Stead Lane First School

Health and Safety Policy

November 2006
	1. THE CONCEPT OF A SCHOOL SAFETY POLICY


The school Safety Policy is the means whereby:

(i) The Governing Body acknowledges its extensive role and responsibilities in the local management of the school.

(ii) The Governing Body and the senior school management express their commitment to a high standard of safety, for both pupils and staff.

(iii) The staff and management organisation is clearly set out and the delegation of tasks and responsibilities required for the effective management of health and safety is clearly identified.

(iv) Co-ordinators required to fulfil key tasks or oversee the implementation of particular pieces of legislation are identified.

(v) The L.A. Safety Policy is adopted and, where relevant, additional specific details as to the safety arrangements in force in school are set out.  Where appropriate, key information is summarised, without reproducing unnecessary detail from the L.A. Safety Policy.

(vi)
Information regarding the management of health and safety in the school is clearly set out for the attention of all staff, and for Safety Representatives, in a loose Leaf format which can be continuously developed over a period of time, thereby gradually becoming a detailed and valuable resource.

(vii) Safety standards and future objectives are identified.

(viii) Key safety materials are adopted and available for reference for the purpose of statutory risk assessments.

(ix) Arrangements are set out for.

· The systematic planning of health and safety objectives, and when relevant, the inclusion of such objectives in the School Development Plan.

· The monitoring of progress towards those objectives.

-
The continuous assessment of needs and priorities with regard to health and safety.

· The feeding back of this information into the planning process.

(x) A positive safety culture is fostered, in which all staff share the safety objectives identified by management, and in which all staff, at every level, contribute to the safety effort and strive to make continuous improvements.

(xi) Staff being police checked

(xii) The school demonstrates compliance with a wide range of very detailed safety legislation concerning standards, safe systems of work and systems of safety management.

(xiii) Via the L.A., good practice in the safety management of schools can be disseminated, to the benefit of all the schools.

	2. STATEMENT OF POLICY BY THE GOVERNING BODY


BEDLINGTON STEAD LANE FIRST SCHOOL

HEALTH AND SAFETY

The health and safety of both staff and pupils has always been of paramount importance to the L.A.  The Head Teacher is traditionally responsible for the discipline and internal organisation of the school, and for the safe conduct of the school and all school related activities.

Following the introduction of the Local Management of Schools, the Governing Body now fulfils many of the functions of the employer and has significant responsibility for the day to day running of the school and the management of the delegated budget.  Consequently the Governors share with the L.A. responsibility for health and safety in the school to the extent to which they have control over the management of the school and the budget.  The modern management of school is, therefore, a well-integrated partnership between the L.A. and the Governing Body, with the L.A. providing many of the services and technical expertise required for safety matters.

The Health and Safety at Work Act requires the employer to publish a Safety Policy which sets out the policy of the employer with regard to health and safety, describes the management organisation responsible for implementing the policy, and describes all the arrangements in force with regard to health and safety.  The policy must be brought to the attention of every employee.

In order to comply with this requirement, the L.A. Safety Policy and Manual of Guidance has been issued to all schools.  However, due to the inevitable differences in the internal management and organisation of schools, the L.A. Safety Policy is:

(i) In parts, of a broad and general nature.

(ii) Unable to provide all the detailed information required by law.

(iii) Unable to describe the safety management systems and procedures adopted by different schools.

(iv) Unable to provide for the Governing Body to acknowledge its responsibilities and set out its own policy and arrangements for health and safety.

Therefore, this school safety policy has been devised to complement the L.A. Safety Policy and provide those details, which an L.A. policy cannot.

In compiling this policy, much work has been done by many members of staff, and the Governors wish to acknowledge their appreciation of all their contributions.  It is important that a regular update of the policy is carried out, so that over a number of years the policy grows into a comprehensive and up to date resource.  Further contributions from staff, or suggestions for additional information which it would be useful to include, would be most welcome.

Clearly, the maintenance of a detailed policy will require a continuing commitment from staff, but in return it can offer the worthwhile advantages of a clear and well organised system of safety management, and access to clear safety information, to the benefit of everyone.

