HOLT COUNTY PRIMARY SCHOOL

HEALTH AND SAFETY POLICY

OBJECTIVE

To ensure a safe and healthy environment for staff, pupils and contractors using school premises and those visiting school premises.

To achieve this by:

1. Ensuring that every member of staff understands his/her responsibilities for Health and safety.

2. Ensuring that pupils are aware of health and safety matters and how these might affect both themselves and others.

3. Ensuring safe working practices for staff and pupils.

4. Making arrangements to ensure that no person is adversely affected by any article, substance or machine used in school by 

a) Provision and dissemination of health and safety information, which is received from the LEA and other sources.

b) Access to health and safety training.

5. The provision of a healthy and safe environment throughout the school.

6. The provision of safe means of access and egress.

7. The provision of welfare facilities for all staff.

8. Participation by staff and pupils in the promotion of health and safety standards in the school.

9. Ensuring awareness by staff and pupils of procedures for emergencies such as fire and first aid.

10.  Monitoring of health and safety standards in the school, together with a review of accident/near-miss statistics.

11.  Making available access to specialist help with reference to health and safety matters.

12.  Ensuring good communication throughout the school, and liaison with staff/trades union health and safety representatives on health and safety matters.

13. The Governors are committed to ensuring good communication throughout the school, and liaison with staff/trades union health and safety representatives.

14. Governors will ensure that adequate resources are provided for the management of Health and Safety.

SIGNED HEAD TEACHER --------------------------------------------

CHAIR OF GOVERNORS   --------------------------------------------

ORGANISATION

Shown below is the “family tree” of responsibilities for Health and Safety in Holt C.P. School.

	LEA





1. GOVERNORS


a. The Governors of the school will review the accident records once a year, and carry out health and safety audit of the school as recommended by the County Health and Safety Policy.

b. Through the agenda at Governors’ meetings they will discuss health and safety issues as they arise, including keeping abreast of issues as schools are notified through Health and Safety Bulletins and Memoranda.
c. They will fulfill the requirements of Governors as set out in the County Health and Safety Policy re-School Governors.

Local Management of Schools – (LMS) The statutory responsibility for Health and Safety is substantially unchanged under LMS.  For County and Voluntary Controlled schools, the present responsibilities under the Health and Safety at Work Act 1974, are shared between the LEA, the governing body and the school staff.

However, the governing body and head teacher carry responsibility for those areas for which they have control.  Failure to comply with the LEA Health and Safety Policy, will result in the LEA, in consultation with the governing body, arranging for remedial work to be carried out and the costs involved being deducted from a school’s budget.

The LEA will advise, support and intervene as necessary in the health and safety management of schools where there is concern.

d. Matters regarding health and safety should be referred to the Health and Safety Committee.

2. HEADTEACHER

a. The duties and responsibilities of the Head teacher are as laid down in “Health and Safety Policy for the County”.  A copy of this information is inserted below.

Responsibilities of the Head teacher – The Head teacher is responsible for the internal organisation, management and control of the school.  Therefore the Head teacher is responsible for the day-to-day aspects of health and safety, including accident prevention and risk management, where such matters fall under his/her control.

The Head teacher must provide health and safety information to school staff, especially regarding their own health and safety responsibilities.  The Head teacher must also ensure that all members of teaching and non-teaching staff (including temporary workers) receive an induction into local rules e.g.,

· Fire precautions and evacuation procedures.

· First aid facilities.

· Details of specific hazards, e.g., chemicals, machinery.

· Accident reporting procedure.

· Risk Assessment

The Head teacher is also responsible for delegating specific duties to specialist members of staff.  These duties may include safety inspections of their area/department where technical expertise is needed.  This will also be required when making risk assessments under the “Management of Health and Safety at Work Regulations 1999”.

The Head teacher is responsible for requesting advice from health and safety professionals, when unhealthy/unsafe situations are identified, where a degree of health and safety expertise is needed, especially where construction work is being undertaken on school site.  The Head teacher may also need to request advice in emergencies.

