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Health & Safety Policy for Bournes Green Infant School

1.
Policy Statement

The aim of the governing body and the headteacher is to provide a safe and healthy working and learning environment for staff, pupils and visitors, this will be achieved by implementing the health and safety objectives detailed in this policy.

This school attaches great importance to the health, safety and welfare at work of all its employees and other users, particularly children, parents and visitors.  This school aims to provide for its employees and children when working on the premises or elsewhere:

· Instruction, training and supervision to enable employees to work safely without risk to their health;

· Premises and places of work that are well maintained, have safe access and egress for all and are without risk to health & safety;

· A smoke free environment;

· Where vehicles are used, to ensure that they are well maintained, safe and without risk to health;

· Safe systems and methods of work that are without risk to health & safety;

· Machinery and equipment that is safe and without risk to health & safety;

· Articles and substances for use at work that are safe when properly used, stored, handled and transported;

· Suitable safety clothing and equipment when required by regulation, approved code of practice, departmental instruction or when considered necessary by the Key Manager or member of staff;

· Any other suitable protection, where appropriate;

· For the safety of visiting contractors, members of the public and authorised visitors;

· Control of emissions into the atmosphere of toxic, noxious or offensive substances.

2.
Responsibilities

2.1
Governing Body

The Governing Body has a statutory duty to ensure health and safety on the premises and to comply, insofar as it is within its power to do so, with the directions of the Director of Education.  The Governing Body needs to ensure that an approved local policy statement on health and safety is drawn up. 

The Governing Body has responsibility for the purchase and maintenance of equipment (including fire Fighting equipment), non-structural repairs (e.g. to doors and windows) and for the cleaning of internal and external parts of the premises.

2.2
Headteacher

The headteacher has primary responsibility for Health and Safety matters within the establishment.  In the Head's absence the Deputy will assume this responsibility.

The Health and Safety Team, reporting to the Head will be designated to be responsible for administrative arrangements to support health and safety matters and for liaising with Southend on Sea Borough Council's safety advisors (Telephone number 01702 215446 ).
The Head teacher is responsible for:
· Setting up arrangements to cover all health and safety legal requirements;
· Monitoring the effectiveness of the arrangements both in the school and the after school club;

· Producing a written statement to be approved by the Governing Body and bringing the document to the attention of all staff, revising & reissuing the document as may be necessary from time to time;

· Resolving health and safety problems;

· Bringing to the attention of the Council's safety advisors those instances where safety issues can not be resolved at a local level;

· Noting all the LA's guidance on health and safety issues and bringing them to the attention of relevant staff;

· Keeping a record of guidance, including those issued by DfE, etc;

· Maintaining a list of Safety Representatives appointed to represent staff;

· Implementing systems that enable consultation with safety representatives and co-operating with them as far as is reasonable in their efforts to carry out their duties;

· Receiving written reports from Safety Representatives and responding to them within a reasonable time;

· Establishing a school Safety Committee; 

· Ensuring that all areas of the site are inspected termly; 

· Ensuring that a system is established and maintained for reporting, recording & investigating accidents, and that all reasonable steps are taken to prevent recurrences;

· Ensuring that all visitors, including contractors, are made aware of any hazards on site; 

·    Ensuring the use of any personal protective equipment as may be necessary and to maintain and renew it as necessary;

· Ensuring that effective arrangements are in place to evacuate the buildings in case of fire or other emergencies, that evacuation drills are undertaken regularly and that fire fighting equipment is available and maintained;

· Ensuring that arrangements are made for every new employee to be given every assistance to perform her/his duties in a safe manner.  In particular to ensure that they are given a copy of this statement, guidance notes, etc and given the opportunity to read it, before starting work; 

· Ensuring that arrangements are made for proper training of staff so that activities, use of equipment, machinery, etc associated with their work can be undertaken safely;

· The safety of equipment, materials and systems of work by setting up arrangements for regular inspection.

2.3
All employees are responsible for:

· The health and safety of themselves and their colleagues and for any child under their charge;

· Ensuring that the site is a smoke free environment;

· Keeping up to date with current safety and  safeguarding procedures;

· Reporting any safety concerns to Senior Management.

2.4
Class teachers and after school care staff are responsible for:

· The safety of their staff, pupils and voluntary helpers within their work area by ensuring staff receive necessary training and supervision and children are effectively supervised;

· Making arrangements for cover of staff with key safety responsibilities;

· Being able to carry out emergency procedures in respect of fire, emergency evacuation and security;
· Observing all safety procedures and instructions.

