE CARRIED BY ALL MEMBERS OF STAFF
ACCOMPANYING A TRIP OVERSEAS
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School Trips - Emergency Procedures
Emergency Procedures

Despite good planning and leadership, unforeseen emergencies, accidents or injuries may arise. The
following guidelines are designed to ensure the rapid transfer of accurate information while dealing
with the situation sensitively and effectively.

Onthe Trip

Inform all members of staff of the problem as soon as possible; clarify the actions to be taken.
Account for all trip members and ensure their well being.

Establish the names of people involved in the incident and the nature and extent of am@ginjur
Ensure that any injured people are accompanied to hospital whenever possible by an adult who
knows them.

¢ Clarify with the group what has happened and explain the consequent course of action.

Communications

¢ Notify the Headmaster and the emergenogntact at school immediately.

e Restrict access to telephones until the Headmaster and emergency contact at school have been
alerted with precise details.

¢ If possible do not speak to the media until authorised to do so by the Headmaster.

¢ Do not allow pupis to speak to the media.

¢ Do not release the names of anyone involved in the emergency until their families have been
informed.

¢ In the case of serious injury or iliness the boy's family must be informed as soon as possible to
avoid the possibility of ic@urate rumours and before the news spreads through the media. The
contact would normally be made by the Headmaster, the Second Master or the boy's
Housemaster depending on the severity of the emergency and the particular circumstances of the
case.

¢ In the event of a death overseas the nearest British Consul should also be contacted as soon as
possible. He will inform the F.C.O. in London which has a 24 hour open line service.
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G. Property and Asset Management
Archives and Rare Books

School Librarian 01732 365555 extn 4232
Specialist Recovery Team To be appointed as necessary.

The archives are located in the library: top floor of the main staircase. The collection of rare books is
housedin:

ethe glass fronted bookcamastienpsh©Of Ekicefer so
the main library downstairs, 2 shelves both sides at the west end,

the locked 1oom upstairs at the east end;

the last 4 shelves, both sd, upstairs at the east end;

the first 2 shelves, both sides, upstairs at the west end.

Valuable and Historic Iltems

The following guidance is given to protect valuable and historical items from further damage which
may be at risk due to fire/smoke and the attempts to fight fire, or flood. Specifically, the protection of
rare books and artefacts heldlithin the school from water and or smoke damage.

When faced with a fire, water ingress or infestation it is imperative that antiquarian material is
removed in a precise and methodical manner away from the hazard. This will reduce to a minimum
any deteroration and promote the longer term recovery of items before an accurate analysis can be
made of the conservation treatments required to reverse any damage. A list of items and their
location should be maintained to ensure that appropriate action is takea prompt and timely
fashion. This should include:

Rare books (Library),

Paintings (OBS),

International sports caps (Pavilion),

OT memorabilia (items of Lord Cowdre§ Shop).

A copy is to be placed in the emergency briefing pack, maintained bystistant Bursad which will

be made available to Fire Crews on their arrival at the School in response to a 999 call. (This list will
include the hazards faced by crews called to assist at Tonbridge School; e.g. location of acid and fuel
stores, etc).

Where possible, action should be taken to remove items to a safe location in the early stages of a fire,
flood or contamination (smoke/sewage/vermin/etc). Initiation of this action is the responsibility of the
custodian who must notify the IMT of any plaghremoval. However, while time is of the essence
care must be taken to safeguard individuals as well as the items. The IMT must endorse the plan
before execution. In the event on a known deteriorating situation the SMT must be involved.

The following gidelines should be followed:

e Establish the nature and extent of the emergency. Make sure all persons are accounted for and are
safe.

¢ |dentify the items most at risk. Inform the Fire Crew Commander of the items and the risks
involved to retrieve them. F& Crews will assist where possible and will oversee the efforts of staff
to retrieve items.

e Depending on the emergency a suitable location will be identdfiggossible this should be dry,
cool/cold and out of bright light. Care should be taken notnberely relocate the hazard. Location
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of sack trolleys, etc, should be knowrto assist with the mainandling of large and heavy items.
The safety and handling capabilities of those volunteering to assist must be born in mind at all times
by those superviag.

e Items moved are to be formally documented as soon as is safe and practicable to do so. This
information is to be made available to restorers.
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H. Media Response Guidelines

In the event of a critical incident, the Media Liaison Representative (MLRprmally the
Communications Director will handle all contact with the media.

The switchboard should be informed to put all calls from the media through to the MLR or Media
Response Team (if established). Neither the switchboard nor any other member of the staff should
speak to the media unless authorised to do so.

Staff and boysh®uld not be exposed to questions from the media. Parents' permission should be
obtained before any statements are made by boys, or their photographs taken. Boys should be
asked to refer all enquiries from the media to their Housemaster who will refer thetme MLR.

The MLR will draft a press statement in consultation with the Headmaster or a senior member of
staff, and finalise the statement with the Appointed Partner at Farrer & Co. The final agreed
statement should be given to the Media Response Teidn® Relatives Enquiry Team and to
Reception and to the TSC (for personal visitors).

All calls to Reception should be logged (name, number, organisaiicepplicable, and reason for
calling) and directed to either the Media Response Team (for medigeneral enquiries) or
Relative Enquiries Team (for relatives and friends)

Members of the media who call at the school should be given the press statement, referred to the
MLR, and, if he/she is not on school premises, asked to leave or escorted to tha Redeption
Room. If they are on school premises without permission, the police should be asked to remove
them as they will be trespassing.

The MLR will brief the media periodically, usually through statements.

The MLR should be shown any letters seotgarents about any incident before they are issued as
letters to parents are likely to be seen by the media.

The Headmaster and MLR may decide to hold a press conference.

e The Media Response Team and Reception should keep a list of all enquirers, andl¢ipéione

numbers. Any enquiries from parents of boys should be referred to the Relative Enquiries Team
and/ or the boy's Housemaster.

Media Response: Initial Statement

. Expressregrett 601 regret to confirm that ... .0)
. Briefly describe the incidenf wo pupi |l s were kill

ed t owdttoyt i n
i mplying cause or blame, but wusing neutral wc

. Include whatever goods news we can, providing we are certain that it is acc(faieremaining

14 pupils in the party are unhurt and are bei

. Say what the school is doifgo We ar e noti fying the parents o

members of staff are flying to Austria to be wghrtheu p . 6 )

.I'f we havendét done so already, say whether t

wish to appeal to the media, if they have the names, not to publish them until the parents have
been informed. This may work but we have no guarantest it will. It is best reserved for
special casese . @ . if we candét contact a parent beca
within a few hours.

.Say why we candt say odmymdor aveathatviee mmo melih h f o

you any mor e. We are busy here trying to mak

. Tell the media where they can reach us. Give nhames and telephone numbers.
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Media Response: General Guidelines
DO NOT

e Say anything that could be seen as libellthiat seems to imply blame of anyone else, or that
might be held to prejudice a trial or inquiry.

e Admit any liability this may invalidate our insurance.

e Say anything which identifies individuals, at least until their parents or next of kin have been
informed,; this applies to staff as well as pupils.

e Appear to speak on behalf of other individuals or organisations, unless you have agreed what to
say with themfirstt To say that 01 d&dm sure that Mrs Bl ogc¢
orThee Fire Brigade said this couldndt possi bl
your comments back, and Mrs Bloggins and the Fire Brigade to contradict you.)

e Answer hypothetical questions

DO

e Say that full details are not yeivailable, so you cannot yet say exactly what happer&dis is
usually the cas@ut give details which you are sure of.g. the time you were contacted, the
actions the school has taken.

e Monitor the questions you darndéd easnead daagahedret @ Ivt
they criticising/ Us or someone else? What are they criticising us for? Try to prepare answers to
0angl esd.)

e Avoid controversy, especially anything which may seem to criticise ot(ei. if asked when you
rarg the Fire Brigade, bear in mind that this may be an attempt to criticise the Fire Brigade for
response. Try to stay out of that sort of media argument: time enough to look at that once the incid
over).

e Provide factual dest dii lve( BDati lnaars Bt. ugpn owirmpdlpyo s

safety recordo6 it is much better to say owe |
are accurate. Similarly, rat her dgdratn ofa yti migp @
to say oOoOthe member of staff in charge speaks
Austria....).