This detailed approach to Safety Management also plays a vital part in the County Council’s approach to Risk Management, and will help to reduce the rapidly increasing costs of litigation which impose an unacceptable burden on the budget.

I warmly commend it to all staff.

____________________________________________ Chairman of Governors

_______________________  Date

HEALTH AND SAFETY POLICY

In partnership with the L.A., the Governing Body recognises its responsibility to provide a safe and healthy environment for teaching and non-teaching staff, pupils, contractors and other visitors to the premises and will take all reasonably practical steps within its power to fulfil this responsibility.  Such matters include:

· A safe place of work, and a safe working environment.

· Safe plant and equipment.

· Safe systems of work.

· Safe access and egress to/from places of work.

· The assessment of all significant risks associated with work processes, and the adoption of appropriate precautions.

· The provision of adequate information, instruction, training and supervision.

· Adequate consultation with staff on all matters relating to health and safety, and the fostering of a positive safety culture in the school.

· Keeping abreast of legislation by obtaining advice from the L.A. and through persons competent in health and safety matters.

· An annual Health and Safety inspection by the Health and Safety Committee.

· A Health and Safety inspection carried out by the L.A. (approximately once in five years).

· A written system of safety management which includes:-

· The identification of needs and objectives, in order of priority.

· The allocation of appropriate funds.

· Where appropriate, the integration of health and safety planning with the

School Development Plan.

· The regular monitoring of progress, and of safety performance, to be used in the planning process.

· A biannual review of the safety policy.

· The inclusion of health and safety on the agenda of Governing Body meetings, at least biannually.

	3. PERSONNEL RESPONSIBLE FOR SAFETY ORGANISATION


TITLE





NAME

The Chair of the Governors



Mrs. S. Greaves
The Vice Chair




Mr. A. Barrett
The Headteacher




Mr. J.A. Jones
Assistant Headteacher



Mrs L. Mallin

Subject Co-ordinators



Copy attached

Co-ordinator – COSHH 



Mr. M. Athey

Co-ordinator – Manual Handling


Mr. M. Athey

Co-ordinator – Fire and Emergency

Mr. M. Athey

Co-ordinator – First Aid



Mrs M. Williamson 
Co-ordinator – Educational Visits






Membership of the Safety Management Team
Mr. W. Ashbridge









Mrs. J.A. Jones








Mr. A. Barrett

SUBJECT CO-ORDINATORS

	Area of Responsibility


	Name of Member(s) of Staff

	Curriculum Co-ordinator

 Gifted and Talented

Early Years Co-ordinator / Assessment

SAT’s Co-ordinator

Middle School Liaison

SENCO

Extended Schools Co-ordinator





Literacy 

Maths


*  Science 

ICT


History 

Geography

*  RE  

PSHCE

DT 

Art 

Music

*  PE 

Environmental Awareness

Economic / Industrial Awareness


	Linda Lockie

Debi Wing

Judith McLean

Judith McLean

Glen Whitehead
Jean Olsen

Andy Jones
Linda Lockie, Debi Wing and Helen Beaton

Judith McLean
Vicky Rowley, Linda Lockie and Jean Olsen

Shared Responsibility


THE ORGANISATION FOR HEALTH AND SAFETY

LA SAFETY OFFICER,

OTHER RELEVANT COUNTY SAFETY OFFICERS, ADVISERS,

BUILDINGS OFFICERS AND OTHER TECHNICAL STAFF

LA

GOVERNING BODY

HEADTEACHER: 











ASSISTANT HEAD
   MID-DAY

CARETAKER


OTHER ON-SITE




SUPERVISORS

  CLANER


CONTRACTORS:











SCHOOL MEALS










   GROUNDS MAINTENANCE












ETC.

SUBJECT 

CO-ORDINATORS

TEACHERS

TEACHING ASSISTANTS AND 

OTHER SUPPORT STAFF

SCHOOL GOVERNORS

The Chairs of the Governing Bodies should take steps to discharge their own responsibilities for health and safety performance in school.  Details of the responsibilities of the Governing Body are found in Section D of the Health and Safety Manual.  However, some of the principle responsibilities are given below:-

1. Ensure that Headteachers have made adequate arrangements to discharge their responsibilities for health and safety within the school as detailed below.

