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01.

Statement of Intent

This document is a statement of the aims, principles and strategies for ensuring Health and Safety on
the Brookland site during FCMG rehearsals. The Trustees of FCMG are fully committed to the
establishment and maintenance of appropriate Health and Safety standards which will protect the
staff and choir members in their charge whilst attending rehearsals.

02.

Aims

To provide a safe and healthy environment for FCMG staff, choir members and all accompanying
adults and children who are on the premises during rehearsal time.

03.

Principles

The establishment of a healthy and safe environment is an essential pre requisite for the activities of
FCMG. It relies upon sound management, vigilant supervision and the cooperation of all involved
parties.

04.

Responsibilities

All members of the FCMG community (teaching staff, parents/guardians and choir members,
committee members and trustees) work towards FCMG’s aims by:
Being fully aware of their own responsibilities for maintaining a safe and healthy environment.
Being familiar with all instructions and guidance of safety on site.
Using common sense at all times to take responsibility for their own safety and that of others.
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Reporting any unidentified hazards to a committee member without delay.

The Operations Committee and Trustees work towards FCMG’s aims by:
Ensuring that all members and their associates are aware of their own responsibilities.
Making termly inspections to ensure that a safe and healthy environment is maintained.
Establishing a system for the reporting, recording and investigations of accidents and ensuring this is
applied rigorously.
Monitoring and reviewing this policy and ensuring any necessary revisions are undertaken.
Ensuring that all staff are familiar with the Health and Safety policy of the charity and other codes of
practice and legislation.
Facilitating applicable safe training of staff.
Taking active steps to ensure that equipment, buildings and grounds are safe, secure and well
maintained and that any damage is reported to Brookland personnel in a timely manner.
Ensuring there are arrangements for the speedy evacuation of the buildings in case of fire or other
emergency.
The person leading the Operations Committee works towards FCMG’s aims by:
Taking responsibility for the weekly operations of the Health and Safety policy.
FCMG Operations Committee members work towards FCMG’s aims by:
Taking responsibility for the safety of members in choir rehearsal sessions.
Exercising effective supervision of choir members and to know the emergency procedures in respect
of fire, bomb scare, first aid and to carry them out appropriately.
Promoting a spirit of safety consciousness amongst children, ensuring that they understand the need
for, and are conscious of, their responsibilities in taking reasonable care for their own safety and
that of others.
Providing opportunities for choir members to discuss appropriate safety issues.
Taking quick firm action to ensure that children are not allowed to jeopardise their own safety or
that of others.
Being good role models – vigilant and careful.
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FCMG choir members work towards FCMG’s aims by:
Developing a growing understanding of Health and Safety issues.
Conducting themselves in an orderly manner in line with codes of conduct.
Taking growing responsibility for maintaining a safe and healthy environment and for their own safe
conduct within it.

Choir member Parents and Guardians work towards FCMG’s aims by:
Ensuring that children attend rehearsals and performances in good health.
Providing prompt communication to the FCMG office to explain all absences.
Providing support and endorsement for the discipline within FCMG and for the staff’s role.
Ensuring early contact with the FCMG office to discuss matters concerning the health and safety of
their children or of others.
Accepting responsibility for the conduct of their children at all times, including accompanying
children who are not FCMG choir members.
Ensuring that the FCMG office has up to date contact address, email and telephone numbers so that
parents may be swiftly contacted in emergencies.

The designated Responsible Person works towards FCMG’s aims by:
Ensuring that all communal areas, particularly those associated with fire escape routes are kept free
from obstruction.
Ensuring that all waste materials from rehearsals are disposed of correctly.

05.

First Aid Provision

There is a recognised first aider on site during rehearsals.
Fully stocked first aid boxes are held by the FCMG office and in the FCMG cupboard at Brookland.
Where appropriate, Operations Committee members and staff will be given the opportunity to learn
First Aid by attendance at approved external courses.
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First Aiders are responsible to the FCMG Chair for the following:
Assessing the extent of injury or condition of a casualty and giving immediate appropriate
treatment.
In the case of serious injury or event, First Aid is provided to stabilise a casualty until they can be
taken to hospital or put in charge of competent medical care.
Notifying parents/guardians and the Designated Safeguarding Lead of any head injury or minor
injury on appropriate forms.

06.

Accidents

All accidents/incidents must be recorded using the approved electronic held on the online FCMG
shared drive.
Incident Forms be reviewed at the end of each Sunday rehearsal by the designated Responsible
Person and a risk assessment conducted to safeguard against a recurrence of the specific incident.
The FCMG Responsible Person or senior Chaperone will scan any entries from the Accident Form
upload to the secure FCMG Health and Safety Folder in the Shared Drive and inform the Designated
Safeguarding Lead.

07.

Fire Precautions

Fire Drills will be held once a term and will be recorded in a log file held in the Health and Safety
folder on the FCMG Shared Drive.
Teaching staff and Operations Committee are responsible for the safe environment of FCMG choir
members during an evacuation.
All FCMG Operations Committee members and staff have a shared responsibility to ensure escape
routes inside and outside the buildings are kept clear.
All deficiencies in fire evacuations should be reported to the responsible person who should inform
Brookland School.
FCMG will request to have sight of reports of annual firefighting equipment checks by Brookland
School.
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08.