¢ Provide factual details to counter allegations againstu® The school had ..i ts
We were only required to undertake | imited wc

¢ Remember our positive points. Update or improve them as the situation develops.
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I: Long term Issues

Following any critical incident, the IMT will give consideration to the following:

e Sources of Help. Staff, pupils and parents may need help in coping with problems, and
consideration should be given to contacting the School Counsellor, pupil support service, social
services, and the clergy. Parents and staff should be informed of tleesapurces of help.

e Visiting Parents. Consideration will need to be given to having staff visit the homes of pupils
seriously affected by an incident. Usually this should be the Housemaster, or other staff well
known to the pupil and his family. Any $uuisit must be sanctioned by the boy's Housemaster.
Before undertaking such visits staff should receive briefing/training from educational psychologists
from the pupil support service.

e Post Traumatic Incidents. Consideration will need to be given to sety up meetings at which
pupils and parents seriously affected by traumatic incidents can talk things through and so support
one another. The IMT would have to decide who should lead such discussions, and access to the
appropriate professionals would hawe e provided. Counselling should be offered. In addition it
would have to be decided whether the incident should be discussed in school in a controlled and
supervised way perhaps by Forms or Seminar groups, or in the Houses.

e Funerals. Where deaths haveccurred consideration will be given to closing the school on the
day of funerals as a mark of respect and support. In addition attendance of at least one senior
member of staff to represent the school at any such funeral will be considered, together with
allowing other boys and staff to attend. Floral tributes and/ or donations to charities will also be
considered, as will memorials. The school should also offer parents the use of the Chapel for
funeral or memorial services.

e Critical Incident Plan.  Following any Critical Incident, the Plan should be reviewed and revised
as necessary.
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J. Contact List

THIS SECTION IS CONFIDENTIAL AND IS ONLY PUBLISHED IN THE
ACTION COPIES OF THIS DOCUMENT
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EMERGENCY PROCEDURES

WITHIN THE MAIN SCHOOL SITE
(Each House will have its own procedures in place)
See also Fire Safety Policy Statement

ALARM SIGNALS
Fire alarmsounders: - Fire.

- Evacuate buildings immediately, do not take personal belongings.
- Assemble for roll call on the Head.

School bells rung:5 short rings, a pause, then 5 more short rings, etc:

- Suspicion that there may be a dangerotigagion in or near thechool.
- Stay inside your classroom or building until school bells ring continuously.

School bells rung continuously for one minute:

- Evacuate buildings taking personal belongings with you.

- Boys and House Staff assemble for roll call on the Lower Hundred.

- Other staff and visitors to assemble on The Head

- This signal will be used, withouhe preceding intermittent rings, for other
emergencies.

Boys and Staff should then remadin t hei r assembly points wuntil
handbell. Cancellation of the alarm bells / sirstsiisignal to return to the buildings.

FIRE PREVENTION

Departmental Heads will ensure that all potential fire hazaedg, electrical equipment, are regularly
inspected and maintained in good condition in liaison with Hstates Department Each Head of
Department should keep a log book recording that inspections have been carried out and any remedial
work needed.

Departmental Heads are to ensure that hazardous materialstared correctly, e.g. flammable
chemicals in flamproof cupboards, and that potentially danges, combustible rubbish is not
allowed to accumulate.

Departmental Heads are to ensure that fieit routes are always frdg accessible and kept clear of
obstructions.

Heads of academiaegartments are to report any concerns to the Hdaand Safety Adviser at once,
and likewise Heads @ministrative departments should report to the Assistantr&ar.

The Assistant Bursar is to ensure that regular inspections offifijiéing appliances are carried out
throughout the school and that the inspections are recorded in the appropriate way.

The Assistant Bursar and the Health and Safety Adviser acertg out periodic inspections of
different areas of thachool. The Assistant Bursar will maintain thehool's Fire Risk Assessment.

During each academic year, the Assistant Bursar will give a demaostddtthe use of fire fighting
appliances fonew members of school staff and boys.
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ALARM RAISING

On the outbreak of a fire, the alarm is set to go off automatically.

If a fire is observed and the alarm has not been automatically initidegerson discovering the fire

should break the glassinrh e near est 06 br e a khemgnhakesose quok attampdto at ¢
put out the fire with the nearest appliance, but without taking any personal risk.

EVACUATION 0 TEACHING STAFF AND PUPILS

On hearing the fire bell:

All boys are to :

leave theirbooks on their desks;

vacate classrooms, libraries, labs, etc. immediately;

take the shortest route to their House Assembly point on the Lower Hundred;

remain at the point until a hand bell is rung to signal the entthefdrill, then return to their
classroom/activity unless directed otherwise.

Adults, when their room is empty, are to

- ensure that they or another adult has made certain that the whalilding including lavatories
basement etc. is unoccupied;

- close windows and the outer doors @fassrooms but NOT lock them;

- check that main supplies (gas and electricity) are switched off in all laboratoriesvankshops;

- check that everyone who might be expected to have been in their building at the tinteeof
alarmhasbeen accounted for;

- gaher on the side of the Head nearest Big School where thieyuld report to their Head of
Department who will check members of his Department and report to the Health and Safety
Adviser that the department is clear of all persons and all staff members of the
department are accounted for.

House Roll Calls

Housemasters / House Tutors / House Praae to use a shool List to call the roll at the House
Assembly Point and record any absentees in writing, making this list available to the Fire OfficeiF(fee
below) as required.

The person who has called the roll will notify the Fire Officer / senior staff member present when this
is complete.

When all departments and the twelve Houses have been accounted for, a drill will be ended by ringing
the hand bédlon instruction from the Health and Safety Adviser or the senior staff member present.

If not a drill but a serious incident, then further instructions will be issued as appropriate. This might
include returning to the House and awaiting instructidhere.

Boys and Staff should then remain at thathe as
handbell. Cancellation of the alarm bells / sirtsisignal to return to the buildings.

I.H&S.10. Emergency Procedures -2-



Tonbridge School Policies Sept 09

House Assembly Points

House assemblg oi nt s wi | | be on the Lower Hundred, f a
EVACUATION 0 SUPPORT STAFF DURING SCHOOL HOURS

The School Marshal or Head Pastéw check the fire panel for the location of the fire, inform the
switchboard before proceeding to the fire to establish its exact location and whether or not it is a
false alarm; he should then inform the switchboard from nearest telephone, andef amsiruct that

the Fire Brigade be called.

The Switchboard Operasoto inform the Estate®epartment, Medical Centre and, if so instructed, the
Fire Brigade, informing them of the location of the fire, using the terminology shown on the map held
jointly by the Porters' Lodge and the Fire Brigade.

N.B. theMedicalCentre is not connected to the main school alarm system.

The Bursar or Assistant Busstrproceed to the scene of the fire to take charge.

Porters all are to report to the PortersL o d g e . One wil |l take the OFI
other equipment) onto the Head and remain there as a messenger. The remainder will stay on call

and be available in the area of the Porters' Lodge.

TheEstates Bursar Assistant Estates Bulisato go immediately to the scene of the fire and helps
assess the need for specialist staff.

The remaindef theAdministrative Staffr e t o evacuate their buil di n
al | staff a cediewiffitee(Health and &afety Advisdn or senior staff member present)
on the Head.

Following the roll call on the Head, the-alear will be sounded on the instructions of the Fire Officer.
The Bursar or Assistant Bursar, once the location of the fire has lestablished and safety has been
assured, may authorise some administrative staff to return to their dieyeants before the altlear is
sounded in order to carry on with essential wor&,g. the preparation of meals.

EVACUATION 0 SUPPORT STAFF OUT OF SCHOOL HOURS

The Duty Caretakeassistd as necessary by the aftity Caretaker and any other available staff, is to
proceed to the scene to establish whether or not there is a fire.

If there is, the Fire Bgade is to be called via thea@etaker's mobile '‘phone.

If an incident is confirmed, appropriastateDepartment stafand the Headmaster, Bursar or
Assistant Bursar are to be informed or called out.

Other administrative staffra to evacuate their buildings until informed that all is clear.
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THE ROLE OF THE FIRE OFFICER
Personnel

During a fire drill or other school evacuation, the role of thére Officer is normally taken by the
Headmaster ds He al tintis absedce, $his ivié e yndétdken by e Second Master
and then in order, the Bursar, the Assistant Bursar, the Director of Studies andttieeBirector of
Teaching and Learnindf none of these are present, the senior housemaster presentundlertake

this role.

Actions
The Fire Officer will receive information from:

- Heads of Departments that their department area is clear and allatatiunted for;
- Heads of Houses that their roll call is complete;
- The School Marshal or Head Porter asttee cause of the evacuation or drill.

A porter is to remain with thee Officer throughout, liaising with the staff at the fire contrahpheel
games porch by radio.

With this information, theFire Of f i cer wi | | deci de evalhredt hoerr ttoo nsac
evacuation and await arrival of the emergency services and their instructions.

In the event of a false alarm:

- order sirens to be cancelled if no fire detected at the activation site;
- order system to be reset if no other obvious use;
- instruct the ©6all cleardé to be given.

In the event of a fire:

- instruct all to remain at their assembly points with the megaphone;

- allow sirens to be cancelled if requested by the School Marshal;

- collect the lists of names of those missing fréteads of Departments and Houses;

- consider dispatching staff support to the Switchboard area;

- consider sending boys back to their Houses, to remain there under supervisiamenf
Housemaster, Tutors, other staff or House Praes, as appropriate.

Roll Calls

The nature of the school routine is such that a roll call of staff and boys is only of limited value.
Many boys may be back in their houses and staff might be at home or elsewhere.