2. Take an active role in the development of the health and safety policy for the school that reflects local procedures and policies.

3. In conjunction with the Headteacher, provide a monitoring role for the school for health and safety performance.  Any inspection reports should contain the following:-

· Action allocated to individuals who are responsible for the function.

· Time limits set for action.

· Remedial action to deal with the problems identified.

· Identification of any long-term action required in order to address underlying causes of problems.

4. Ensuring that health and safety issues are covered at meetings of governing bodies, either through a special meeting or a standard agenda item.  This should include discussion of any safety reports or information issued to the Headteacher by the County Council.

5. To provide information to the Local Education Authority on Health and Safety matters when requested.

6. To ensure adequate resources are given to safety issues.

7. To review performance periodically.

8. To ensure that safety training is given priority for both governors and staff.

	4. THE MANAGEMENT OF HEALTH AND SAFETY


The Headteacher

The Headteacher is responsible to both the L.A. and the Governors for all matters concerning the safe conduct of the school and all its related activities.  Assistance in this task is provided by the management team, Caretaker and Governors with responsibility for Health and Safety.

The headteacher, assisted by the management team is required to:

(i) Establish a structured system of safety management, in accordance with L.A. guidance and the L.A. Safety Policy, comprising:-

· The identification of safety requirements and objectives.

· The clear identification of priorities.

· The incorporation of safety requirements and future objectives in the development and budget planning of the school, and where appropriate, inclusion in the School Development Plan.

· The regular monitoring and review of safety performance, progress and future needs so that this information is fed back into the planning process.

(ii) Implement a system for protecting all persons on the premises, or involved in school activities, from risks which are reasonably foreseeable.

(iii) Co-ordinate any necessary safety arrangements with any contractors working on site.

(iv) Implement such procedures as are necessary to comply with all legislation concerning health and safety, in accordance with L.A. guidance.

(v) Provide regular reports on significant issues and general progress to the Governing Body.

(vi) Foster the growth of a positive safety culture, in which all the staff share the aim of continuous improvement in health and safety. (Ref. Section D).

The Assistant Headteacher

The Deputy Headteacher assists the Head in the day to day management of the school, and deputises for the Head during any period of absence.

Subject Co-ordinators

The Subject Co-ordinator is responsible to the Headteacher for the safe management of the Subject, in accordance with L.A. guidance and the L.A. Safety Policy, and for implementing all school procedures relating to health and safety.

The Subject Co-ordinator will identify and clearly prioritise both the immediate and long term requirements of the Subject, with regard to health and safety, and provide this information to the Headteacher so that it may be included in the normal budget planning arrangements.

The Subject Co-ordinator will maintain a permanent file of all safety publications and guidance issues by the L.A., or any other relevant bodies or professional associations, relevant to the subject concerned or relevant to his/her subject.  He/she will ensure that it is freely accessible to all relevant staff and that all subsequent additions are brought to the attention of all such staff and added to the file, as appropriate.

The Subject Co-ordinator will make appropriate arrangements for the periodic monitoring of safety standards, arrangements, and progress towards identified objectives.  He/she will report the results to the Headteacher, for incorporation in the regular review of safety matters and inclusion, where appropriate, in the School Development Plan and/or budget planning.

The Subject Co-ordinator will assist in the fostering of a positive safety culture within their subject. (L.A. Ref : D).

Safety publications and guidance issued by the L.A., or any other relevant bodies, will be brought to the attention of subject co-ordinators and retained on file.

Unit Managers

(i) Schools Contracted to “Northumberland Contracting”.

In the majority of school kitchens staff are employed by Northumberland Contracting who operate their own procedures.

In such cases the Headteacher and Unit Manager will liaise so as to co-ordinate any necessary safety arrangements which relate to each other’s staff, and in relevant matters related to the management of the building in general. (L.A. Ref : D)

The Caretaker

The caretaker is responsible to the Headteacher for the safe organisation and work of the caretaking and cleaning services.  He or she is responsible for reporting defects to the building or equipment, and any other relevant matters (including accidents) to the Headteacher.