The Head teacher is also responsible for establishing systems within the school whereby health and safety standards can be monitored. This may be done via a Health and Safety Committee, and with the help of Health and Safety Representatives.

It is for the Head teacher (and Governors) of schools with delegated budgets, to ensure that sufficient resources, in both time and money, are allocated to matters of health and safety.  The Management team must determine priorities for expenditure, where such expenditure falls within their control.

The Head teacher is responsible for reporting accidents to the LEA using the prescribed forms.  In addition, all accidents to employees must be recorded in the school accident book, for the purposes of the Social Security (Claims and Payments) Act 1992.  When accidents do occur, the head teacher must ensure that they are investigated locally, and where further help is needed in this respect, the Education Department Health and Safety officer should be informed.

Health and Safety Co-ordinators

The Head teacher may choose to delegate various health and safety duties and tasks to a member of staff who is known as a Health and Safety Co-ordinator, however the responsibility for health and safety remains with the Head teacher.  The functions of a Health and Safety Co-ordinator may include the following:

a) Collation of information and statistics on accidents

b) Acting as a focal point for health and safety queries

c) Carrying out health and safety inspections

d) Assisting with accident investigations

3.  ALL OTHER SCHOOL EMPLOYEES

All other employees will implement the arrangements set out below to ensure the health and safety and welfare of all staff, pupils, contractors and visitors as far as is reasonable practical.  Employees duties are outlined in the LEA Health and Safety Policy and the caretaker’s Health and Safety guidelines.

4.  ARRANGEMENTS

The following is a list of arrangements, which the Governors of Holt C.P. School will implement in order to ensure the health, safety and welfare of all staff, pupils, contractors and visitors as far as is reasonably practical.

Where additional information is required, please refer directly to LEA Health and Safety Policy.
Design Technology and Science

      Staff will refer to Besafe and Make it Safe for Health and Safety guidance.

· Children using glue guns, craft knives, saws and hand drills will be supervised closely by a responsible adult at all times.

· Equipment will be checked prior to use for defects or faults e.g. plugs, blades etc.

· All equipment and materials must be stored correctly and in such places where the risk of injury is minimised.

       Physical Education

· Hair shall be tied back and jewellery will be removed during P.E activities.

· The book “Safe Practice in Physical Education” produced by BAALPE is available for reference, with this document.

Electrical Resources

· No equipment will be brought in and used until checked by a qualified person.

· Staff should not be expected to move heavy electrical equipment by themselves, and should seek assistance.

Glazing

The installation of glazing is to be carried out in accordance with Local Management of Schools-Buildings Maintenance Handbook.  In general safety glass in compliance with BS 6262 : 1982 is to be used in all locations except where Fire Precautions stipulate the use of wired glass.  Where wired glass is used in vulnerable areas it shall be protected with a clear film to retain the glass in the case of breakage.

Corridors and Stairs

All corridors and steps must be kept free of obstructions and litter at all times and be maintained in a safe condition.  Where defects are noted they must be reported to Property Services immediately.  

Building Works/Repairs

If any building works/repairs are to be carried out on the premises the head teacher is to liaise with the Council’s Health and Safety Officer to establish a safe system of working.  No member of staff, pupil or visitor may enter any area of building/repair work without the prior permission of the site agent/foreman.  An asbestos survey has been carried out.  All contractors consult the survey prior to work being carried out.

Boundaries

All boundaries to the school premises are to be maintained in a reasonable and safe manner to ensure the safety of pupils.  Boundaries will be inspected annually as part of health and safety monitoring.

VDU Workstations/Computers

Equipment is to stand on an appropriate firm base and all electrical leads are to be safely routed.  The height of VDU screens are to be at an appropriate level for the users and adjusted to avoid glare.  Seating for users is to be at a comfortable level and of a type, which assists good posture.  All new VDU workstations must comply with Health and Safety (Display Screen Equipment) Regulations 1992.

Employees who use display screen equipment as a significant part of their work and are deemed to be users, are entitled to a free eye and eyesight test organised by the Occupational Health Department at Wrexham Maelor Hospital.

Furniture/Equipment
· Staff should not be expected to move bulky or heavy equipment by themselves and should seek assistance.

