
WHITCHURCH PRIMARY SCHOOL

Achieving Our Best Together
HEALTH AND SAFETY POLICY
CLARIFICATION OF POLICY

This policy is intended to supplement, not replace, the guidance set out in the Bath & North East Somerset Corporate Health, Safety and Welfare Policy and the Education Service Health, Safety and Welfare Policy.

For the purpose of this policy staff is defined as any persons working in the school, whether contracted, voluntary or employed by an outside agency.

COMMITMENT TO HEALTH AND SAFETY

The Governing Body and Headteacher regard the health and safety of all staff, pupils and any other person using the school of paramount importance.

The Governing Body, Headteacher and members of staff are committed to establishing and maintaining a safe and healthy environment for all employees, pupils and visitors.

The Governing Body recognise the constraints of the school’s pre-first world war buildings and temporary structures and will work with any agency to achieve the goal of creating an environment where there is no impediment to the work of the staff and the educational development of the children.

The Governing Body and Headteacher will ensure that all required risk assessment and monitoring of Health and Safety are undertaken.  These duties are delegated in the following areas:

Art, Craft and Pottery




Mrs Hay

Buildings





Headteacher

Contractors on school premises


Headteacher

Design Technology




Mrs Rich

Fire precautions




Headteacher

Office safety




           Mrs Rudduck

Science





Mrs Rich

Sport and PE





Headteacher

Food Technology                                                        

Outdoor Adventurous Activities (school premises)   Sports Co-ordinator
Educational Visits (off site)                                       Headteacher
The Governing Body shall endeavour to comply with all regulations set out in the Control of Substances Hazardous to Health Act (COSHH).  The school COSHH Co-ordinator is Mr J Wilton, Caretaker.

DUTIES

The Governing Body has overall responsibility for health and safety within the school.   It will ensure that all reasonable steps have been taken to fulfil the school’s Health & Safety Policy and to reduce the possibility of accident or injury to staff, pupils or visitors.

It is a duty of all staff and governors to familiarise themselves with this policy and always act within adopted recommended procedures.  All procedures are to be published in the School Policy folder, copies of which are to be found on the school computer drive. 

Under the Health and Safety At Work Act 1974, all employees have a duty to take reasonable care for their own safety and for the safety of others, be affected by their acts or omissions at work which my be foreseeable.

There is also a duty to co-operate with the school management in all measures taken to fulfil statutory health and safety duties and to protect the safety of staff, pupils and visitors.

Staff shall ensure that the school policy on external visits is followed at all times.  They are responsible for supervising pupil groups whilst they are from school on external visits and for ensuring that pupils are aware of their responsibility to act with due consideration for their own safety and that of others when on such visits. 

LIABILITY

Individual Governors through the corporate status of Governing Bodies cannot be held to be personally liable, when they have acted on collective decisions, taken in good faith, provided that the Governing Boyd adheres to its own policies.  Therefore, health and safety will be a standing item on all full meetings of the Governing Body. 

HEALTH AND SAFETY TEAM

The Health and Safety Team will present this policy annually to the Governing Body for review.  The Health and Safety Team will inspect the building once a term and report on any health and safety concerns to the Governing Body.  All procedures are to be annually assessed by the Health and Safety Team.

The Health & Safety Team comprises:

Mr Hornsby



Headteacher

Mr Peter Edwards


Governor with Health and Safety responsibility

Mr Hornsby
             
            Staff Health and Safety Representative


The team will assist and work with all staff with Health and Safety responsibilities and the School Safety Committee on behalf of the Governing Body.

The names of the team must be displayed in the staff room and all new members of staff should be introduced to their Health and Safety Representative.  The Staff Representative will be allocated notice board space, a lockable cupboard and such resources, as they require for their Health and Safety duties.

The Health and Safety team can seek advice from the LEA, the Education Safety Officers and Specialist Advisers.

The Headteacher should consult with other staff with health and safety responsibilities and it is strongly recommended that a School Safety Committee be established.  