(L.A. Ref: D)

All Staff

Section 7 of the Health and Safety at Work Act places duties on all staff to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts of omissions at work and co-operate with the employer to fulfil any of the relevant statutory provisions.

The Management of Health and Safety at Work Regulations 1992 require all staff to:

(i) Use all materials, machinery and equipment etc. in accordance with the information, instruction and training which they have received.

(ii) Report immediately to the Headteacher any defects in the equipment etc.

(iii)
Report immediately to the Headteacher any serious and immediate danger to health and safety.

(iii) Report to the Headteacher any matter which they, taking into account there instruction and training, would reasonably consider represented a shortcoming in the protective arrangements for health and safety.

(It is sufficient to report a given matter once only, and not to have to repeat it.)

All members of staff are responsible for :-

(a) Observing all instructions on health and safety issued by the Director of Children’s Services, Headteacher or any other person delegated to be responsible for a relevant aspect of safety.

(b) Observing all safety rules relating to the use of specific machinery.

(c) Reporting all accidents to the Headteacher and ensuring that an accident report form is completed.

(d) Reporting all potential hazards to health and safety to the Headteacher.

(e) Assistant Officers of the County Council in their inspections and investigations.

(f) Assisting Inspectors of the Health and Safety Executive to carry out inspections and investigations. (D).

Planning

· Inspection by L.A. ( Once in every five years.)
· Annual Meeting of Health and Safety Management Team to discuss Health and Safety Committee’s Inspection Report and prioritise all safety needs and objectives.
· Bi-Annual review of the Health and Safety Policy.
· The necessary funding to be included in the Budget Planning for the appropriate Financial Year.
· All staff to be kept informed and consulted on all matters concerned with Health and Safety.
· Training/Courses/Meetings for staff to be arranged as necessary.
Monitoring and Review

· Annual Inspection of Safety Standards and practices.
· Routine monitoring of straight forward matters to be conducted daily, weekly, termly, as appropriate, so that prompt action can be taken where necessary.
	GENERAL ARRANGEMENTS – Health and Safety at Work Act (Section B of Health and Safety Manuel)


	5.1
THE SAFTY MANAGEMENT TEAM


a. To direct and co-ordinate the necessary planning for Health 
and Safety, and to review the School Safety Policy.

b. To review, prioritise and plan for safety arising from:

· Safety inspections, co-ordinator plans, accident reports and monitoring arrangements;

· New information or guidance received from the County Council, Consultants or enforcing authorities;

· Information received from Headteacher/Line Management;

c. To audit all parts of the Safety Management Systems on an ongoing basis.

d. To allocate funds for Health and Safety Issues.

e. To hold meetings as appropriate.

f. Minutes of Meeting available to Governors and Staff.

	5.2
ACCIDENT REPORTING PROCEDURES (LA REF:  F1)


Accident to or illness of pupils at school

The procedure to be followed in the case of accidents to or illness of pupils at school are given below.  It is essential that the correct procedure be followed.

In the event of an accident any member of staff is expected to give comfort and aid to the injured person whilst ensuring that an urgent message is sent to the school office.  An assessment of the injury should be made by the first aider at the earliest opportunities.

In the event of a serious accident removal to a local Accident and Emergency Department may be necessary.  Though emergency procedures may vary between establishments, it is important that the following points are always borne in mind:

· First aid should be administered by suitably trained staff

· Where a child requires medical attention it is of the utmost importance that parents or guardians are consulted immediately.  Medical treatment or advice should not be delayed if parents or emergency contacts are not available.
· If the casualty is ambulant he/she can be taken to the local surgery, clinic or hospital directly by *car provided it is possible to do so without exacerbating any serious injury.  The casualty should be accompanied by a first aider.  In many instances this will be the most speedy and effective means of dealing with injuries which require a hospital visit.

*  The car owner must have appropriate car insurance. 

· If it is not possible or appropriate to take the pupil for treatment by car then an ambulance should be called.  The injured person should be made as comfortable as possible until the ambulance arrives.  A member of staff should accompany the casualty in the ambulance.  The cost of any return journey made by the member of staff should be borne by the school.