· Furniture must be regularly checked for defects.  Where repairs can be effected in-house, this may be done by Caretakers/Technicians.  Guidance may be sought from the Property Services Officer.

The Booklets, “Make it Safe”, and “Be Safe” are available for reference in the Health and Safety Resources File.

Traffic Management

· The drivers of all vehicles will be encouraged to use the car park at the community centre.

· The school will carry out regular risk assessment to keep cars and pedestrians separate.

· Where it is deemed to be our responsibility we will ensure Acts 1974 and 1992 are adhered to, to maintain safety

Control of Substances Hazardous to Health Regs. (COSHH)

· Cleaning materials are stored by the caretaking staff in compliance with the regulations laid down by the County Health and Safety Policy.

· Caretaking staff will have their own copy of such regulations available at all times.

· Inflammable liquids will be stored in a locked fireproof cabinet away from teaching areas.

Manual Handling

No person shall undertake any manual handling, which may cause risk of injury.  Where manual handling cannot be avoided an assessment should be made of each operation to establish the degree of risk involved.  Procedures may then be put in place to cope safely with each operation.

Heating/Ventilation
All workspaces shall be provided with adequate heating and ventilation as far as is reasonably practicable.  Portable heaters should not be used.

Electricity at Work
Before using an item of electrical equipment the user should give it a visual check to ensure that there are no obvious defects.  Electrical equipment held is to be shown on an inventory and the equipment subject to a termly visual check.  All electrical equipment is to be checked and where necessary tested annually.

Gas – in the case of an emergency there is a gas cock located inside the boiler house and also in the gas casement outside the front of school. 
First Aid

· All staff are encouraged to attend First Aid courses in order to maintain First Aid standards within the school.  The Governing body intends to have at least four members of staff with a one-day certificate and one member of staff with a four-day certificate.
· When children receive minor injuries they will be cleaned with clean water.  Plasters may be used.  Care is to be taken to avoid blood contact plastic gloves are available in the First Aid box.
· More serious injuries, particularly to the head, will be noted in the exercise book labeled “Accidents”, giving date and nature of injury.  Written notification will be given to parents of children who receive head injuries in line the County guidelines.
· Where there is any concern about a child’s injury the parent or guardians will be notified.
· There is a notice of qualified First Aiders in the staff room.
· Asthmatics should keep a spare inhaler in school.  This will be labeled and kept in the classroom.
· Stocked First Aid Boxes are located throughout the school and kept fully stocked at all times.  The Senior MDSA will supply and check up to date first aid boxes.
Fire Safety
· The school will carry out procedures for evacuation of buildings as laid down in LEA Health and Safety Policy.
· When carrying out evacuation drills, routes to both the back and front of school will be practiced.

· The Fire Alarm system is to be checked weekly.  The school will carry out a fire drill at the beginning of each term and any problems noted in the school log and appropriate action taken.  Escape routes will be clearly marked and made known to all members of staff and pupils.  In the event of fire, the main priority is to evacuate the building as soon as possible and call the emergency services.  Trained staff should only use fire-fighting equipment within the school.  The equipment is to be inspected termly and annually.

Occupational Health

Any queries should be addressed to the County’s Occupational Health Unit.

Training

The Education Authority provides information and training in Health and Safety matters.  All staff are to be provided with opportunities for Health and Safety training.  All staff are asked to draw to the attention of the Head teacher, and in the case of the Head teacher, the governors or any areas where they feel information or training are necessary.

Governors are encouraged to take part in the Health and Safety training organised for them by the Education Authority.

Out of School Visits
· The Head teacher’s permission must be given for any educational visits.  For educational visits staff will refer to Educational visits and Journeys file located in the staffroom.

        Swimming
· All junior pupils attend swimming sessions on a weekly basis via a coach. All pupils wear seatbelts for the journey.

· Whilst at the pool the correct ratio of adults to pupils is adhered to in accordance with the regulations stipulated by the pool attendants and leisure staff. The health and safety guidelines are set out by the management at the swimming pool.
Transportation of pupils

· All staff transporting pupils should have the necessary business insurance on their vehicle.