RECORDS OF HEALTH AND SAFETY ISSUES

All incidents and concerns should be reported to the Staff Health and Safety Representative, who will consult with the Headteacher.  It is the duty of all staff to ensure that all incidents are recorded in the appropriate way.  If the incident or concern is of a serious nature the Headteacher is to inform the Governor with Health and Safety responsibility and the Chair of Governors.

The school will always inform staff representatives of Trade Unions of any health and safety issues concerning staff in compliance with the Health and Safety At Work Act 1974.

OPERATION OF THIS POLICY

RESPONSIBILITY AND DELEGATED RESPONSIBILITY
Director of Education

The responsibilities of the Director of Education are as outlined in the Bath & North East Somerset Education Services Health and Welfare Policy.

The Governing Body

The Governing Body has overall responsibility for health and safety and will monitor all delegated duties.

Specifically the Governing Body shall:

· Elect annually from their number the governor with responsibility for health and safety.

· Set health and safety objectives and performance standards for the school.

· Determine and implement the strategies required to meet the set objectives and standards.

· Provide access to adequate training, protective clothing and information to enable all to perform their work safely.

· Allocate funding for health and safety purposes.

· Receive and review an annual health and safety audit.

· Develop and maintain sound safety, health and welfare practices in light of risk assessments.

· Review this policy annually.

THE HEADTEACHER

The Headteacher is responsible to the Governing Body for the health, safety and welfare of staff, children and visitors within the school.

While some aspects of health and safety are delegated to others, the Headteacher retains overall responsibility and shall be specifically responsible for ensuring that:

· All members of staff, children and so far as is reasonable, visitors to the school are made aware of their health and safety responsibilities as set out in the policy.

· The Local Education Authority and Governing Body are kept informed on health and safety performance of the school.

· The risks to which staff and pupils are exposed at school and outside visits are assessed, recorded and reduced to the lowest level reasonably practicable.

· Regular inspections of the building, plant, and equipment are undertaken.  

· Health and safety information, instruction and training are given to all staff.

· All problems are dealt with promptly and appropriately and, or referred to the Governing Body or the LEA Safety Officer as appropriate.

· Issue all contractors with the School’s Outside Contractors Policy and monitor all work of contractors in relation to health and safety of staff, pupils and visitors.

· Seek appropriate expertise when required.

· Accidents are reported appropriately, recorded and investigated to discover their cause and prevent reoccurrence.

· Appropriate First Aid facilities and trained staff are available.

· Appropriate arrangements are made to evacuate the school in an emergency and that regular fire drills and testing of fire system takes place.

· The appropriate structures exist and operate for consultation with staff and the resolution of health, safety and welfare issues.

CO-ORDINATORS

Subject and other co-ordinators are responsible to the Headteacher for the day-to-day management of health and safety in their areas of responsibility.

They should ensure that:

· A safe working environment is provided for all taking part in an activity.

· The Headteacher is informed of any health and safety issues.

· Safe working arrangements are specified for each work area under their control and that all staff and pupils working there are informed of these and adhere to them.

· All equipment is selected with regard to working conditions and its suitability both for its use and users.

· All equipment and tools meet statutory requirements and are properly maintained.

APPOINTED FIRST AID PERSONS

In the event of an accident one of the appointed First Aid persons is required to take charge of the situation and summon medical assistance if necessary.  They shall assist casualties and keep a record of treatment or advice given and ensure that an online accident form has been completed where appropriate.  All Appointed Persons will receive Emergency First Aid training.  It is the duty of Mrs Frost to report if the First Aid cupboard or travelling first aid kits are not correctly stocked. There is a list in the staff room and on the first aid cupboard of trained first aiders.

COSHH CO-ORDINATOR

The COSHH Co-ordinator (school caretaker) will: 

· Maintain an inventory of substances covered by the COSHH Regulations.

· Carry out risk assessment on the use of substances used or generated.

· Determine control measure required.

· Notify staff who use or encounter the substances of control measures.

· Keep the assessments under review.

· Lodge a copy of inventory and assessment with the Headteacher.  

ALL STAFF

Whilst recognising the responsibilities of the Governing Body, it is expected that all staff will:

· Ensure that they and pupils are instructed in safe working practices and any specific risks associated with their particular task.

· Ensure that they and pupils follow safe procedures.