2.5
Technicians are responsible for:

· The safety of areas in which they work.

2.6 The Contracted Caretaker and cleaners will report any concerns about the safety and physical condition of the following common use areas to Mrs Sanders or Mrs Keech:

· Corridors, 

· Reception areas, 

· Toilets, 

· Staff rooms, 

· Unoccupied rooms, 

· Store rooms, 

· Offices, 

· Boiler rooms, 

· Roof access, 

· Boundary walls and fences and all areas surrounding the buildings;

· Annex
Mrs Sanders will ensure that all contractors are aware that our school is a smoke free site.

2.7
Contractors working on site 

The Headteacher is responsible for ensuring that all contractors on site are aware of the emergency evacuation procedures and have sight of the school health and safety policy as appropriate to their work.

The Headteacher should inform all contractors of any known hazards which might affect them whilst at work.  Contractors in turn should notify the Headteacher (or site manager) of any hazards arising from their activities which may affect the occupants of the school. All contractors should report to the school office on arrival.

When contracts are awarded all contractors will be made aware our school is a smoke free site.

2.8         Hirers, Contractors & Others Using the Premises or Working in the School

When the school's premises are used for purposes not under the direction of the Headteacher then the principal person in charge of the activities will have responsibility for safe practices.

The Head will seek to ensure that hirers, contractors and others who use the school's premises conduct themselves and carry out their operations in such a manner that all statutory and the school's safety requirements are met at all times.

When the premises are hired to persons outside the employ of the governing body, it will be a condition for all hirers that they are familiar with this policy, and comply with all safety directives of the governing body.  They will not, unless with prior consent of the governing body:

(a) Introduce equipment for use on the school premises

(b) Alter fixed installations

(c) Remove fire and safety notices or equipment

(d) Take any action that may create hazards for persons using the premises or the staff or pupils of the school.

All contractors on the school premises are required to observe the smoke free rule, to ensure safe working practices and must pay due regard to the safety of all persons on site

2.9
Visitors

All visitors and volunteers must report to Reception where a signing-in system is in operation. All unknown visitors will be asked for proof of identity. They will be issued with a lanyard with a colour coded date stamped sticker to wear during their time in school. All visitors, volunteers and other users of the premises, for example, contractors and delivery persons, are required to observe the safety and smoke free rules of the School.  Contractors working in the school's premises will be made aware of the health and safety arrangements applicable to them by the Heather Sanders.

2.10          Safety Representatives

The role of Safety Representatives are set out in Regulations on Safety Representatives and Safety Committees.  The Safety Representatives within the School are:

Name:
 Jan West
Name:   Heather Sanders
Name:
 Natalie Toms

The Site Safety Committee (Consultation with employees Regs. 1996)

The Site Safety Committee should meet, ideally once every term or as agreed by committee members.

The membership of the Site Safety Committee is: 

Members:

1. Amanda Keech 

2. Natalie Toms

3. Heather Sanders

4. Jan West

3.0
Provision of first aid

The designated appointed persons are:

	Name


	Location

	Jan West
	School Office

	Heather Sanders
	School Office

	Carol Sheern
	Golden Room

	Amanda Keech
	Headteacher’s Office


The designated person responsible for checking and maintaining the contents of the first aid box is Jan West.

If an ambulance is required the emergency 999 service should be used.  It may be appropriate on some occasions to transport a member of staff or pupil to a casualty department without the ambulance service but it should be noted that this should always be on a voluntary basis. 

4.0
Accident forms

There are many minor accidents and injuries in a school playground; any injuries that require treatment must be fully and accurately reported on the Council's accident report form.  Accident report forms are obtained from the School Office.   

It is the responsibility of the designated appointed persons to complete an accident form in the event of an incident.  They should also investigate the accident and suggest action to prevent recurrence.  Accident forms must be completed for all accidents however minor with copies retained for seventeen years (until the child is 21).

5.0
Fire and emergency procedures
It is the duty of all members of staff to be aware of the fire and emergency procedures.  The Finance Officer is responsible for ensuring that all escape routes are kept clear, and to report any defective equipment, damage to extinguishers and any other equipment.

	Name


	Area of Responsibility

	Heather Sanders
	Finance Officer


5.1
Fire fighting and precautions

All fire fighting equipment is annually inspected and serviced when required by an approved contractor. 