During afternoons and neteaching time, this will be the cager many. In the case of a fire, the key
information required by the emergency services is that buildings are ofgagrsons. Housemasters

and Heads of Departments will take a roll call and suppliyrigten list of unaccounted persons if
required in areal emergency.
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The Fire Box

To help theFre Of f i cer in his role, a porter wild.l br
equi pment from the Portersd L odg-bell the cdumentschaooln c |
|l ists, a checklist of all -visiepantyre nEaecKea.dThdoo u ¢

Porter will remain with the ke Officer throughout.

PROCEDURE TO BE FOLLOWED IN THE = EVENT OF A DANGEROUS SITUATION
DEVELOPING IN OR NEAR THE SCHOOL

In the event of a situation arising, such as a report of aegls b chemical spillage near the school, an
armed person in the grounds or other situation, the person discovering the situation should ring the
Headmaster (4201), Bursar (4210) or Portéksdge (4238) direct and ask that the school bell be rung
asappropriate:

five short rings then a pause, followed by five more short rings and a pause, etc. to warn
the school of a potentially serious emergency and to stay where they are until the school
bell is rung continuously, when the buildings sh ould be evacuated (as for fire);

the school bell be rung continuously for 1 minute to alert everyone to an emergency and
for the school to evacuate. Staff and boys must take their books and BAGS with them
(this makes searching for suspect bombs etc. much easier)

ACTION IN THE CASE OF A SUSPECT BOMB
General

If a bomb threat tochool personnel or property (e.g. perhaps CCF property) was considered likely,
staff and boys would be warned to be extra vigilant and be briefed in advance on the action they
should t&e on discovering or suspecting the presence of a bomb. Copies of this document will then
be widely circulated and displayed.

At other, more normal times, the plan will be held by the following people, who are authorised to take
emergency action and ha access to the Porters' Lodge or other localities where they can initiate the
alarms:

The Headmaster Estates Bursar

The Bursars The School Marshal

Officer Commanding CCF  The Caretakers

These instructions should be taken very seriouggrticularly as few members of the school have
personal experience of the effect produced by explosives, even in small quantities.

Action to be taken

Anyone suspecting that a parcel, carrier bag, suitcase or holdall lying in or near buildings, or that a
vehicle parked suspiciously or having a suspicious object attached might contain explosives and/o
timing devices, wires and batteries, should report tlacts at once to one of the authorised people
listed above.

Anyone seeing strangers on school premises acting suspiciously should also report the facts
immediately to an authorised person.
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Under no circumstances should anyone touch or tamper wituspect object itself.

If the authorised person examining the suspect bomb considers the situation to be a potential hazard
he should immediately ring the Porters' Lodge who will initiate an evacuation of the buildings by
continuously ringing the schobell and then dial 999 giving the name of fslool, stating "Suspected
Bomb" and its location.

In boarding and day Houses the Fire Alarm will be operated and the normal evacuation drill will
operate.
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FIRE SAFETY POLICY STATEMENT

In the event of a fire, safety and preservation of life will override all other considerations.

It is the duty of all staff to mak themselves familiar with theclsool's emergency evacuation
procedures.

As part of the regular review of thec ho ol 8 s r i s kschaotssagamgements fior,enstringe
fire safety will be under continual review.

Arrang ements for Ensuring Fire Safety

Emergency Evacuation Proced ures

It is the responsibility of individual members of staff to ensure the safe evacuation of all pupils and
visitors for whom they are responsible, to a previously designated place of safety.

When an alarm sunds, pupils should be mardled in an ordely fashion following the nearest
escape route and, if possible, any open windows should be closed. Teachers should always bring up
the rear. If possible, doors should be closed on exit. It is important for staff to be familiar with
alternative escape roas in the event that the primary route is blocked.

All staff and pupils are to assemble on the Lower Hundred (opposite the Fives Courts). On arrival,
names of boys will be checked by Housemasters and results reported to the Fire Officer (or senior
memberof staff in charge). Staff will report to their Heads of Department.

The fire alarm system is not connected to the local Fire Service and the source of the alarm is to be
investigated by the Assistant Bursar, School Marshal or by an individual normbyatesl Bursar. If
necessary, the member of staff manning Reception is to summon the Fire Brigade. Out of hours, the
person discovering a fire should summon the Fire Brigade direct (mobile phone or |ggd&099

via the school telephone system).

As ageneral rule, if someone is missing, the building should not{eatered but information should

be given to the Fire Brigade by the Fire Officer or Senior staff in charge; the Fire Brigade will make a
search. Nobody is to reenter the building until beg given express permission to do so by the Fire
Officer or Senior member of staff present.

In the event that the assistance of the Fire Brigade is necegbarfire Officer is to RV with the first
fire tender either in the front of the school or on # Upper Hundredd as befits the emergency.

Fire Warning Equipment
The Shool is equipped with fire warning devices (smoke and heatmsih designed to activate the
s<chool 6s alarm system in the event whichwll soundr e .

continuously.

Break Glass Panels (call buttons) are located throughout the School. In the event of a fire, the glass
should be broken and th&hool alarm will automatically sound.
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Fire -fighting Equipment

Firefighting equipment (comomnl y known as ofire extinguishers
Different appliances are designed for different applications and conditions; this will have been taken
into account with respect to their sitingflhe main purpose of fire extinguishers i s to clear a

path to an exit for safe evacuation.

Staff and pupils will be briefed in the safe operation of portablefifiteing equipment and the
appropride applications for particulatems.

No attempt should ever be made to tackle a fire unlesssitvery minor and poses no significant
threat to the occupants of the building.

Evacuation Drills and Equipment Tests

From time to time there will be drills to test the emergency evacuation procedures, together with
tests of the audible fire alarm equijeimt.

Good Housekeeping

Staff should follow good housekeeping practices, including those listed below, which can eliminate or
reduce many fire risks.

Sources of ignition should be controlled. Electric heaters should not be covered up.

Portableelectrical equipment should be checked annually (PAT tested) and electrical sockets should
not be overloaded.

Combustible materials and waste should not be left lying around.

Care should be taken to avoid large flammable displays along escape routes.

Escap routes should always be kept clear and fire exit doors never blocked (inside and outside).
Outside rubbish should always be stored in designated areas and, where possible, located away from
buildings.

Outside Security

In the knowledge that most schodites occur whenschool is not in session, thelsool places a high
priority on outside security.

Outlying Buildings

Risk Assessments are written for the main school campus and each individual House. These are held
by the Assistant Bursar and Housemasters respectively.
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FIRST AID

This policy includesd Current First Aid Provision
0 The Assessment of Need
0 Areas of Responsibility
o Current Personnel

A First Aid Provision

The School provides First Aid equipmentlhoxes which are located in:

the Porters' Lodge the Boarding Houses, c/o the Matron
the Estates Deptn Lansdowne Road the Day Houses, c/o the Housemaster
the Grounds Department the Minibuses, c/o the School Marshal
the Tonbridge School Centre the Theatre

the Science Departments (3) the Catering Department (several)

the Art and Technology Departments the Facilities Department

the Sports and Media Centre andthe Medical Centre

Each of these are maintained by the relevant Head of Departiawetithey report annually to the

Headmasterds Health and Safety Adviser that th

For those staff membergand pupils and visitors) who become ill or suffejury whilst at work, if
theyare able to get to the Medical Centre, then mediaakistancesiprovided there throughout the
term of each school year by the Registered Nurses employed as the Medical Centre Sisters.

For more serious injuries and illnesses, several other members dafupport staff are appointed by
the school to be he 'First Aiders' as required by the Health ande®aat Work Act. They act for
those who can not get to the Medical Centre and when the Medical Centre is closed dbeng
school holidays and half term3he current names areotbe found in the front 6 the Shool Lists &
Calendarand are listed at the end of this policy.

Additionally, some 30support staff who normally work at identified key locations are trained a
Appointed Persons, as defined within the Regulations, to mamampeident, to calfor help as
appropriate and to assist the First Aiders and Medical Centre Sistessequired.

If available and free to do so, the Sisters from the Medical Centreattand and assist at any
significant incident but their specific priority is to baysit might aleady be admitted to the Medical
Centre. Thusthe first response to any incident should be thrduiipe Appointed Persons and the
designated First Aiders.

Sporting injuries to both boys and staff will continue to be dealt with bytéaehers in charge of the
activity at the ti me. Additional arrangements

Appointed Persons: each of the technology and the three science departments has a tecbadatian
boarding House has one Matrpaach kitchen has one copknd each oflte Porters, Grounds and
EstateDepartments have at least one individual who is trained to be an 'Appointed Person'.

All teachers in charge of games and activities are to ensure that members of staff who helaréhem
adequately trained in First Aid, appropriate to the game or activity. This is especially important for
off-site activities.
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All teaching staff taking games and activities at whatever levelanlseii have attended a 2 hour
'Keep Alive' First Aiccourse on joining the school and an anhwedresher thereafter. Having
attended a coursghey will be given small First Aid kits which they should take to their games and
activities.

All members of staff are encouraged to undertake further FirsttAadning, on a voluntary basis,
where thisisabovethec hool 6s mi ni mum requirements.

The procedure to be followed in the event of any accident or injurgtisached ¢ee Bbelow).