· Ensure that protective clothing and equipment is used correctly when needed. 

· Bring health and safety problems to the attention of their representative and/or the Headteacher.

· Report all accidents and dangerous occurrences.

· Check that classrooms and work areas are safe.

· Check that equipment is safe and properly maintained before and after use.

· Familiarise themselves with emergency evacuation and accident procedures and bring them to the attention of pupils and visitors.

PUPILS

All pupils are expected to behave at all times in a manner that places neither themselves or other needlessly at risk.

Appendix

Guidelines relating to specific areas:

FIRE AND EMERGENCY PROCEDURES
a) At a fixed time each week the alarm will be tested to ensure that it is effective.  Points from

   different zones should be used to trigger the alarm to ensure that all break glass or other points

    are in working order.

b) Fire drills must be carried out at least once per term to enable everyone to become familiar

    with the evacuation procedure.

c) Line up points have been designated and communicated to pupils and staff.

d) If there is no risk to personal injury attempts may be made to tackle the fire using a suitable

    extinguisher, also switching off power supplies from the mains.

e) At all times fire exit doors must not be obstructed.  All exit doors must be unlocked whilst

   there are people in the building.

N.B.  All external classroom doors are Fire Exits and should always be unlocked while the rooms are occupied.

f) Exits must be clearly identified and marked.

g) The use of display material must be controlled in fire exit routes in accordance

    with County Policy.

h) All visitors spending a length of time in the school should be made aware of arrangements in

   the case of fire.

IF YOU DISCOVER A FIRE   OPERATE NEAREST ALARM

LEAD THE CHILDREN TO THE MEETING POINT OR CARRY OUT ANY

PREVIOUSLY ARRANGED DUTIES TO BE DONE IN THE EVENT OF FIRE, THEN

GO TO THE NEAREST LINE UP POINT.

ACTION ON HEARING THE FIRE ALARM
Teacher or responsible adult will supervise children leaving the building by appropriate exit, closing the door when the last person is out.  Diagrams are displayed in each room.

Proceed to line up point in the playground.

Everyone should walk quickly but do not run.

Keep quiet.

Do not stop or return for any clothing, belongings or books.

Registers will be taken out by the Secretary and distributed to teachers for roll call.

Access must be clear for the fire brigade.

LETTINGS
Details of fire procedures will be given to hirers.

Precautions must be taken for large gatherings e.g. plays.

Relevant emergency exits must be unlocked.

The Caretaker must inspect premises after their evening use and check for possible fires.

If the Caretaker discovers a fire when the school is unoccupied, he/she must sound the alarm and call the fire brigade.

The Headteacher must be informed immediately.

RUBBISH AND COMBUSTIBLE WASTE
This should not be left in the boiler room or in the area beneath the stage, in escape routes or in the passageway. Such materials should be put in metal or non-combustible containers and properly disposed of as soon as possible.

SMOKING
Smoking is not permitted in the school building or grounds.

ELECTRICAL SUPPLIES AND FITTINGS
Any faults must be reported immediately.

FIRST AID
1. The are a number of appointed persons – these are listed on the first aid box located outside

    the staff room

2. All teaching staff act in loco parentis during the time that the school is open for children.

3. A First Aid cupboard is kept on the wall immediately outside the staffroom.

4. An appointed person will ensure that both the first aid cupboard and a travelling first aid

    kit are kept stocked with the correct equipment as detailed in the DfEE Guidance On

    First Aid For Schools.

ARRANGEMENTS
The Headteacher will assume the responsibilities of the Appointed Person in the absence of a nominated First Aider.

The responsibilities are:

i) to take charge in the situation where personal injury or illness has occurred and where further

   medical help is needed

In cases of serious injury, responsibility of the Appointed Person ends when the patient is handed over to medical care or parent/guardian.

All serious injuries, whether staff, pupil or visitor must be entered into the online system.

MINOR INJURIES TO PUPILS

Following minor injuries to children or the administration of First Aid a parent information form must be completed and parents may be informed by telephone and /or asked to come to the school to ‘see’ their child. The Headteacher and class teacher should always be informed if a parent /carer has been contacted.

