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mapnagement approach o Heslih 8 Sefety, and thereby to 2o orgasised, well informed ain
pro- sctive approach to ol bhealih & safety and welfare velaied issues. Afl aciivities will be
planined snd executed with a systemaiic spproach which bcludes an element of ‘contexi
sensitive’ visk assessment, and where necessary control mezsuges will be pui in place o
eliminate / reduce to a safe level any foieseen risks.
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1.2 This policy supplements and operates in conjunction with Pembrokeshire Covnty
Council’s policy statement on Health and Safety.

1.3 Itis the policy of this school to operate at all fimes in a manner which ensuzes, so far
as is teasonably practicable, the health, safery and welfare of all persons employed, visiting,
working in or being taught at the school.

1.4 All school staff are reminded that they have a duty of care to casry out their work
with due regard for the health and safety of themselves, other staff, pupils, contractors and
visitors to the school, and to obseive the health and safety requirements relevant to theit

activities.

1.5 A suitable assessment of all foreseeable hazards and risks to staff, pupils and visitots
will be cattied out. Whete significant risk is identified, appropriate measures to reduce ot
eliminate the tisks will be taken and communicated to those concerned.

1.6  Consultation will take place with any Union appointed safety representatives and
members of staff on matters that effect their health and safety. If required, specialist advice
will be sought at the eatliest opportunity from The Pembrokeshire County Council’s
Cotporate Safety Unit Building Maintenance Dept, ot Property Review Department ot
other specialist advisers.

1.7 All staff are requested to support the school in achieving a safe environment for
everyone. The necessary information, training, instruction and supervision will be made
available by managers to achieve this, particulatly to staff after rectuitment, transfer or
changes to their responsibilities.



1.8 A copy of this siziens
will be regulady reviewed snd i

1.9  Addidonal information to implement this policy is contained in the attached
Schedule of Duties. Further information is contained within the Health and Safety

Guidance Documents (PCC) These can be found in the Health and safet File.
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Tt is the airn of the Governors and Headteacher of Ysgol Bro Gwaun o maintain safe and
healthy working conditions, equipment and work sirangements fox all employees and. (0
ensure such information, training and supervision as they need for this purpose in line with
the Health and Fducation Act 1974,

We zlso accept our respornsibility for the hezlil
people who raay be affected by ous sctiviiies.
Ovur health and safety procedures follow the guidelines set dows by the health zud safety
depariment al Pembrokeshire Couvnty Council. We have adopied their policies coples of

znd safety of ous pupils i for otter

which are o be found in the Health zad Safety’ file.

Responsibilities

YBG secogrises the need o identify organisational methods for implementing and
controlling the health and safety of all pevsons who work within ox visit the school.

The following is a summary of individual responsibilities, their consequent structure and
accountability:-

1. Governors

The Governing Body has the respomnsibility to ensure that all reasonable steps have been
taken to reduce the possibility of accident ot injuty to both staff and pupils, although it
should be emphasised that unnecessary responsibility cannot fall on individual members of
the Governing Body, nor can the Head of the school or employees avoid responsibility by
refetting utgent matters to that body for information and decision. The Governors will be
kept informed of all developments telating to health and safety mattets and Clerks to
Govetnots will include such matters on the Agenda for termly meetings.

Governors Must Ensure:

2) That in co-opetation with the Headteacher, an individual school Health and Satety
Policy is produced, and this policy is tegulatly reviewed and revised as and when
necessaty;

b) That risk assessments ate undertaken with any activity that has significant associated
hazatds and that a written tecotd of these assessments ate kept and reviewed regulatly;

c) That sufficient funding s allocated for health and safety issues e.g. training, ptovision of
personal protective clothing etc;

d) That regulat health and safety inspections of the premises are catried out on a termly
basts;
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£) That = positive health and safety culiwre is esiablished and maintzained.