It is the responsibility of the following person(s) to ensure the annual service takes place, and an inventory of all equipment, plus a diagram showing location and type of fire fighting equipment is kept up to date.

	Name


	Area of Responsibility

	Heather Sanders
	Finance Officer

	
	


5.2
Fire alarms

The fire alarms are tested weekly on a rota basis and recorded in the fire alarm log book by:

	Name


	Area of Responsibility

	Carol Sheern
	Deputy Headteacher

	Heather Sanders
	Finance Officer


5.3
Fire drills

The purpose of fire drills is to remove every one as quickly as possible ensuring any people with disability are adequately provided for, assemble them at a safe place and check attendance.  Termly fire drills will be arranged by:

	Name


	Area of Responsibility

	Amanda Keech
	Headteacher 


5.4
Notifying the Emergency Services

The following staff have specific responsibility to call emergency services:

	Name


	Area of Responsibility



	Amanda Keech
	Headteacher

	Carol Sheern
	Deputy Headteacher

	Heather Sanders / Jan West
	Office Staff


5.5
Clearing premises in an emergency

The following staff have specific responsibility to check all areas are cleared, and people with disability are provided with assistance:

	Name


	Area of Responsibility

	Heather Sanders / Jan West
	All Public Areas

	All Teaching Assistants
	Check toilets are clear


5.6
Assembly Areas

The following staff have specific responsibility to take charge of the assembly area and check numbers correspond with attendance figures:

	Name
	Area of Responsibility

	Amanda Keech
	Headteacher


6.0
Information, documentation and training

Staff should either receive copies or have their attention drawn to relevant safety information contained in the School's Health & Safety manual.  The School's head teacher must ensure that the guidance or safety standards are current and adhered to at all times.  

Health & Safety documents are held in the School office and the Health and Safety Committee must ensure that staff are familiar with all relevant documentation. 

It is the responsibility of Health & Safety Committee to identify the training needs of staff and keep a record of those who have attended health and safety training, along with the type of training.

The person responsible for co-ordinating safety meetings is the Headteacher and meetings will take place every term.  

The person responsible for contacting the Council's Safety Adviser(s) when issues can not be satisfactorily resolved at School level is the Chair of the Health & Safety Committee 

7.0
Repairs and maintenance

All damage, signs of wear and defects in the premises must be reported to:

	Name
	Area of Responsibility

	Heather Sanders
	Finance Officer


Note: A record must be kept of all reported items in a maintenance book, along with details about measures taken to make immediately safe, and any medium or long term plans to permanently make good any notified defects.

8.0
School Premise Plans

Plans of the school indicating floor lay out, emergency exists, fire extinguishers, storage of hazardous or flammable substances, location of hazardous equipment, plant, etc, and asbestos is held and maintained by:

	Name
	Area of Responsibility

	Heather Sanders
	Finance Officer


These are to be kept in the school office.

9.0
Electrical equipment

All portable electrical equipment will be tested annually.
A copy of the inventory of the electrical equipment tested including the results should be kept in the school office.

All staff must visually check all electrical appliances prior to their use and report any defects to Heather Sanders.  

All defective equipment must be taken out of use immediately and reported. Privately owned appliances must not be used on the School's premises until they have been electrically tested.

10.0
Machinery and plant

All machinery and plant will be checked prior to being brought on site to ensure it has a CE mark. This mark will indicate the plant or work equipment has been designed and manufactured in compliance with the EC’s Work Equipment Directive, which requires all work equipment to be designed to be intrinsically safe when used or stored.

Certain pieces of equipment and plant must be inspected and or tested as part of a statutory safety regime.  These include for example lifts, boilers, extraction equipment for the control of hazardous substances, etc. The following people carry out these tests.

	Name
	Equipment/plant to be tested
	Frequency or interval

	As advised by Property Services 


	Heating system & Boiler
	As advised by Property Services




11.0
Furniture and equipment

All staff must identify and safeguard against defective furniture and equipment.  All discovered defects must be reported to Heather Sanders who should take immediate remedial action where necessary.

12.0          Primary, special & nursery schools

Substances will be used in accordance with the guidance given in "Be Safe" from the ASE; in the CLEAPSS booklet LP5 "Safe Use of Household and Other Chemicals"; and in accordance with the manufacturers’, instructions and advice on the label.  