The School will organise the necessary First Aid courses on an annugabbasirequired fee E
below).

The procedure for recording details of accidents, injuries and daugeoccurrences is outlined in
A p p e n dR | xD D30oRtGE)Health and Safety Policy.

B Incident Management for Accidents, Injuries and Da ngerous Occurrences
anywhere in the School and also for pupils and staff during Games and Trips etc.

1. Life threatening

¢ Summon an ambulance immediately and arrange for someone tb andedirect it to the
incident

e Summon an appointed school first aider, by calling Receg@ynor the Medical Centre
(4272)

¢ In cases of suspected spinal injudy,not attempt to move the casualty

e Immediate first aid, keep the injured person warm, insulating from below as well ae,abov
unless auspected neck or spinal injury

e Reasure and keep the casualty calm

2. Serious, but not life threatening:
¢ Immediate first aid, keep the injured person warm, insulating from below as well as above,
reasure and keep the casualty calm
e In cases bsuspected spinal injurglp not attempt to move the casualty
e Summon an ambulance if necessary, summon a first aidetherwise take to the Mdical
Centre

3.In the case of all other injuries:
e Immediate first aid

e Send or take the injured person to thmedical centre (term time) or summon help from a
first aider

ALWAYS FOR PUPILS:
e Never send a boy, no matter how slight his injury, back to his Hobge always to the
MedicalCentre
e Never send an injured boy to th&ledicalCentre aloned always provide amscort d and
check afterwards that the injured person did report
¢ Any boy who hadanyform of head injury should always be sent to the Medical Centre
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C Reporting of I njuries and O6Near Missesd, et (

Accident Report Books are kept in the Common Rddeditiae Centre, Poréisdge, all
Houses, all Science and Vere Hodge DepartmentsT eddiaorg Departments.

Injuries to Boys
In all cases, the member of staff is to report an injury to a boy to the Departmental Head and must
also complete an Accident Report Form.

Theg!l | ow top copy goes to the Hou&S®Adviges.t er, t he
Staff musalways indrm the Housemasterafter having dealt with the boy, at the earliegiportunity
if this will be quicker than filing the report form.

Injuries to Teaching and Support Staff, Visitors and Others
Either the member of staff or a colleague should inform epartmental Head and must also
complete an Accident Report Form.

The yellow top copy goes to the Assistant Bursar, the pink cbpy t thena s SAdvisers H &
In addition, all injuries taken to the Medical Centre will be recorded there in the usaaher.

D The Defibrillators

A defibrillator is kept in the Medical Centre in term and outside Remepduring school holidays, in
the white box placed beside the fire alarm system, asitie with a Common Room key.
Instructions for its use are alscebt there.

A second Defibrillator is kept at the Sports and Media Centre and the staff there are trained in its
use.

E School First Aid Courses

2 hour 'Keep Alive' course :
Adbkeep the caswualty alive undryifdralllmevimpmbars afthev e s 6
teaching staff.

Short refresher course
For all members of the teaching staff in September or January of each academic year, covering cardio
pulmonary resuscitation and usually one or more other aspects of First Aid relevém dtme.

Appointed Persons course (First Aid at Work Regulations)
A 4 hour course held every three years for appointedf§thouse matrons, techniciaasdothersin
the workplacewho may require First Aid training and skills.

Life Saver course
An 8 hour examined course offered every three years, or when there is demaadhingstaff and
others who may require more than the initial two hour training.

Various courses for boys

All 2" year boys complete a two hour basic course as part of their Afternoon Activities
programme. Fur t her training iIis offered to tholkfe wit
Saving groups.
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F The First Aid Assessment

The Shool has several areashich require consideration. Though separate, they do overlap in
terms of resolution and current provisioand the following areas have been ideedifi

As an Employer, the School must meet the stat.
for its manystaff- typically about 400, both full and panne. It also has a duty towards others at

the workplace who are nostaff member$ut who are nevertheless affected by how the organisation

is run. This includes pupils, parents and othervisio t o t he owor kpl aced.

As a $hool (with almost 60% boarding), it must provide appraggicare for its pupils both in
school and during school activities, in term and holiday periods.

The Shool is also obliged, under these regulations, to provide cdwerthose staff and students
involved in the Holiday Courses, whilst on the school premises.

Requirements for first aid cover vary during the year:

during term: pupils are presenimost staff are available.

during holidays: no pupils;some teachersnight be present but secretarial,
Bursarial, Porters, Grounds, Estates, some Catering, Cleaning
and Technical staff are present.

duri ng oOHol i datside flpilsland ctside staff are present.

G Location of First Aid Boxes

The maincampus is fairly compact with specified first aid boxes, an internal telepby®tem and a
Medical CentreHowever:

¢ boys, teaching staff, Grounds and Estata$f may be at some distanfrem first aid facilities,
e.g. on Streetens and Knotts.

¢ the Boys' Houses with @&unds, theEstatedDepartment andnuch accommodation provided
for staff are o6off campus?o. Al | may requit
different times of the year. Some members of staff may work alone.

Staff menbersfor whom the School is responsible fall into several categories, each with different
patterns of work and management:

Teaching Staff: term-time and at other times whilst on the premises or on Trif@me also
have residential responsibilities.

Term-time ard

someholiday time: Medical CentreTechnical Staff; House MatrgrCleaningand Catering staff.

All year: Cleaning and Catering StaRorters Estates Grounds Bursarial secretarial
staff, Sports and Media Centrstaft

This poliy outlines instructions to both teaching and ntwaching staff for emergency procedures,
for the reporting of accidents and injuries, the location of fasd kits, and the levels of firsid
training (plus refresher courses) available every year fostaff, in particular for those in contact
with boys.

[.H&S.12. First Aid -4-



Tonbridge School Policies Sept 09

Thus, many teaching and support staff are trained to a leelea that stipulated by the H&
Regulations. Some 30 positions have been assessed as requiring training to the Appointed Persons
level because of the identified hazards, the location of the workplace or the hours that are likely to
be worked.

These positions include:

a full timetechnician from each of the Science and Technolbgpts
other SienceTechnicians

the House M&ons and theirAssistants

the HeadCooks in each boarding house and the Orchard Centre
the Catering Minagers

the ChapeNerger and Theatre Front dflouse

the CCFAdjutant

support staff in the Medical Centre

at least one member of each of the Estates and Groubeds.

Lists of staff attending courses and current
Health and Safety Adviser, with copies hbjdthe Assitant Bursar and the Personnel Manag&éhe
Appointed Persons courses are held every three years.

The School Medical Centre is provisioned and manned 24 hours a day during term and short exeats.
The Medical Centre Sister and her Deputies are Registered General Nurses and are thus qualified to
administer first aid under thRegulations. They are notspecifically first aid trained

H  Areas of Responsibility
Term -time

Responsibility for First Aid lies with the School Governors, but is delegated through the Headmaster
to the nominated and trained First Aiders who, together with the Medical Ce8i&ters, are the
'Suitable Persons' as defined in the Regulations and ensure that, together with the Appointed Persons,
the School provides the required number of trained personnel as stipulated in the Regulations.

The Regulations also identify other Dugief the Employer to histaff,including:

the provision of First Aid equipment (including first aid kits);

the provision First Aid facilities, i.e. a room suitable for first aid aeatment (the Medical

Centre and the Sports and Media Centre);

notification of the above provisions to ataff

ensure thatHeads ofDepartmens holding the notified First Aid equipment maintain their
upkeep and stock;

record-keeping of all actual and potential incidents and their evaluation;

recording of allstafftraining and the need for refresher courses; and

identification of areas of 'Specific Hazard' and ensuring that adequate training and facilities are
available for these.

The abovedutiesare carried out by the Headmaster's Health and Safety Adviser and\s$kestant
Bursar Areas ofo [@ecificHazardd will be in liaison with the appropriate Head of Department.
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Thus, the lines of responsibility are as follows:

The Governors

b
Headmaster
b
Second Master

b b b
Sister i/c Medical Centre He a d ma s &ScAdviser H AssistantBursar
b b
Teaching Depts Non-TeachingDepts

& Technicians
Holiday Time

As for term-time, but the Medical Centre is closed. The official 'First Aidersthe 'place of

employment' during school holidays and half terms will be those designated as trained First Aiders

and the Appointed PersonSuitable facilities will be provided in the Lovagmplex as it can afford

privacy, access to necessary faciliies d it i s c¢cl ose to Reception an

Two of these 'First Aiders' will always be on site during working hours and, together with any of the
'‘Appointed Persons', will ensure adequate provision as in the Regulaifibvesname of the duty Fst
Aiderswill be available from Reception.

Records will be kept by the Assistant Bursar a
Adviser at the beginning of each term, as appropriate.

Lines of responsibility: The Governors

|
Headmaster

|
Assistant Bursar
|
First Aiders

|
Appointed Persons
Special Hazards and Risk Assessments

The Head of each teaching and A@aching Department maintains a current Assessment of Risk for

all activities and First Aid requirements, if arf§opies of these are kept with the Health and Safety
Adviser for the Houses and teaching departments, and the Assistant Bursar for the administrative and
support departments.