2. Headteacher
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T order for this to be achieved, ais/her operai

a) Bosuring thet all members of staff (i](:ludsﬂgwew sta.fl, supply staff, probationers and
students, voluntary helpers eic) are aware of the contenis of the schoo; health and safety
policy and ail safe wosking practices.

b) If deemed necessary, appointing one or more menibess of staff undertaking specific
duties in relation to health and safety.

The Headteaches acts as co-ordinator for the school on health and safety matters affecting
the school.

¢) Ensuring that risk assessments are carried out on any activity that has significant
associated hazards, Pembrokeshire County Council recommends that a group approach to
risk assessment be carried out, usually consisting of the Headteacher, an individual who has
received specific training in the theoty of risk assessment, class teachers, suppost staff and
any other relevant membess of the Ysgol Bro Gwaun communnity.

Where significant risks arc identified, appropriate measures and/or safe working practices
be introduced to reduce/eliminate such hazards.

d) Undertaking inspections of the school ptemise, plans, equipment and wotking practices
on a termly basis. Where necessary implement any changes and improvements.

¢) Providing an Annual Repott to the Governots of the school regatding safety
petrformance. — E.g. what risk asscssments have been cartied out? How many fire drills have
been carried out? How many accidents have occurted? Are there any trends etc?

f) Making recommendations to Govetnots where Health and Safety funding is tequited,
and to advising on any safety policies that need to be introduced.

g) Ensuring that effective first aid provision and accident reporting procedutes exist in
accordance with the guidelines issued by the Education Department of Pembtokeshite
County Council. (T'his allows Pembrokeshite County Council to comply with the Reporting
of Injuries Diseases and Dangerous Occutrences Regulations 1995).



. Deputy Headteackhes

B0

Deputy Heads aze responsible io the Headteacher for the health and safety of all staff,
workplaces and sctivities undes their conirol. T'o achieve this the duties include the
following;-

2) Brsusing rhot 2l staff, newly inducted staff, studernts, supply teachers and voluntazy
helpess zie awaze of ie requirersents of the Heal «ad Safery Policy, and the safe working
praciices ik apply to their ares of aciiviry,

b Actively encouraging the pariicipation. i
DS,

¢) Maling knowir to the Headiezcher sny ideniified iraining needs.

d) Bstablishing and regulady reviewing safe working practices for aciivities under theii

hezlth and safety sind welfzre rnaiiers of gl

cosnirol.

¢) Taking effective action and/os inmediately refersing to the Headieacher any health and
safety problems brought to their attention. This includes the stopping of any practices of
the use of any tools, equipment etc. which are considered nmsafe. This is fo be enforced
uniil safety levels are adequate.

f) Bnsuring that all items of portable electrical equipment (including new purchases) arve
entered on the school inventory before use, and that visual inspections of all equipment
take place on a termly basis. Defective or damaged equipment must be isolated and taken
out of use until repaired or replaced.

g) Checking the adequacy of fire precautions and proceduses in lizison with the
Headteacher.

h) If an accident/incident occuss, assisiing in the accident investigation regarding any
findings and recommendations to prevent a recusrence.

4. Teaching Staff (Including Supply Teachers)

Teachets have a duty of care under Health and Safety Legislation.
In otder to achieve this their duties include the following:

2) Ensuring that all students, newly appointed staff, supply teachers etc. assigned to help,
are awate of the genetal health and safety requirements of the school and the detailed
requirements for activities relevant to them.

b) Implementing the health, safety and welfare procedures for pupils at a level appropriate
for their requirements. Ensuring that these procedures are explained in terms that they can
readily understand.

¢) Bxercising effective supervision of pupils and maintain an awareness of emergency
procedures in respect of fite, first aid, accident tepotting etc. carrying them out as
necessaty.



d) Seeicing informaton on sy specisl safely measties 10 be adoplec i dhels own. tesching
aress oG ensuie that they sre adliered to.

e) Setting an example by personally following safe working pracrices.

f) Bnsuring that where necessaty, ihe appropriate proteciive clothing, guands etc. are
available, i good condition and are used, All electrical equipnent is visually checked before
use.