Any substance which it is proposed to use for a purpose not covered in either of the above texts should be the subject of further advice (from CLEAPSS) and to the consent of the Head/COSHH Manager.  Any substance not identified should be disposed of. 

13.0
Cleaning arrangements

The School's premises are cleaned by an approved contractor. The specification for the cleaning regime is held in the school office.

Any problem relating to the cleaning should be reported to Heather Sanders who will report any unresolved problems to the Headteacher.
14.0
Guidance on risk control measures

Staff with specific health and safety tasks also need to be provided with the corresponding safety guidance.  Detailed below are the activities that take place within the School along with details on the safety guidance and the person responsible for ensuring the implementation of the risk control measures and or performance standards contained within the school's safety manual.

	Work activity or location.

1. Accidents and Emergencies
	Guidance note
	Name of responsible Person

	a) Accident reporting
	Schools’ Safety Manual 
	Heather Sanders / Jan West

	b) Fire safety
	Schools’ Safety Manual
	Amanda Keech



	c) First aid in schools
	Schools’ Safety Manual
	Jan West



	d) Medicines
	Schools’ Safety Manual
	Jan West



	e) Asthma

	Schools’ Safety Manual
	Jan West



	2. General issues
	
	

	a) Safeguarding
	Safeguarding Folder
	Carol Sheern

	b) General risk assessment
	Schools’ Safety Manual
	Amanda Keech

Jan West

	b)   The safe use of display screen  equipment                 
	Schools’ safety manual


	Jan West

	c)    Personal protective equipment
	Schools’ Safety Manual
	Amanda Keech



	d)   Manual handling (objects)
	Schools’ Safety Manual
	Amanda Keech

	e)  Manual handling (people)
	Schools’ Safety Manual
	Amanda Keech



	f) Pregnant & nursing mothers
	Schools’ Safety Manual
	Amanda Keech



	g) Smoking
	Schools’ Safety Manual
	Amanda Keech



	h) Infectious diseases
	Schools’ Safety Manual
	Amanda Keech



	i) Sharps & special wastes
	Schools’ Safety Manual
	Jan West

	3. Workplace safety


	
	

	a) Working alone
	Schools’ Safety Manual
	Amanda Keech

	b)   Working at height & safe use of ladders
	Schools’ safety manual
	Amanda Keech

	c)   The safe use of electricity in schools
	Schools’ Safety Manual
	Heather Sanders

	d) School premises safety 

	Schools’ Safety Manual
	Amanda Keech

	e) Playground safety
	Schools’ Safety Manual
	Amanda Keech/Caroline Monk

	f) Vulnerable glazing
	Schools’ Safety Manual
	Amanda Keech

	g) Grounds maintenance
	Schools’ Safety Manual
	Heather Sanders

	h) After school care
	Schools’ Safety Manual
	Amanda Keech

	4. Hazardous substances


	
	

	a) Asbestos
	Schools’ Safety Manual
	Amanda Keech

	b) Control of substances hazardous to health
	Schools’ Safety Manual
	Heather Sanders

	5. Safety and the curriculum


	
	

	a) ICT & E Safety

	
	Natalie Toms/Carol Sheern

	b) Science
	Schools’ Safety Manual
	Lucy Davison

	c) Art & Design 

	Schools’ Safety Manual
	Alison Hand

	d) Technology


	Schools’ Safety Manual
	Lucy Davison

	e) Food technology
	Schools’ Safety Manual
	Lucy Davison

	f) Games and Physical Education
	Schools’ Safety Manual
	Emma Elliott

	g) Reprographics
	Schools’ Safety Manual
	Heather Sanders

	h) Swimming pools
	Schools’ Safety Manual
	Junior School/Swimming Instructor

	i) Farm animals
	Schools’ Safety Manual
	Visit co-ordinator

	6. Visits and visitors


	
	

	a) School visits & out-door activities
	Schools’ Safety Manual
	Carol Sheern/Jan West/ Visit co-ordinator/Governor responsible for visits


15.0
Conclusion

It is the responsibility of every one to make these arrangements work.  By achieving this collective responsibility there is much greater likelihood of achieving an accident free environment and progressively improving the management of safety and so the staff’s, pupils' and the school's general well being.

Reviewed and agreed Autumn 2010
Headteacher …………………………………………………………………

Chair of Governors  ………………………………………………………..
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