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The Governing Body is committed to.

e The provision of safe and healthy conditions for pupils, employees and visitors.
e Compliance with all relevant health and safety legislation.

e Eliminating, so far as is reasonably practicable, all accidents.

The co-operation of employees, pupils, parents and contractors is required to achieve these
objectives, and minimise injuries and work related ill health.

The main hazards and risk control arrangements are detailed in Section 3.

It is impossible to list every hazard likely to be present at any time and therefore everyone must
be continually vigilant to ensure that any new hazards are identified and appropriate
arrangements implemented to control the risks.

If in doubt about anything to do with health and safety, stop as soon as it is safe to do so, and ask.
Where necessary specialist advice will be obtained.

This Health and Safety Policy will be reviewed annually and amended as necessary in the light of
new developments and information gathered from monitoring.

Date: January 2025

Signed

Headteacher Chair of Resources or

Chair of Governors




2.0 Health and Safety Organisation and Responsibilities
2.1 Governing Body

Are responsible for ensuring that:

e A health and safety policy is prepared, implemented and reviewed to ensure it remains valid

e Health and safety standards are monitored.

e Actions are prioritised where resources are required.

e Health and safety is the subject of specific health and safety reviews, or that health and safety
is reviewed as an agenda item at Governors’ meetings.

e A Governor is given specific responsibility for health and safety.

e The Governor with specific health and safety responsibilities and the Head teacher receive
health and safety management training and are competent to deal with the health and safety
aspects of their work.

e Staff health and safety functions are identified and staff are made aware of their
responsibilities and are competent to carry them out.

e Assistance is obtained from specialists when in any doubt about the health and safety
standards to apply.

e Producing an annual health and safety report for the school.

2.2 Head Teacher
The Head Teacher is responsible to the Governing Body for ensuring that:

e The arrangements outlined in the health and safety policy are effectively implemented, and
remedial actions taken as necessary.

e Hazards are identified and documented arrangements are made and implemented to
control the significant risks and comply with the relevant health and safety legislation.

¢ The significant findings regarding the above are recorded.
e The arrangements are monitored to ensure they are working.
e Health and safety information is communicated to the appropriate people.

* Employees are aware of what is expected of them and that they are competent to deal with
the health and safety requirements of their work.

e Any problems in implementing appropriate health and safety standards are reported to the
Governing Body.

¢ Accident/incident investigations are carried out.

e Specialist help and assistance is obtained where necessary.




2.3

The reports of health and safety monitoring are communicated to the Governing Body along
with details of significant injuries to employees, pupils and visitors.

Co-operation is afforded in providing the necessary facilities for Trades Union Safety
Representatives.

Liasing with employees and Health and Safety Advisors where appropriate to ensure that
hazards are identified and appropriate risk control arrangements implemented.

Acting as the Education Visits Co-ordinator for the school.

Acting as Work Experience Co-ordinator for the school.

Carrying out risk assessments for shared areas and activities.

Initiating and progressing the reviews of risk assessments.

Carrying out termly inspections of the shared areas.

Monitoring the health and safety standards of the school on a day-to-day basis, and reporting
any problems that cannot be rectified to the Head Teacher.

Assisting the Head Teacher with their responsibilities, as required.

Ensuring accident/incident records are maintained, and Notifiable Accidents/Incidents are
reported to the HSE.

SLT & Caretaker

Where Heads of Departments are not identified, the Senior staff member present in each specific

work area or specialism is to be allocated these responsibilities (i.e. Site Manager, Catering

Manager, Senior Teachers etc).

Heads of Department are responsible to the Head Teacher for ensuring that in their areas.

Documented risk assessments are carried out to identify the arrangements required to
control the significant risks and comply with the relevant health and safety legislation.
Documented health and safety procedures are drawn up and regularly reviewed.

The health and safety arrangements are monitored to ensure they are adequate, and
remedial actions taken as necessary.

Subordinate employees are aware of what is expected of them and that they are competent
to deal with the health and safety requirements of their work.

Received Health and Safety information is acted upon and passed on to the appropriate
people.

Any problems in implementing appropriate health and safety arrangements are reported to
the Headteacher.

Specialist help and assistance is obtained where necessary.




2.5

24 All Employees

All employees are responsible to the Head Teacher, through the Heads of Departments, for.

Taking reasonable care for their own health and safety and that of other employees, pupils
and visitors who may be affected by their activities, and are not to intentionally misuse or
abuse anything provided for health, safety or welfare purposes.

Checking classrooms and work areas are safe prior to use.

Where appropriate, exercising effective supervision of pupils so as to minimise risks to their
health and safety.

Using any work equipment in accordance with the training and instructions provided.
Co-operating as is necessary to implement the arrangements of this policy.

Monitoring the health and safety arrangements and standards in their own areas, ensuring
that appropriate risk control measures are implemented.

Reporting any health and safety matters they cannot, or do not feel competent to deal with
themselves and any shortcomings they see in the health and safety arrangements.

Pupils

Pupils are expected:

2.6

To exercise personal responsibility for their own health and safety and that of their
classmates.

To comply with standards of dress and behaviour consistent with the health and safety of
themselves and others.

To comply with the rules of the school and in particular the instructions of members of staff.
To report any health and safety issues immediately to a member of staff.

Health and Safety Assistance

Right Directions is appointed to be the competent person as required by the Management of
Health and Safety at Work Regulations 1999, to be responsible for providing health and safety
advice and assistance. They can be contacted on:

01582 840098 or E-Mail info@rightdirections.co.uk
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3.1 Risk Assessment

Legal Position

The duty to assess risks and take appropriate action to remove or control the risks is fundamental
and absolute. The purpose of a risk assessment is to identify the measures to remove or control the
risks. A systematic general examination of all activities is necessary. Risk assessments must be
‘suitable and sufficient’ and records should be kept to show that.

e Allrisks have been comprehensively assessed.

e Those persons affected have been identified.

e All the significant hazards have been identified.

e The controls are adequate and the remaining risk is acceptable.

Hazard - Something with the potential to cause harm. (e.g. fire, electricity, vehicle movements,
substance use). The harm will vary in severity — some hazards may cause death, some may cause
injury or ill health, causing short or long term incapacity, others only cause cuts and bruises.

Risk - The combination of the severity of harm and the likelihood of it happening (This may be used
as the basis for prioritising actions).Carrying Out Risk Assessments

The following steps are to be followed when undertaking Risk Assessments.

e Briefly identify the process being assessed.

e Identify the hazards (trivial hazards may be ignored, concentrate on significant hazards).

e Identify who might be harmed.

e |dentify the controls currently in place to protect those at risk.

e Evaluate the risks and decide if existing controls are adequate.

e An additional ‘risk rating’ process may also be undertaken.

e I|dentify additional controls that are required. (in many cases this can be done by finding out
what is up-to-date good practice).

e Record the significant findings.

e Communicate the results of the risk assessment to the relevant personnel.

e Review assessments annually or when circumstances change and revise as necessary.

Controlling Risks

Where possible eliminate the hazard, there can be no risk without a hazard, or consider less
hazardous options (e.g. using a less hazardous substance or equipment).

When controlling risks apply the principles below in the following order.




e Combat risks at source by using engineering means (e.g. local exhaust ventilation, guarding).
e Implement systems and procedures to reduce exposure to the hazard.
e Issue personal protective equipment as a last resort.

Those responsible for carrying out risk assessments will receive suitable training. The significant
findings of risk assessments will be recorded on the attached form. Where possible any actions to
remove/control the risks will be implemented by those carrying out the assessments. Where this is
not possible the action to remove/control the risks will be approved by the Head teacher and
implemented through the appropriate channels.

Dynamic Risk Assessment

In some circumstances where the risks are minimal and are not significant to justify documenting a
formal risk assessment, but the risks do exist, e.g. when using a step-stool to retrieve a book from a
shelf or lifting small loads, those persons are required to carry out a ‘dynamic’ risk assessment for
that activity.

A dynamic risk assessment is the continuous assessment of risk in the rapidly changing
circumstances of an event, and is not a formally documented risk assessment.

A dynamic risk assessment is the thought process immediately before undertaking such a task, in
order to implement the control measures necessary to ensure an acceptable level of safety. This
dynamic risk assessment is then an ongoing thought process throughout the activity.

The dynamic risk assessment process is:

e Evaluate the situation,

e Select safe systems of work,

e Assess the chosen systems of work,

e Introduce additional controls (if selected controls are inadequate),
e Reassess systems of work and additional control measures.

A dynamic risk assessment is a continuous on-going process, and the person carrying out the task
should never be afraid to terminate the activity, if they consider the risks are becoming too great.
The dynamic risk assessment itself is not normally documented, but if the process and control
measures identified would be applicable to other circumstances where a significant risk may exist,
this information should then be incorporated into an appropriate documented risk assessment




Risk Assessment Proforma

Assessment 1 Area/Activity Carried out by Property Committee Date | Autumn 2009
Number
Hazard Who might Existing controls Is Risk | If ‘No’ what action is required to control
be harmed controlled? the risk

Yes/No




3.2 General Hazards

A high standard of housekeeping is expected to reduce the risk of accidents. Furniture and
equipment shall be kept tidy and not be stacked so as to cause a toppling hazard. Unwanted items
are to be removed and not allowed to accumulate in such ways as to cause congestion. Pupils' bags
are not to be left in walkways or areas where they create trip hazards.

Specific attention is to be given to avoid slip and trip hazards such as trailing cables, damaged
walkways and floor coverings, slippery floors surfaces etc. Employees are expected to rectify these
situations where possible or report them to the Site Manager.

Proper access equipment is provided and must be used where necessary to reach above head
height. Employees are to inspect these before use and report any defect to the Site Manager.
Employees are not to use chairs, boxes or similar items and are not to climb up the face of cupboards
or storage racks.

Filing cabinet drawers shall not be overloaded and employees must not open more than one drawer
at once as this presents a toppling hazard. Desk and cabinet drawers are to be closed immediately
after use and not left open.

Damaged or defective furniture and equipment is to be reported to the Site Manager. Also, any
sharp edges or protrusions which may cause injury and/or damage to clothing must also be
reported.

All radiator spindles must be fitted with a handwheel, cap or other protection to prevent
penetration injuries.

Hot water temperatures in pupil’s areas are set to so as not to cause scalding.

Where Thermostatic Mixer Valves (TMV) are installed in the Nursery and Reception Areas, these are
maintained in accordance with the manufacturers’ instructions.

Running is not permitted within the school buildings (excepting authorised sporting activities) and
care is necessary when using doors, particularly those without viewing panels. Doors must not be
opened without regard for someone coming from the opposite direction.

Access gates are designed and constructed to minimise finger trapping points etc.

Powered gates are appropriately installed and maintained by specialist contractors, with safety
features fitted and routinely tested.

Site Staff have been trained in emergency release procedures for the powered gates.
Emergency procedures are in place for the release of persons trapped by any malfunction of the lift.

Adequate welfare facilities (Toilets, restrooms, drinking water etc) are provided and appropriately
maintained for employees, and others where necessary.




Cold water supplies that are suitable for drinking are clearly marked as such, and are in a separate
area from toilet facilities.

All windows located above the ground floor, or at a significant height above the outside ground level
due to sloping ground, have their openings limited to not more than 100mm to prevent persons
falling from these heights

Building condition surveys are carried out by a specialist contractor every 5 years in order to confirm
the safety of the School buildings.

Additional Precautions for Primary Schools:

e Pencils etc must not be stored on pupils’ desks in a vertical position, to prevent penetration
injuries.

e Access doors to nursey class areas must be adequately secured to prevent nursery children
gaining unauthorised access to the general population of the school or outside.

e Door finger-guards are fitted to both sides of the hinged edge of all doors to which nursery or
reception children have access.

e Heaters with hot surfaces are fitted with guards to prevent injuries.

e Glass drinking vessels, and sharp pointed scissors are not permitted in classrooms.

3.3 Guardrails on Stairs and Landings

Falls down stairwells are a major risk to pupils in schools with multiple floors. To minimise the risks
employees must ensure good discipline in these areas making sure that pupils do not run or play
about on stairs or landings. The guardrails on the stairs and landings meet the following minimum
requirements.

e Where there is a drop of two or more risers at the side of the stairs a barrier to prevent falls
is provided.

e Barriers on stairs and landings are at least 900mm high on stairs, measured vertically from the
stair nose to the top of the rail and at least 1100mm high on landings, both sufficiently in-filled
so that gaps do not exceed 100mm and prevent easy climbing.

e Handrails are provided on all flights of stairs and ramps (These may form the top part of the
guard barrier)




3.4 Vulnerable Glazing

The vulnerable areas of glazing have been protected to prevent serious injuries in the event of
breakage. This includes all glass in doors & side panels up to 1500mm above the floor level, and
glazing up to 800mm above the floor level in other areas (Note, wired glass will not necessarily
meet the protection requirements of safety glass). In addition, the glazing in widows facing the
playground and all glazing in the Sports Hall and Gymnasium have been safeguarded. The green
house is fenced and access is adequately supervised by employees.

Glazed mirrors in pupil areas are to be protected against breakages, which may cause injury to

pupils.
3.5 Electrical Safety

Employees shall not attempt repairs or make modifications to electric equipment other than those
normally associated with daily operations. Any defects or malfunctions must be reported.
Electricity is extremely hazardous and can cause serious injuries, fatalities and fires.

To ensure the safe use of electricity, effective maintenance regimes need to be implemented, and
safe working practices adopted.

The following control measures are adopted as the minimum required for electrical safety within
the school.

e The fixed electrical installation is subject to a 5 yearly inspection by a competent engineer,
and any maintenance required to prevent danger is carried out.

e Only electrical equipment provided or authorised by the School shall be used.

e Portable electrical appliances are subject to Portable Appliance Testing (PAT) and a formal
visual inspection, generally on an annual basis, by a competent person, to identify any
maintenance required to prevent danger (Low risk stationary office & IT equipment, where
the cables are organized to prevent damage, may have a greater test interval, whilst portable
drills etc which may be used in all conditions, may require more frequent testing; advice
should be sought from the competent person).

e Employees are alerted to the dangers of defective wiring and equipment and are to visually
inspect electrical equipment before use and to report any defects immediately. The pre use
check will include inspection of the electrical equipment to identify,

e The equipment is suitable for its intended use, and environmental conditions in the area of
use.

e That the equipment has been appropriately PAT Tested.

e There are no signs of physical damage to the equipment or wiring.

e There are no signs of overheating.

e The wiring is appropriately clamped into the equipment and plug.

e The equipment is clean and appears in a condition that is fit for use.




e [tis essential that where electric equipment is used outdoors, or in areas where contact may
be made with water, a Residual Current Device (RCD) is used to reduce the risk of serious
electric shock. Employees must use RCD adapters if one is not fitted into the fixed wiring and
to cease using any equipment which causes the RCD to trip.

e Residual Current Devices (RCD) are functionally tested in accordance with the manufacturers
recommendations (generally quarterly or monthly), and the results of these tests recorded.
Functional testing of RCD in high hazard areas is carried out more frequently, in line with
current guidance.

e Portable Residual Current Devices are additionally functionally tested before each use.

e Electrical maintenance work is only carried out by competent persons.

e Damaged, defective or inoperative equipment is immediately isolated, withdrawn from use,
labelled as such, and reported to the Site Manager. Unauthorised staff or pupils are not to
tamper with electrical equipment, serviceable or otherwise.

e Work on or near live electrical conductors where a serious or fatal electric shock may be
received is only carried out after being fully risk assessed, and then using a documented
Permit-To-Work system, by qualified engineers.

e Appropriate maintenance records are maintained.