9) Reporting o the Headieacher or Deputy Head any defects i equipment or identified
nadequacies i Procecures. (Where zay defect seriders the equipnent porentizlly hazerdOuUs,

it should be isolaied and clezsdy labellec ‘ewaiting repal ed” o “replaced’.)

i) Integraiing all selevant aspecis of health and sefety fnfo the tenching process and i
necessary, giving special lessons. (e.g. The use of equipmest in fechnology Jessois).

=

E. Othier mmembers of stall

Tt is very important that all other members of staff are aware of the Healih: and Safety
Policy and opesate within its guidelines at all times. These groups include: Learning Support
Assistants, Caretaker/cleanes, administrative staff, Lunchtime SUPELvisSors ekc.

There is a need to stress that all employees have legal responsibilities under The Health and
Safety at Work Act. Those duties ate to safeguard themselves, colleagues and others in the

workplace.

6. Trade Union Safety Representative

Any Trade Union Safety Representative will be encoutaged by the Headteacher to fulfil
his/he duties as well as being teleased for any appropriate training. The Headteacher will
also consult regularly with the Safety Representative on Health & Safety matters. He/she
will be entitled to inspect the school in accordance with the agreed Ttrade Union/Authority

procedutes.
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The Health & Safety Fxecutive (FISE) have imaay powers, including the vight to visit the
school and have sight of all televant policies and documents.

They have the tight to furn up foi announced or unannounced visits, however they will
usually visit in connection with an accident tbat has been repoited to them.

Risle Agsessiment

€0
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Risk zssessmen is 2 principle requirement of the mansgeiment of Healih & Safety at Worik
Regulations 1999. Regulation 3 requires all enployers and self-employed persons 0
underizke & systemaric assessenent of all risks (except the tnivial) to workers aind any others
who taay be affected by their work activities. The purpose of the risk assessirient is 1O assist
the employer to determine what measures to take in order io establish safe systems of work
and to comply with health and safety legislation.

Comprehensive sisk assessments are catried out every year to monitor and further inprove
out health and safety record. Staff, Parents, Governors and children all contribute to the
risk assessment process to make out school 2 healthier and safer place to be. Copies of the
visk assessments ate to be found in the Health and Safety’ file.

The Risk Assessment process is co-ordinated by the Deputy Headteacher, M. A. Andsews,
who has attended relevant training,

Fire and Emergency Procedures

We have a comprehensive Fite Emetgency Policy which tncludes details of our Emergency

Plan.
Fire drills are carried out once pet term to enable everyone to become familiar with the
evacuation procedure. The outcomes of the fire dills are reported to the Governing Body

and recorded in the Fire Log Book.
A Tire Risk Assessment has been completed and is reviewed annually. It is to be found in

the Health and Safety File.

In all areas within the school the ‘Fire Emergency Plan’ and diagrams showing evacuation
routes are cleatly displayed.

Fire exits and fite exit routes are free from obstruction and all fire exit doors tremain
unlocked whilst there are people in the building,




Al fre exits ae cleedy izhellec zus¢ comply with legisierion e.g sroulc be picionzl wethes

thait JUSt Wilking.

All visitors spending any length of time in the school ate made aware of arrangements i
case of fire,

The fire log book is kept in the School Office. Full and deiailed records are kept of
evacuations, call point testing, alarm systein servicing, five fighting equipment checks etc.

Lettings
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The following points are very bngportant 1o consider

a  Details of fire proceduies will be given to hureis.

= Special precautions are taken for large gatherings (e.g school plzys).

= All emergency exists must be unlocked.

2 All hirers have access to the school telephone if required in the case of emergency.
s The Caretaker inspects premises after use by hirers and check for possible fires.

s The school Non- Smoking Policy must be communicated to the hiters.

Contractors on Site

Whenever apptopriate we ensure that contractors employed to work at the school not only
have a good work record, but also a good health and safety record.

We endeavour to ensuse that contractors working on ous school site will not endanger any
members of staff, pupils ot visitors by their actions or fatlure to act.