Electrical Safety

All staff and committee members must take due care in the use of electrical equipment.
All Staff and Committee members should report any defective equipment, trailing cables or fault
concerns to the Responsible Person on site, who in turn will report any relevant information back to
the venue-responsible administrator and follow up prior to the next scheduled rehearsal.
In the case of defective equipment there should be no tampering.
Equipment must be sited carefully to avoid trailing leads.
Annual PAT testing is undertaken on all portable electrical equipment that is brought on to the
Brookland school site by FCMG personnel.

09.

Working Environment

Basic issues including ventilation, heating and lighting will be assessed by FCMG Operations
Committee and Staff on a rehearsal by rehearsal basis.

10.

Moving and Handling

All staff and Operation Committee members should identify manual handling operations with the
risk of injury and report to the Responsible Person who will ensure that guidance on manual
handling is followed appropriately.

11.

Concert and ad hoc rehearsal venues

Risk assessments should be made by staff organising the event and communicated to the FCMG
Chair.
A First Aider should be present at the event and take a medical kit.

12.

Playground Safety

FCMG will comply with Brookland School’s equipment policy for contractors.
FCMG will request visibility of Brookland School’s equipment annual safety inspection report .
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13.

Risk Assessments

Nominated Risk Assessors will receive appropriate training to ensure their competency to carry out
risk assessments.
Risk Assessments will be completed for all routine and new activities to identify any potential
hazards. Once identified, such hazards will be brought to the attention of all and remedial action
taken.
Risk Assessments will be filed in the Risk Assessment folder on the FCMG Shared Drive and reviewed
regularly. Longer term action to address any gaps will be discussed with Brookland School if relevant
to the school site.

14.

Pregnant Members of Staff

Any pregnant member of Staff will require specific risk assessment to be completed and their duties
may need to be modified to take account of their changing capabilities.

15.

Monitoring

FCMG Committee members will on a regular basis undertake monitoring of Health and Safety on the
Brookland site in the respect of:
Pathways – routes from the Car Park to the building
Car parking availability
Site boundary fencing
The Halls, classrooms and other school rooms used by FCMG
Communal areas including spillages in the tuck shop area
Litter on site
Obstruction to walkways and emergency exits
General lighting and ventilation
Floors, furniture and door systems
Effectiveness of the supervision of children before, after and during rehearsals
Fire Evacuation procedures
Signage
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First Aid procedures in place
Accident reporting procedures are in place
Actions allocated to individuals
Ensuring time limits for all actions to be addressed satisfactorily are set and adhered to
Regular reviews of Brookland school’s current Health and Safety policy are undertaken to enhance
collaboration between FCMG and Brookland School

16.

Security

All FCMG members are encouraged to be aware of strangers on the premises. If a visitor is unknown
identification should be requested in an appropriate manner.
The main exits and entrances used by FCMG in the normal course of routine rehearsals should have
committee members and/or designated chaperones stationed during the rehearsal period to note
any comings and goings of choir members and associated personnel.
In the event of anything suspicious and/or an FCMG choir member is at risk of injury, this must be
reported to the FCMG Office Administrator stationed at the main entrance who will act
appropriately.
Any act of violence must be reported to the FCMG Chair who will take appropriate action.

17.

Hygiene

It is the responsibility of the FCMG Committee members to monitor the cleanliness of the building as
part of a weekly visual inspection.
All FCMG staff are responsible for encouraging good hygiene habits in children. Particular emphasis
is placed on handwashing, the wiping of noses and cough shielding.
The area of the tuck shop should be kept thoroughly clean and attention given to hand washing of
the tuck shop helpers and the touching of food and drink produce for sale.
Any food or provisions donated by members for sale by the tuck shop should be confirmed as fresh
and any produce containing nuts or meat labelled accordingly.
Milk that is used in beverages should be checked as having been stored correctly prior to being
served.

Accident Report
Name of affected individual:

Date of Accident:

Time of Accident:

Nature of Injury:

Location of Incident:

What the individual person doing:

Caregiver response and first aid:

Name of First Aider:

Next of Kin contacted & informed?

Yes

No

Name of Next of Kin contacted:

Who contacted Next of Kin

How Next of Kin was contacted:

Time Next of Kin was contacted:

Phone

Email

Other:

Other Contacts or Actions:
Ensure form is passed to
Responsible Person for secure
upload to FCMG file

Further Information re incident (if required)

Name of Reporter:

______________________________

Date of Report

_______________________________
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GUIDELINES FOR CHAPERONES AT EVENTS
●
●
●

●
●
●

A lead chaperone will be nominated for each event who will delegate tasks to other chaperones
and brief them of their responsibilities.
Each chaperone should be responsible for no more than 10 children.
Chaperones must dress smartly and appropriately - for concerts this is usually in black. If required
to sit on stage with the children it is important to do so without drawing the attention of the
audience.
Where applicable, the lead chaperone must ensure that each child in their care is appropriately
licensed and should take possession of these licences and make them available for inspection.
The lead chaperone must have essential information on each singer available, including emergency
contact details and any particular needs.
All licensed chaperones must be familiar with and endeavour to fulfil the terms of the guidelines
issued to them by their local authority (Entitled: "Duties of Matrons").

TRAVEL & ATTENDANCE ARRANGEMENTS
1. Chaperones are responsible for all children from the time parents leave them until they are
collected.
2. Children will usually travel to events as a group, unless the venue is local and parents are asked to
make their own travel arrangements. Where children are travelling to or from an event
independently from the group the parent must inform the lead chaperone in advance.
3. Lead chaperone will direct the taking of a register of children at strategic times, especially before
arriving at or departing the gathering point or venue. The individual chaperones remain
responsible for their group of children until point of handover to parents, whether at venue or
following travel to a meeting point.
4. The chaperone team should have spare uniform, music, first aid and any other equipment
appropriate for the event
5. Once signed in, no child under 16 years should be left unattended at the venue. Children between
14-16 years who wish to leave the venue during break times without a chaperone, may do so in
small groups provided written permission has been given by a parent and permission have been
signed out by the lead chaperone. No child under 14 years may leave the venue without a
chaperone.
6. If return times are substantially altered, encourage all singers to contact parents as early as
possible. Where a singer is unable to contact their parents, then chaperones will attempt to call /
text.
7. lf a parent fails to collect their child within 20 minutes of the agreed time and the lead chaperone is
unable to contact the parents, a designated chaperone or parent who knows the child should take
them home with them and the lead chaperone will continue to try to contact the parents. The
Designated Safeguarding Lead should be informed and the situation recorded. The lead chaperone
will keep in touch with the chaperone with the child - if parents cannot be contacted within a
further 40 minutes, the lead chaperone or DSL should contact the police to refer the situation to
Children’s Social Services for support.
AT THE VENUE
1. Before going into the venue, singers should line up in an orderly and quiet way and be reminded of
the FCMG expectations - positive, smiley and professional.
2. On arrival at the venue, the lead chaperone should contact the event organiser and ascertain the
venue requirements for getting in, ‘green room’, toilets, performance space.
3. Clarify arrangements for timing and location of rehearsals/performance, particularly if any
arrangements have changed

4. Confirm fire evacuation procedures, first aid procedures and any other venue specific risks or
issues
HEALTH & SAFETY / SAFEGUARDING ISSUES
1. The chaperone is in loco parentis as the adult responsible for the care and welfare of the child.
Their primary requirement is to ensure the safety and well-being of the child.
2. All chaperones should be aware of the fire evacuation procedures and exits, locations of first aid
points, toilets, water supplies and location of lead chaperone.
3. The lead chaperone is responsible for ensuring that the risk assessment is appropriate and that
the venue does not present any unacceptable hazards or dangers at that time.
4. Oce signed in, no child under the age of 16 should be unattended at any point (unless specific
written permission given is given by the child’s parent/guardian
5. Chaperones should be aware of the designated working times for the day and ensure that these
are adhered to.
6. The chaperone team will ensure that there are adequate and frequent breaks for water, food,
rest, toilet, exercise and recreation.
7. Chaperones need to be observant and watchful during both rehearsals and concerts to ensure
that they are quickly aware if a child becomes ill, faint or dizzy. They must be removed from the
rehearsal / performance immediately and appropriate medical assistance should be sought.
Parents should be informed if further intervention is required. The child must not be left
unaccompanied.
8. All instances of illness (however slight) or where a chaperone has had to administer basic first aid
should be recorded and reported to parents when they collect the child.
ATTITUDES & PRESENTATION
1. Chaperones should remind singers that they are representing FCMG and are all individually
responsible for promoting its excellent reputation.
2. FCMG expects positive and professional attitudes from all singers at all times and chaperones will
encourage singers to embody this
3. All instructions should be given firmly and politely, modelling the excellent behaviours that we
expect from the singers.
4. Make sure that children are in the right places at the right times. This includes escorting children
to and from rehearsals and the performance and noting their entrances and exits on to the
stage.
5. Chaperones are responsible for the line-up on stage and in the relevant waiting area / seating
prior to performing. The lead chaperone will agree this with the conductor and the chaperones
team will then coordinate the singers. If possible, singers should practise standing and sitting and
the order and route in which they will file on and off stage.
6. Check that children are wearing correct uniform and be smartly presented - the choir is engaged
as a children’s choir and so must look like one:
➢ Hair should be back off the face
➢ All hair ties and socks must be black
➢ All shoes must be polished
➢ Nails must be free of coloured nail varnish
➢ Make-up must be minimal
➢ Remove and keep safe all earrings, watches and jewellery during the performance
7. Where a child has arrived for a performance with any unsuitable or missing uniform item, this
should be reported to the lead chaperone who will ensure that parents are informed and
encouraged to remedy as soon as possible.
8. All members of the choir (chaperones and singers) are responsible for ensuring that venues and
transport (coaches) are left neat and tidy as they were found.
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