Evaluation
Evaluation of incidents will be by the Health and Safety Advisef @nthe Assistant Bursar in liaison
with the Medical Centre Sister, as events dictate or annually if otherwise. Specific areas of

responsibilities for these two officers are outlined in the main Health and Safety Policy.

Evaluation of tls document andipdating of the ghool's provision and procedures will take place
towards the end of each academic year, unless events dictate otherwise.
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J Personnel

School Doctors Dr R Claxton
Dr J Moore

Medical Centre Sistein-Charge Helen Burnop

Medical Centre Sisters Heather Palin
Helen Watts

Emily Rowcliffe

Assistant Bursar Mark Organ
Headma t er 6 s Heal t h & PeterfBeldiny Advi ser

The School List& Calendaras the latest names for these pdsilders and theFirst Aiders, with
contact phone ne.
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GUIDELINES ON EDUCATIONAL TRIPS AN D VISIT S
ORGANISED BY THE SCHOOL

INDEX

A: ADMINISTRATIVE PROCEDURE

Introduction
Responsibilities
Categories of tips
Procedure

Trips during theholidays
Carbon Offsetting

B: GUIDELINES FOR MEMBERS OF STAFF ORGANISIATION AN EDUCATIONAL
TRIP OR VISIT

Guidelines

Educational purpose of the trip

Approval

Staffing

Parentalnformation andConsent

Itinerary and Programme

MedicalArrangements and First Aid

Insurance

Communications

Passports and Visas

Clothing and Equipment

In The Bvent of aDisaster on arExcursion or Trip

Emergency Procedures

Behaviour onrrips

Specimen check list for Trip Organisers

Specimen check list of items therip Leader should take with them

C: HAZARDOUS ACTIVITIES

D: GUIDELINES FOR PARTICULAR ACTIVITIES
Canoeing

Horse Riding

Mountain Walking

Rock Climbing

Rowing

Sailing

Snow Skiing

E: GUIDELINES ON STAFFING RATIOS

NOT INCLUDED in this document but can be found in the COMMON ROOM or on the
INTRANET:

Authorisation Form;

Details Form;

Parent Consent Form;

Account Form;

General Risk Assessment
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A:ADMINISTRATIVE PROCEDURE

Introduction

The diversity of extrecurricular activities both in terms of the range of actedtiand the variety of
environments and conditions likely to be met is now so great tiatpleprescriptive regulations
are no longer adequate.

Recent legislation requires that the implications of 'Health and Safety' are considered and in this
context the following guidelines have been developed to help mesnbiestaff organising trips out

of schal. A copy of the HASPEV (Health and Safety of Pupils on Educational Visits) document can
be found on the staff intranet site, under trips.

Responsibilities

The Headmaster is responsible for ensuring that the policy ef@overning Body is implemented
and that all extracurricular activities are properly planned and appropriately supervised.

The Headmaster has delegated this responsibility to the Health afedySAdviser together with the
Trips Co-ordinator.

The Trip Leader has a common law dutydot as a responsible parewould in looking after young
people in his or her care under the particular circumstancethe visit. There is also a
responsibility within the conditions of employment to maintarder and discipline and for
safeguarding thhealth and safety of the pupils, whether @hgol premises or on authorized
activities elsewhere.

Categories of trips

Although it is impossible to categorise all types of exdtariculartrips most fall into one of the
following categories.

Category A. Trips of an essentially ndmazardous nature, tétkg place during term time, for

example tips to theatres, concerts, art galleries, museums, urtiesrsndustrial and commercial

concerns etc. as organised by the school. These requirethe Qgpe r di nat or 6 s per mi
the standard risk assessment on the reverse of the authorigdtiom, but not additional risk

assessment nor written parental consent.

Category B. Trips involving hazardous activities, taking placenguierm time, for &ample CCF,

charity walks, Novi camps and sailing. Also trips that requirewemroght stay, such as a sports

match further a field. These require the Tri@o-ordinatord s per mi ssi on and a f c
assessment but not written parental consent (as tkislreag covered by the form signed by

parents when the boy starts at Tonbridge).

Category C. Trips of an essentially nemazardous nature, taking place during the holidays in this
country, for example Reading Parties, Field Trips, hockey and cricitetdis, etc. These require the
Headmasterds permission and written parental C

Category D. Trips involving hazardous activities, taking place duhednolidays; this includes all
educational trips abroad taken daog the school holidays; langgaexchanges, rugby and cricket

tours, subaqua trips, skiing trips, Duke of Edinburgh Award expeditiotts, hese require the
Headmasterds permission, written parental cons
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Category X. Trips which form part of the normal terstime programme, especially visits to other
schools for sports competitions and matches. These do not require specific permission from the
Headmaster, nor do they need written parental consent, but must includesl deneral risk
assessment for category A trips. Category X trips include

- visits to other schools for inter school competitions and matches

- visits by individual pupils to universities and establishments of HigheruatiteiFEducation,
and to placesf possible employment, sponsorship or work experience, provided permission
has been given by the boy's housemagster

- short visits of less than one day in the vicinity of the school e.g. in connection with CSG or in
completing coursework, projects or surveys the process of academic work. However
thought should be given to the possible hazards to boys whilst in transit and while they are
engaged on their assigned tasks;

- activities organised by the CCF provided none of the activities listed as hazardouslaced
in the programme. Shooting under the auspices of qualified CCF personnel is regarded as 'non
hazardous' for the purposes of school administration.

Procedure

The permission of the Headmaster or his nominated rep  resentative is required for all
trips away from sch ool except those in Category X

At the earlies stage of planning a trip, thérganiser should complet a yel |l ow &6 Tr i p
Form'and submit it for approval through the Trips @udinator. All trip forms are available in
theCommon Room or on t he ScStati/staffdidlemeiPage Mripn.et si t e

If the trip is approved, the Headmaster or his nominated repraative will sign the Form and
return it to the Organizer through the Trips Cerdinator. TheTrip Organizer should kep the
original of this form carefully, since it constitutes authorization to take a trip.

If the trip includes a hazardous activity a written risk assessment must be madeofipéeted form
should be countersigned by the Health and Safety Advisersandld be passed to the Trips €o
ordinator.

The Trips Coeordinator will issue a Trip Number, send a copy of the form to the Bursary, and put
another copy in a file which is kept in the Common Room. If the trip involves missing lessons a copy
will also besent to the Director of Studies. The Bursary will not provide funds for the trip until a trip
number has been allocated, and this number must be quoted in all communications with the Bursary.

When details of a trip's organization have been finalized Tt Organizer should fill in a green Trip
Details Formd and send copies to:

the Headmaster

Reception;

the Bursary

relevant Housemasters

the Trips Coordinator (who will post a copy on the Common Room notice board)
the emergency contact person;

members of staff accompanying the frip

anyone else needing the information.
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A



Tonbridge School Policies Sept 09

For trips of category B, C or D, the Trip Organizer should alsonplete the reverse side of the
"Trip Details For mo.

For trips during the holidays (i.e. Categories C and D) Tig Organiser should also:

¢ send copies of the parental consent forms teetemergency contact person ati®ol;
e send theBursary thelists of the deposit that has been paid &ach boy and of the estimated
balance outstanding (if any) for each boyleast 7 days before the end of the preceding term.

Each boy is responsible for seeking permission to go on a trip during -tiemen from his
Housemaster and from all members of staff whose lessons and activities he will be missing. He must
also inform hifHouse of any special arrangements that are required, e.g. packed lunch or tea, early or
late meals, late return. The Trip Organiser must ensure that boys have an opportunity to make these
arrangements in good time.

It is the duty of the Trip Organiseto ensure that boys returning from a late trip&and 29 yeas
8.30pm; top 3 years after 10.pM) are escorted back to their Houses.

If the cost of a trip is estimated to exceed £200 per boy, a depaksito less than the sum payable
to the travel agat must be requested from parents in advance.

As soon as possible, and not later than four weeks after the catoplef the trip, the Organiser
should provide the Bursary with a full account of the expenditilnat has been incurred and how
thisistobec har ged using the pink O6Trip -odnataomunt Forn

For overseas trips wheréoreign currency and/or travellers chequae needed Trip Organisers are
asked to arrange requirements with tliBrsaryat leastthree weeks before lhe trip departs.

Trips during the holidays

Trips due to take place during the holidays and those involving travelling overseas clearly require
more thorough and detailed planning though the procedure is essentially the same. Further guidance
is given irSection B of thimppendix.

The estimated cost per boy of trips taking place during the holidays must be passed to the Bursary at
least 7 days before the end of the preceding term so that it is included in that term's bill. When the
trip account isfinalised any adjustments required will be made in the subsequent term's bill.

As enquiries are often received from parents about the arrangements for trips taking place during the
holidays, the Trip Organiser must give the Trips-Galinator, the emergeay contact person at
school, and the telephone exchange full details of the trip at least 7 days before the end of the
preceding term.