Additional Precautions for Primary Schools

e All electrical sockets to which nursery, reception and infant children have access to are fitted
with blanking caps. This in addition to effective supervision is deemed sufficient to prevent
contact with the live electrical terminals.

3.6 Working at Heights

Employees are reminded that falls from height are the most common cause of fatal and serious
accidents at work.

Employees shall not work at heights of more than 2 metres (from floor to feet position) when they
are working alone. If an accident occurs there would be no one to call for assistance.

The need to reach things at heights should be eliminated wherever possible e.g. displaying pupils
work and storing things below head height, using window poles instead of climbing to open
windows. Where this is not possible, all work at height should be risk assessed, proper access
equipment must be used and the following protocol adhered to.

1. The over-riding principle is that; all that is reasonably practicable to prevent anyone falling
should be done. Therefore, the following hierarchy for managing and selecting equipment for
work at height should be followed.




a. Avoid work at height where possible.
Where work at height cannot be avoided, use work equipment or other measures to
prevent falls.

c. Where the risk of a fall cannot be eliminated, use work equipment or other measures
to minimise the distance and consequences of a fall.

2. The managing of work at height requires that.

All work at height is properly planned and organized.

Account is taken of weather conditions that could affect safety.
Those involved are trained and competent.

The place where the work is carried out is safe.

Work / access equipment is appropriately inspected.

Risks from fragile surfaces are controlled.

@ ™0 o0 oo

Risks from falling objects are controlled.
3. The planning of work at height requires that.

a. No work is done at height if it is safe and reasonable to do it other than at height.
The work is properly planned, appropriately supervised and carried out in a way that
is as safe as is reasonably practicable.

c. Emergencies and rescue are planned for.

d. Account is taken of the appropriate risk assessments.

All work at height access equipment (i.e. ladders, step ladders, tower scaffolds etc) is securely
stored to prevent unauthorised access when not in use. A register is maintained of all this
equipment and it is maintained and inspected regularly, records of which are maintained.

Although current legislation does not prohibit the use of ladders, a Risk Assessment must be
carried out to demonstrate that the use of more suitable work equipment is not justified because
of the low risk involved, the short duration of the work and existing features on the site which
cannot be altered.

Before using a ladder or step ladder make sure it is the right equipment for the work.

Scaffold towers or specialist access equipment may be required to reach the position and

enable the work to be carried out safely. In these cases, the equipment must be erected in
accordance with the manufacturer’s instructions, by a person who is competent, having received
sufficient instruction and training.

Those using ladders or stepladders are to be appropriately trained and are to comply with
the risk assessments and local rules to ensure their safety.




Comply with local rules for ladder use.

3.7 Substances Hazardous to Health

Were possible all substances used in the School should be non hazardous e.g. not labelled ‘Toxic’,
‘Harmful’, ‘Corrosive’ or ‘Irritant’ etc, or carry the hazard warning symbol. Where a choice exists
between substances required to carry out the same task, the substance with the lowest hazardous
properties is always used in preference to higher hazard substances, and then in the most diluted
form suitable for the task.

All substances must be properly labelled, stored, used and when necessary, disposed of in
accordance with the manufacturer’s instructions.

Material Safety Data Sheets (MSDS) have been received from the suppliers for all hazardous
substances in use in the School.

The processes relating to the use and storage of each hazardous substance are appropriately risk
assessed, to ensure the appropriate the risk control measures are devised and implemented, and
the risk assessments recorded.

Some hazardous substances are unavoidable, the minimum safety precautions for cleaning
substances are given below. The control measures for the hazardous substances used in Science,
Technology, Home Economics, Art and Catering are covered in the relevant sections.

3.7.1 School Cleaning Substances

Liquid cleaners, disinfectants and bleach carrying the ‘Irritant’ and ‘Harmful’ warning labels are
used for the general purpose cleaning in the School.

These substances are necessary, as less hazardous substitutes are considered to be ineffective.

The following minimum control measures are to be used to control the risks to health from the
use of these substances.

e The substances are kept secure at all times when not in use to prevent unauthorised access.

e Adequate ventilation is to be maintained at all times.

e The substances are only to be used as directed by the manufacturer’s instructions and Risk
Assessment.

e Substances shall not be mixed together. This is particularly important with bleach. Toxic
fumes can be generated if this is mixed with other substances.

e Adequate arrangements are maintained to ensure the segregation of incompatible
substances. Such as colour coded containers, separate bunded storage areas, and separate
cleaning materials.




e Skin contact with the undiluted substances or prolonged/repeated contact with diluted
solutions can cause health problems e.g. redness of skin, eczema or dermatitis. Contact with
the skin is to be avoided by the wearing of protective gloves. These are to be inspected
before use and replaced if damaged. At least one spare pair of gloves is kept in stock at all
times.

e Accidental splashing on the skin or in the eyes should be washed off or out immediately with
plenty of water, and further medical assistance sought if any problems persist. Any skin
problems associated with the use of these substances shall be reported to the Head teacher
and where appropriate to a medical practitioner.

e Where substances are transferred into smaller containers for use, they are marked with their
contents and appropriate hazard sign.

3.8 Fire Safety

A Fire Risk Assessment has been carried out as required by Regulatory Reform (Fire Safety) Order
2005. The significant findings are recorded separately.

The employer or controller of the premises is deemed to be the ‘Responsible Person’ within the
meaning of the Regulatory Reform (Fire Safety) Order 2005, and the Site Manager is responsible
for ensuring that the maintenance requirements identified in the Fire Risk Assessment have been

carried out.

Fire safety arrangements and procedures have been documented, and all fire safety equipment is
appropriately maintained.

All staff are familiar with the Fire Risk Assessment for their work area, and are to comply with the
fire safety arrangements and procedures of the school.

A log book is available to record maintenance, false alarms etc of the fire detection and warning
system.

Fire extinguishers are not to be tampered with or removed without authorization, and are not to
be obstructed.

Emergency exits, fire action notices and fire alarm call points are not to be obstructed.

Heater inlet and outlet vents are not to be obstructed, and combustible materials are not to be
placed on top of heaters or near the outlet vents.

The whole school site is a designated no-smoking area.




Electrical equipment is to be inspected prior to use to ascertain so far as is possible that it is safe
to use and free from defects.

Windows and doors are to be secured when vacating rooms, buildings etc, to reduce the potential
for unauthorised entry and arson.

Waste skips are to be kept secure and located away from school buildings, to reduce the potential
for arson.

All work requiring the use of sources of ignition is to be Risk Assessed, and the appropriate safety
precautions taken.

All staff are to check their work areas immediately after use to ensure that sources of ignition are
extinguished or turned off (as appropriate) etc, prior to vacating the area.

Woaste bins are to be emptied daily, and combustible materials not allowed to accumulate.

Practice fire drills are carried out termly, and are monitored by the Health and Safety Coordinator,
who compiles a report on each for the Head Teacher.

Routine inspections are carried out by the Site Manager to ensure that the fire safety
arrangements of the school are not compromised, and remain effective.

A pack-up is prepared for the fire and rescue service, which includes a site plan, and the locations
of significant hazards and emergency isolators and exit routes in the school.

All fire safety equipment and facilities are appropriately maintained in accordance with the
appropriate standards.

Where any person is known to be accessing the school buildings who requires assistance to leave
the building in an emergency a Personal Emergency Evacuation Plan (PEEP) has been documented
to identify the safe evacuation procedure and assistance that will be provided for them. It is the
responsibility of the Headteacher, or visitor escort to identify the need for and document this
PEEP.

Where any Hot Working (welding, hot bitumen, soldering etc) is carried out by Contractors etc the
Site Manager is to ensure that the Contractor etc has a Permit to Work System in place, in addition
to the relevant risk assessments, to safely manage this work. These controls will include checking

the work area a specified time after completion of the hot work to ensure that no fire risk remains.




3.9 Manual Handing of Items and Equipment

Manual handling operations are required to some extent in most of the school's activities and
although these have been eliminated wherever possible, it is not reasonably practicable to
completely avoid them. Most lifting tasks within the classroom do not generally involve a
significant risk of injury and are within the capabilities of all employees. The measures detailed
below are considered adequate to reduce the risks of injury to the lowest level reasonably
practicable.

Safe lifting techniques must be employed at all times. Never bend from the waist or lift with the
legs straight, as this puts strain on the back muscles and spine and may lead to injury. Manual
handling training is provided as necessary.

Employees shall not attempt to lift or move anything they consider to be too heavy or awkward
for them. If the load is beyond their capabilities, they are to seek assistance.

Special care is to be exercised where pupils are involved with the moving of objects, eg moving
trampolines or pianos. Employees are required to assess these operations and only allow pupils to
be involved where the task is within their capabilities, with regard to age, build, strength and
maturity etc; and ensure that adequate precautions are taken to prevent injury. Pupils are not
permitted to participate in these activities without wearing suitable footwear.

The manual handling of any objects which present a significant risk of injury and which cannot be
avoided, is only to take place following a risk assessment to determine the control measures to
reduce the risks to an acceptable level. The HSE have produced manual handling filter tools which
are available on their website (www.hse.gov.uk) which may be used to determine the requirement

and extent of any manual handling risk assessment.

Those persons anticipated to be involved with significant lifting tasks have been provided with
training in safe manual handling techniques.

For those without this training, they are to seek the assistance of appropriately trained persons if
as a part of their job the requirement arises to carry out any significant lifting tasks. If an on-going
manual handling requirement is then identified, they are to request manual handling training
through the Health and Safety Coordinator.

Below are listed some of the controls that should be employed for lifting different objects, which
along with the manual handling training that has been provided, are considered to be the
minimum required to reduce the risks to the lowest extent reasonably practicable.

Chair and Table Moving

Measures to reduce the risk of injury.



http://www.hse.gov.uk/

e Using safe lifting techniques.
e Carrying no more than 3 chairs at a time.
e Using special trolley for moving stacks of chairs.
e Carrying no more than 1 table at a time (single tables), & seek assistance if moving
large/heavy tables.
e Obtaining assistance where the timescale or other factors involved could lead to
over-exertion.

Miscellaneous Packages and ltems

Measures to reduce the risk of injury.

e Using safe lifting techniques.

e Using the trolleys and barrows provided.

e If necessary, and where possible the load is to be broken down into smaller loads requiring
less significant manual handling effort.

e Obtaining assistance where the weight/size of load is beyond individual capacity.

Furniture, Lockers, Display Boards etc

Measures to reduce the risk of injury.

e Using safe lifting techniques.

e Using the trolleys and barrows provided.

e Obtaining assistance in proportion to the weight/size and distances involved.
e Wearing protective equipment such as gloves and safety footwear.

3.10 Moving and Handling Assistance for Pupils with Special Needs

An assessment of the moving and handling needs of pupils with special needs will be carried out
before the pupil starts at the school, and regularly reviewed. Where necessary, advice and
guidance

will be obtained from parents, the Health Authority and Occupational Health Advisors.

The assessment will identify the moving and handling plans appropriate for each pupil. The
hierarchy

of measures in these plans shall be as follows.




e Hazardous moving and handling operations shall be avoided, so far as is reasonably
practicable, by the use of hoists/slings and where appropriate encouraging pupils to move
themselves, or by re-organising activities.

e Where the above is not reasonably practicable, measures shall be implemented to reduce
the risk of injury to the lowest level reasonably practicable, e.g. training for employees in
using safe techniques, team lifts, the use of wheelchair ramps, transfer boards, handling
belts, turntables etc.

e The moving and handling plans will be recorded in pupil’s care plan.

e The assessments shall be reviewed each term or when significant changes occur.

e Personal Emergency Evacuation Plans (PEEP’s) have been documented to identify the safe
evacuation procedures for all disabled persons that can be expected to be on the School Site
during an emergency.

3.11 Display Screen Equipment (DSE)

Display Screen Equipment (DSE) is generally regarded as computer equipment, however other
items of equipment with alpha/numeric displays (with some exceptions) are also included in the
scope of the legislation.

Computer equipment is used extensively throughout the school by various members of staff, and
current health and safety legislation designates employees who use this equipment as a significant
part of their normal work as ‘users’. Self-employed persons working similarly, with school
equipment, are designated as ‘operators’. Computer ‘Users’ and ‘Operators’ will be identified by
the Health and Safety Coordinator, after consultation with relevant employees.

Workstations used by ‘users’ or ‘operators’ have been assessed to ensure they satisfy minimum
requirements for health and safety, and the risks are reduced to lowest level reasonably
practicable.

All other workstations meet the minimum requirements for health and safety, appropriate to the
workstation equipment and method of use.

‘Users’ are provided with information and training about the risks to their health and how to
minimise them.

Frequent changes of activity occur; therefore, no special breaks need be planned into work
routines to prevent the onset of fatigue.

‘Users’ are entitled to eye tests and any special spectacle adaptation specifically required for
display screen work, at no cost to themselves. Initially ‘users’ are to request these through the
Head teacher who will provide referral letters to take to an optician of their choice.




Work related upper limb disorders such as pain in the muscles, ligaments and nerves of the hand
and arm can be brought about by repetitive movements associated with intensive keyboard or
mouse operations. Properly arranged work stations and organisational systems will minimise the
risks of these disorders. Employees should be aware of this type of injury and report any pain,
discomfort, swelling or weakness experienced during or shortly after keyboard/mouse use.

3.12 Smoking and Vaping at Work — (see policy in Appendix B)

Smoking or vaping is not permitted on the school site, in any school vehicle or in any vehicle in
which more than a single employee is travelling during the course of their employment. This is to
prevent unwanted exposure to environmental tobacco smoke, which is a health hazard, and to
minimise the risk of fire. For the purposes of this policy the use of E-Cigarettes is to be treated the
same as standard tabacco cigarettes.

Appropriate signage, prohibiting smoking, is displayed at all entrances to the School site/buildings.

Appropriate signage is displayed in all school vehicles.

3.13 Contractors Activities

Construction and maintenance work involve major hazards and particular care is necessary when
these activities take place on the school site. Contractors have a duty to carry out their work in
accordance with relevant statutory provisions. The School has a duty to ensure the health and
safety of pupils, employees and visitors on the site and must exercise sufficient control to make
sure that contractors discharge their duties. Only contractors who are on local approved lists
(where applicable), or can show in some other way, they are competent to carry out their work in
accordance with the relevant statutory provisions will be selected for work on the premises.

The Headteacher or delegated employee must identify to the contractors, those hazards and
controls already in place at the school, and obtain from them information regarding the hazards
and controls which they will be bringing to the school, such that adequate control measures can
be implemented and effective contractor / school segregation maintained.

Before work commences the Headteacher or delegated employee must ensure that arrangements
to control the risks are implemented by the contractors to protect pupils, employees and visitors.
The Headteacher or delegated employee shall then liaise with the contractor and monitor their
activities to ensure the arrangements are, and remain, adequate. Any situation where the control
measures are inadequate must be rectified immediately.

Under the requirements of the Construction Design & Management Regulations 2015, the Client is
required to make suitable arrangements for managing a project.
This includes making sure that:




e Other duty holders are appointed (e.g. principle designer & principle contractor).
If more than one contractor will be working on your project then, as the client, you must appoint a
principal designer and a principal contractor in writing. If you do not do this then you take on these
roles and associated legal duties yourself.

e Ensuring that these duty holders are competent.

e Sufficient time and resources are allocated.

e Relevant information is prepared and provided to other duty holders.

e The principal designer and principal contractor carry out their duties.

e Welfare facilities are provided.