Gloves must be used throughout the administration of First Aid.

Cuts/grazes may be covered with a sterile dressing.

If a child receives an injury during break-times they will be sent to the staff room with another child or an LSA.. It is the responsibility of the Duty Teacher to ensure that he/she follows up the case and ensure that the injured child was seen by and adult and that appropriate treatment was given.

In the event of a serious accident during break, the duty teacher must:

· Send an LSA into the school to inform a member of the SMT.

· In the case of a blood injury apply pressure to the area.

· Let a first aider make an assessment

No attempt to move an injured person should be made until appropriate examination and assessment have been completed.

INJURIES HAVE BEEN WORSENED BY PREMATURE HANDLING
If a sporting activity has to be ended or postponed, this will have to be accepted.

MEDICINES  This should be read in conjunction with the Medical Action Plan
Prescription
No child may carry or receive prescribed medicines in school. 

Exceptions will be when a child suffers from conditions which require on-going medication eg cystic fibrosis, asthma.

Asthma Inhalers should be kept on the child’s personin KS2 or by the class teacher in FS and KS1.

With the Head teacher’s permission a parent / carer may come into school at a prearranged time to administer medicine to their child or this can be carried out by the Head Teacher when requested in writing by the parent, inconjunction with the medical action plan.

The Headteacher is the only staff member who may administer prescription medicine.

EPILEPSY


If a known epileptic suffers a short seizure and shows rapid signs of recovery, then it is appropriate to sit the child quietly and to closely monitor his/her condition.  If the person suffers an injury during the seizure, then immediate first aid should be given.

If the fit is violent and/or prolonged, medical help should be sought, or ambulance called as well as contacting parents, or partners in the case of adults.

During a fit the sufferer should not be restrained. Remove any obstacles in the vicinity to reduce risk of injury.

All staff are to be informed of children who are epileptic and are to be aware of action to be taken.  

If a child with no past history of epilepsy has a seizure, parents should be contacted immediately and medical advice sought.

HIV/AIDS
There are publications available regarding the care of children and adults who suffer with HIV/AIDS.

Also see appendix in F2 of Health and Safety Manual.

INFECTIOUS DISEASES


Information on common childhood diseases is contained on a poster on the staffroom wall.

Further information can be obtained from the relevant Health Authorities.

ACCIDENTS INVOLVING EXTERNAL BLEEDING
Normal first aid procedures should be followed.  First Aiders must wear disposable gloves.

When bleeding has stopped, blood should be washed off surrounding skin with plenty of water without disturbing the wound.

Splashes of blood into the eyes or mouth of another person should be washed out immediately with plenty of water.

Contaminated surfaces should be washed thoroughly 

In the case of small cuts, whenever feasible, person should wash the affected area him/herself with water and cover the wound with a dressing provided.

CUTS AND PUNCTURE WOUNDS
Free bleeding should be encouraged and the part washed with and running water and then if needed dressed with a sterile dressing.

REPORTING ACCIDENTS/INCIDENTS
All serious accidents/incidents must be reported to the Headteacher and then an online accident form must be completed. 

Whenever possible the Headteacher or Deputy Head should facilitate access to the online reporting tool. If none of the above are available the office staff may assist in the reporting process. The final screen which gives the person reporting a chance to make amendments before submission should be pasted into word and saved in Office Docs/Accidents and Incidents, and a hard copy given to the office staff for filing. If the accident/incident occurred on an offsite visit a copy should also be filed with the visit documentation in the Educational Visits folder kept in the staff room.

IMMEDIATE ACTION
Necessary medical attention must be given as first priority and the safety of all ensured.

Parents/guardians or next of kin must be contacted as soon as possible.  If parents cannot be contacted or are unable to cope, the school will provide an escort.

In the event of a fatal or serious injury, nothing at the site of the accident must be moved, except for helping the injured, until an examination has been carried out.

An ambulance should be called for anyone requiring hospital treatment.

Staff should not use their own cars unless their insurance policy specifically permits this use.

FATAL or MAJOR INJURIES must be reported immediately by telephone to Health and Safety Section AND to the Chair of Governors.