Hospitals will take action to stabilise the condition of a pupil after being authorised by staff acting in loco parentis.  However, they will not embark upon surgical procedures without parental consent, unless the patient’s condition warrants it.  It is, therefore, essential that parents or guardians are contacted quickly and advised to come to the school directly or, alternatively, to meet staff at the hospital.

In circumstances where a student needs to be taken to hospital immediately by ambulance and a parent is not available to accompany him/her, a member of the school staff should go to the hospital to await the arrival of the parent.  On occasion it may be necessary to take an injured student to hospital in a vehicle belonging to a member of staff.  Before this occurs, staff should ensure that their insurance covers this eventuality.  Staff should be aware that hospital staff will stabilise the casualty’s condition until the parents arrive and give consent to further treatment.

Accident Forms/Telephone Numbers (Ref: F1) 

A. In case of an accident  the County Council Accident Report Form (ACC1) (example on page 18) is completed by the Clerical Assistant – Information supplied by witnesses – Signed by Headteacher.

B. Persons nominated to telephone the Health and Safety Executive:-

Mr. J.A. Jones
(Headteacher)

Mrs L. Mallin 
(Management Team)

Clerical Assistant (Information supplied by witnesses) (refer attached information).

Address:
HSE Information Services



Incident Contact Centre



Caerphilly Business Park



Caerphilly



CF83 3GG



Telephone:
0845 300 9923



Fax:

0845 900 9924



Email:

riddor@natbrit.com
C. Reportable Injuries
Report of an injury or dangerous occurrence (example on page18a).  

The Health and Safety Executive (HSE) Call Centre should be contacted by telephone immediately in the following circumstances:-
· ‘Major injuries’ in respect of employees.

· ‘Dangerous occurrences’.

· ‘Occupational diseases’.

· ‘Injuries resulting in hospital visits for treatment in respect of students and non-employees who are injured out of or in connection with work activities’.

In the case of injuries to employees resulting in over-three days’ absence from work, these should be reported to the HSE within 10 days.  Again, the Call Centre can be used as an alternative to sending form F2508.  Office staff should undertake these tasks using information recorded on the ACC1 or V1 form.  The information should then be checked and countersigned by the Safety Co-ordinator or senior member of staff.

D. Accident Investigation
Incident Investigation Pro-Forma (ACC2) (example on pages 19 and 20)

The Safety Co-ordinator should advise staff on the appropriate level of response.

A senior member of staff should undertake an investigation using the form ACC2, if the incident is serious, complex or one which may have serious repercussions.

In the most serious cases the school should call in a Health and Safety Officer.  If appropriate, he/she will undertake a full accident investigation and will take photographs and witness statements.

To be completed by the Clerical Assistant.  Investigation carried out by a nominated Investigating Officer or in more serious cases a member of the L.A. Health and Safety Team.

A V1 form should be sent to the Health and Safety Team in the case of a violent incident.  A senior member of staff, in conjunction with the member of staff involved, should complete this.
	5.3
FIRST AID ARRANGEMENTS (LA Ref: F3)


(a) Persons responsible for co-ordinating all first aid arrangements:-

Mrs Young.

Mrs Williamson

(b) Name of Locations of each qualified first aider.

Mrs Young

-
Main School

Mrs Williamson
-
Main School

Mrs. Cotton

-
Main School (Emergency Aider)

Mrs. Mitchell

-
Main School (Emergency Aider)

Mrs. Kinghorn

-
Main School (Emergency Aider)

Mrs. Dent

-
Main School (Emergency Aider)

Mrs. Hunter

-
Lunchtime (Emergency Aider)

Mrs. Paynter

-
Lunchtime (Emergency Aider)

Mrs. Henderson
-
Lunchtime (Emergency Aider)

Mrs Sanderson
-
Lunchtime (Emergency Aider)

Mrs Williamson
-
Lunchtime (Emergency Aider)

Mrs. Athey

-
Nursery (Emergency Aider)

(c) Location of first aid boxes:-  Hall, Reception Entrance, Y3/4 Entrance
(d) Person responsible for keeping them stocked:-  Mrs Williamson
(e) Contents:-

· Plastic Gloves

· Bandages, Gauze – 1” and 2”

· Bandages, Crepe – 3”

· Cotton wool in ball and roll form (the latter to be kept in

polythene bag)

· Bandages, triangular

· Box of assorted elastoplast dressings

· Assorted elastoplasts

· Scissors

· Safety Pins

· Antiseptic Wipes

· Elasticated Bandages

· Eye Wash

· Sterile Saline

Community Activities

· To be made aware of Fire Regulations.