If necessaty we will investigate their Health and Safety tecord.

When Contractors arrive on site to commetice wotk the following ‘Safe Systems of
Wotk’ will be followed. ..

All staff will be informed of the works being cartied out and any ateas that ate likely
to be affected. Also the duration and timing of the works will be discussed.

= Pnsure that any changes to the job ate discussed with the Headteacher ot Deputy
Head, and any changes affecting timing, or Health and Safety be investigated and
action taken where necessaty.

= Ensure that any contractors working on site or sub contractors ate familiat with our
Health and Safety Policy and are awate of any local safety rules.
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8 We coniinually monitor the conivactors’ performance during the works and take
appropuiate action when necessary. If we believe there to be detrimental effects o

Health and Safety ther the job would be stopped until we zre satisfied with the
IHealih ad Safery practices.
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Asbhestos

P

Permbrokeshire County Council’s Asbesios Unit underizkes asbestos suveys i 2ll
buildings.

Ax asbestos survey has beer undertaken at Ysgol Bro Gwaun. A copy o
in the Health and Safety File.

All maintenance and minos works are reported to the Asbestos Unit, and work will not be
allowed to start uniil clearance and/or instructions have been given by the Asbestos Unit,

£ the survey is held

Rubbish and Combustible Waste

Rubbish and combustible materials are kept in metal or non-combustible bins outside the
school building, These bins have been provided by Pembrokeshire County Council.

Smoking

YBG operates a Smoke Free Policy. This document is available and is found in. the Health
and Safety file. Appropriate signage is cleatly visible.

Electrical Supplies and Fittings

Pembsokeshite County Council is responsible for the inspection of electtical installations
and equipment. (Portable Appliance Testing — PAT). Personal electrical equipment should
not be used unless it has been PAT tested.

The Headteacher and staff are responsible for the safe use of the equipment and their
withdrawal if defects ate identified. Any electrical faults are reported immediately. Any
faulty fittings (e.g. cracked sockets etc.) are isolated and labelled for repait.
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Staff ase expecied o ensure al} eleckrical equipment is tuined off before the end of the dzy.
Appliances are not to be left on standby.
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Personal Protective HOulpaneit

Plastic zprons, disposable gloves and resuscitat

ted to use disposable gloves when desling wiih body fluid
procediies O pievert iy sisk of infection. Gloves are disposed of i #h

i the Medical

Rooin after use.

First Aid

Our First Aiders who hold the nationally recognized qualifications are:
Mrs. Doreen Davies, Mr Rob Woodrman, Mrs Sioned P Jones, Mr Emyr Hughes.
These named pessons are qualified to adrinister first 2id to casualties.

The first aid equipment in our school is located in: - The Office/Medical Rooim

The responsibilities of appointed petsons are:-
@ To take chatge in the situation where personal injuty or illness has occusred and

where further medical help is needed.
Mss D Davies ensures that the fitst aid boxes/cupboards ate fully stocked with

designated items only.

Minor injuries in school ot in the playground e.g. cuts, scrapes, grazes are dealt with in
school by the school first aiders in the Medical Room. Staff must ensure that they weat

protective gloves when dealing with cuts.

If the injuty appears more setious then the patents or guardians ate contacted immediately
and the child may need to visit the doctor/hospital. Serious injuties would include any deep

cut, possible fracture ot head injury.
If patents arc unavailable, the child will be taken to a doctot o the local hospital.
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Tri such cases, responsibility of the appointed peisoi ends wher the patient is handed over
to the parent/guardian,
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Al teeching staff ack b loco pareniis duslag dhe e that the school is open for childiern.

All injuries, whether fo staff, pupils or visitors, rust be recorded in the school accident
book.

Accident Reporting Procedures

At YBG we follow the proceduzes outlined in the Pembrokeshire County Council’s
‘Accident Reporting Policy’.

All accidents must be repotied to the Headteacher or Deputy Head and entered inio
accident book which is found at the First Aid station.