PARENTAL CONSENT
The written approval of parents must be obtained when there is a significant risk of injury before children participate in any activity.  This will also be required for any outings, trips.
RISK ASSESSMENTS

Risk assessments should be completed for all activities where a potential hazard or danger is perceived.

CRAFT/DESIGN/TECHNOLOGY
Members of staff should ensure that:

· Children are well supervised at all times.

· Protective clothing is worn when appropriate.

· Sharp edged tools are stored so that cutting edges cannot be accidentally touched.

· All tools are stored appropriately.

· Files and similar objects should have properly fitted handles.

· Hammer heads must be checked regularly.

· Tools must only be used for their intended purpose.

FOOD TECHNOLOGY
Most food technology activities take place in the pupil kitchen.

Before such activities take place, the following checks should be made:

· A fire blanket/extinguisher to be kept near the oven/cooker area.

· The area is clean and tidy

· Pupils with long hair have their hair is tied back. Aprons must be worn. Any rings/watches should be removed.

· Pupils and staff wash their hands.

· All foodstuffs should be stored in suitable containers in clean cupboards out of the reach of vermin, flies etc.

· Foodstuffs may be stored in the fridge. Care must be taken that foodstuffs are disposed of when their use by date has expired.

· There should be a dedicated food disposal bin it should must be emptied daily or immediately after cookery sessions.

· Some waste foodstuffs may be composted.

Safety
1. Any faults must be reported immediately.

EQUIPMENT AND MATERIALS
Rotary Trimmers
1. Pupils should be instructed in the safe use of rotary trimmers.

Small Equipment

All small equipment should be kept in a safe place.

Children should be instructed as to the safe use of small equipment e.g. scissors, compasses.

No unsupervised  child is to use a staple gun.

Staple extractors only are to be used to remove staples from the walls.

Pencils must be removed from compasses when drawing lines etc.

Always take care when sending children to return/collect equipment around school. Children should not be asked to carry heavy equipment.

ELECTRICAL EQUIPMENT
Installations
Only approved contractors will be used after consultation with Property Services.

Extension Cables
May only be used as a temporary measure.

Inventory 
All electrical equipment details should be entered in the inventory

All equipment should be regularly tested and labelled by electrical technician undertaking the test.

Cancellation of an Activity
Parents/guardians must be notified in advance if after school activities have to be cancelled.  Where this has not been possible, children must be kept in school until the time they would normally leave at the end of the activity or their parent has been contacted to collect them.

Educational Visits
See file located in the staff room.

ANIMALS IN SCHOOL

1. It is felt that pupils can benefit from caring for and observing animals.

2. Teachers should discuss with the Headteacher the possibility of keeping animals in school.

3. The animals must be among the approved kinds mentioned in the Dangerous Wild Animal Act 1976.

Pupils are not allowed to bring scheduled animals into school even for a day.  This would be an offence.  

The animals included are:

· all canines, except domestic dogs

· all cats, other than the domestic cat

· monkeys, apes, crocodile and alligator family

· poisonous snakes, including adders.

BUILDINGS/GROUNDS

Everyone must walk in the school corridors and classrooms.
Any part of the building identified as being faulty, damaged or posing a potential hazard, must be reported to the Headteacher immediately.

No children are to be allowed outside of the building without the permission of their teacher.

Use of the 'adventure equipment' in the playgrounds is to be used at the discretion/under the direction of the member of staff on duty. This equipment must be assessed for use in wet, damp or frosty conditions.

The front Car Park and side of the building by the Conservation Area are 'out of bounds' to children.
Ball games with a large hard ball are not allowed on hard surface play areas.

All children are to be removed from the field whilst the grounds staff  have their machinery in the school grounds.
Netball posts are to be put away after use.

Any item causing a potential hazard e.g. fencing, overgrown bushes/shrubs/trees must be reported immediately.
VIOLENCE TO STAFF
1..If any staff is subjected to any aggression on school premises they must inform the

    Headteacher immediately.

2. Staff are asked to keep written accounts of such episodes.

3. Appropriate steps will be taken by the Headteacher to deal with such situations.

4. If necessary, the Governors and LEA will be informed and involved.
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