Carbon Offsetting

It is strongly suggested that trips do their part in becoming Carbeutral, in many cases trips are
not necessatyoweverusefuthey may seem educationally. Tchave this it is suggested that
participants on the trip compensate their carbon consumptionesiths a voluntary or compulsory
additional cost. There are many charities running carbon difgeschemes such as
http://www.climatecare.orga simple one off payment can be madetfavel.
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For example a return trip to Athens flying from London would generate 10.6ns of CO2, only
costing £80 tocompensate for a trip of 20, which is easy to share out. HowgaeRugby tour to
Australig with 25 people would generate 120 tones of CO2, costing £900 to compensate.

B: GUIDELINES FOR MEMBERS O F THE COMMON ROOM ORGANISING AN
EDUCATIONAL TRIP OR VISIT

A thorough understanding of matters affecting safety is essentiallfstaff accompanying a school

trip and the main aim of these guidelines is to safeguard the position of members of Common Room
when they are organising and leading school trips anits.visRecent legislation and experiences
elsewhere in the country necessitate the introduction of a system of procedures that attempt to
prevent accidents and inconvenience through the application of thoughtful planning and common
sense.

Educational purpo se of the trip

The aims and objectives of the trip should be clearly identified &aaly stage. This will help to
determine whether the trip is essential and therefore compulsoey,durriculum driven, which may
affect funding for some participantgsademically useful; culturalpsfing, or a combination of
these.

Participants and parents should be told the purpose of the trip.
Approval

A member of staff proposing to organise a trip should first discuss preliminary plans with his or her
Head of Department, and then with the Headmaster. If hazardaewsvities (see Section C) are
involved the Health and Safety Adviser should also be consulted.

These preliminary discussions are intended to clarify the itinesdaffing, age group, costings,
insurance, method of travel, maximum/minimum numbers, dete and time of departure and
return.

If approval in principle is given detailed planning can begin wledoltowing aspects need to be
considered.

Staffing

Several factors need to beonsidered in selecting the staff to acgpany a trip. They include the
suitability of individuals for the particular trip; the experience gadlifications of individuals,
particularly if hazardous activities are to be undertaken; the nurabstaff required, bearing in
mind that 24 hour a day supervision is needed; that staff magnbed! or have an accident (an
Insurance policy may cover the cost of replacing a member ofistdfése circumstances so it is
helpful to have someone standibyg in cae of need); the duration and destinatiohthe trip, and
the insurance cover for staff.

In addition the rules governing supervision during the day and dising the evenings should be
established. There should always be someone on dutyasatable.

If a trip is using outside staff (from an activities centre or spoutes) CRB checks must be made if
the outside staff are to be left in sole charge of the students for any period of time.
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Staffing ratios must be maintaingste Sectonfand st aff must have an 0afy
trip. If a member of staff has their own children accompanying tipetiien the staffing ratio must
be increased to a more appropriate number.

N.B. Any teacher on a trip whether or not he is an officeaff member for that trip has a legal
responsibility to the participants. They cannot be "on holiday" gttane if they are accompanying
the party.

Parental | nformation and Consent

Parents should not be advised of a proposed trip until the preknyidiscussions are complete and
detailed planning is well in hand.

They should then be sent a letter (a draft of which should berstied to the Headmaster) which
may include:

- the purpose of the trip

- the names of members of staff accompanying the trip

- the estimated cost (and whether this includes any costs for supervision i.e. whether the cost
includes a contribution to pay for staff. Many tour operators offer 1 free place for every 10
places booked; in this case the tour company is paying for thmlmee of staff, not the parents.
They should also be told if there are any ancillary costs e.g. entrance fees to museums and
historical sites, cost of meals, etc., etc.)

- parents should also be told that the estimated cost of a holiday trip will appedaherbill for
the term preceding the trip, and is therefore payable on the first day of term following the trip,
and that any adjustments will be made on the next term's bill

- the times and dates of departure and retyrn

- details of travel arrangements

- detals of accommodation arrangements

- an outline of the itinerary (this should not be too vague, e.g. to the Gambia, but any details
given must be adhered to. Contractually one could be shown to be legally negligent if parts of
the programme are omitted)

- information about insurance cover

- advice on clothing and equipment

- advice on pocket moneynd

- details of special medical requirements and of any inoculations that may be required.

The ketter should also say when the Tripr@aniser will be availabfer consultation by parents and
ask parents to complete and return a parental consent form (see consent form on intranet).

Itinerary and Programme
A comprehensive programme should be established with adequate and effective supervision.

A preliminary visitto the proposed venue might be worthwhile at aarly stage to see whether the
educational aims can be realised and to check

- potential hazards

- timings (tides, lengths of walks, local transport services, etc.)

- accommodation (especially for fire risk aedacuatior)

- information on local services (policepctor, dentist, hospitals, et.
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'Free time' is potentially hazardous and should be limited and structured according to the age and
maturity of the participants and to the location of the trip.

The Trip Leader must know the whereabouts and activities of the boys; he must know how to
contact them and they must know how to contact hinBoys should be encouraged to be in groups
of at least three and should be forbidden to wander alone.

The departure andeturn point for all trips should be the school and not some other venue. You
are advised not to drop boys on the way back unless they are met at an agreed meeting place; if the
parents are not at the meeting place boys should be brought back to schBatents should be
advised where and when to deliver boys at the beginning of the trip and where and when to collect
them at the end.

Medical A rrangements and First Aid

Any special medical arrangements of individuals should be known by all memb&af,&nd should
be catered for. Parents often forget to disclose these details on trips forms, so check the medical
details file in the common room or ask the medical centre for information.

First Aid knowledge in the group together with any equipmeaiten should be appropriate to the
nature and destination of the trip.

A First Aid kit should be carried on all trips. It should include a mouthguard and protective gloves.
For travel to certain countries it is advisable to take syringes, medicated gasda

Tap water is not always safe to drink. Boys should be advised that in certain parts of the world, e.g.
Mediterranean countries, Russia, etc., it is sensible to drink mineral water or canned or bottled
drinks, and to use mineral water for cleaningithteeth. Depending on the destination of the trip

might be sensible to carry purification tablets.

Any boy taken for medical attention must be accompanied by an adult who will need to take the
parental consent form.

For trips to an EEC countryeveryone should obtain European Health Insurance Card (formerly
E111). (Copies are available online from government websites). For other countries specific
insurance cover is needed.

Insurance

There is an i mportant statememHtandbook&8ur anfae
should refresh their memory on thé&chool's insurance provision (if any) at an early stage in the
organisation of the visit.

The Governors' legal liability for accidents resulting in death or bodily injury to pupils is abuere
respect of accidents occurring at the school or elsewhere in the United Kingdom. Hence for foreign
trips full insurance cover must be obtained for all participants and parents shouhddomed of any
exclusions.

Under the GoverBassdeoOcUasdomall i cy, any mem
vehicles on the Governorsd business are cover
any incident, all matterd includingany claim by third party against the driver for negligedaeould
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be covered by the Governorsd insurance. Furthe
under STAFF/Finance/Insurance.

In December 1992 some new rules, "The Package Travel, Package Holidays and Package Tours
Regulations 1992", were introducéd implement in the UK an EC directive on the same subject.

In brief, the regulations were introduced in an attempt to avoid the very unpleasant and difficult
situation that arises when a tour operator's business fails either just prior to the depadaite or
during the actual tip.

Therefore, schools are advised:

- not necessarily to go for the cheapest package;

- to choose a reputable and loregstablished company;

- to check that there is an ABTA bond or equivalent or better insurance;

- to consider theadvantage of choosing a company which is a member of SAGTA (School And
Group Travel Association) which has its own code of conduct;

- if the school itself arranges a package it must likewise provide a guarantee against insolvency.
This is most easily doneybarranging suitable insurance cover for an overseas trip through
HSBC, the school's Insurance Brokers. The Trip Organiser should complete a proposal form
(copies are held in the Bursary) whilst setting up the trip, and before collecting any money from
paents.

The definition of a package would include, for example, a skiing trip or a hockey tour. It would not
include an educational activity such as a geography field course.

For further advice tour organisers aradvised to consult the Tripsdzordinator.

For travel abroad full Holiday/Travel insurance is essential. It must cover repatriation,
delay/cancellation, loss of property, change of accommodation and medical matters.

N.B. Even with European Health Insurance Card the full costeztment isnot always covered
and insurance may be needed to pay for transportation home atexetiif time from the rest of the
group or for flying a parent to visit a sick or injured boy.

The School has negotiated anialtlusive policy which will cover alllsmol trips, in this country and
overseas. Points to note are:

-Al'l trips made on 6school businessd are coOVé¢
- Cover is extended to all members of the party, including the spouse of any member of staff
taking part.

- Winter sports, including snoviboarding,are covered without additional premium: however an
additional premium and an insurance refedatalculated on a cadey-case basi$ is required
for activities such as Scuba Diving, Beach Paragliding, Jet Skiing, Snow mobKiadinGo
Quad Biking, l@nda Pilots, White water rafting, Rock climbing, Mountain Walking,
Mountaineering using guides &/or ropes, Abseiling, Parachuting, Caving, Potholaguaub
caving, with other activities (motor cycling, resaommercial flying or other aerial activities,
Banana boating, Bungi Jumping and similar activities) excluded. If in doubt, the Bursar should be
consulted.
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Action required

rip Aut hi
shoul d b

For category A trips a copy of the 0T
) u

Co-ordinator,andthed Tr i p Detail s Formd (green
of staff organising the trip, as soon as the details are known.

For Category B, C and D trips, th&ursar should be consulted as soon as possible in the planning
stage to estaldh what, if any, additional premium should be levied for both overseas and UK trips.
Once the premium has been agreed with the insurers, the trip organiser should make provision
within the overall costing of the trip. The Bursar must be given a copy oftig Details, which must
contain a full list of those going on the trip.

Further details can be found in the 6Common RO
Under the $hool's existing insurancespver is available as follows:
Employer's Liabi lity

This policy covers the@ool's legal liability to members of staffd otherstaff Cover is
provided on a World Wide basis for educational and other visit$ie limit of indemnity is £25m
for any one occurrence and unlimited in the periodie$urance.

Public Liability

This covers the legal liability of tiechool and members of staff, in connection with injury to third
parties, including pupils, and also damage to the property of third parties. The cover extends to
include educational visits or holidays on a World Wide basis, which are sponsamdddirectly
supervised by thec®ool. The limit of indemnity is £40m in respect of any one incident. If a trip
involves hazardous activities, details should be given to the Bursar so that the position may be
confirmed with the Insurers.

Provided there is no reasoto suggest that there has been any negligence in the carrying out of
professional responsibilities and duties, members of staff are fully covered by the insurance policies
listed above. However, if negligence or lack of professionalism can be provarg thember of staff

might become liable personally.

Holmwoods Personal Accident Scheme

This insurance, which is optional but taken by most parents, provides cover for pupils, in respect of
any permanent disability and there are no exclusions regarding sporting or hazardous pursuits. The
maximum benefit is £175,000 and the scale of compé@nsaipplies in respect of various disabilities.
The Personal Accident Insurance is an automatic cover and is not subject to proof of negligence on
the part of the school, as is the case in respect of the Public Liability Insurance. The cover is effective
worldwide. Cover under this scheme has been provided for all members of Common Room.

Communications

Throughout the organisation and planning of the trip and during the trip itself it is important that
action is taken to ensure an effective means of gsamication is established between staff, pupils and
parents. The following points should be noted

Parents and participants should be given full details of the trip.
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Every overseas trip should havenaminated emergency contact att®ol who has been g full
details of all the trip members and of the itinerary including telephone numbers of all contact places.

The parents should be given the telephone nembf the emergency contact attBool (and also of
the tour operator if the trip has been bookethrough one).

In the case of a large party travelling abroad it is advisable to establietwork of telephone link
for ringing parents in the event of an emergency.

In addition to leaving full details of the trip (participants and itineraryf) @inaninated emergency
contact at $hool the full details should also be given to

the Headmaster

the Trips Coordinator;

the Housemasters of participating bowsd
the School's telephone exchange.

It is advisable to have regular briefing meetings witlstaff and pupils on trips lasting more than 48
hours.

In case of the unlikely event of a major emergency the trip leader should have consulted the
Emergency Procedures guidelines (see 12). Indeed it might be helpful to carry a copy of these
procedures ona trip. In addition when overseas fip Leaders are advised to have with them the
telephone number of the nearest British Consul. Overseas trips must carry a copy with them at all
times.

Passports and Visas

For overseas trips parents should be advisetderal months in advanteat individual passports will
be required.

The Trip Leader should keep a record of the number, and date and place of issue of each person's
own passport in case it gets lost. (This information is also on the indiviqaeak®nal details sheet.)

He is also advised to hold all the passports to restrict the chances of any being lost. When staying in
an hotel it is advisable to deposit the passports in the hotel safe.

If a passport is lost the local police should be infedrimmediately and an application made to the
nearest British Consul for an emergency travel document.

Visas may be required for visiting or travelling through some countries, e.g. Australia, USA, Russia,
and certain other Eastern European countries. Kggiion must be made in good time. There may
be additional requirements for non British passport holders.

Clothing and Equipment

With the increasing emphasis on safety management it is essential that Trip Organisers ensure that
that all boys are propdy all participants have the appropriate clothing and equipment. This is
particularly true of trips involving hazardous activities. For example, for canoeing and climbing Trip
Leaders must determine whether safety helmets should be worn; for expedti@nsiember of staff

must ensuresquipped.

A comprehensive list of clothing and equipment required should be sent to parents if it seems
appropriate.
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Critical Incident On A Trip Or Excursion

The following guidance is given to help Trip Leaders deal anthcritical incident occurring off the
campus.

1) Establish the nature and extent of the incident / emergency.
2) Make sure all other members of the party are accounted for and are safe.
3) Call the appropriate emergency services.

4) If there are injuries, estakBh their extent and administer appropriate first aid if you have been
trained and feel capable. Be aware of consequences that might follow were you to give incorrect
treatment. Have regard to your own safety vis a vis blood contact.

5) Advise other party st of the incident and of actions taken. Decide, if appropriate, who is in
charge and responsibilities to be undertaken by each adult member of the group.

6) Ensure that an adult accompanies any casualties to hospital. If only one adult is available, in the
circumstances a decision will have to be reached as to the best course of action.

7) Ensure that remaining pupils are adequately supervised and arrange for an early return to base.

8) Arrange for one adult to remain at the site of the incident to liaise witk #mergency services
until the incident is over and all children are accounted for.

9) Inform the Headmaster, or failing that the Second Master or Bursar, or a member of the Incident
Management Team, as soon as possible. Give full details of the inaicedtng:

a) nature, date, location and time of the incident;

b) details of injuries, etc;

c) names and home telephone numbers of those involved;

d) action taken so far;

e) telephone numbers for future communication.
10)Control access to telephones until the school lamtacted parents/others directly involved.
11)Do not discuss matters with the media.

12)Make notes on the incident as soon as possible, and encourage other people involved to do the
same. A record should be kept of the names and addresses of any witnegsespbe involved.

13)Do not discuss legal liability.
14)Ensure accident forms are completed as soon as possible.
15)Inform parents of any delays that will be necessitated.

A COPY OF THIS PAGE SHOULD BE CARRIED BY ALL MEMBERS OF STAFF
ACCOMPANYING A TRIP OVERSEAS
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Emergency Procedures

Emergency Procedures

Despite good planning and leadership, unforeseen emergencies, accidents or injuries may arise. Th
following guidknes are designed to ensure the rapid transfer of accurate information while dealing
with the situation sensitively and effectively.

Onthe T rip

Inform all members of staff of the problem as soon as possible; clarify the actions to be taken.
Accountfor all trip members and ensure their well being.

Establish the names of people involved in the incident and the nature and extent of any injuries.
Ensure that any injured people are accompanied to hospital whenever possible by an adult who
knows them.

Clarify with the group what has happened and explain the consequent course of action.

Communications

Notify the Headmaster and the emergency contact at school immediately.

Restrict access to telephones until the Headmaster and emergency contact at denmlbeen
alerted with precise details.

If possible do not speak to the media until authorised to do so by the Headmaster.

Do not allow pupils to speak to the media.

Do not release the names of anyone involved in the emergency until their familiesbleave
informed.

In the case of serious injury or illness the boy's family must be informed as soon as possible to avoid
the possibility of inaccurate rumours and before the news spreads through the media. The contact
would normally be made by the Headmast¢he Second Master or the boy's Housemaster
depending on the severity of the emergency and the particular circumstances of the case.

In the event of a death overseas the nearest British Consul should also be contacted as soon as
possible. He will infornthe F.C.O. in London which has a 24 hour open line service.

A COPY OF THIS SHOULD BE CARRIED BY ALL MEMBERS OF STAFF
ACCOMPANYING A TRIP OVERSEAS
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Behaviour on Trips

Before a tripdeparts,the participants must be told the standardshk&haviour expected ahem
andthat school rules apply to alc8ool trips.

The following list provides points that you may want to bring to the attention of the boys:

- penalties that might be imposed

- dress requirements (for formal and informal occasions)

- what they should bring with them

- co-operation and punctuality

- attentiveness

- observing warning notices posted or given verbally by anyone in authority

- smoking

- drinking

- drugs

- norrinterference with others' property

- respect for the privacy of others

- respectfor any institutions to be visited

- respect for towns and countries to be visited and for the inhabitants. For exarbpies should
be told that they should eat the food provided even if it does not seem to be very appealing

- compliance with local laws

- comgiance with luggage restrictions

- compliance with dutyree policy

- compliance with any insurance policy requirements
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SPECIMEN CHECK LIST FOR TRIP ORGANISERS
Have you:

1) read theShool's Guidelines on Educational Trips and Visits?

2) consulted the other relevant information appropriate to the trip, e.g. HASPEV, Mountain
leadership etc.?

3) discussed the proposed visit with the Headmaster and/or the Tripso@bnator/Hedth and
Safety Adviser and obtained his approval for the trip?

4) obtained a TripNumber from the Trips Ceordinator?

5) sought and obtained local advice and/or visited the area yourself to assess the facilities anc
possible safety hazards?

6) made all the necessary travel arrangements?

7) prepared costings ancbnsulted the Bursary?

8) arranged fo sufficient members of staff to accompany the party and confirmed that between them
they have the necessary qualifications, skills and expertise (including first aid training) for the
activities involved?

9) obtained adequate insurance cover for accidents and injuries, baggage and travel (especially if mir
buses or private cars are involved)?

N.B. Particular care must be taken over insurance cover for overseas trips.

10) given parents all the necessanjormation in writing?

11) obtained the necessary medical information and completed consent forms from parents?
advised all staff and boys of the educational and safety matters including

potential dangers

the need to adhere to plans and to followstructions

the need for courtesy and proper conduct at all times

what to do in an emergency, as far as this can be foreseen?

12) obtained all necessary passports, visas and forms (e.g. E111)?

13) arranged necessary inoculations?

14) made necessary emergency agaments?

15) given information about the trip to thosevho need to know the details (HeadmasterBursary
Trips Coordinator, Health and Safety Adviser, Housemasters, the emergency contact, the school's
telephone exchange)see Sections 4.6 and 4.77?

16) given tle necessary billingformation to the Bursary
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SPECIMEN CHECK LIST OF ITEMS
THE TRIP LEADER SHOULD TAKE WITH THEM

1) Photocopy of booking form (if using tour operator)

2) Code of conduct (drafted for trip and seen and signed by all participants

3) List of contact addresses and telephone numbersach place on the itinerary

4) Copies of insurance policies together with policy numbens the 24 hour a day emergency
5) telephone number of the insurance company

6) Details of tour and coach operators inding their out of hours telephone numbers

7) List of personal credit card, etc., numbers

8) Emergency fund money

9) A copy of the Emergency Procedures guidelines

10)Telephone mmber of nearest British Consul

11)The School Ist & Calendaywhich contains manynportant telephone numbers
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C: HAZARDOUS ACTIVITIES

The diversity of outdoor activities both in terms of the range of activities available and the variety of
environments and conditions likely to be met is now so great @iatple prescriptive regulations are

no longer adequate. The approach now required must consider the implications of Safety. In all
matters relating to the expression and development of human potential in the outdoors the
opportunity for creativity and commonsense should prevail. Members of Common Room involved
with hazardous activities may find the following guidelines helpful.

Hazardous activities include climbing, potholing, skiing, sailing, canoeinguviing, parachuting, sub
agua, and hill anchountain walking in areas remote from rescue or medical facilities. This list is not
comprehensive and members of staff involved in these and other activities will need to consider the
dangers involved and to adopt safe practices in them. This willvevadmpleting a written risk
assessment.

It is important that parents are informed in writing of any hazardaasvities their sons might be
involved in and they give their consent to his taking pat in that activity in writing.

Members of staff organigi a trip involving hazardous activities glibensure these activities are
specifically coved when applying for insurance

When unusual or hazardous activities are involved inigortant that members of staff
accompanying the trip are appropriateyalified or experienced.

Hazardous activities should only be undertaken if appropriate equipment and/or clothing are
available.

Where appropriate and possihlbazardous activities should be undertaken at specialist centres.
For all hazardous actiwi a code of safe practice should be adopted. This may include

- appreciation of the value of planning and preparation

- awareness of potential hazards and dangers

- importance of appropriate clothing/personal buoyancy

- awareness of the dangers bypothermia; Weil's diseasealcohol consumptioniweeds unstable
river beds, etc.;

- procedures in event of an emergency/accident

- rescue proceduresappropriate instruction including resuscitation and-seffcue is essential

- regular checks and tests efjuipment

- knowledge of the location of emergency equipment

- knowledge of the location of a telephone

- understanding of any emergency recall signal

- importance of responsible behaviqur

- appreciation of the need for sound judgement of what constitutesrgeisous situation.
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D: GUIDELINES FOR PARTICULAR ACTIVITIES
Each of these activities must have their own risk assessment .

Canoeing

Boys must all be competent swimmers. They should be abssviom a minimum of 50 metres in
light clothing.

The master inrcharge of canoeing should hold an appropriate B.€daching qualification. Masters
supervising canoeing should hold or be working towards the B.C.U. supervisor's qualification.
The recommended buoyancy must be worn by all persons canoeing.

Safety helmetshould be worn for whitevater canoeing.

A safety boat should be in attendance for sea canoeing.

Horse riding

The group leader should be an experienced and responsible person.

Only stables and riding schools approved by the British Horse Society sheulded.
All riders should wear properly fitting approved protective headgear.

Mountain Walking

For mountain walking in rough country (i.e. in the Peak District, Welsh MountRi&isnines and
Cheviots, North Yorkshire Moors, Dartmoor, Exmoor, Lake District, large areas of Scaotland
mountainous areas of Northern Ireland) group leaders should hdbantain Leadership
certificate and should be qualified in first aid.

For hill walking groupeladers should be experienced and responsible persons.

The leader should carry a first aid kit, emergency supplies, and a mobile telephone if possible.
All participants should wear appropriate footwear and clothing.

For walking in rough mountainous areaseaadult should normallipe at the head of each group of
walkers and another should bring up the rear.

Rock Climbing

The basic entry level qualification (locally) is a Climbing Wall loitrsi Cert, run by Evolution at
their Ley Green Wallbut there is o nationally recognised qualifieat; experience therefore is of
vital importance and in addition leaders should where possible be ‘recognisedloting
instructors' or should hold a Mountain Leaders certificate. The minimum standard requiredfby s
is the Southern Sandstonenard, further awards include the Single Pitch Award

The British Mountaineering Council provide guidance notes ontsafeniques and on the selection
and care of equipment including ropes.

Saff involved in rock climbing should be able to provide writeandence of their experience in
leading climbs, including a log book detailing climbs, grades oitgeard other relevant
information.

Rowing

The mastesin-charge of rowing should be &cognised A.R.A. coach.

Boys must all be competent swimmers. They should be abssviom a minimum of 50 metres in
light clothing.

A safety boat should always be in attendance.

A first aid kit and blankets should be available.

Sailing

The mastefin-charg of sailing should hold appropriate certification of the RYA.

Boys must all be competent swimmers. They should be able to swim a mmnah&0 metres in
light clothing.
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A safety boat should always be in attendance. It is recomerktitat there is aninimum of 1
safety boat per 10 craft.

All participants should wear the appropriate recommended and approved personal buoyancy.
A first aid kit and blankets should be available.

Snow skiing

Whilst experience is vital group leaders are to attend aGkirse Organisers' course (run by the
English Ski Council and by county councils).

Instruction in skiing should be given by-skhool instructes holding appropriate national
gualifications.

Staff should be available to look after pupils on the ski slopeaseof an accident. Instructors of
skischools are not legally in charge of our pupils when the school takes a party abroad.
Boys should not be allowed to ski on their own, i.e. unsupervisetess parental permission has
been given.

Off-piste sking often requires additional insurance and parents must give expressed penmigsi
such an activity.

E: GUIDELINES ON STAFFING RATIOS

The ratios given can only be guidelines. In assessing the number of staff required for any trip or
activity, thefollowing points should be taken into account:

the ages of the boys taking part

the purpose and duration of the trip

the mode of travel

whether any hazardous activities are involMeahwn experience/qualification of both staff

and boys;
the nature of the localityweather conditions etc.

Parties to London or another city 2 adults per party up to 2%additionally, 1 adult
travelling by public transport per 15 boys or part of 15.
Parties to London or another city 1 adult per 25; thereafter 1 per 25 or part @&5.

travelling by coach from door to door

Parties abroad Minimum of 2 adults plus 1 adult per 10 after. 15
CCF activities Staffing ratios are specified in CCF regulations.
Canoeing 1 per 8 duringinitial training on calm water

1 per 7 on running or tidal water, or at sea

Camping 2 per 20 (maximum number per group/team)
Horse riding 1 per 10 (with 2 members of the Riding Schetéaff).
Local walking 1 per 15 (as per public traport).

Hill walking Stibject to time of yearandexperience of staff/boys

1 per 10 (minimum of 2 staff)
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Mountain Walking D of E rules: 1 per group of.

Orienteering 2 per 15, 1 per 15 thereafter

Rock climbing 1 per 610 depending on condxp. (CMH to advisé.
Rowing 1 per boat

Sailing 1 per 3 boats during initial stages of training

1 per 6 single handed dinghies
1 per 12 boats otherwise (KDS to advisg

Snow skiing 1 per 10 with a minimum of 2taff
Thereafter, 1 per 10 per abity group.
No beginners unless under instruct ion from a ski

school.
W ater skiing 1 per 6 (for supervision, not instruction)
Windsurfing 1 per 6 during training

1 per 12 thereafter (KDS to advisg
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