The Construction (Design and Management) Regulations (CDM Regulations) apply to all
construction projects. Additionally, construction work which takes longer than 30 working days
and has more than 20 workers working on the project at any one time, or involves more than 500
person/days is notifiable to the HSE. The Headteacher or delegated employee is responsible for
making this notification and if necessary seeking specialist advice regarding what must be done to
comply with these Regulations.

Where any Hot Working (welding, hot bitumen, soldering etc) is carried out by Contractors etc the
Site Manager is to ensure that the Contractor etc has a Permit to Work System in place, in addition
to the relevant risk assessments, to safely manage this work. These controls will include checking

the work area a specified time after completion of the hot work to ensure that no fire risk remains.

3.14 First Aid Arrangements

A first aid needs assessment has been carried out, and in support of this, employees are
certificated first aiders, this is considered to be appropriate for the risks and numbers of persons
present. In addition to this, it is the policy of the school to train as many Teachers and Mid-day
Meal Supervisors etc as possible in emergency first aid, so as there is always cover for the most
likely times that injuries occur, and for absences/school trips etc.

All first aid training is repeated every 3 years to maintain competence. This training and refresher
training is coordinated and organised by the Health and Safety Coordinator.

All first aiders and emergency first aiders receive refresher first aid training annually.

First aid boxes stocked with the recommended contents are located at appropriate points and
(Insert Post) is responsible for checking the contents on a monthly basis and replenishing any
deficiencies. All employees should familiarise themselves with the location of the first aid boxes
so that in the event of an injury or acute illness they can be located quickly.




If required, an ambulance can be summoned by telephone from the Reception Office by dialing
999.

First aiders and emergency first aiders are identified on notices throughout the school, and the SLT
is responsible for ensuring that this information remains current.

Employees should administer first aid treatment in accordance with their levels of training and
competence, and always err on the side of caution by referring pupils for further medical attention
as set out below, or when in doubt.

3.14.1 Additional Requirement for Primary Schools

First Aider training is supplemented with Paediatric First Aid training where appropriate for
coverage of the Early Years Foundation Stage.

3.14.2 Head Injuries

Head injuries can easily be underrated. Any significant knock to the head which shows signs of
swelling, grazing, crushing, or which changes the behaviour of the pupil should be referred
immediately for further medical attention. Slight knocks to pupils who have had previous head
injuries could be serious and these also should be referred immediately for further medical
attention. Parents are to be contacted immediately where further medical attention is necessary
and informed via the standard letter of any non-significant head bumps which show no signs or
only slight reddening.

3.14.3 Other Injuries

Broken bones may sometimes not be obvious in children. Any injury which results in continued
pain or changed mobility should be referred immediately for further medical attention.

3.14.4 Infection Control

Aids and hepatitis B viruses are a risk to employees involved in the provision of first aid. The
universal precautions for cleaning up body fluid spills detailed in the Public Health England
document ‘Guidance on infection control in schools and other childcare settings’ should be
followed to prevent the spread of infection. This document is displayed in the Staffroom.

3.15 Pregnancy and Work

Employees who become pregnant shall inform the Head teacher so that a separate risk
assessment can be carried out to ensure that any risks to themselves or their unborn child, created




during their work are identified and eliminated or controlled. This risk assessment will require
regular reviews as the pregnancy develops, and may still be required for new mothers.
Additional facilities such as a place to lie down or store expressed milk will be provided as
necessary.

Advice on pregnancy and work is given in the Public Health England document ‘Guidance on
infection control in schools and other childcare settings’. This document is displayed in the
Medical Room.

3.16 Young person working or children on work experience in the School.

If a young person come to the School to work, or on work experience, additional Legislation
applies. A ‘young person’ is defined as someone who is over compulsory school age, but has not
attained the age of 18, and a ‘child‘ is defined as someone who is not over compulsory school age.
Where the standard School risk assessments are not adequate to cater for this age group, ‘Young
persons’ require specific risk assessments to identify any measures that are required to reduce
risks, because of their immaturity, inexperience and lack of awareness.

The Health and Safety Co-ordinator is responsible for organising the work experience etc, liaising
with Heads of Department and the person with parental responsibility, to ensure that risk
assessments are adequate or carried out and are communicated to the person with parental
responsibility. They are also to obtain from the person with parental responsibility, information
regarding any particular hazards / medical conditions etc that the work experience candidate will
be bringing to the school, in order that their suitability can be assessed and safety measures
adapted accordingly.

Where a ‘child’ is involved, the findings of the risk assessments and the protective/preventive
measures required must be communicated to the person having parental responsibility for the
child.

Attendance records will also be maintained, and failure to attend reported to the child’s
originating school.

All young persons will work directly under the supervision of an experienced employee, who is
responsible for ensuring the appropriate measures are taken to protect their health and safety.
The activities that young persons are likely to be involved in are low risk. To ensure that persons
having parental responsibility for a ‘child” are kept fully informed as described above, a copy of
this policy shall also be forwarded to them with the confirmation letter, and any specific risk
assessments pertaining to the work they will be experiencing.

Additional guidance is available from the HSE Website which contains pages under the heading of
‘Young People / Work Experience’, and HSE Document INDG364 ‘Young People and Work
Experience — A brief guide to health and safety for employers’ is also available from the HSE.




3.17 Pupils on Work Experience / Placements outside the School Premises

When pupils go externally for work experience the same Legislation as above applies. This
requires that employers who provide the work experience carry out a specific risk assessment to
identify any measures that are required to reduce the risks because of pupil’s immaturity,
inexperience and lack of awareness (Unless their current risk assessments already take these
young persons into account). Where pupils are under compulsory school age the findings of the
risk assessments and the protective/preventive measures to be taken must be communicated to
the person having parental responsibility for the pupil.

The Work Experience Co-ordinator is responsible for ensuring that employers providing work
experience placements are suitable, and have arrangements which ensure that.

e Pupils are properly prepared and briefed on the hazards of the workplace and the risk control
measures before they start work.

e Pupils are effectively supervised to ensure the appropriate risk control measure are taken.
Supervision requirements during non-contact time are subject to risk assessment.

e The findings of the risk assessments and the protective/preventive measures to be taken are
communicated to the person having parental responsibility for the pupil.

The Health and Safety Co-ordinator is responsible for authorising and organising the work
experience/placement, liaising with the Work Provider and the person with parental responsibility,
to ensure that risk assessments are communicated to the person with parental responsibility.
There is no substitute for direct knowledge, and the Work Experience Co-ordinator should visit the
Work Experience Providers’ site to confirm that arrangements are adequate. They are also to
obtain from the person with parental responsibility information regarding any particular hazards /
medical conditions etc that the work experience candidate will be bringing to the Work Experience
Provider, in order that their suitability can be assessed and safety measures adapted accordingly.
Written parental consent is to be obtained for each placement, and effective arrangements are to
be in place to ensure student attendance is reported, and that routine visits are made to monitor
the progress of the placement.

Additional guidance is available from the HSE Website which contains pages under the heading of
‘Young People / Work Experience’.

3.18 School Security — see Appendix C
The main reception entrance is monitored at all times to prevent unauthorised access.

Many exit doors are locked to prevent unauthorised access but these can be readily opened from
the inside in case of emergency.




All visitors are required to report to the Reception Office on arrival.

The names of all visitors, their time of arrival and departure should be recorded and a badge
issued for identification while on the school site.

Unknown persons on the school site not wearing a visitor’s badge, are to be asked to identify
themselves, their reason for being on school premises and if they require assistance. Appropriate
measures are then to be taken to escort them to the Reception Office to book in, or escort them
off the premises, as appropriate. In some cases, it may not be appropriate for a lone employee to
make this approach, in these cases assistance is to be sought, and the police called for additional
assistance if necessary.

CCTVis in use at pre-determined locations throughout the school, and is maintained under
external contract.

When pupils are outside during play time or for sports, adequate supervision is provided to ensure
that they do not leave the premises.

The car park is segregated from areas occupied by pupils and pedestrian access is controlled
during school time.

The premises are secure, reducing the potential for pupils to stray unsupervised.

Electrically powered gates and doors are fitted with appropriate safeguards to prevent injury, and
are routinely checked and maintained in accordance with the manufacturers’ recommendations.
Appropriate Staff are trained in their operation, and emergency release functions.

All Staff, permanently or temporarily employed by the School have received a satisfactory
Disclosure & Barring Service (DBS) check, and any visitor who is unable to produce a valid DBS
check certificate will be escorted whilst on the premises by a member of Staff during times when
children are on site.

3.19 Violence at Work

The School seeks to minimise employee vulnerability to violent disturbing behaviour, including
threats, intimidation, verbal abuse and physical assault. This kind of behaviour will not be
tolerated from pupils or parents etc and further action such as exclusion/banning/prosecution will
be considered. The following steps should be followed.




e Employees who have any qualms about parental interviews should arrange for a colleague to
be present, and ensure that any loose objects which could be used as weapons are out of the
immediate reach of the visitor.

e Employees should not become confrontational even if provoked. They should offer to
arrange another meeting with senior colleagues and close the interview.

e Do not hold meetings with parents in isolated classrooms. Have clear objectives and a set
timescale.

e Do not make home visits alone.

e If verbally or physically abused, leave or call for assistance immediately.

e Employees should report any concerns and all incidents of verbal abuse, threats or actual
assaults to the Head teacher. This will enable incidents to be monitored, investigated, and
appropriate action taken.

e Asecure register is kept of those who have demonstrated violent tendencies in the past.
Reference should be made to this register when arranging meetings with parents so that
appropriate support can be organised.

e Employees who suffer violence at work will be sympathetically treated and support systems
are available.

e Where necessary Staff are appropriately trained in identifying and dealing with situations
where conflict may arise.

3.20 Educational Visits

Pupils generally face far higher risks on school visits than they do in the school.

The advice and guidance on the outdoor education advisors panel websites www.oeap.info and

www.oeapng.info are used to help assess and control the risks.

The Health and Safety Co-ordinator is appointed as the Educational Visits Coordinator (EVC) for
the school to help teachers/group leaders assess the risks and implement control measures.

It is the visit leaders responsibility to carry out the risk assessment for the visit, but each risk
assessment and visit is to be vetted and authorised by the EVC.

Generic risk assessments have been carried out/recorded and control measures identified for
repeated elements of educational visits e.g. travel by minibus or coach and swimming at regular
venues etc.

Site/visit specific risk assessments are carried out/recorded for visits not covered by the generic
risk assessments and teachers/group leaders carry out trial runs without pupils to identify the
hazards and the measures necessary to control the risks.

Risk assessment controls are monitored by teachers/group leaders whilst on visits to ensure any
additional control measures or prohibitions are implemented to control risks.



http://www.oeap.info/
http://www.oeapng.info/

Appropriate levels of supervision and first aid support are assessed and provided for all visits.

Where the School uses the services of an Adventurous Activity Centre for trekking, water sports,
caving or climbing activities, these centres are licensed by the appropriate authority.

An annex of forms such as Visit Procedure Checklist, Role Responsibilities, Parental Permission, Risk
Assessment Template, Supervision Ratios, etc may be compiled locally based upon the website
guidance.

3.21 Maedicines and Infection Control

Pupils who are unwell with an infectious disease should not be at school and should be kept away
until they recover, or no longer pose a risk of infection to others. The recommended periods of
exclusion should be in accordance with the guidance set out in the Public Health England
document ‘Guidance on infection control in schools and other childcare settings’. This document
is displayed in the Staffroom.

The storage and provision arrangements for pupils’ medicines are in accordance with
manufacturers and medical recommendations.

Generally, only medicines prescribed by a medical practitioner are to be held by and administered
by the School Staff. However where non-prescription medicines are necessary to meet attendance
requirements, these may be administered by School Staff upon the adoption of sensible risk based
assessments of individual circumstances, and parental consent.

Parental consent forms and medical instructions are required for the issue of all medicines
administered to pupils by the school on behalf of parents. And records of each individual issue are
kept on the appropriate form.

A register is maintained of all medicines held by the school, and appropriate security is maintained
for the control of these medicines.

Where necessary, appropriate staff have received training in the administering of medicines such
as epi-pen use etc.

When necessary, effective arrangements are in place for the safe use and disposal of sharp
implements (Safety alternatives are used wherever practicable). Employees using sharp
implements have received adequate information and training. Sharps bins are readily available in
the Medical Room, or where needed. Used needles etc are to be placed directly into the sharps
disposal container, rather than being re-capped. All incidents relating to sharp implements are
investigated and appropriate action taken.

Pupils with particular medical needs are supported as necessary by the School and appropriate
equipment, training and materials provided and maintained to meet their medical needs whilst




within the School, based upon liaison with the pupil, parents and professional medical support
team.

3.22 Accident / Incident Reporting

Minor injuries to employees, visitors and pupils shall be recorded in the accident book by the
person administering first aid.

In the event of a "Specified Injury" or "over 7 day" absence injury the Health and Safety Co-
ordinator is responsible for reporting the incident to the HSE, either via their website

(www.hse.gov.uk), or by telephoning HSE Incident Contact Centre (ICC) 0345 300 9923 for a
specified injury or fatality, as required by the Reporting of Injuries, Diseases and Dangerous

Occurrences Regulations 2013.

‘Specified’ injuries to pupils and visitors include those which require them being taken directly to
hospital for treatment. For Pupils, this only applies to injuries which arise in connection with work,
either through a premises fault or through work organisation, such as lack of supervision. Injuries
arising out of curriculum sporting activities, requiring hospital treatment, are reportable. Injuries
which arise from play activities or health conditions are not reportable, unless these happen in
connection with work, or as a result of work activities.

Note that the reporting of injuries to persons in School on School training schemes, or children on
work experience within the School should be reported as if they were employees of the School.

‘Specified’ injuries to employees are basically any break of the large bones or any injury which
requires hospitalisation for more than 24 hours. A full list of applicable injuries is available within
the RIDDOR Regulations. Specified injuries are to be RIDDOR reported without delay, and in any
case within 10 days of the accident, and Fatalities are to be reported immediately.

‘Over 7 day’ absence injuries to employees do not count the day of the injury but every day after
when they were unable to carry out their normal duties is counted, irrespective of weekends,
holidays etc. These are RIDDOR Reported within 15 days of the injury occurring.

The Health and Safety Co-ordinator is responsible for notifying the schools insurers of all
‘Specified’ and ‘Over 7 day’ injuries.

Some incidents which do not result in injury must be reported to the ICC. These are known as
‘Dangerous Occurrences’ and are only those which are specified by the Regulations. These are
mainly large incidents in the construction and manufacturing sectors, but some such as a fire or
electrical short circuit which disrupts activities for more than 24 hours, or the failure of a lift, will

apply.



http://www.hse.gov.uk/

The Health and Safety Advisor (01522 836716) shall be contacted if in doubt about reporting
procedures.

All accidents will be investigated to some degree. The depth and scope of the investigation and the

amount of resources devoted to each, will however be commensurate with the severity of the
accident reported. Investigation of major/serious incidents are to be coordinated by the Health
and Safety Coordinator, and incidents of a lower severity by Heads of Departments.

3.23 Statutory Notices

The Health and Safety Co-ordinator is responsible for ensuring that the following are displayed
where employees can see them.

1. A 'Health and Safety Law' poster. (It is no longer mandatory to complete the local
information parts of this poster).

2. A current copy of the employer’s liability insurance certificate.
Alternatively, this document may be held electronically as long as all employees have
access to it.

3.24 Health and Safety Representatives and Consultation

The role of trade union appointed health and safety representatives is recognised and
encouraged. When in post, a health and safety representative and will be consulted during the
preparation and review of the health and safety policy of the school, to enable effective co-
operation in the promotion and development of the health and safety arrangements. Facilities
and time off from normal duties will be provided so that they can carry out the functions of a

health and safety representative, as detailed in the Safety Representatives and Safety Committees

Regulations 1977.
Where a recognised Trade Union is not represented, employees are consulted with directly in
accordance with The Health and Safety Consultation with Employees Regulations 1996.

Health and safety is a standing item on the agenda of all the regular employee meetings held
within the school, during which employees are provided with any relevant health and safety
information or news, and their consultation sought on matters affecting them.

3.25 Employee Induction Procedures

The capabilities of all new employees with regard to their responsibilities, their own health and
safety and that of pupils in their care will be considered before employment starts. Adequate
information and training will be given by the Health and Safety Co-ordinator to ensure that they
are aware of the school's health and safety arrangements.




The school induction package is to be completed prior to employees carrying out any other tasks
at the school, and includes a thorough understanding of.

1. The Health and Safety Policy.

2. Risk Assessment procedures.
Relevant safe working procedures.
Relevant health and safety training.

3

4

5. Evacuation procedures.

6 First aid and injury reporting arrangements.
7

. Any other relevant policies, emergency procedures, etc, including the Critical Incidents Policy.

The SLT are to guide new employees through the induction process, and organise and document
health and safety training as appropriate, including refresher training.

A separate training schedule is maintained by the member of staff responsible for Staff
Development.

Copies of individual training certificates are held on individual training files, which are maintained
by the member of staff responsible for Staff Development.

Where training is received for which no formal certification is available, this training is to be
recorded in the following format, and a copy of the training syllabus kept.

3.26 Physical Education, Sport and Play Activities
A significant number of injuries to pupils occur during these activities.

Areas where children carry out PE, Sporting and play activities are to be kept as far as possible free
from obstacles and hazards which could cause injury to pupils.

The surface of all areas where children carry out PE, Sporting and play activities are as far as
possible to be level, and free from slip and trip hazards (i.e. pot-holes, ice, mud, loose gravel
accumulations etc).

PE, Sporting and play areas are inspected before use, to ensure their safety.

3.26.1 General rules for play times
Fixed play equipment is installed and maintained in line with the requirements of BS EN 1176.
Impact Absorbent Surfaces are provided around play equipment where necessary, for younger

children

A sufficient number of employees will be available to supervise play times and will be positioned
where they can see all pupils.




Employees shall watch for and control over-enthusiastic behaviour. In particular running and ball
games shall only take place in the designated areas.

Running and ball games are prohibited in the ‘Quiet’ areas.

The retrieval of balls from off the school premises by climbing fences, or entering private property,
without specific permission is prohibited.

Employees shall not carry hot drinks or glass drinking vessels whilst on play-time supervision
duties.

Fixed play equipment is maintained annually under external contract, and regular routine visual
and operational inspections are carried out by the Site Manager in line with the
manufacturers’/installer’s recommendations.

3.26.2 General rules for sport and physical education

It is the policy of the school to follow the guidance in the document ‘Safe Practice in Physical
Education, School Sport & Physical Activity’ published by the Association for Physical Education,
and the guidance from the relevant national governing body for the activity concerned.

Only suitably qualified employees are to supervise physical education, and particular attention
should be paid to the following.

e Physical activities should be quietly undertaken and there should be strict control, especially
if competitive games are being played.

e Ensure pupils are involved in activities appropriate to developing their existing abilities.

e Employees shall position themselves where they can see and properly supervise all pupils.

e Appropriate clothing should be worn at all times.

e Long hair should be tied back.

e Watches, necklaces, large rings and ring type earrings must be removed.

e Sports areas and pitches should be checked before activities start, to ensure there are no
objects liable to create a hazard around the side of the Sports Hall/Gymnasium or on any of
the outside areas being used.

e Ensure all equipment is safely set up before using, including the requirement for adequate
head-room where appropriate.

e Physical Education equipment is maintained under external contract and is inspected
routinely, and before use.

e Limit the number of pupils using any one piece of apparatus.




e Set up apparatus in accordance with the manufacturers’ instructions, and with adequate
spacing between each item.

e If pupils are involved in moving equipment, make sure this is done using safe techniques,
with enough pupils to ensure that they do not have to struggle. Pupils taking part in the
movement of PE Equipment are to wear appropriate footwear.

e Apparatus being used should be at least two metres from any wall.

e Pupils shall be supervised at all times.

e All equipment shall be put away safely at the end of the lesson.

3.27 Vehicles on the Premises

Vehicles maneuvering around the premises, particularly reversing in restricted areas are a major
risk and can cause serious, even fatal injuries. Special care is necessary to ensure that pupils are
kept away from the vehicles on the School premises.

Adequate vehicle and pedestrian segregation must be maintained at all times. This can be
achieved with any combination of physical barriers, time segregation, distance segregation or
management controls, and may include arrangements such as warning notices, traffic control
persons and signage etc.

Segregation arrangements include.

e Pupils are not allowed on the playing field whilst grass mowing or grounds maintenance
vehicles are in use.

e Pedestrians must use the separate entrance provided.

e Teachers’ etc cars are not to enter or leave the school premises at school starting, leaving,
lunch and break times.

e Members of staff are stationed at vehicle access points at school starting, leaving, lunch and
break times to ensure vehicle pedestrian segregation. The responsibilities of these persons
are identified in individual Terms of Reference.

e High visibility vests are worn by all members of staff on traffic control duties.

e Delivery and contractor’s vehicles must be prevented from entering the premises at school
starting, leaving, lunch and break times.

e Parents and older students are not allowed to bring motor vehicles etc onto the premises.

e A one-way system is in place for vehicles on the school site, to avoid unnecessary reversing.

e Reversing of large vehicles, or those where the rear view is restricted, must be guided back
by a competent person.

e Bus discharge and pick up arrangements must be planned and controlled to avoid pupils
having to cross the road and avoid the need for reversing whilst pupils are present




The vehicle/pedestrian segregation arrangements have been documented into a Traffic
Management Plan (vehicle/pedestrian segregation risk assessment).

3.28 Science

Where present, each Science Laboratory and Preparation Room is provided with the following
items, all of which are kept free from obstructions and are clearly labelled as required.

Emergency Electrical Isolation Control.

Gas isolation control.

Residual Current Device (RCD) protected electrical sockets.
Appropriate fire extinguishers.

A fire blanket.

Emergency eyewash facilities.
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Access is available to a first aid kit, and to a telephone nearby to call for assistance if required.
Preparation Rooms and Chemical Stores are kept secure when no members of Staff are present to
prevent unauthorised access.

Good practices outlined in the publications listed below should be used for chemical storage, and
to develop risk assessments and safe working procedures for work in the science department,

science experiments etc.

A separate Science Department Health and Safety Policy and Laboratory Rules have been
developed in line with the CLEAPSS Guidance.

e CLEAPSS website www.cleapss.or.uk (Both for Primary & Secondary level

education).

e ASE, Safeguards in the School Laboratory.

e ASE, Safe & Exciting Science

e ASE, Be Safe — Health and Safety in School Science and Technology for teachers of 3 to 12
year olds. (4t Edition).

e CLEAPSS, Primary schools publications. (Primary schools only).

e Project work involving hazardous substances, not covered by these publications will be
individually risk assessed by the Headteacher, and safe work procedures produced to
ensure the risks are adequately controlled.

Work equipment is appropriately maintained by a competent person, and emergency facilities
(such as emergency isolators) are routinely tested.



http://www.cleapss.or.uk/

3.29 Technology

In Primary Schools, the following requirements apply.

Good practices outlined in the publications listed below should be used to develop risk
assessments and safe working procedures for Technology work etc in Primary Schools.
* BS 4163 Health and safety for design and technology in educational and similar
establishments — Code of practice.

* CLEAPSS website www.cleapss.or.uk

The following minimum control measures have been implemented.

e Only round ended scissors are available to pupils.

e Sharp hand tools, craft knives, kitchen knives and sharp ended scissors are stored
securely, and only used by older children under close supervision. These items are
strictly controlled, and all are positively accounted for after each use.

e Pupils shall be shown how to use the simple hand tools provided for them safely.
Teachers should not assume they have been taught this before even they have
previously used such items.

e If the material or tools pupils are using are likely to eject parts, chips or splinters
etc, then eye protection must be worn.

e Hot wire polystyrene cutters must only be used in well ventilated rooms.

e Pupils shall not use spray glue, and only low temperature glue guns are to be used
by pupils.

e In cookery lessons the quantities of hot liquids are to be kept to a minimum, and
pans positioned so as to prevent them being knocked over. Pans are to be
positioned on cookers so that handles do not protrude.

3.30 Home Economics

Hazard Analysis & Critical Control Point (HACCP) principles are adopted to ensure adequate
control of food safety issues.

Each Home Economics Classroom is provided with the following facilities, all of which are kept free
from obstructions and are clearly labelled as required.

1. Residual Current Device (RCD) protected electrical sockets.
2. Appropriate fire extinguishers.

3. Fire blankets.

In addition, the following minimum control measures are taken to control the risks:



http://www.cleapss.or.uk/

e Unsupervised access to the Home Economic areas is prevented.

e Secure storage and supervised use of kitchen knives. The issue and use of these items is
strictly controlled and all are positively accounted for after each use. The rules for safe
handling of kitchen knives are as follows.

Use a knife suitable for the task.

Keep knives sharp.

Hold the knife firmly.

Do not cut towards your body.

Do not leave knives on tables or in washing up water.
Put the knife away after use.

Carry a knife point down.
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Never try to catch a falling knife.

e Health and Safety briefing sessions for pupils and close supervision to ensure the rules are
followed.
e Siting of cookers to minimise risk of pans being knocked.
e Ladles or spoons are not to be left in saucepans, on hot-plates or cooker rings.
e Electrical leads are kept clear of cookers and sinks.
e Pans are positioned on cookers so that handles do not protrude.
e Routine maintenance contracts are in place for all cookers.
e Routine inspection and testing of all electrical equipment.
e Routine testing of emergency facilities (such as emergency isolation controls).
e Secure storage and following the manufacturer’s instructions for the use of bleach and
cleaning substances.
e All HE employees have the Level 2 Food Safety & Hygiene for Catering Certificate
qualification.
e Aslip-resistant floor surface is installed in the Food Technology Classroom, and is
maintained in accordance with the manufacturers’ recommendations.
e Floor surfaces are cleaned in accordance with the manufacturers’ recommendations,
spills are cleaned up immediately, and the floor surface is dried after cleaning etc.
e Any foods later served, packed or unpacked, are appropriately labelled in accordance
with food allergen labelling requirements.
e Where necessary a Carbon Dioxide monitor is fitted to provide an indication of when
the ventilation becomes inadequate due to combustion from the cookers.
e All extraneous-conductive-parts are electrically bonded to the building earth potential.
(An extraneous-conductive-part is an electrically conductive item that does not form part of
the electrical System, but has the potential to introduce an electrical potential into that system —
this is normally accepted to be a metal object that has an electrical resistance to earth of less than




approximately 23,000 — 25,000 ohms. (Almost certainly metal pipes, but may also include metal
work-benches - It would require an electrical competent person to confirm this).

331 Art

Good practices outlined on the NSEAD website pages ‘A Guide to Safe Practice in Art and Design’
should be used to develop risk assessments and safe working procedures for art work etc.

Some inks and paints are oil based, but are otherwise non-hazardous.

Suitable step ladders are provided for putting up displays and working at heights, employees and
pupils shall not stand on desks and chairs. Stepladders are routinely inspected and are secured
when not in authorised use.

Clay is purchased in small quantities to minimise the manual handling risks.

The dust levels from dry clay residues are minimised by wet cleaning methods and good general
ventilation.

Only ready mixed liquid glazes are used, these are stored securely, and good hygiene precautions
are used to control exposures.

Hazardous substances are stored securely, and only used in accordance with Risk Assessments.

Sharp knives etc are secured when not in use, and no member of staff is present. The issue and
use of these items is strictly controlled and all are positively accounted for after each use.

3.32 Drama and Music

The following minimum control measures are taken to control the risks.

e Suitable access equipment is provided for adjusting and replacing the stage lights and other
work at heights. i.e. step ladders and mobile scaffold tower.

e Training is given in the safe erection, use and dismantling of all access equipment used.

e All stage lights are fitted with secondary security devices.

e Pupils are closely supervised.

e Routine inspection and tests of electric equipment such as lights, distribution panels and
dimmer boards are carried out.

e RCD protection is provided for all electrical sockets used for equipment on the stage, and for
all sockets which are used to supply pupils own equipment, amplifiers etc.

e Where practicable low voltage or battery operated electric equipment is used to minimise
the risks of electric shock.




Adequate precautions are taken to prevent falls from scenery constructions and the edge of
the stage.

Stage access stairs are kept in good condition, securely fixed, and provided with a handrail
(which may be removable).

Scenery and materials are stored securely to prevent falls.

All non-essential combustible materials are removed from backstage.

Combustibles beneath the stage are kept well clear of lights and electrical equipment.
Curtains and scenery on the stage are kept well clear of lights.

All exits from the Hall are kept clear and unlocked whilst it is occupied.

Emergency lights are tested to ensure they work properly.

Emergency exits are clearly signed.

Fire extinguishers are provided back stage for combustible materials and electrical fires.
The Hall floor surface is maintained so as not to be unduly slippery.

Stage curtains etc are regularly treated with flame retardant substances.

School Productions

In addition to the above, the following minimum control measures are taken to control the risks.

Well lit routes are provided for pedestrians from car parks.

Arrangements are made for the provision of first aid in case of injury or acute ill health.
A telephone is available for calling the emergency services.

Chairs for the audience are kept clean and in good condition.

Food hygiene arrangements are supervised by an employee who has attended a Level 2
Certificate in Food Safety & Hygiene for Catering Certificate course (or similar).

All foods served, packed or unpacked, are appropriately labelled in accordance with food
allergen labelling requirements.

3.34 Catering

(This is applicable to Catering employees employed by the school, if contract caterers are used they

should provide a copy of their own policy and risk assessments etc).

Catering employees are exposed to significant hazards. Health and safety training for employees

and clear procedural arrangements are the key to good health and safety in catering operations.

The following minimum control measures have been implemented.

1. Aslip-resistant floor surface is installed in the Kitchen, and is cleaned and maintained in
accordance with the manufacturers’ recommendations. Spills are cleaned up immediately,
and the floor surface is dried after cleaning etc.




Proper access equipment is provided for reaching items located at heights. Employees are
not to use chairs, boxes etc, or to climb up the front of storage racks.

Foodstuffs and materials are purchased in manageable sizes in order to reduce the manual
handling effort required to move them. Employees are trained in safe manual handling
techniques to minimise the risks, and are encouraged to seek help with anything they
consider to be beyond their capability, especially large pans containing hot liquids.

Liquid cleaners, disinfectants and bleach are used for general purpose cleaning. These
carry 'irritant' or 'harmful' etc hazard warning labels. Material Safety Data Sheets are
available for these substances and Risk Assessments are carried out for their use and
storage. These substances are necessary, as substitutes without these hazards are
considered to be ineffective. The following measures are the minimum necessary to
control the risks from the use of these substances.

a) The substances are kept secure at all times when not in use to prevent access by
unauthorised persons.

b) The substances are all purchased from the same manufacturer and are only to be used
in accordance with the appropriate Material Safety Data Sheet and Risk Assessment.

c¢) Employees are trained in the correct application methods and safety precautions.

d) Substances shall not be mixed together (this is particularly important with bleach, as
toxic fumes can be generated if this is mixed with other substances).

e) Contact with the skin is to be avoided by the wearing of protective gloves.

f) Gloves are to be inspected before use and replaced if damaged (at least one spare pair
of gloves is kept in stock at all times).

g) Accidental splashing on the skin or in the eyes should be washed off or out immediately
with plenty of water, and further medical assistance sought if any problems persist.

h) Any skin problems associated with the use of these substances shall be reported to the
Catering Supervisor and where appropriate to a medical practitioner.

i) Where substances are transferred into smaller containers for use, these containers
must be marked with their contents and appropriate hazard sign.

j) The Catering Supervisor has implemented and recorded a system of Hazard Analysis
and

k) Critical Control Points (HACCP) to ensure the food hygiene risks are properly
controlled, and to ensure compliance with The Food Safety & Hygiene (England)
Regulations 2013.

[) All food handlers are trained to an appropriate level in Food Safety and Hygiene.

m) Work equipment is appropriately maintained by a competent person, and emergency
facilities (such as emergency isolators) are routinely tested.

n) Contact dermatitis is a known potential issue in food handling environments. In view of
this appropriate PPE is worn wherever reasonably practicable, and regular checks are
made on the condition of employees’ hands.




o) All foods served packed or unpacked are appropriately labelled in accordance with
food allergen labelling requirements.
p) An adequate supply of fresh drinking water is maintained.

3.35 Statutory Engineering Inspections

Thorough examinations are carried out by engineers from an Insurance Company every twelve
months for hoists and lifts, and every six months for the loose lifting equipment such as chains,
slings eyebolts etc. Likewise, these examinations take place every 6 months for the passenger
carrying lifts, and equipment for lifting pupils with special needs.

The equipment for controlling exposures to hazardous substances, e.g. fume cupboards in Science
areas and local exhaust ventilation equipment (LEV) in Technology Areas are thoroughly examined
at least every fourteen months by competent engineers (and at least six monthly where casting of
non-ferrous metal produces dust or fume), and are subject to visual checks on a weekly basis.
Labels are affixed to each item of fume/dust extraction equipment to provide an indication of the
serviceability status and test dates to the users of each item of equipment.

Pressure systems such as autoclaves etc are provided with a validated written scheme of
examination, and are examined in accordance with that scheme by a formally appointed
competent person. A copy of the examination report is received within 28 days and the date the
next examination is due is marked on the equipment.

Schemes of examination have been drawn up for the air receivers associated with compressors in
the Technology Areas. (Those where the working pressure in bars multiplied the volume in litres is
less than 250 bar-litres are exempt). Engineers from an Insurance Company thoroughly examine
these every 12 months in accordance with these schemes.

In all the above cases the reports from examinations are reviewed by the relevant Department
Head who will initiate any necessary action to prevent danger. The reports are then kept available
by the Departmental Heads for inspection for at least 2 years.

Records of commissioning examinations prior to the first use of newly installed equipment i.e. lifts
should be kept for the lifetime of that equipment.

3.36 Working Alone
Some activities involve special risks and shall not be carried out whilst alone. If an accident occurs,

there will be no one to help or summon assistance. These will include those listed below and will
require specific risk assessment and control measures.

e Working at heights.
e Moving and handling tasks where assistance is required to minimise the risk of injury.




e Work in roof spaces.

e Work below the ground such as in inspection pits, pipe ducts, excavations.

e Work involving exposure to uninsulated, live, mains voltage electrical conductors, such as
when fault finding on electrical equipment.

e Work involving the use of high risk, hand fed machinery such as circular saws and planers.

e Meetings with people who have a record of violent behaviour, or meetings where conflict or
disagreement is anticipated.

Documented procedures have been developed in order to raise the alarm should a lone worker
fail to report their safety. Working alone on the premises should be avoided where possible but
where this is unavoidable the doors should be secured to prevent intruders. (Doors which provide
emergency escape can be readily opened from the inside).

A method of raising the alarm must be readily available in case of an emergency, and documented
procedures developed in order to raise the alarm should a lone worker fail to report their safety.

Any key holder who enters the building will always notify the Headteacher at both their arrival and
departure. In the case of the Caretaker, their partner will notify the Headteacher if he is deemed
to be overdue.

In addition, everyone who works alone on the premises must make sure that someone knows
where they are and what time they will be finished. These persons should be instructed to make
contact if they are overdue and raise the alarm if there is no reply.

3.37 Working Time

The School recognises that when people work too many hours their health can be affected and the
risk of mistakes/accidents is increased. Compliance with the requirements of the Working Time
Regulations 1998 (as amended) is seen as the way to minimise these risks. Normal school
arrangements usually ensure that employees receive the in-work daily/weekly breaks and annual
leave entitlements specified in the Regulations. Some employees, during term time, work many
hours more than the normal school week, both at the school and at home. When averaged over
the reference period of 17 weeks, which will take account of school closures, the limit of 48 hours
per week set by the Regulations is unlikely to be exceeded. Any employee whose work dictates
they are required to work excessive hours should raise this with the Head Teacher.

3.38 Occupational Health Service

Specialist Occupational Health Advisors have been contracted to provide the following.




Where residual risks remain after control measures have been taken for tasks where industrial

iliness etc may develop, and can be detected medically the Occupation Health Service Advisors will

instigate a system of health surveillance for those employees.

Such tasks include those where there is a significant exposure to items such as wood dust, noise,

vibration, ionising radiation or some chemicals.

Pre-employment screening via the use of a health declaration form, and follow up medical
examinations where necessary.

A management referral system for employees with long term ill health or sickness absence.
Advice and guidance on ill health/medical issues for employees and pupils.

Management of any health surveillance programs identified as being necessary by risk
assessments.

3.39 Work Related Stress

Stress is the reaction people have to excessive pressures or other types of demands placed on

them. Contributing factors to harmful levels of stress include work overload/underload, the

working environment, working relationships (e.g. bullying or harassment), changes taking place,

poor communication and organisational style. Prolonged work-related stress can lead to physical
ill health.
A risk assessment has been carried out to identify and evaluate the schools’ potential for stress

related risks.

The following minimum control measures have been implemented.

Factors likely to cause intense or sustained levels of work related stress are identified and
measures implemented to protect staff.

An open and understanding management style is practiced.

Staff have the skills, training and resources they need.

Fair and consistent treatment is provided for staff.

Two way communication takes place, especially in times of change.

Support and counselling facilities are available where appropriate.

Staff are encouraged to report any work situation causing intense or sustained levels of work
related stress.

Regular team meetings take place, and all employees have routine appraisals.

Individual risk assessments are carried out for any member of staff reporting the symptoms of

work related stress.




3.40 Legionella Bacteria

There is a small risk of legionella bacteria developing in the water system. If droplets are inhaled,
as when taking a shower, this could lead to legionnaire’s disease which can be serious for
vulnerable persons.

A company specialising in water hygiene has been commissioned to survey the site and assess the
risks. This risk assessment is reviewed regularly & if circumstances change. The recommended
remedial work has been carried out to prevent contamination and stagnant water gathering in
dead legs of pipework etc, and the control measures outlined in the survey report, such as
inspections, temperature monitoring, cleaning and flushing implemented.

SLT is the nominated responsible person for ensurng that the Schools’ legionella controls remain
effective.

All staff required to carry out legionella monitoring activities etc have been appropriately trained.

Appropriate records of legionella control maintenance are kept by the Site Manager.

In order to eliminate the potential for legionella bacteria in this area, only proprietary screen wash
is used in the School vehicle screen wash system.

3.41 Asbestos

A specialist asbestos management survey has been carried out throughout the school, all asbestos
containing materials identified and a report produced. An asbestos risk assessment has been
carried out, which includes the material assessment from the Survey and a priority assessment
which together form a total exposure assessment for each ACM identified.

The Premises/Site Manager and team have received asbestos awareness training.

Any employee carrying out Notifiable Non-Licensed work with asbestos will be subject to a routine
medical health check program.

The control measures to prevent asbestos fibres being released have been taken as appropriate.

e Asbestos containing materials have been removed where necessary.

e Asbestos containing materials have been encapsulated to prevent contact.
e Asbestos containing materials have been sealed to prevent deterioration.
e Access is denied to asbestos containing materials.

e Asbestos containing materials are properly identified.




An Asbestos Management Plan has been developed and is reviewed annually, This includes the
following control measures.

e No building or maintenance work is carried out without prior reference to the asbestos
survey report.

e All contractors and maintenance personnel etc are made aware of asbestos containing
materials in and around their area of work, in order that they may take the appropriate
precautions. Confirmation of this notification should be recorded.

e Specialist assistance is to be obtained in all instances where asbhestos containing materials are
likely to be disturbed.

e The Site Manager monitors the conduct of employees and contractors to ensure that
asbestos containing materials are not disturbed.

e The condition of all exposed asbestos containing material is monitored by the Site Manager
on a regular basis, and records maintained.

e If asbestos containing materials are removed or treated in any way, the asbestos register is to
be updated by the Site Manager.

e Access to areas where deterioration, damage or disturbance of asbestos containing materials
occurs is prohibited.

e Any asbestos containing materials removed must be disposed of via an appropriately licensed
waste carrier.

e Teaching Staff etc are not to affix anything to walls or ceilings without first confirming with
the Site Manager that asbestos containing materials are not present in that location (No
items are to be affixed to asbestos containing materials).

In areas where refurbishment, demolition or major building works are to take place, an Asbestos
Refurbishment/Demolition Survey will be carried out beforehand.

The flowchart in the HSE Asbestos Essentials Document - AO. Advice on non-licensed work with
asbestos, is used to determine if asbestos related work is either,

e Licensed work,
e Notifiable Non Licensed work,
e Non Licensed Work,

And appropriate measures are then taken as necessary.

3.41.1 Emergency Procedure - Uncontrolled Release of Asbestos Fibres
An emergency procedure should be in place to limit exposure and the risks to health in case of an
accidental uncontrolled release of asbestos.
The content of this procedure should include,
e Raising the alarm




e Evacuating the contaminated area.

¢ Identifying the source of the contamination.

e Prohibiting access to the contaminated area. Only those people who are essential for carrying
out repairs and other necessary cleaning and maintenance work must be allowed into the
affected area (other than emergency services), and only then if properly attired.

e Decontamination or disposal of contaminated clothing etc.

e Regaining control of the incident, -

Which will include arranging for the cleaning up, decontamination and air sampling by specialist
asbestos contractors.

A note should be made on any employee personal or health record of any potential
contamination, and a copy given to the employee, with instructions to retain the record
indefinitely.

An uncontrolled release of asbestos fibres is also to be reported by the Health and Safety
Coordinator to the HSE under the RIDDOR reporting Regulations.

The emergency procedure should be practised at regular intervals.

It is essential that checks are made to ensure that any work has been properly carried out. Even if
the work was non-licensable, a licensed contractor and analyst should be employed to thoroughly
check and clean the area if contamination is severe.

3.42 Personal Protective Equipment

Personal Protective Equipment (PPE) is all equipment (including clothing for protection against the
weather) which is intended to be worn or held by individual persons at work and which protects
them against one or more risks to their health and safety. PPE is to be worn in accordance with the
relevant task risk assessment.

PPE is regarded as the last choice on any hierarchy of control, and should only be chosen where risk
assessments have identified that other methods, such as engineering controls, are not sufficient to
adequately control the risks. PPE should be suitable for the hazard which it is to protect against,
adjustable where applicable to fit the wearer, and compatible with any other PPE worn at the same
time.

Only PPE bearing a ‘CE’ mark will be made available, and will be provided free of charge to
employees. Employees are not permitted to use their own privately owned PPE. All requirements
for PPE are to be notified to the relevant Head of Department, who will identify, select and order
PPE of the relevant standard from the appropriate suppliers’ catalogue.

The Headteacher to monitor and enforce the use of PPE, and are responsible for ensuring.

e Where residual risks remain for a work activity that cannot be controlled by other means,

e appropriate PPE to control those residual risks is identified and provided.




e PPE is assessed for suitability prior to use. It should be appropriate for controlling exposure to
the risks concerned, available in appropriate sizes or fully adjustable to fit the users, and
compatible with other PPE that may need to be used at the same time.

e Effective storage arrangements are provided and used for PPE, which enable PPE to be stored
without damage, and eliminates the potential for cross contamination.

e PPEis keptin aclean condition, and manufacturers’ guidance is followed for the maintenance
requirements. Disposable PPE is to be discarded after each use.

e Employees are provided with training and instruction on how to use appropriate PPE properly
and safely, and informed of the reason for its’ use and how to identify and report defects.

e Adequate supplies of serviceable PPE are available, and damaged or ineffective PPE is
withdrawn from use

3.43 Grounds Maintenance

The following controls are considered to be the minimum required for safe maintenance of the
school grounds. Risk assessments and safe working procedures have been produced for all
hazardous activities. Appropriate records of all inspections and maintenance are maintained by the
Site Manager.

e All grounds maintenance equipment is secured when not in use, and only operated by trained
personnel. Powered equipment is isolated when not in use, and the keys secured.

e Fuels for powered grounds equipment is stored in appropriate containers, which are designed
to be fire resisting and contain spillages. The containers are secured when not in use and
appropriate ventilation provided. The minimum practicable quantities of fuel are transported
and kept on site, in approved containers.

e Grounds maintenance equipment is maintained in accordance with manufacturers’
recommendations, and faults rectified promptly.

* Inspections of the grounds are carried out by the Site Manager before the school opens each
day, and all hazardous items removed prior to allowing pupils access to the site.

e Inspections of the wooden equipment (sheds, seating, fencing and play equipment etc) are
carried out by the Site Manager on a weekly basis, and all hazardous parts rectified or isolated
prior to allowing pupils access to that area.

e All trees on the site are bi-annually inspected and maintained by a competent specialist.
Further to this, the Site Manager ensures that all trees are inspected on a weekly basis, and
after high winds or other adverse conditions that could affect their integrity. Records are kept
of these inspections.




Hazardous substances are securely stored with appropriate spill prevention and ventilation,
and are only used in line with the appropriate Material Safety Data Sheet and risk assessment.

3.44 Monitoring and Review

In order to ensure that the health and safety arrangements of the school remain effective, and that

the health and safety policy remains valid, a scheme of monitoring and review has been

implemented.

The following summarises the content of this process.

Monitoring.

The Health and Safety advisor for the school will carry out regular health and safety
inspections of the school, on behalf of the Head Teacher and Board of Governors. These
inspections may be targeted at specific areas at the request of the school. A report will be
produced from these inspections.

The Governors will carry out regular health and safety inspections of the school, to identify
health and safety improvements or failings. Notes should be taken during these inspections.
The Head Teacher will carry out regular health and safety inspections of the school, to
identify health and safety improvements or failings. Notes should be taken during these
inspections.

The Heads of Departments will carry out regular health and safety inspections of their areas
of authority on behalf of the Headteacher, to identify health and safety improvements or
failings. Notes should be taken during these inspections.

The Site Manager will carry out regular health and safety inspections of the shared areas on
behalf of the Headteacher, to identify health and safety improvements or failings. Notes
should be taken during these inspections.

The Site Manager will carry out a daily inspection of the School Site prior to opening, in order
to remove any obvious hazards before the pupils arrive. A daily signature sheet may be used
to record these inspections.

Individual Teachers will carry out a daily inspection of their classrooms prior to use, in order
to remove any obvious hazards before the pupils arrive. A daily signature sheet may be used
to record these inspections.

Heads of Departments will monitor their staff, and take appropriate action to ensure that
they are complying with the requirements of the school health and safety policy, risk
assessments and safe systems of work.

The Health and Safety Co-ordinator will carry out ongoing and regular monitoring of the
school health and safety policy, and submit amendments to the Headteacher as necessary.
Staff will monitor pupils at all material times, and take appropriate action to ensure that they
are not putting themselves or others at risk.




Review.

e The Board of Governors are to meet regularly, with the Headteacher to identify health and
safety issues and areas for improvement. This meeting is to including a review of items from
the lower level meetings, a review of the school health and safety policy, and recent inspection
reports. These meetings are to be minuted.

e The Head Teacher is to chair a regular health and safety meeting with staff to identify health
and safety issues (including training levels and accident reports) and areas for improvement.
These meetings are to include a review of the school health and safety arrangements, and
items from the lower level meetings. These meetings are to be minuted.

3.45 Critical Incidents

Critical incidents are considered to be major emergency situations. These emergencies could
develop slowly from minor incidents, with staff interacting where appropriate, or they may
escalate very quickly before coming to anyones notice (the difference being such as the difference
between an intruder who gradually turns violent and a bomb that explodes without warning).
They may also occur at unpredictable times or when the most appropriate member of staff to
deal with them is absent.

A Critical Incidents Policy has been developed under a separate cover to assist staff with dealing
effectively with such emergencies.

There is little point in waiting for an incident to occur before becoming familiar with the contents
of this document, as time (or someone else to take responsibility) may not then be available. Staff
should therefore familiarise themselves with it during the induction process, and act accordingly
when the need arises.

A critical incidents policy has been compiled and the arrangements for dealing with reasonably
foreseeable incidents are documented. Key personnel have been nominated to perform specific
roles during incidents, appropriate resources provided, and contact details documented.

Critical incident practice drills are undertaken on a regular basis. Although these are mainly carried
out as ‘desk top’ exercises, wherever practicable full drills are practiced.

3.46 Lettings

Any hirers of the premises have the responsibility to ensure that they use it safely.

The Board of Governors recognises its’ duties as the controller of the premises, and require that
the lettings policy and contractual agreements be complied with.

These will ensure that.




3.47

Premises hired are in a safe condition for the purpose of use.

Arrangements for emergency evacuation are adequate.

Firefighting equipment is in place and operational.

Relevant insurance requirements have been met.

Contractual arrangements are drawn up to clearly delineate and specify responsibilities
and

arrangements for health and safety (i.e. telephone communications, first aid provision, fire
procedures etc)

The relevant area is inspected both prior to and after each letting to ensure that it is in a
safe condition for subsequent use. Records are kept of these hand-over/return checks.

Disabilities

The school recognises its’ duties with regard to providing reasonable access to the school and its’
facilities for disabled persons. Due to the widely differing circumstances of each disabled person,

there can be no single set of provisions which will cater for all disabilities.

The requirements of each disabled person for access to the school and its’ facilities will be

assessed individually, and reasonable adjustments made to cater for them.

Ramps have been provided where necessary for disabled persons to gain access to facilities.
Lifts have been provided and maintained, for disabled persons to gain access to different
floor levels.

Disabled toilet facilities have been provided.

Facilities for disabled persons use are appropriately maintained (i.e. testing of WC alarm call
facilities, evac chair maintenance etc).

Radio hearing amplification devices are in use to assist hearing impaired persons.

The edges of steps etc, changes of level and impact hazards have been highlighted to assist
visually impaired persons.

Braille signs are affixed to appropriate doors for visually impaired persons.

Supervision levels are individually assessed for each disabled person.

Manual Handling training and mechanical aids are provided and maintained, to assist with
moving mobility impaired persons.

Emergency arrangements have been reviewed in light of the disabled persons likely to be
present, and where appropriate Personal Emergency Evacuation Plans (PEEP’s) have been
documented.




3.48 Swimming

Swimming is recognised as a particularly hazardous sporting/recreational activity, in that fatalities
can occur very quickly without adequate controls. HSE Document HSG179 ‘Managing Health and
Safety in Swimming Pools’ has been followed in developing safe operating and maintenance
procedures for the swimming pool.

The following minimum control measures are taken to control the risks:

e Swimming Pool Safety Operating Procedures have been developed in line with HSE
Document HSG179 ‘Managing Health and Safety in Swimming Pools’, which consist of both
Normal Operating Procedures and Emergency Action Plans.

e Adequate levels of supervision are maintained at all times that the pool is occupied (At least
two lifeguards on duty at poolside at all times).

o All lifeguards are properly trained and hold appropriate certification.

e Adequate life-saving/floatation devices are available at poolside.

e Adequate signage is posted to indicate water depths.

e The floor surface around the pool is of a non-slip type and is maintained clean and free from
obstructions.

e Un-programmed diving from the poolside is not permitted

e Maintenance of the swimming pool, its’ environment and facilities is carried out in line with
HSE Document HSG179 ‘Managing Health and Safety in Swimming Pools’.

e Effective security is maintained in order to prevent unauthorised access to the swimming
pool.

e Disabled access equipment is fully maintained by specialist contractors, and operated by
trained persons only.

3.49 Boiler Room

Boiler Rooms are considered to be potentially hazardous environments, and the following control
measures have been adopted to reduce the risks.

e The boilers are maintained annually by competent specialist contractors.

e Appropriate fire extinguishers are provided in the Boiler Room.

e An emergency electrical isolation control is provided in the Boiler Room

* A method of quickly isolating the boiler fuel supply in an emergency is provided.

e The Boiler Room is kept secure to prevent unauthorised access.

e Combustible materials are not stored in the Boiler Room.

e Adequate ventilation is provided in the Boiler Room.

e Emergency exit routes from the Boiler Room are kept free from obstructions.




3.50 Vibration

School activities are not considered to include significant vibration risks. A basic understanding of
the hazards, symptoms and controls are of use in maintaining this situation, and assuaging
employee concern. Although regular and frequent exposure to hand arm vibration (HAV) can lead
to potential health effects, occasional exposure is unlikely to cause ill health.

Early symptoms of HAV are:

e Tingling and numbness in the fingers.

e Not being able to feel things properly.

e Loss of strength in the hands.

e Fingers going white or blanched, and becoming red or painful on recovery.

This can lead to effects such as:

e Pain, distress and sleep disturbance.

¢ Inability to do fine work, or perform everyday tasks.
e Reduced ability to work in damp or cold conditions.
e Reduced grip strength.

e Limiting the ability to do certain jobs, or affecting family or social activities.

Jobs requiring the frequent use of vibrating tools and equipment, and handling of vibrating
materials are the main cause of this condition, and the equipment concerned could include
chainsaws, hammer drills, powered sanders and powered lawn mowers.

The daily amount of vibration exposure above which actions are required to control exposure is
2.5m/s? averaged over an 8 hour working day (and employees must not be exposed to a vibration
amount of 5m/s? averaged over an 8 hour working day). Although this is difficult to measure
without specialist equipment, it is stressed once again that school employees are extremely
unlikely to receive vibration exposures approaching these levels.

A risk assessment has been carried out to assess the vibration risks in the most likely exposure
areas, and vibration exposure is not considered to pose a significant risk to employee health.

The vibration controls currently employed by the school include,

Equipment is purchased and maintained to keep vibration exposures as low as reasonably
practicable. Work methods and patterns are such that extended exposures to vibration are
minimised.

Employees are informed regarding the hazards, symptoms and controls employed by the school.




Any employees who remain concerned, or have any reason to suspect that they are suffering the
symptoms of vibration exposure, are to see advice through their Head of Department without
delay.

3.51 Noise

Exposure to high levels of noise can cause permanent damage to the human hearing, in the form
of noise induced hearing loss (which may be frequency dependent) or tinnitus (a ringing noise in
the ears).

Noise is measured in Decibels, on a logarithmic scale. Therefore, an increase of 3 Decibels would
be a doubling of the sound intensity, a difference which you may not even notice.
dB(A) is an average of the noise level received, usually averaged over an 8 hour working day.

Noise exposure is normally averaged over a single working day, but for largely varying or
intermittent exposures, a weekly average may be taken.

In order to control exposure to harmful noise doses, Exposure Action Values have been set, at
which differing levels of control are implemented.

These Exposure Action Values are:

e Lower Exposure Action Value = 80dB(A) with a peak sound pressure of 135dB.
e Upper Exposure Action Value = 85dB(A) with a peak sound pressure of 137dB.

There are also Noise Levels that must not be exceeded, and these are:

e A daily or weekly exposure of 87dB(A) or a peak sound pressure of 140dB.

It is the school policy to reduce noise at source, by the purchase and maintenance of equipment to
keep the noise level generated as low as possible. Where this cannot be achieved engineering
controls, such as acoustic damping etc are employed to further reduce noise exposure. Work
scheduling and careful timing of activities is also used to reduce individual noise exposures to as
low as is reasonably practicable. And only where the above measure are insufficient or
inappropriate is personal ear protection resorted to.

Additionally, practices are adopted, such as switching off unused equipment etc, in order to
eliminate or reduce noise levels to as low as is reasonably practicable.

Risk Assessments have been carried out to determine areas and activities where persons could be
exposed to hazardous noise levels.




Training is provided in the care and use of ear protection.

Storage containers are maintained for ear protectors at all appropriate locations.

Guidance.

e Faintest audible sounds — Approx 0 dB.
e Quiet Library — Approx 20 —30dB

e Quiet Office — Approx 40 - 50 dB

e Conversation — Approx 50 - 60 dB

e Loud Radio — Approx 65 - 75 dB

e Primary Classroom — Approx 67 - 80 dB
e Tractor Cab — Approx 80 - 85 dB

e Arc Welding — Approx 87 - 97 dB

e Power Drill - Approx 87 - 97 dB

e Chainsaw — Approx 103 - 110 dB

As a rule of thumb; if a person has to raise their voice to be heard by another person standing 2m
away (with normal hearing), then they are probably in a hazardous noise environment.

Activities/Areas where the noise is likely to be between the Lower and Upper Exposure Action
Values have been identified, and in these areas.

e Persons are informed about the noise hazard and the controls to be adopted.
e Hearing protection is available, and provided upon request.

Areas where the noise is likely to be at or above the Upper Exposure Action Value have been
identified, and in these areas.

e Hearing protection zones (where the use of hearing protection is compulsory) have been
identified and appropriately signed.

e Persons are informed about the noise hazard and the controls to be adopted.

e Hearing protection will be worn by all persons within the hearing protection zones.

e The use of hearing protection will be monitored and enforced by Heads of Department.

e Health surveillance will be undertaken at the commencement of employment and annually
there-after for all employees who are likely to be regularly exposed to noise at or above the
upper action levels.

Instances where an individuals’ noise exposure reaches the Noise Limit will prompt an immediate
investigation into reasons for this exposure, and the activity concerned will cease until the noise
exposure is brought down below the limit values.




Appropriate hearing protection is where the attenuation of the hearing protectors at low, medium
and high frequencies is sufficient to bring the noise level outside the hearing protectors down to
below the Exposure Action Values when it reaches the ears.

3.52 Environmental Conditions
Sun Exposure

e During hot sunny weather adequate drinking water is available, and a shaded area is
provided in the playground.

e Supervisory Staff are encouraged to wear sun hats, and sun-block.

e Pupils are encouraged to wear sun hats, and sun-block.

e A standby supply of sun-block is held.

Staff rotation ensures that no single member of Staff is overly exposed to sun/heat.
Radon Gas

e A whole School Radon Risk Assessment has been carried out, and is reviewed routinely.

e Radon gas monitoring has been undertaken to confirm the actual Radon gas exposure levels
within the School buildings.

e From the results of this monitoring, remedial works have been carried out as necessary to
bring the exposure levels to below the Public Health England Target level.

Snow & Ice

e Stocks of rock-salt are kept. The Site Manager monitors the forecasts for snow/ice conditions,
and during winter checks the site at least 1.5 hours before school opening times.

e Aplanis devised detailing the priorities for clearing pathways & playgrounds.

e A salt spreader, shovels and warm clothing are provided. The Site Staff clear pathways and
playgrounds according to the time available and the severity of the conditions in order to
maintain at the minimum clear access to the School building.

e The condition of the pathways and hard surfaces is regularly monitored by the Site Manager,
and appropriate clearance measures taken, with slippery areas cordoned off as necessary.

e The decision as to whether the weather conditions prevent the school from opening lies with
the Head Teacher.




High Winds

e The Site Manager inspects the School Site after high winds, heavy snow etc to identify any
tree branches etc or parts of the building etc left in a hazardous condition, such that
appropriate remedial action can be initiated.

Rain

e Suitable dry areas and supervision are provided for pupils when it is raining during non-teaching
time.

Lightning

e Where necessary lightning protection is provided for the buildings. These measures are
inspected and tested annually, and records kept.

e All hazardous areas are cordoned off, and reported for immediate remedial action.

e A supply of cordon material and signage is kept for this purpose.

3.53 Electromagnetic Fields
What is an Electromagnetic Field (EMF)

An EMF is produced whenever a piece of electrical or electronic equipment (ie TV, food mixer,
computer, mobile phone etc) is used. EMFs are static electric, static magnetic and time varying
electric, magnetic and electromagnetic fields with frequencies up to 300 GHz.

EMFs are present in virtually all workplaces and if they are of high enough intensity, action may
need to be taken to make sure workers are protected from any adverse effects.

Health Effects
Effects of exposure to EMF can be indirect, sensory or health related.

Indirect effects

e The operation or safety of active or passive implanted or body-worn medical devices may be
affected.

e Electric shocks may be felt, or electro-explosive devices may be triggered to initiate.

e Sparks caused by induced fields may trigger fires or explosions where flammable fuels,
vapours or gases are present.

Sensory effects:

e Sensory effects may manifest as nausea, vertigo, a metallic taste in the mouth or flickering
sensations.




Health effects:
e Health effects may range from nerve stimulation, effects on the central and peripheral
nervous system of the body: tingling, muscle contraction to heart arrhythmia.

3.53.1 Action Levels & Exposure Limits

An Exposure Limit Value (ELV) is the legal limit of exposure of an employee to an EMF (Often this is
impossible or difficult to measure).

Therefore, Action Levels have been produced to keep EMF exposure below levels where health or
sensory effects may occur. If an Action Level is not exceeded — the corresponding ELV is not met.
Action Levels are detailed in the Schedule of The Control of Electromagnetic Fields at Work
Regulations (but specialist equipment / manufacturers data is needed to confirm if these Action
Levels are met).

An indirect Action Level is not tied to a particular Exposure Limit Value but details the EMF level
above which indirect effects my take place.

Workplaces accessible to the general public should meet the exposure limits specified in Council
Recommendation 1999/519/EC.

Examples of equipment producing EMF at levels below the Exposure Limit Values and which will
NOT exceed the indirect-effect Action Levels

Mobile or cordless phones, standard wireless office equipment, IT equipment, fans or heaters.
Hand held tools, electrical room heating equipment, lighting equipment, overhead power lines
crossing the workplace, battery chargers and standard building electrical supplies less than
100amps.

Examples of equipment that MAY be likely to produce EMF exceeding the Exposure Limit Values
and/or the Indirect-effect Action Levels

Broadcast and telecoms base stations (within the designated exclusion zones), radio & TV
broadcasting systems. Electrical supply systems above 100amps or 23Kwatts, RF Plasma devices,
dielectric heating & welding, resistance welding, or induction soldering,

Examples of equipment that MAY pose a hazard to persons with Passive Implanted Medical Devices
(PIMD)

Electric cables carrying high currents, automated induction heating systems, hand held induction
heating coils, automated welding systems or MRI equipment.

Examples of equipment that may pose a risk to persons using Active Implanted Medical Devices
(AIMD) or Active Body Worn Medical Devices (BWMD)




Wireless communication devices including WIFI, cordless and mobile phones, audio-visual equipment
using RF transmitters or electric garden type appliances.

Active security surveillance equipment including RF transmitters, metal detectors, tape or hard drive
erasers, inverters (including photovoltaic systems, generators producing high currents, arc welding
(MIG TIG & MAG), large battery chargers, heat or glue guns, hand held portable tools, automated
induction heating systems, machine tools (pedestal drills, saws etc), Concrete mixers, MRI
equipment, motor vehicles and plant (starter, alternator & ignition systems etc, or battery chargers).
Some equipment generating static magnetic fields, headphones producing strong magnetic fields,
professional inductive cooking equipment, two way radios, battery powered transmitters,

3.53.2 Susceptible Persons

Some persons are more susceptible to the effects of EMF than others.
This includes Expectant Mothers and those persons with the following,

ACTIVE IMPLANTED PASSIVE IMPLANTED BODY WORN

MEDICAL DEVICES MEDICAL DEVICES MEDICAL DEVICES
Examples include Examples include Examples include
Cardiac pacemakers Orthopaedic implants or joints Insulin pumps
Implantable cardiac defibrillators Pins, plates, screws Hormone infusion
pumps

Cochlea implants Surgical staples and clips, ie Hearing Aids

Brainstem implants tubal ligation clips — used in Continuous glucose
Inner ear prostheses female sterilisation and monitoring systems
Neuro-stimulators aneurism clips Metalised drug-delivery
Retinal encoders Stents patches (over the
counter

Implanted drug infusion pumps Heart valve prosthesis or prescription)

Annuloplasty rings
Intrauterine contraceptive
device (IUD) or other metallic
contraceptive implants
Penile implants — used to
treat erectile dysfunction
(impotence)

This is because some levels of EMFs could cause devices to malfunction or workers to receive injuries
as a result of EMFs interacting with them. For example, very strong static magnetic fields could
create turning forces that move ferromagnetic PIMDs and intermediate frequencies may cause
them to heat up, which may lead to injury to the surrounding tissues.

Examples of equipment producing EMF levels that may pose a risk to Expectant Mothers




Electrical equipment carrying high currents, automated induction heating systems, automated
welding systems, or MRI equipment.

3.53.3 Control Measures

Most work activities carried out by this organisation will not expose employees, visitors or
contractors to significant risk from high levels of EMF, where those employees’ visitors and
contractors do not use implanted or body worn medical devices.

Equipment producing EMF levels that may pose a risk to Expectant Mothers
This organisation uses no equipment producing EMF levels likely to pose a risk to Expectant Mothers,
therefore no additional controls are necessary.

Equipment that MAY pose a hazard to persons with Passive Implanted Medical Devices
This organisation uses no equipment producing EMF levels likely to pose a risk to persons with
Passive Implanted Medical Devices, therefore no additional controls are necessary.

Equipment that MAY be likely to produce EMF exceeding the Exposure Limit Values and/or the
Indirect-effect Action Levels

This organisation uses no equipment producing EMF likely to exceed the Exposure Limit Values
and/or the Indirect-effect Action Levels, therefore no additional controls are necessary.

Equipment that MAY pose a risk to persons using Active Implanted Medical Devices or Active Body
Worn Medical Devices

Any Staff, contractors or visitors who have/use any of the above Medical Devices are to notify the
Department Head such that appropriate control measures can be taken.

This will generate the requirement for a risk assessment, and will normally be relocation of work
activities away from equipment generating significant levels of EMF (Note. This can be something as
basic as a mobile phone), identifying exclusion areas, and posting notices as a warning.

Those who are unsure of the potential for any Medical Device they use to be affected by EMF should
consult their medical practitioner / team, and inform their Department Head.

Exceptional Circumstances

In the unlikely event that equipment is used that MAY generate levels of EMF above the Action
Levels or a person using one of the Medical Devices above has identified a need to work with or
near any item of equipment that could affect their Medical Device, the individual’s medical
practitioner / team and the work equipment manufacturer’s data is to be consulted to determine
the level of EMF produced by that equipment, any potential effect on the Medical Device, and to
identify the necessary controls.




In any cases of doubt, action will initially include exclusion from the area where the equipment of
concern is located, followed by reference to manufacturer’s data to identify the EMF Levels
produced by that equipment, and to identify if any Medical Devices may be affected and then to
develop the safety controls necessary. A risk assessment will be used to document the necessary

controls.

Should no manufacturer’s data be found, EMF monitoring will be required.




Appendix A Science

1 Scope of this policy

This policy, is concerned with health and safety when teaching science [and technology]. It has been
produced with the approval of the school’s governing body. It should be read in conjunction with

the school’s overall Health & Safety Policy.

This policy is not concerned with the teaching of health and safety, although that is a requirement
of the Programmes of Study for Science [and Technology] in the National Curriculum.

2 Duties of staff

The Governing Body of has the ultimate responsibility to ensure the health and safety of employees
and others at this school.

The task of overseeing health and safety in this school has been delegated by the employer to the
Headteacher.

It is the duty of all staff (and, where relevant, non-employees such as parent helpers):

. to take reasonable care for the health and safety of themselves and others who may be
affected by their acts or omissions;

. to be familiar with this policy by periodic reference to it;

. to implement the provisions of this policy; and

) to cooperate with the employer and with other members of staff in promoting health and
safety.

3 Advice on Health & Safety matters in science [and technology]

We have a subscription to CLEAPSS, Brunel University, Uxbridge UB8 3PH (Tel: 01895 251496; Fax:
01895 814372; E-mail: science@cleapss.org.uk; Web site: www.cleapss.org.uk) for the purpose of
obtaining risk assessments and for general advice on Health & Safety matters in science [and
technology].

About 3 or 4 weeks after the start of each term the CLEAPSS Primary Science and Technology
Newsletter is despatched to schools [by the local authority] / [by direct mailing]. The Headteacher
circulates a copy of the Newsletter amongst staff Back copies are kept for reference in and are also
available on the members-only part of the CLEAPSS web site.




4 Be safe! booklet

We believe science [and technology] in primary schools to be a very safe activity and do not consider
that the few, small risks justify excessive bureaucracy.

This school’s Health & Safety policy for teaching science [and technology] is largely contained within
Be safe! Health and safety in primary school science and technology (3rd edition, 2001, Association
for Science Education®, ISBN 086357324X).

A copy of Be safe! is kept in the staffroom.

All teachers must check Be safe! from time to time and use it when planning their science [and
technology] activities. Where relevant guidance cannot be found in Be safe!, staff should consult
CLEAPPS website.

5 Risk assessment

It is the duty of the employer, under the COSHH (Control of Substances Hazardous to Health)
Regulations to make a risk assessment before microorganisms (eg, moulds) or hazardous chemicals
(including some ‘kitchen’ chemicals) are used. Under the Management of Health and Safety at Work
Regulations the employer must make a risk assessment before hazardous activities are undertaken.
This school has adopted Be safe! as containing model risk assessments for the activities normally
undertaken in teaching science [and technology] in primary schools.

A model risk assessment is just that - a model, which is broadly appropriate for most classes, in most
schools, most of the time. Teachers should review the advice and consider whether further
modification is needed for the special circumstances of their lessons with their classes. Professional
judgement is needed. For example, pupils who are early bilinguals may not fully understand the
instructions and pupils with special needs may need special consideration. An activity, which is
perfectly safe on a Monday morning, may be less so on a Friday afternoon or following a wet play
time! Teachers must also use common sense in organising their classroom in a healthy & safe
manner, eg, by avoiding trailing electrical leads, not allowing children to use construction kits just
behind the door, etc.

For the purposes of model risk assessments, this school also uses a range of CLEAPSS guides which
give information on a more-extensive range of activities than is covered in Be safe!l. Examples
include L5p Safe Use of Household and Other Chemicals, L86p Electrical Safety, L190 Studying
Microorganisms in Primary Schools. In specialist areas, other guides may also be useful. For some
work in technology we also use Make it Safe! Safety Guidance for the teaching of Design &
Technology at Key Stages 1 & 2 2001, 5th edition, National Association of Advisers and Inspectors in
Design and Technology.




If the proposed activities, chemicals or equipment are NOT covered by Be safe! or relevant CLEAPSS
guides, so far as risk assessment is concerned, a Special Risk Assessment must be obtained by
contacting CLEAPSS.

When drawing up schemes of work and lesson plans, staff should note down any relevant and
important Health & Safety information extracted from Be safe! or elsewhere. This can be very brief
comments and will only be necessary for a few topics but will satisfy the requirement that the
“significant findings of risk assessment should be recorded” and demonstrate that individuals
acknowledge the risk involved. Examples of this approach can be found in A Scheme of Work for Key
Stages 1 and 2: Science (DfEE / QCA, 1998), although teachers may occasionally find that they want
to note down more detail about particular techniques.

6 Close supervision

On some occasions, Be safe! states that an activity should be carried out “under close adult
supervision”. We interpret this as meaning that a small group of children (up to about 6) should
have the undivided attention of the supervising adult. Such adults need not be teachers but, if they
are parents, assistants etc, they must have been well briefed before the activity on the nature of
the risk by the teacher in charge and be aware of guidance in Be safe! etc.

7 Purchasing and storing resources

When purchasing equipment or materials, and especially mains-powered electrical equipment, staff
must ensure that it is safe and appropriate for use by children of the relevant age. CLEAPSS (see
section 3) produces guides to particular types of equipment. The guides in print may change, but a
list of those currently available appears on page 8 of its termly Primary Science & Technology
Newsletter and on its web site, www.cleapss.org.uk. CLEAPSS staff members are very willing to
discuss other equipment, not at present covered by guides. Copies of relevant guides can be
obtained, free of charge, by contacting CLEAPSS. Our stock of guides is kept in the Science cupboard.
Staff are expected to consult the relevant guide (or CLEAPSS itself) if they are considering purchasing
mains-operated electrical equipment [or any expensive item for use in science.]

Similar considerations apply when equipment, chemicals or other items are given to the school, eg,
by parents, local companies, etc or brought in from home. They may not be sufficiently safe for
school use. In general, our policy is not to accept such donations. Any mains-electrical equipment
donated or borrowed from home must undergo a portable-appliance test before being used. Testing
should be carried out in accordance with the employer’s policy which in this school involves waiting
until the regular check by the school contractor.

Equipment and materials must be stored safely. Chemicals and any other hazardous items are
locked away from children in the Science cupboard with the key obtainable from the office.




8 Living organisms

We believe that the responsible use of suitable animals, plants and microorganisms in the classroom
not only enhances the curriculum, but also helps to promote respect for living things. Classroom
uses of living organisms may raise issues about the Health & Safety of pupils and teachers (which
are dealt with in Be safe! and other model risk assessments) and, in the case of animals, about their
welfare and the need to care for them humanely. We follow advice given in CLEAPSS publications,
eg, L52 Small Mammals, L56 Housing and Keeping Animals, L124 Aquaria in Primary Schools:
Electrical Safety, L181 Cold-Water Aquaria, L190 Studying Microorganisms in Primary Schools, L197
Giant African land snails, L201 Giant millipedes, L206 Tadpoles, L227 Stick Insects, PS55 Bringing
Pets & Other Animals into Schools.

9 Training

From time to time we devote part of a staff meeting to reminding colleagues about this policy and
the pivotal role of Be safe!l. We review the policy and consider if changes are needed. When new
staff, especially student teachers and newly-qualified teachers, join the school, it is the duty of the
Headteacher to inform them about this policy.

10 Monitoring

From time to time the Headteacher monitors that this policy is being implemented. This will involve
checking documentation, observing lessons and joining in planning meetings. Minutes will be kept
of staff meetings at which Health & Safety matters are discussed, as will notes of lesson
observations.

11 Special Restrictions

[There are no special restrictions in teaching science [and technology] in this school. The
Headteacher has decided that in addition to advice in Be safe! and relevant CLEAPSS publications,
the following special restrictions will apply when teaching science [and technology].

) Pupils at Key Stage 1 should not use expanded polystyrene, because of the risk that they may
poke it into ears, etc, possibly requiring surgery to extract it.

J Thin plastic (polystyrene) cups from drinks machines should not be used to hold hot water,
because of the risk that they may be easily knocked over when pouring the water or may soften and
collapse, in either case spilling hot water on those nearby.

. Glass containers should not normally be used by pupils in Years R to 4, but may be used in
Years 5 and 6 when the nature of the work means that there is no realistic alternative.

J Rechargeable batteries should not be used for circuit work by pupils, because they may
become very hot if short-circuited (but they can be used in equipment, for example, in Roamer
robots, Lego motors, etc.




J Where iron filings are in use for work on magnets, these should be enclosed in clear plastic
containers, sealed plastic bags or similar. Where iron filings are needed for other purposes, eg,
separation of mixtures, pupils should be warned about the dangers of rubbing eyes with their fingers
and work should normally be confined to pupils at Key Stage 2.




Appendix B — Smoking and Vaping

1. Introduction

Smoking leads to nicotine addiction. The habit of smoking is commonly acquired in childhood and
leads to the deaths of 1 in 2 persistent long- term smokers.

Schools invest valuable resources in teaching their pupils about the hazards of smoking through the
curriculum. Children need to receive consistent messages and require non-smoking role models in
the adults who teach them, as well as a non-smoking environment to protect them and the whole
school community from the serious health risks of secondhand smoking.

It is the school’s view that although electronic cigarettes do not contain tobacco or produce smoke,
and their use in enclosed workplaces and public places isn’t banned by law in the UK, this does not
mean that employers cannot introduce their own policies. Our school is seeking to promote healthy
lifestyles for pupils and does not wish to give the impression to their pupils that smoking is in any
way desirable.

In addition, since electronic cigarettes have only been available for a relatively short time as a
smokeless alternative to the real thing, there are worries about possible long-term health effects,
with concerns expressed by the World Health Organisation and in the British Medical Journal.

Therefore, it is the view of the school that for health and safety reasons, it is sensible for employers
to adopt the precautionary principle in relation to these devices and not permit their use on school
premises.

2. Aims of the Policy

This policy seeks to:

e Guarantee a healthy working and learning environment and protect the current and future
health of all members of the school community by eliminating the serious health risks associated
with secondhand smoking

e Guarantee the right of non-smokers to breathe in air free from tobacco smoke

e Create a consistent learning environment by matching the ethos and behaviour within the
school to the curriculum

e Change attitudes by promoting non-smoking as the norm and non-smokers as positive role
models

e Comply with Health & Safety Legislation and Employment Law
e Raise awareness of the dangers of both smoking and secondhand smoking
e Take account of the needs of those who smoke and to support those who wish to stop

3. Restrictions on smoking




Smoking or vaping is not permitted on any part of the school premises or grounds at any time or by
any person regardless of their status or business in the school.