· Parents transporting pupils must declare their MOT and cer

Smoking

· Current legislation bans smoking in public buildings and supports our desire to provide for the health of the children and employees working in the buildings of Holt CP School. 

Building Maintenance
The school is to be maintained in a condition, which is safe, and without risks to health and safety.  Where staff or governors identify risks, immediate action is to taken to eliminate or reduce the risk and the serious matters reported to the LEA’s Health and Safety Officer.

Good Housekeeping

School cleaning and refuse disposal should be carried out in a manner, which assist the objective of this policy.  We keep walkways clear, do not overload shelves and minimise waste.  We store things properly.

Safety Representative
The safety representative is the Headteacher
        Drugs/Medication
The class teacher may administer drugs or medication to a specific pupil, which has been prescribed by a hospital of GP, provided that the consent of the parent/guardian has filled in a medication form.  All drugs/medication must be clearly labeled with the name of the pupil and dosage requirements.  All drugs/medication may be kept locked away under the control of the class teacher.  Only the dosage needed for one day should be brought to the school.  All unused drugs/medication should be safety disposed of at the end of the day.  A written record of the date and time of the administration of the drugs/medication is to be kept by the class teacher.  All medicines are given voluntarily.  Any staff required to administer specified drugs/medicines must be trained by a medical professional.

          Visitors to School Sites

· Visitors to the school should normally make an appointment.

· The Head teacher should be informed of any visitors arriving in school

· Casual visitors must be able to show identification

· Visitors to the school are asked to comply with the rules of the school. Violence and aggression towards staff will not be tolerated.
Health and Hygiene Monitoring
The School Medical Officers from North East Wales NHS Trust, monitor the health of pupils on a regular basis by conduction medical inspections, and will investigate matters relating to hygiene, which affect the health of pupils.  The school nurses carry out a programme of screening for vision, growth and surveillance of hearing.

        Hygiene

Jewellery and Earrings

· Watches are to be removed for P.E. and swimming.

· The wearing of rings and necklaces is actively discouraged.

· Earrings should be studs rather than hoops or large drop earrings.

Food Hygiene

· Children involved in preparing food, as part of their Technology curriculum will wash their hands in hot, soapy water before commencing work.

· A suitable clean mat kept solely for cookery activities will cover surfaces being used for food preparation.

· A responsible adult will check equipment after use, before being stored.

· The responsible adult will make pupils aware of all hazardous risks during the lesson.

Miscellaneous
· Children will be encouraged to move around the school in an orderly, pedestrian manner.

· Parents will be encouraged not to congregate in the main thoroughfares of the school, or block access points.

· There will be times when staff will be working alone in areas of the school including classrooms. The school has clear risk assessments in place. Should there be any concerns then other members of staff are to be contacted.

Work Experience

Under the Health and Safety (Training for Employment) Regulations 1990, pupils on work experience are regarded as employees for the purpose of health and safety legislation.  Therefore, placement providers have a duty under the Health and Safety at Work Act 1974 (and associated legislation) to ensure their health, safety and welfare whilst as work.  Placement Providers are also required by the Health and Safety (Young Persons) Regulations 1996 to provide details of risk assessments undertaken regarding the risks to young persons.

5.  MONITORING THE POLICY

The Governors, Head teacher and staff will monitor the policy as follows:

· As an agenda item during Governing Body meetings on a termly basis.

· Regular inspection of the building and grounds are carried out.

· Monitoring the accident reports yearly in the Autumn Term.

· Carrying out health and safety inspections.

· Investigating complaints from staff, pupils, visitors and parents.

· Review and report upon the findings included in Environmental Health Officer’s reports, H.M. Inspector of Factories that are relevant to the school.

Appendix A

Health and Safety
The Governing Body Health and Safety team carry out the Annual Health and Safety Audit during the Summer Term.

The subsequent report is presented to the Governing Body and a copy of the Annual Audit is forwarded to the Director of Education.

Faults are generally rectified using money from the maintenance budget, or they may be prioritised through the school development plan.
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