· Access to First Aid Boxes.

· Access to Telephone.

School Visits

(See attached Outings Policy – Appendix 1: Narrative Log – Appendix 2)

First Aid Backpacks to be taken on all outings to include:

(a) Card giving the general first-aid guidance.

(b) Individually wrapped sterile adhesive dressings.

(c) 1 large sterile unmedicated dressing.

(d) 2 triangular bandages.

(e) Safety pins.

(f) Individually wrapped moist antiseptic cleansing wipes.

(g) Assorted elastoplasts

(h) Scissors

(i) Medical tape

Minor Accidents

Reported to parents (see attached letter Appendix 3) 
	5.4
HEALTH MATTERS


The school has a policy on Supporting Children with Medical Needs.

Administering of medicines – (see attached forms Appendices 4, 5, 6 and 7)

Nursery Procedures – Food Safety (LA Ref : L9)

Nursery / School Hygiene (Appendix 10)

L.A. information on contagious/infectious illnesses

The school has a Policy of Non Smoking on the premises.

Guidelines for working alone (LA Ref: L11)

Arrangements should be made to train staff, particularly to recognise and deal with anaphylaxis, asthma and epilepsy via the School Medical Service.


Asthma Guidelines

· Our school welcomes all pupils with asthma.

· We will encourage and help children with asthma to participate fully in all

aspects of school life.

· We recognise that asthma is a condition affecting many school children.

· All staff should know the location of students’ health care plans, where they exist for more serious conditions.  The arrangements for updating them should be agreed.  First aiders should have a comprehensive list of a student’s medical requirements.  Medical input to the individual health care plans should be sought

from the School Medical Service.

· We recognise that access to inhalers is vital.

· We will do all we can to make sure that the school environment is favourable to

children with asthma.

· We will ensure that other children understand asthma so that sufferers can


avoid the stigmas sometimes attached to this condition.

· We have a clear understanding of what to do in the event of a child having 

an asthma attack.

· We will work with parents, governors, health professionals, school staff and

children to ensure the successful implementation of a school asthma policy.


If a child in class has asthma

· School will issue parents with a School Asthma Card which has to be completed



by a Doctor and returned to school.

· The Card will inform school what relief treatment is required and when needed.

· School recognises an acute attack (child too breathless to speak in 

complete sentences).

· School will ensure that medication is immediately available.

· School is alert to the signs of chronically poorly controlled asthma,

sleepiness from disturbed nights, repeatedly needing rescue medication, 

avoiding sport.

Eczema

· Staff aware of the need to support children with eczema and deal with comments by other children which may not be appropriate.
Epileptic Seizures (see Procedures Appendix 11)

	5.5
BUILDING AND SITE MAINTENANCE (L.A. Ref:  E3, G3, H3, J1, J2)


(a) The Headteacher is in charge of the maintenance of the school site and its buildings.  The Headteacher is responsible to ensure that protocols detailed in section E3 are applied when the school commissions services independently.

(b) The Caretaker has a responsibility for the reporting of building/site defects to the County Council, in those cases where the County Council is responsible for the maintenance.  The Property Help Desk can be reached by telephoning (01670 534840).  The need for emergency repairs should be notified in the same manner.  This will enable the Property Division to prioritise and assign workloads accordingly and will allow requests for work to be traceable.

(c) Arrangements for the internal reporting of defects for which the school is responsible for maintenance, and arrangements for appointing a competent

contractor to do the necessary work:-

Mr. M. Athey.

(d) Arrangements and person(s) responsible for liaison with Property and Maintenance staff and contractors in order to co-ordinate any necessary safety precautions during the progress of any building/site maintenance. (LA Ref: J1-J2):-

Mr. J. Athey – Buildings Inspector

Mr. M. Athey


A contractors’ induction pack should be made available to those carrying out appropriate works.  (The details of any other relevant information/procedures should be inserted by the school).