4, Visitors

All visitors, contractors and deliverers are required to abide by the smoking policy. Staff members
are expected to inform visitors of the schools smoking policy, however they are not expected to
enter into any confrontation that may put their personal safety at risk.

5. Support for smokers

Any smoker requiring help and support in giving up smoking are encouraged to seek the assistance
of the local stop smoking service, which can be contacted on 0800 1690169.

6. Disciplinary Action

Staff and other adults will be directed to the Headteacher.




Appendix C — School Security

1. Entry Procedures for Visitors

All members of the school staff are expected to wear their named badges as provided by the school
to allow easy identification by all children.

Visitors are anyone who enters the school premises with the exception of:
® pupils
e members of staff
e governors
e regular parent helpers

All visitors must:
e enter by the main door, at the front of the school building
e proceed directly to the school office
e sign the visitor’s book

Whilst on the school premises:

e wear a visitor’s badge, which has been allocated by a member of staff (regular visitors have
their own visitors badge as do members of the school staff)

e be accompanied by a member of the staff unless specifically authorised to proceed
unaccompanied

e read the fire evacuation information

e sign the visitor’s book immediately before leaving the school premises and return the
visitor’s badge.

2. DBS Checks

St Andrew’s takes it responsibility in the safeguarding and welfare of children extremely seriously.
We ensure that all people working within the school have had all necessary and appropriate checks
completed. Additionally, we seek to fulfill all obligations to validate and seek evidence of
appropriate checks from all external providers.

Any visitor to school where the necessary checks can not be validated beyond basic identification is
not allowed to enter the school building unaccompanied (excluding the main entrance and

Headteacher’s Office).

3. Organisation - Responsibilities




Management responsibility for school security is shared between the Governing Body, the

Headteacher and the Caretaker.

this responsibility to be effectively discharged.

The school has drawn up the following arrangements to enable

The identified person for day-to-day responsibility for school security is the Headteacher. The

following employees have responsibilities for ensuring the security of the school site and premises:

Security Issue

Responsible Person

Specific Duties

entrance/exits

Office Staff (main entrance
only) 8:00a.m. to 4:30p.m.
Monday to Friday, term time.

Perimeter fencing, Headteacher Regular inspections

access routes Caretaker Maintenance and repairs
Surveillance and monitoring
Proposals for upgrading security as
necessary

Security School Caretaker Daily unlocking/lockup routines

Monitor entrances/exits by way of
CCTV cameras
Log and report incidents

Control of visitors

Office Staff
8:00a.m. to 4:30p.m. Monday
to Friday, term time.

Sign in/sign out
Control of visitors’ passes

Control of
contractors

Caretaker and Office Staff

Check credentials of contractors
prior to appointment

Brief contractors on school security
requirements and arrangements
Day-to-day supervision of
contractors on site

Security of money

Office Staff

Collection and banking of payments
to the School
Control of petty cash floats

Emergency
Procedures

First Aid/Accidents:
Class teachers

Fire: Headteacher
Caretaker
Office Staff

Immediate treatment of injuries or
illnesses prior to the arrival of
emergency services to save lives,
reduce effects of injury and speed
recovery
Duties and responsibilities in
accordance with the School’s Fire

Awareness policy and procedures




Building Security Risk | Headteacher e Regular assessment of
Assessments Caretaker requirements, installation of
security systems, staff training and
system maintenance

4. Consultation
The school will discuss security arrangements regularly as follows:

Method Frequency
Governor Meetings Termly or as required
Senior Management Team Meetings Fortnightly or as required
Middle Leaders Team Meetings Fortnightly or as required
Staff Briefings Termly or as required
Premises and Finance Committee Termly

5. Information and Communication:

Written information: procedures and arrangements for security are detailed and regularly updated

in:

e The School’s Fire Awareness Policy & Procedures

e The School’s Health & Safety Policy and Procedures
6. Training:

Security matters are addressed in
e induction training for all new staff
e regular updates as necessary during staff training days, held at the beginning of each term
e appropriate guidance is made available to all permanent and temporary staff

7. Door Security

It is the responsibility of the staff to ensure that all external school doors remain shut during the
period from ten minutes after the scheduled start of the school day until the end of the school day
unless the adjacent playground is being supervised by a person designated by the Headteacher to
undertake that task. All external doors are fitted with devices to enable immediate exit at all times
in case of emergency.

The main door is equipped with a telecom entry system to enable authorised visitors to enter the
building. CCTV provides the office with a view of visitors prior to admission. CCTV footage is




recorded and retained for up to one month. Where present, door and gate access codes are
changed regularly.

8. Lighting

Security lights are in place at the front, side and back of the school.

9. Internal Security

All internal areas are monitored by an alarm system which is to be set by the last member of staff

leaving the premises.

10. Security Outside the Classroom & Supervision

Playgrounds are supervised at break, lunchtimes and whenever pupils are using the playground.

Children will be supervised at all times and checked back into classrooms at the end of breaks.

The duty adult will check the playground when all classes have gone in to ensure no one has been
left outside.

At playtime children should be outside the building unless they are supervised by a member of staff.

At the end of the day, children in EYFS and KS1 must be collected by an authorised adult known to
the school (normally from the classroom door). KS2 staff will be present on the playground to
supervise the departure of KS2 children. Those KS2 children not collected (as expected) should wait
with a member of staff outside. When the playground door is eventually closed, any remaining
children should attend the school office.

Children who are marked absent are monitored by office staff and telephone calls home are made
if we have not been notified of absence.

If children need to leave school during the school day they must be signed out, and in, at the school
office.

11. Responsibility for Security
e The Headteacher is responsible to the Governors for school security.

e Children will not be released to anyone other than a parent or carer unless a specific request
is received from the designated parent or carer.




e Any member of staff needing to be in school during the holiday period should inform the
caretaker or Headteacher, or a third party, so that someone is aware of their location.

e Staff should inform the Headteacher/Assistant Headteacher that they have an appointment
with parents. During these times and at parent consultations no member of staff will be left
alone within the school.

e If a member of staff discovers an intruder, that person must be asked to leave the premises
immediately unless:

- the intruder is considered to constitute a physical threat, when the police should be called
as soon as possible
- the member of staff has reason to believe that the intrusion is unintentional, when that
person will, at the discretion of the member of staff, be asked to register as a visitor, or leave
the premises as appropriate

e Where an intruder is identified in the building individual classes will be expected to remain
in their designated rooms with the member of staff monitoring the room door, unless
notified by the Headteacher to the contrary. The Headteacher should be notified
immediately using the nearest phone

e Where an intruder is identified outside, the Headteacher will be notified and the members
of staff on duty will blow the whistle for all children to be brought into the building

e Where an intruder is found on school premises, the Governing Body would robustly support
the prosecution of any individual

e Each Classteacher is responsible for security the external door/s adjacent to his/her
classroom.

e Staff will take all reasonable steps to assist authorised persons to locate and retrieve
property lost on school premises but cannot be held responsible for such losses.

e Parents are asked to play their part in ensuring that this policy is effective.

e Police will visit regularly to discuss issues of personal safety with the children.

Any procedures are only as effective as the people using them.

12. Security of Equipment

All electrical and non-consumable items apart from furniture will be security marked by the
Caretaker when they arrive at school and entered in the Inventory.

All equipment with a serial number will be recorded in the Inventory which will be filed in the school
office. All property belonging to children should be marked by parents.




Appendix D — Traffic Management

1. Introduction

This document has been prepared to inform and instruct employees, pupils, parents and other
visitors (both pedestrians and people in vehicles), about the site rules concerning pedestrian and
vehicle separation.

St Andrew’s C.E. Primary School takes the health and safety of all site users very seriously. It is
therefore, imperative that individuals take care and exercise caution when in the school grounds,
or within the vicinity of the school grounds, and follow instructions to avoid risk of injury. If there
are any concerns about traffic safety, they should be reported to the school office.

We urge all site users to read this document carefully and act in accordance with the instructions
contained therein. The instruction constitutes site rules. Staff and Pupils in breach of the site rules
may be subject to further action.

Copies of this document have been given to school staff, pupils, parents and carers. Copies are also
available from reception and on the schools website:

http://www.standrews-woodhallspa.org.uk/

The document will be reviewed annually by the Senior Leadership Team and the Board of Governors.
Awareness will be raised regularly through parental events, pupil sub-groups, assemblies and school
meetings.

2. Pedestrians (Including Parents)

There is a pavement to the front of the school and pedestrians should make sure that they use this
safely and avoid walking on the road. Pupils walking in groups should take this into account and
allow other users to pass safely.

Pedestrians should enter site via the pedestrian gates located at either corner of the front face of
the school grounds. The vehicular gate should not be used by pedestrians at any time.

Once on site, all pedestrians should use the foot-path provided. Use of the drive-way and car park
is strictly prohibited. Entry into the school building is through the main entrance.

3. Pupils

It is very important that pupils set a good example to others, particularly in the spirit of being a safe
school. There are a number of site related areas pupils should be aware of:



http://www.standrews-woodhallspa.org.uk/

® Pupils should be particularly aware that entry into the school ground via the vehicular access
points is strictly forbidden. Whilst this may seem a quick way into the school, it is a breach of the
site rules and compromises personal safety and the safety of others.

e Pupils found to be not adhering to the contents of this plan, will be in breach of the site rules and
may be subject to further action.

* When entering the school, pupils must use the designated footpath, and must not use the road-
way or car-park. When using the footpaths — walk! This will avoid accidents and will make you more
aware of what is happening around you.

e Pupils riding bicycles or scooters must enter the grounds on-foot via the pavement and place their
cycle in the bicycle park. They should exit the school, on foot, via this same route.

e If pupils are accessing the school before the school day, entry into the building is only permitted
via the main entrance doors. Entry using any other door is not permitted.

4. Drop Off & Pick Up

There is no designated on-site drop off for pupils. No vehicles should be accessing the car parks for
this purpose, without express permission.

5. Vehicles

The school’s vehicular access gates are closed between 08.30-09.00hrs and 15.00-15.30hrs, (except
in exceptional circumstances where vehicle movement requires authorisation by a member of the
School Leadership Team, and is subject to gate closure after passing through the gate.)

The Speed Limit within the school premises is 4 mph. Drivers should exercise extreme caution at all
times when moving within the school grounds.

Note: There is a pedestrian crossing located on the bend of the school drive. Therefore all drivers
must approach with extreme caution.

There is only one car park within the school grounds, which is for use by both staff and visitors.
Please bear in mind that some young people and some pupils with additional support needs may
have little or no awareness of road safety and you should take account of this.

Vehicles should be parked in such a manner as to avoid causing an obstruction.
Parking is prohibited in front of the field gates as Emergency Vehicle Access is required at all times.

As part of a strong local community, the School asks all parents and carers to respect each other as
well as local residents, their property and access to it. The School will not tolerate physical or verbal
abuse to any members of the school/local community or anyone acting to enforce parking
restrictions that keep the roads clear of obstruction and pedestrians safe.




6. Staff

Staff are expected to act responsibly on the site when parking and accessing the school building. If
you are aware of unauthorised parking, this should be reported via the school office or to the
Headteacher who will inform/remind the offending driver of the correct use of the site.

7. Visitors (Excluding Parents)

Visitors are welcome to park in the school grounds if there is parking available in the designated
bays. Doing so will allow unrestricted movement of other vehicles during the school day. Access into
the school is only permitted from the main entrance. Visitors need to press the security buzzer
located at the double doors and wait for the doors to open. All visitors must report to reception and
sign in before going anywhere in the school. Visitors are required to leave a note of their registration
number when signing in to the visitor’s book. On departure, visitors should sign out at reception and
leave the building by the main entrance door.

If visitors need any advice on access or parking before their visit, please call the school office on
01526 352705.

8. Service & Delivery Vehicles

The school prohibits the access of service & delivery vehicles on-site between 08.30-09.00hrs and
15.00-15.45hrs, to reduce the likelihood of any accidents.

The Speed Limit within the school premises is 4 mph.

Drivers should be aware that they are working in a school environment - exercise extreme caution
and be vigilant when carrying out vehicle manoeuvres in any part of the school grounds.

Drivers of service and/or delivery vehicles (if they have not been on the site before or obtained
instruction in advance) should report to the school office in the main building to advise the nature
of their visit and get clarification on where they can park. Drivers may be issued with a copy of this
plan for reference or simply be advised of the site rules in relation to the area where they are parking
at the time.

Where the contractor is on site to carry out works by prior arrangement, please call the school office
in advance on: 01526 352705, to agree the most suitable parking location and time.

9. Contract Hire Services (Inc ‘Out-of-hours’ Provision Vehicles)

Contracted vehicle drivers (including taxis and minibuses) will have specific instructions given to
them through Local Authority as part of the terms of the contract. These vehicles may park adjacent
the yellow barrier for drop off and pick up. Vehicles should park in such a manner as to not cause
obstruction to other road-users or local residents. Parking should also be in accordance with the
highway-code.




10. Disabled Access

Pedestrian access is by the main front entrance. The main entrance doors are manually operated,
however they will not open until the buzzer has been pressed and the doors unlocked by a member
of staff.

If visitors, staff or pupils require information on access or any other considerations, they should
contact the school office in the first instance on 01526 352705.

11. Outside of the School Grounds
The school accepts that parking near the school is not easy. King Edward Crescent is a cul-de-sac

and in constant use during the day. Parents/Carers are encouraged not to park near the school, and
to walk the remaining distance. However, pupils should be reminded that they should only enter
the school by the dedicated pedestrian access gates.

Parking indiscriminately, such as mounting pavements, double parking, stopping on any yellow lines,
obstructing access points to streets and driveways, and parking near junctions, causes danger to
pupils and other road users. Accidents can arise if views are obstructed or pedestrians have to
negotiate between parked vehicles. In addition, the roads can become congested which results in
frustration and undue delays.

Please act responsibly by parking as safely as possible, to keep the pupils at St Andrew’s C.E. Primary
School, local residents and other road users safe.

12. Ongoing Action Plan

In addition to this Traffic Management Plan in relation to the current site-layout, the Senior
Leadership Team and the Board of Governors, will continually strive to review and improve the site-
layout with the aim of reducing the risk of injury to a minimal level.

13. Management Practices

Key to the ongoing monitoring of the plan is the role of the school management team and other
staff. All staff have a responsibility to make sure that they are acting in such a way as to not
compromise the health and safety of themselves or others.

In addition to the supervision arrangements in place, Senior Leadership Team will carry out regular
site inspections to review practices. Where issues arise with vehicular access, taxi/minibus drivers
and staffing, these will be dealt with or escalated by the school office. The Senior Leadership Team
will be responsible for addressing the conduct of all pupils where this is not consistent with the
requirements of this plan.




14. Non-compliance

If there are concerns or incidents that constitute non-compliance, these will be recorded on the
form by those monitoring the site and appropriate action will be taken. This includes possible further
action and reports going to Contractor or Service management which may result in investigative
action. Any instances of non-compliance should be escalated immediately to the Senior Leadership
Team who will make a record on the form and take appropriate action.




Appendix D - Traffic Management Plan

The yellow barrier is closed at the start and close of the day and ensures that pedestrian and
vehicular traffic is separated.