More serious injuties are reported to the LEA and the RIDDOR procedures followed.
Fatal or Majos Injuries must be reported imrnediately by telephone to the Safety Unit 01437
775509 and also to the Chair of Governors.

This must be followed up by the completion of an accident report form and sent to the

Safety Unit at County Hall.
Dangerous Occuttences must also be repotted immediately by telephone to Health &

Safety Unit- 0143777 5509.

Administration of Medicines

While we ate prepared to administer prescribed medicines when necessaty, it can only been
done following a request, with written instructions, from the patents. This is in line with
Pembrokeshite County policy. Parents are requested to fill in the form ‘Request for School
to Administer Medication’ which has been provided by Pembrokeshite County Council,
when their child requites medication in school. A tecord is kept in the school office of all
medication which has been administered.
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Ro: a child with specizl medical needs 2 Heald
with the parents. This will apply to any child with long fewi mmedicel needs e.g.

epilepsy, cystic fibrosis etc.

Our school operates within guidelines provided by the PCC policy for Adininistrarion of
Medicines. This is to be found in the Health and Safety File.
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1. If a parent has put o vesisiction on 2 child’s aciivity on snedical grounds, it is the

PARENT ALONE WHO CAN REMOVE IT.

9. Tf  child taking past i an unaccustomed physical activity is knowis to be disabled,
ot have an ongoing medical corplaint (e.g. asthma, epilepsy, cystic fibrosis, etc),
rigorous supervision should be maintained.

If these two points are not followed, a serious situation could develop, which may result in
claims for damages should an incident occut.

A note of consent must be received from the parent/guardian before 2 child may take part
in any after school activities.

Cancellation of Activities - Parents/guardians ase notified in advance if after school
activities have to be cancelled. Whete this is not possible, children must be kept in school
until the time they would niormally leave at the end of the activity.

Equipment - Any defects or damage should be reported immediately, and taken out of use

awaiting repair if necessaty.

Swimming Supervision —There should be continuous supervision by at least one fully
qualified lifeguatd patrolling the pool for each 50 bathers at all times.

Therte should also be adequate qualified cover for this lifeguard should he/she have to leave
the poolside for any reason.

The instructors working with swimmers cannot be the lifeguard but may be used to provide
cover if they ate adequately qualified. In this case the insttuctor must stop teaching and
theit pupils must leave the watet.

Teachers ate instructed that they do not allow children into the pool unless the pool
lifeguard is in attendance ot if the individual teacher(s) possess the televant qualifications.

Recreational Periods
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Malke sure iy exiernal exits are secure,

e Imform the person in charge.

©  Start 2 systematic search, based on where the child was last seen, and with
whoim, and smake sure all areas are covered.

¢ Inforin the child’s parents.

¢ Inform the LEA and the local police.

Educational Trips and Visits

Tt is the responsibility of the Deputy Headteacher to ensute that all school visits and trips
are well planned and that they meet the criteria laid down by Pembrokshire County
Council’s guidelines for educational visits. Please see PCC Policy for Educational trips and
Visits.

At all times adequate supervision should be provided and sufficient and qualified staff
present. Details of the visit should be submitted to the Headteacher and the LEA. A
detailed letter will be sent home to patents and guatdians and consent must be obtained for
all visits.

A yellow First Aid bag should accompany each visit outside school,

Transport

A number of our pupils ate transposted to school by minibus. Children ate teminded that
untuly behaviour boatding, alighting and during the journey or around stationary vehicles
could lead to accidents. Repeated inappropriate behaviour may result in a child not being
allowed to travel by bus for a specific period.

Children ate led onto the minibus at night and the member of staff with them ensures that
seatbelts are cottectly fitted.
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Visitors to school

All visitoss should repott to the Headteacher or the office and sign the Visitors” Book
which is clealy displayed in the front entrance. Visitors ase expected to conduct thermselves
in an appropriate manier in ordes to ensure their safety as well as the safety of others. The
authority has provided policy guidelines for educational establishments with. regard to
pupils/students participating in work expetience programmes. We ensure that we operate
within these guidelines.