	5.6
MAINTENANCE AND SAFETY TESTING OF EQUIPMENT


Appropriate Arrangements and Person(s) responsible for:

· Internal school procedures – Mr. Jones
· Liaison with the County Council and contractors, etc – Mr. Athey

· Maintaining full record for information and inspection in connection with the:

(a) Annual safety tests of 240v portable electrical appliances – L.A.
(b) Weekly testing of the fire alarm system (Fire Log Book) – Mr. Athey

(c) RCD testing will also be carried out.

	5.7
FIRE SAFETY (F4) (FIRE LOG BOOK)


(a) Names of persons responsible for devising and co-ordinating fire drills, and maintaining records of fire drills and fire alarm tests.

Mr. M. Athey

- 
Caretaker

(b) General arrangements and frequency of fire drills.

· Once termly.

· Different times during the school day.

· See Fire Drill for detailed information. 

(c) Any special fire precautions arrangements in force:-

· Storage of flammable liquids in a locked metal cupboard.

· Smoking restrictions – No smoking in school.

· Closure of fire doors – always.

· Storage of materials generally and disposed of waste – good

housekeeping.

· Isolation of electrical equipment not in use – always

· Exits – kept clear.

(d)
The Head should ensure that the fire risk assessment in Section 4 of the Fire Log Book is completed.  More than one person should be involved in the completion of this task.

	5.8
HAZARDOUS SUBSTANCES


Information concerning:-

· Lead



-
H2

· Asbestos


-
H3

· Pesticides


-
H4

· Dangerous Substances
-
H7

	5.9
RISK ASSESSMENT – REF: E6


A written assessment of all activities that involve a significant risk to health and safety should be produced, in which the hazards, risks and necessary precautions are identified.

With regard to teaching, in most cases identifying and adopting the relevant reference books and noting any variations or special circumstances existing in the school, will be sufficient.

Where appropriate, the precautions detailed in the risk assessment should be transcribed into relevant working documents, such as a lesson plans or worksheets.  Risk assessments should be numbered for easy retrieval.

Manufacturers’ safety data sheets should be obtained for all hazardous products used in school (except where HAZCARDS are provided for Science chemicals).  Risk assessments should be completed for all activities.  Further information is contained within the COSHH section of the L.A. Safety Policy (L.A. Ref: H1).
· Person co-ordinating and maintaining records of risk assessment – 
Mr. J.A. Jones
· Risk Assessments have been identified and completed by the following groups:
· Teaching Staff
· Support Staff
· Clerical Assistant
· Caretaker/Cleaner
· Unit Manager/Staff
· Supervisory Assistants
	5.10
MANUAL HANDLING (LA Ref: L1)


A written assessment of all manual handling tasks likely to involve risk of injury is to be produced.  Written assessments for standard manual handling tasks in caretaking are provided by the LA.  Other regular and ad-hoc manual handling tasks are to be assessed in the school.

Wherever reasonable practicable, procedures and practices will be changed so as to eliminate if possible, or otherwise reduce manual handling tasks.

Name of person(s) co-ordinating and maintaining records of manual handling risk assessments. – Mr. J.A. Jones / Mr. M. Athey. 

	5.11
COMPUTER WORKSTATIONS (LA REF:  L2)


Computer users who are using a computer workstation regularly and for a significant part of their working day are to be provided with an ergonomically designed workstation, designed to minimise the stresses and strains of this type of work.  In practice this means furniture and screen which can adjust to provide optimum support and comfort for the user, a clear screen display and the avoidance of unwanted reflections on the screen.

Each school should have a member of staff who is trained in carrying out DSE workstation assessments.  All workstations must be assessed periodically and new workstations must be assessed before being put into use.

The layout of computer workstations not subject to such regular use are not subject to formal assessments, but where it is reasonably practicable to improve the design, this should be done.

In 2000 the costs of eye tests for users and the provision of corrective spectacles, where deemed necessary solely for DSE use, were delegated to schools.
	5.12
PERSONAL PROTECTIVE EQUIPMENT – REF: L7


Children

· Goggles.

Caretaker

· Uniform

· Foot Protection

· Safety Shoes

· Gloves

· Dust mask

· Goggles

	5.13
ALL MACHINERY AND WORK EQUIPMENT


All future purchases require a careful selection process so as to ensure that any machine or item of work equipment obtained for use at work is the most appropriate and safe for its intended purpose.

All machinery and work equipment intended for use is to be maintained in safe working order.

	5.14
INFORMATION AND TRAINING


All practical steps will be taken to provide staff with relevant information regarding school activities and the safe use of substances, machines and other items of work equipment which they are required to use, and any specialist safety training which may be required.

	5.15
SAFETY RULES - BUILDINGS


1. Equipment is stored away from corridors.

2.
Store rooms/cupboards are safely organised with heavy and frequently used equipment on lower shelves, and overloading of shelves is avoided.

3.       Swing doors are allowed to swing freely without restraint.

4.       Doors are checked for:

· Loose or broken hinges.

· Damaged catches.

· Being broken.

FIRE

1. All fire exits and escape routes are free from obstruction.

2. Fire drills are carried out termly.

3. Fire extinguishers are checked and maintained.

4. Fire doors are not wedged open.

5. Children made aware of the need to close fire doors.

PRACTICAL AREAS

Classrooms

1. When tools are used, pupils are made aware of the importance of using them correctly.

2. Tools are maintained in a safe condition, with handles free from cracks.

3. Hand tools with sharp edges are correctly stored, with edges protected where necessary.

4. Glues are used in ventilated areas.

5.
Safety goggles are provided for experiments or activities requiring their use.

6.
Food is kept separate from clay/paint/glue activities.

7.
Satisfactory procedures are in place to ensure surfaces are clean and hygienic for food work.

8.         The microwave/Baby Belling oven and any other portable electrical equipment is checked regularly.

9. “Wet Areas” are organised so as to avoid accidents ie. clearing up water on the floor.

10.       Children must walk in the classroom and around the building.

Road Safety

Road Safety education is incorporated in the curriculum of this school.  Pupils are taught general road safety principles, and this is done through both planned and informal ways which are designed to develop a road safety awareness in the minds of pupils.

Swimming Safety

See Code of Practice Appendix 13.

Outside Play Equipment

· There is an annual inspection of the outside play equipment carried out as part of a SLA.

· A weekly inspection form is completed by a member of staff.  Any faults/problems are reported.  Appropriate action is taken to rectify the problem.

Health and Safety Booklet

The School distributes a Booklet to parents on an annual basis – Appendix 14.

School Outings – Ref: G5

A School Educational Visits Co-ordinator (EVC) should be appointed and attend the County Council’s recognised training course.  The EVC should ensure that members of staff have access to the County Council’s guidance for educational visits.  In the case of Category 2 visits the school must submit the correct forms to the Outdoor Education Safety Adviser for approval.

The EVC should ensure that risk assessments are in place to cover the trips made by the school for both Category 1 and Category 2 visits.  All school visits must include a trained Visit Leader.
School Access

School operates a Security System.  Other than at 9.00 a.m., 12 noon and 3.00 p.m. the outside doors are locked.  Security measures have been fitted to all outside doors. Parents and visitors are asked to come to the main entrance and ring the bell to gain access.  There is a visitor’s book in the entrance.  A visitor’s badge is to be worn by anyone going through to the hall or classrooms.

The School gates are closed at the beginning of the school day.  Signs are in place to remind visitors to close the gates.

School has disabled access and signs.  All internal doors have been widened for wheelchair access.

At lunchtime, children needing to gain access indoors are to approach a Lunchtime Supervisory Assistant who will unlock the door.

The Play Areas are totally enclosed by fencing.

Lettings

· Toilets are situated in the entrance of the school.

· The telephone is situated in the Secretary’s Office.

· The nearest fire exist is in the main entrance.

· Fire extinguishers are situated in the hall.

· All visitors to the school are requested to ensure all litter is placed in the bins provided.

Please note that anyone using the school premises or equipment does so at their own risk.

While every care is taken, the school cannot accept any responsibility for items left in the school or cars and their contents left in the school ground


















































































25
6