Severe Weather Conditions

At YBG we follow the Sevete Weather Procedures — Policy and Guidelines for schools
provided by Pembrokeshite County Council
Procedures relating to the closure of the school due to bad weather conditions ate as

follows:

In the event of bad weather conditions atising throughout the school day we will endeavour
to contact all the patents. Those children whose parents cannot be contacted will go home
with a person pteviously named by the parent. If this person cannot be contacted then the
child will remain in school with 2 member of staff.

Evety effort will be made to keep the school open, but snow conditions locally can
detetiorate rapidly and it is out priotity to return children home safely and as swiftly as

possible.
Parents ate encouraged to phone the school if concerned that the weather conditions might

affect closure.



School will ve-opet: 2§ 5001 88 10cs: wesier COng:tons allow.

Advice to parents is:
= Phone the school to check whether or noi the school has re-opened. Parenis are
reminded of their obligations to ensure thai theit child(ren) attends school whesn it
has re-opened and if local conditions allow for their children. to be present.
5 Do not walt for hour after normal pick up time.
o Taformarioa will be brozdesst on Fembrokesiive Radio,

huses for mmore then half an

i teachers are requesied o siay b1 thelr classroomns
idren: to go honie.

In the event of bad weather chilc:
vl arangencenis have hees msde for thelr chy

School Times

Children should arsive in school no more than 30 minuies before the start of school day at
08:30am unless attending Brealfasi Club. Outside of this time the children will not be
supervised.

Once pupils asrive in school they must remain. in school until the end of the school day.
Children should not go outside the school boundaty at any time dusing the school day
uriless under supervision. Parents are reminded frequently to take cate when walking their
children from the collection point to the car parking ateas.

School Security

Evety effort is made to ensure that YBG is a safe and secute working environment. Outside
doots ate closed during the day.

Violence to Staff

The Governors ate concerned about the possibility of staff being subjected to violence of
any kind whilst wotking at YBG.
If any member of staff is subjected to any aggression on school pretnises they must inform

the Headteacher immediately.
The local police may need to be notified by the Headteacher or a seniot membet of staff.

An accident report form should be completed and sent to the Education Health & Safety
Officer at the LEA.



Appropizie steps witl be teker by the Headieacker o deal with such & 52
necessary, the Governors and LEA will be fnformed and invoived. Sialt ax

asked Lo
iceep written records of any such episodes.

Oither General Points to Consider

Moveiment srovind the school will shwrays be 24 & wallong pace.

Cycling is not ellowed i ihe playground.
Har Rings — We prefer childsen not o weszi jewellery for various safely teasons.

However, if eazsings are woin they must be of the siud or sleeper vasiety. Any jewellexy
wor will huve to be removed for games/PE sessions.

All staff should ensuse that they ave not put in. the position of being alosie with. a child,

All staff should ensure that, before taking children in their cars, they have the inecessary
#ISUTANCE COVer,

Staff and parents should be informed of the following: ‘Incidence of headlice or
infectious diseases in school.’

Tn the event of a child having HIV, staff should be informed and the need for
confidentiality should be stressed.

Monitoring and Evaluating our Health and Safety Performance

It is the duty of the [Headteacher and Health and Safety Link governot to monitor the
implementation of this Health and Safety Policy. The school premises will be inspected
regularly noting atcas for improvement and building these observations into the school risk

assessment process.
We will also use external agencies to monitor the safety equipment and resoutces e.g,
electrical equipment, fite hydrants, PE equipment. etc.

This policy shall be reviewed regulasly and amended as necessary.
It was agreed by the Governing Body of YBG on:

Date: October 2017




Signed: Mrs Wendy Raymond (Chair of Governors)

Date: ﬁ‘
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Signed: Mr Paul Edwards (Headieacher) /L L\J\_S_“ Cﬂ/‘j/\‘
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Date: aj/

Signied: School Council

Date:
Signed: Parent:

Date:




