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PART 1

STATEMENT OF GENERAL POLICY ON

HEALTH, SAFETY AND WELFARE
1. This policy statement supplements both the general statement of policy issued by the Staffordshire County Council and the more detailed statement issued by the Education Department.

2. The school’s Governing Body and School Leadership Team recognise and accept their responsibilities both under civil and criminal law and also under Staffordshire's scheme of delegation for local management of schools.  As responsible employers and/or persons in control of premises, the requirement to provide a safe and healthy working environment for all employees is acknowledged.

3. The school is committed to ensuring that risk assessments are undertaken, control measures implemented and systems are constantly monitored and reviewed.

4. In compliance with the Health and Safety at Work etc. Act, this school’s Governing Body will ensure so far as is reasonably practicable that:

4.1
The premises are maintained in a safe condition.


4.2
Safe access to and egress from the premises is maintained.


4.3
All plant and equipment is safe to use.


4.4
Appropriate safe systems of work exist and are maintained.


4.5
Sufficient information, instruction, training and supervision is available and 


provided.


4.6
Arrangements exist for the safe use, handling and storage of articles and substances at work.


4.7
A healthy working environment is maintained including adequate welfare facilities.

5.
In addition to the above commitment, the Governing Body also recognises its obligations to non-employees.  Where it is reasonably foreseeable that trainees, members of the public, contractors, etc., are or may be affected by the school activities being carried on within the school boundary or otherwise, the Governing Body will make the necessary information, instruction, training and supervision available to ensure the safety of those affected.  As an education provider which must set standards by example for its students, this commitment is seen as especially important.

6.
Within the financial restraints dictated by the County Council, the Governing Body will ensure through the School Leadership Team that adequate resources are set aside from the total budget allocation for the policy statement to be properly implemented.

7.
The Governing Body is committed to this policy and all staff are required to comply as a condition of employment.  They are encouraged to assist in the Governing Body’s commitment to the continuous improvement in our health and safety performance. For the policy to be effectively implemented the school  must have the full co‑operation of employees and others who use the premises.  Employees are reminded of their own duties:


7.1
To take care of their own safety and that of others and;


7.2
To co‑operate with the Governing Body and School Leadership Team so that they may carry out their own responsibilities successfully.

8.
All relevant Regulations, Codes of Practice and Standards will be complied with as necessary.

9.
Consultation with employee representatives will be held as and when appropriate on all matters affecting the health and/or safety of employees concerned.

10. A copy of this statement has been provided to every member of staff.  Copies are also posted on the school intranet and the health and safety notice-board.  This policy statement and the accompanying organisation and arrangements will be revised as and when necessary.

11. This policy statement together with the organisational structure and the following arrangements and procedures has been approved by the school’s Governing Body.

	

	

	

	


PART 2


ORGANISATION AND RESPONSIBILITIES

FOR HEALTH, SAFETY AND WELFARE
In order to ensure that health and safety issues are dealt with in accordance with our establishment’s safety policy, the following organisational structure has been approved by the Governing Body.  Duties and responsibilities have been assigned to Staff and Governors as laid out below.

1.
Governing Body  [Chair - Mr D Wilton]

The Governing Body will comply with any directions issued by the LEA concerning the health and safety of persons on school premises or taking part in school activities elsewhere. The Governing Body is responsible for health and safety matters at a local level.  They accept that the delegation of funds from the Education Department carries with it some power of control and hence increased accountability.  Where the spending decisions are controlled by the Governing Body, they accept a share of the responsibility for the way in which health and safety issues are addressed. However, the LEA will be informed of any issue which has significant health and safety implications and which cannot be resolved satisfactorily without LEA involvement.
The Governors appreciate that they can only work within their allocation of the total education budget determined by County Council members and that they will only be accountable for deciding how the budget within their control is to be spent. The Governing Body has established arrangements for ensuring the requirements of this policy are properly implemented and that the policy remains effective and appropriate.

2.
Headteacher [Mr C Leach]
Overall responsibility for the day to day management of health and safety in the school rests with the Headteacher.  As manager of the establishment and of all the activities carried on within it, the Head will advise Governors of the areas of health and safety concern which may need to be addressed by the allocation of funds.  Matters requiring particular consideration by the Headteacher will include:‑

2.1 Ensuring that there is an adequate system in place for the undertaking of risk assessment in compliance with the requirements of the Management Regulations 1999;
2.2 Ensuring that there is a management system for monitoring the effectiveness of health and safety arrangements, which form part of this policy;
2.3 Adequate staffing levels for safe supervision;

2.4 The delegated responsibility for maintenance of the premises;

2.5
The purchase of equipment to meet appropriate safety standards;

2.6
The repair, maintenance and testing of school equipment;

2.7
The provision of appropriate protective clothing where necessary;

2.8
The purchase and maintenance of first aid materials and fire fighting appliances;

2.9
The funding of necessary safety training for staff;
2.10 The arrangements for securing health and safety assistance from a competent source;

2.11 The appointment of a Business and Premises Manager;

2.12 The provision of appropriate health and safety information to governors.

The Headteacher may choose to delegate to other members of staff any or all of the duties associated with the above matters.  It is clearly understood by everyone concerned that the delegation of certain duties will not relieve the Headteacher from the overall day to day responsibilities for health and safety within the establishment.

3.
Business Manager (Mrs D Deeming)
The Headteacher will delegate to the Business Manager, the majority of the duties that are linked with the overall responsibilities of the Head.  More specifically the post holder will:‑

3.1
Ensure that risks assessments are undertaken throughout the establishment  and that control measures are implemented, and that assessments are monitored and reviewed.

3.2
Periodically review this policy document, amend as necessary and circulate any changes to appropriate staff;

3.3
Ensure that the correct procedure is followed for the reporting, recording, investigation and follow-up of accidents on the premises;

3.4
Formulate and review the arrangements for action to be taken in an emergency and ensure that all involved are informed of the arrangements;

3.5
Arrange for termly evacuation drills and weekly fire alarm tests etc.

3.6
Advise the Property and Estates Division (or other appropriate body e.g. Joint Property Unit) of any defect in the state of repair of the building or its surrounds which is identified as being unsafe, record in local asset management plan and take whatever local action is necessary to minimise the risk until repairs can be arranged;

3.7
Arrange for the repair, replacement or removal of any item of furniture or equipment which has been identified as unsafe;

3.8
Co‑ordinate the bi-annual health and safety checklist, ensuring all areas of the establishment and all activities are covered; 

3.9
Report to the Headteacher any situation which is unsafe or hazardous to health and which cannot be remedied from within the resources available;

3.10
Liaise with and monitor as far as is reasonably practicable, the activities of contractors (including catering, cleaning and grounds staff) visitors and others on the site to ensure that any risks to the health and safety of staff and others are kept to a minimum;

3.11 Ensure that all Subject Leaders are kept informed of the names and details of those persons appointed to provide competent health and safety assistance;

3.12 Oversee all arrangements for educational visits and school journeys.

4.
Subject Leaders
All Subject Leaders are responsible to the Headteacher (via the Business Manager) for ensuring the application of this policy to all activities undertaken by their department.  They will also have responsibilities for ensuring that all relevant parts of the Authority's statement are observed and implemented by all subordinate members of staff in their respective departments.  In particular, staff holding such positions of responsibility will:

4.1
ensure that risks assessments are undertaken within their sections and that control measures are implemented, and that assessments are monitored and reviewed.

4.2 ensure that appropriate safe working rules and procedures exist within the department and that these are brought to the attention of everyone concerned;

4.3 ensure that all accidents (including near misses) occurring within their department are promptly reported and recorded using the appropriate forms etc;

4.4 ensure that all accidents are investigated with a view to preventing a recurrence;

4.5
ensure that all staff within the department are aware of their specific roles in case of fire and/or emergency;

4.6
remove from use and inform the Business Manager of any equipment/appliance which has been identified as being unsafe and which is in need of repair;

4.7 ensure that adequate levels of class supervision are available at all times;

4.8 carry out (in conjunction with other members of staff) the bi-annual health and safety checklist within their areas of responsibility and provide a report to the Business Manager;

4.9 maintain or have access to an up to date library of relevant published health and safety guidance from sources including the LEA, CLEAPSS, DFE, BAALPE etc., and ensure that all subordinate staff are aware of and make use of such guidance including that available in electronic format;

4.10 identify specific staff health and safety training needs and inform the Business Manager accordingly;

4.11 consult with all staff on any matters which may affect their health or safety whilst at work;

4.12 carry out departmental induction training including any specific information and training that may be necessary because of activities which are peculiar to the department;

4.14
ensure that levels of first aid provision remain adequate for the activities being undertaken;

4.15
resolve health and safety problems referred by members of staff within their department.  Any problems that cannot be satisfactorily solved within the department must be referred to the Business Manager;

4.16
ensure (via subordinate staff) that all students are given the necessary health and safety information and instruction prior to commencing practical activities which may involve some risk;

4.17
ensure that good standards of housekeeping are maintained;

4.18
consult the Authority's Health and Safety Adviser or other appropriate officer when additional assistance becomes necessary.

5.
Teaching Staff [Including supply]
Teaching staff are responsible for the health and safety of all students under their control whilst involved in organised work activities both on site e.g. classrooms, laboratories, workshops etc., and off site e.g. school trips.  Class teachers shall:

5.1
ensure effective supervision by only permitting practical work to be carried out  by students after carrying out a risk assessment.  The class size, the abilities of the students involved, the activities to be undertaken etc. will all need to be considered;

5.2
be aware of the schools health and safety policy and any local rules and arrangements which may apply specifically to the department concerned;

5.3
ensure that safety instruction is given to all students prior to commencing practical sessions;

5.4
know the location of the nearest fire fighting equipment and first aid box, and know the emergency procedures in respect of fire/first aid/bomb scare etc.;

5.5
ensure that students follow school/departmental safety rules and that protective equipment is worn where appropriate;

5.6
ensure that all personal protective equipment is suitable and in good condition prior to issue;

5.7
ensure safety devices e.g. machinery guards are in good condition and are used;

5.8
report any defective equipment to the Subject Leader;

5.9
investigate all accidents (in conjunction with Subject Leader) which occur through activities organised/supervised by the Department;

5.10
propose for consideration by their Subject Leader any improvements which they consider would improve health or safety standards within the department;

5.11
ensure that an agreed adequate level of supervision is available and that appropriate health and safety arrangements exist prior to taking school parties off site on educational visits.

6.
Assistant Site Manager/Site Supervisors

The Assistant Site Manager and Site Supervisor are responsible to the Business Manager. Duties include:

6.1
arranging for the removal from service of any item of furniture, apparatus or equipment which has been identified as unsafe;

6.2 taking appropriate action when necessary to prevent injury to others on the site 

6.3 who might otherwise be exposed to unnecessary dangers, e.g. erect barriers around opened manholes etc.;

6.4 participating in the bi-annual health and safety checklist paying particular attention to the building structure, services, access to/egress from the school, main circulation areas etc.;

6.5 ensuring that other site supervisory staff are adequately supervised;

6.6
identifying any particular health and safety training needs of supervisory staff in the group.

6.7
ensuring that staff within the group are not involved in activities outside their limitations;

6.8
ensuring that any personal protective equipment issued to staff is suitable for the task and that training is provided in the correct use of the equipment.

6.9
ensuring that all staff work in accordance with safe working practices issued by the school, the LEA etc.
7.
Safety Co-ordinator (Mrs D Deeming)


The Safety Co-ordinator’s role is primarily that of facilitator. The Safety Co-ordinator may take on certain functions but the overall responsibility rests with the Headteacher.  The core duty is to ensure that there is a management system established for the management of health and safety. The duties include:

7.1
Review this policy statement as necessary and ensure that the appropriate amendments are made as and when circumstances change;

7.2
Ensure that the correct procedure is followed for the reporting, recording, investigation and follow-up of accidents on the premises;

7.3
Review the arrangements for action to be taken in an emergency and ensure that all involved are informed of the arrangements;

7.4
Arrange for biannual evacuation drills and weekly fire alarm tests etc.

7.5
Advise the Property and Estates Division (or other appropriate body e.g.Joint Property Unit) of any defect in the state of repair of the building or its surrounds which is identified as being unsafe, record in local asset management plan and take whatever local action is necessary to minimise the risk until repairs can be arranged;

7.6
Arrange for the repair, replacement or removal of any item of furniture or equipment which has been identified as unsafe;

7.7
Co‑ordinate the biannual health and safety checklist, ensuring all areas of the establishment and all activities are covered; 

7.8
Report to the Head/Senior Managers any situation which is unsafe or hazardous to health and which cannot be remedied from within the resources available;

7.9
Liaise with and monitor as far as is reasonably practicable, the activities of contractors (including catering, cleaning and grounds staff) visitors and others on the site to ensure that any risks to the health and safety of staff and others are kept to a minimum;

7.10
Ensure that all Senior Managers are kept informed of the names and details of those persons appointed to provide competent health and safety assistance.

8.
All Employees [including temporary & volunteers]
All employees have general health and safety responsibilities both under criminal and civil law.  Staff must be aware that they are obliged to take care of their own safety and health whilst at work along with that of others who may be affected by their actions.

Employees must also co-operate with the governing body and senior management of the school so that they may fulfil any legal requirements placed on them as employers and/or persons in control of premises.  All employees are required:

8.1
to participate in the risk assessment process and comply with findings;

8.2
to report all defects in the condition of the premises or equipment to which they become aware;

8.3
to report all accidents according to the procedures included in Part 3 of this document;

8.4
be familiar with the procedure to be followed in the event of a fire or other serious emergency (see Part 3);

8.5
to make use of all necessary personal protective equipment provided for safety or health reasons;

8.6
to, where necessary, make use of all control measures made available to them, e.g. fume cupboards etc.;

8.7
follow all relevant codes of safe working practice and local rules;

8.8
report any unsafe working practices to the head of dept/Business Manager.

9.
Students
All students must be encouraged to follow all safe working practices and observe all school safety rules.  All students will:

9.1
follow all instructions issued by any member of staff in the case of an emergency;

9.2
ensure that they do not intentionally or recklessly interfere with equipment provided for safety purposes e.g. fire extinguishers etc.

9.3
inform any member of staff of any situation which may affect their safety.

10.
Staff Safety Representatives

Health and safety at work law provides for the appointment of trade union appointed safety representatives from amongst the employees.  Where the governing body is notified in writing of such an appointment, the safety representative shall have the following functions:

10.1
to investigate potential hazards and to examine the causes of accidents in the workplace;

10.2
to investigate complaints by any employee he represents relating to that employee’s health and safety or welfare at work;

10.3
to make representations to the Headteacher via the Business Manager on general matters affecting the health, safety and welfare of employees;

10.4
to carry out workplace health, safety and welfare inspections;

10.5
to attend any safety committee meetings;

10.6
to co-operate with his employers in promoting health and safety at work.

None of the above functions given to a safety representative impose any legal duty or liability whatsoever on that person.  A safety representative is in no way obliged to carry out any or all of the above functions.

Names of Trade Union appointed Safety Representatives

	Name
	Union
	Area Covered

	Mr M Quimby
	NASUWT
	Teaching

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


11.
Health and Safety Committee

The school has established a Health and Safety Committee which meets twice termly.  The main purpose of the Committee is to develop and implement measures to ensure the health and safety of all employees, students and others who may be affected by the schools activities.  Membership of the Committee is as follows: 

11.1
Headteacher [Mr C Leach

11.2
Governor [Mr D Watson]

11.3
Health & Safety Co-ordinator (Mrs D Deeming) 
11.4
Head of Physical Education Department [Mr E. Blake]

11.5
Head of Design & Technology Department [Ms C.  Barton]

11.6
Head of Science Department [Mr M.  Darke]

11.7
Safety Representative [Mr M Quimby]

11.8
Safety Representative (Mrs D. Deeming)
11.9
Assistant Site Manager (Mr H. Smith)                       
11.10  Governor Representative – (Mr P. Baker)
The Health and Safety Committee will schedule its meetings so that it can provide timely reports to the Governors’ Finance and Community Committee.  It will also submit an annual report to the Governing Body for their consideration. As a minimum, the report will contain a summary of accident and ill health statistics for the current year and will suggest health and safety targets and priorities for the forthcoming year.

PART 3


ARRANGEMENTS & PROCEDURES FOR

HEALTH AND SAFETY AND WELFARE
The following procedures and arrangements have been established within our school to eliminate or reduce health and safety risks to an acceptable level and to comply with minimum legal requirements:

1. Accident Reporting, Recording & Investigation

· All accidents must be reported in accordance with the accident reporting procedures (Appendix IV).
2. Asbestos

· The Asbestos register is maintained by the Assistant Site Manager, Howard Smith, and is located in his office.
· Prior to commencing work on the site all contractors should review the Asbestos register with the Assistant Site Manager.

· Staff should not drill or affix or remove anything from walls without first obtaining approval from the Assistant Site Manager.  Written instructions are given in the “Golden Rules of Health and Safety” document (Appendix III) and on the school website.
· In the event of any possible exposure to asbestos the area should be evacuated, sealed off and the Howard Smith or Debbie Deeming notified immediately.
3. Contractors
· Contractors are selected from the SCC Approved List of Contractors or on recommendation through the Chase Bursar Group.
· General health and safety information is made available to contractors in Reception.

· In order to exchange health and safety information and agree safe working arrangements and risk assessments contractors meet with Howard Smith or Debbie Deeming before work commences.  
· The Contractor Hazard Notification Form is completed by Assistant Site Manager whenever a Contractor is on site. 

· Relevant information is passed on to anyone likely to be in the area affected by the contractor's work.
· Liaison meetings between the contractor and the Assistant Site Manager are agreed upon appointment of the contractor.

· The Assistant Site Manager will monitor the contractors’ working methods.

· Concerns should be reported to the Assistant Site Manager.
4. Curriculum Safety [including out of school learning activity/study support]

· All Departments are required to include a statement on Health & Safety in Departmental Handbooks.

· In English and Drama activities props should be monitored and fights should be limited to movements which do not involve undue physical contact.

· Science, D&T, Art and premises staff are aware of the required C.O.S.H.H. procedures for the storage and use of substances hazardous to health. Regular INSET is undertaken to keep relevant staff abreast of current issues.

· P.E. starting pistols are stored in a locked cupboard in a locked room. 

5. Drugs & Medications

Please see Managing Students with Medical Needs and Medicines Policy.
· Parents are requested to provide medical details of their children. 

· Agreements are made with parents as to the response staff should make in the case of emergency connected with such conditions as: Anaphylaxis, Asthma, Diabetes, Epilepsy.

· No one should undertake any medical treatment for which they are not willing and/or personally qualified.
· Training in the use of Epipens has been given to all staff who have requested it.
6. Electrical Equipment [fixed & portable]
· Subject Leaders have responsibility for the day to day monitoring of equipment.  Staff are advised via the “Golden Rules of Health and Safety” document not to use any equipment they feel is unsafe and to report it to Howard Smith.
· All equipment brought from home is to be subject to the school’s PAT tests.
· The PAT testing record is maintained by the Assistant Site Manager.

· The Premises Team undertake examination of fixed installations.
· Defective equipment should be reported directly to the Assistant Site Manager.
· All electrical apparatus should be installed by a competent person using the correctly rated fuse.   
· Electrical installations should be checked regularly as part of the Health and Safety checklist. 

· Where an appliance is deemed to be unsafe, the plug should be physically removed until the fault is remedied. 

· All electrical equipment not required to be used after hours should be switched off and unplugged from the mains.

· Wall sockets should not be overloaded. 

· There should be no trailing extension leads.

7. Fire Precautions & Procedures [and other emergencies incl. bomb threats]

· The annual fire risk assessment is undertaken by the Health and Safety               Co-ordinator and Assistant Site Manager
· Fire drills take place on a termly basis.
· The Headteacher co-ordinates the fire drills.
·  See Emergency Evacuation Policy.   The Emergency Evacuation Policy is 
            reviewed on an annual basis.  All staff are given a hard copy on an       

            annual basis and an electronic copy is available on the school intranet.    

            Information is made available to visitors and contractors.  Evacuation  

            instructions are posted in each room.   
· The assembly point is located alongside the old tennis courts. Tutor 

 groups must be notified of their particular location at their first registration of the year. All students are escorted to their assembly point at that time.

· Fire doors should be kept shut at all times. 
· The location of fire extinguishers, hoses and first aid equipment is displayed on the fire notices in all teaching areas.

· Staff are made aware that their first priority in the event of a fire is evacuation of students and themselves.
· New staff are given training as part of their induction.   Awareness training sessions are arranged for all staff on a periodic basis.  
· Staff with specific responsibilities undertake training as required.
· The Premises Team are responsible for calling the Fire Service.
· Testing of the fire alarm and emergency lighting is carried out by the          Premises Team.
8. First Aid

Names and locations of trained appointed first aid staff:

Mrs Rosemary Bannister 
Admin Corridor

First Aid at Work

Mrs Joanne Bowater   
Admin Corridor

First Aid at Work

Mrs Jayne Kavanagh  
Admin Corridor

First Aid at Work

Mrs Angela Kingston  
Admin Corridor

First Aid at Work

Mrs Diane Wyatt

Admin Corridor

First Aid at Work

Mr Paul Yarnold

Classroom based

First Aid at Work

Mrs Linda Matthews

Classroom based

First Aid at Work

· As well as Reception first aid boxes are located in Year Tutor Offices, Science Prep Rooms and the Design & Technology Department.
· Diane Wyatt in Administration is responsible for checking first aid boxes on a termly basis.  Managers in the relevant areas are responsible for notifying Diane if stocks need replenishing in the meantime.  
· Ambulances are summoned by the Named First Aiders.

· Students are accompanied to hospital by their parents whenever possible or if not, by an available member of staff.
· Named first aiders are retrained as and when required and all staff have the opportunity to undertake emergency first aid training.
9. Glass & Glazing

· Appropriate film has been placed on all existing glass where there is a potential hazard, and all replacement glass conforms to at least the minimum standards required by the regulations. 
· An official check of hazards posed by glazing of windows and doorways has been conducted by the Authority on behalf of the school and visual checks are conducted by the Premises Team on a regular basis.
10. Hazardous Substances

· Hazardous substances are subject to individual risk assessments.

· Risk assessments are completed by staff in consultation with the Health and Safety Co-ordinator.

· Hazard data sheets are completed by Subject Leaders in Art, Science and D&T and other appropriate members of staff.
· Staff are trained in the safe use of, the selection and use of protective equipment by the appropriate Subject Leader and this is included in the risk assessment.
· Hazardous Substances should be stored securely and arrangements recorded in the risk assessments.
· Science, Art, D&T and premises staff are made aware of the required C.O.S.H.H. procedures for the storage and use of substances hazardous to health. 

· Appropriate procedures are in place for the pool and the boiler house. 

· Painting should only be done with adequate ventilation and when no students are present.
· Hazardous substances should not be brought onto the school site unless there is a legitimate need for the product and a hazard data sheet has been obtained for the product.

11. Health and Safety Advice

The school has a Service Level Agreement for health and safety with SCC and is in regular contact with its Health and Safety Advisor, John Burdett.   It also seeks guidance through the HSE website.
12. Housekeeping, cleaning & waste disposal

· The School's waste is managed by Veolia Environmental Services PLC.
· Staff are reminded about housekeeping requirements via the “Golden Rules” document.

· Wherever possible wet floor cleaning takes place outside the times when staff and students are moving around the building.

· Staff are required to report spillages to the Premises Team immediately. 

· Warning cones are displayed when wet floor cleaning is unavoidable.

· Glass and other sharp objects are appropriately disposed of by the Premises Team.

· A risk assessment for snow and ice has been completed.

· The Assistant Site Manager ensures that an adequate supply of salt is available and also, a salt-spreading machine.

· Salt-spreading is conducted by the Premises Team only.

· External bulk refuse skips are kept as far away from main buildings as possible and they are emptied regularly. Waste paper bins are emptied on a daily basis.
13. Handling & Lifting

· Staff are advised to refrain from heavy lifting and to seek help from the Premises Team who have undergone the appropriate training.   
· Training will be arranged for other staff where there is a need.
· The Premises Team have trolleys and lifts are available to all floors of the school to assist with heavy loads.
14. Jewellery 
· Students are only allowed to wear one pair of small studs, one in the lower part of each ear. No other piercings should be worn.  
· If there is a new piercing which cannot be removed students are required to keep this covered with a plaster during the healing period.
15. Lettings/shared use of premises

See Letting Policy.

16. Lone Working

· Staff working in the school during holiday periods are required to sign the visitors’ book in Reception with the date and time of arrival and departure. 

· During term time but outside the normal school day staff are required to keep a mobile phone with them at all times if working in a remote area of the school and to advise the Premises Team of their presence.
· All but essential external doors are kept locked.

· Closed circuit television monitoring of the main entrance and some other areas of the school is recorded.

· Access control programme is in place with locks installed on various doors.
· Outside the school day a telephone is placed by the Signing in book in Reception with contact numbers for the Premises Team.
17. Maintenance / Inspection of Equipment

Details of what equipment requires periodic inspection and inspection records are maintained by the Assistant Site Manager.
18. Monitoring the Policy

· The annual health and safety checklist is completed by the Health and Safety Co-ordinator and Assistant Site Manager in collaboration with the Health and Safety Committee and relevant Subject Leaders.
· Other checks or workplace inspections to monitor implementation of policy by staff are carried out by the Health and Safety Coordinator, the  Assistant Site Manager and also members of the Health and Safety Committee.
· The school has documented accident reporting procedures (Appendix IV) based on the SCC model and provides reports on accidents to the Health and Safety Committee and the Governing Body on a termly basis.  
19. Personal Protective Equipment (PPE)

· A PPE risk assessment has been completed.

· Staff are encouraged to suggest any new requirements to Subject Leaders who will discuss with Health and Safety Co-ordinator.
· Subject Leaders are responsible for periodic checking and maintenance of PPE.  
· Training on the proper use of PPE will be provided as required.
20. Reporting Defects

· Hazards should be promptly reported to the Health and Safety Coordinator or Assistant Site Manager.
· The Premises Team will take appropriate interim action in consultation with the Health and Safety Co-ordinator.
· Remedial work is arranged by the Health & Safety Coordinator or Assistant Site Manager.
21. Risk Assessments

· The Health and Safety Coordinator is responsible for ensuring risk assessments are carried out.
· Arrangements for undertaking special risk assessments (such as for staff who are pregnant or who have health problems) are made by the Health and Safety Coordinator.

· The Health and Safety Coordinator ensures that there are periodic reviews of all risk assessments.
22. School Trips/ Off-Site Activities

See Educational Visits Policy.
· School trips are supported by LEA documentation.

· Approval for visits has to be sought from the Educational Visits Co-ordinator (Debbie Deeming) in consultation with the Senior Leadership Team.
· SCC are notified about high risk activities and residential and overseas visits.

· For emergencies trip organisers must retain a telephone number of a contact member of staff (other than the school’s number) which is recorded on the visits checklist.  They are also required to take the SCC emergency contact number on residential, overseas visits.
· Parental authorisation is sought through the  School’s Indemnity form

· Supervision requirements are outlined on the School’s “Trips Out” checklist.

· First aid provision is outlined on the School’s “Trips Out” checklist.

23. School Transport

· The school no longer has its own minibus.  However, self-drive minibuses are hired or loaned from other schools from time to time.
·  Only staff who have current and valid certification that they have successfully completed L.E.A. minibus training and assessment course are to drive students in a minibus. 
· Drivers must also have had a medical examination as part of the SCC Authorised Driver Scheme.
· Drivers must satisfy the licence requirements of the SCC Authorised Driver Scheme.
· Drivers of minibuses should carry out a check prior to embarking on a journey.

· Student supervision arrangements should be documented in the accompanying risk assessment for each journey.
24. Smoking

· Smoking is not permitted anywhere on the school premises.

· Staff who smoke may do so during normal break periods and are requested to be away from the vicinity of the school site. 
25. Staff Consultation

· The school has a health and safety area on the staff intranet and a health and safety notice board in the staff room.

· Health and Safety Committee meetings are held on a twice termly basis. Staff can become members of the committee and can also make representation if they wish and they are reminded of this prior to each meeting.   
· Agendas and minutes are available to all staff on the school intranet.
· Staff are given a Health and Safety Update sheet at the start of the academic year.

26. Staff Health & Safety Training and Development

· A health and safety induction programme for new staff is in place which is conducted by the Health and Safety Co-ordinator. 
· Supply staff are given health and safety information via an introductory booklet.
· Staff are asked to highlight any specific training requirements.  
· Opportunities for health and safety training are advertised to staff on the health and safety noticeboard.  
· DSE assessments are in place for office-based staff.
· Staff are responsible for highlighting their own need for a DSE assessment.   
· Staff attend appropriate training as required.

27. Staff Well-being / Stress

· Via the new staff induction programme, the “Golden Rules” document, the staff intranet and one-to-one meetings staff are encouraged to report issues that are impacting on their well-being to their line manager or the Health and Safety Co-ordinator so that the school has the opportunity to offer appropriate help and support at an early stage if it is required.

· The school has purchased a service level agreement with SCC Occupational Health Department.

· The services offered by Occupational Health are advertised via the Health and Safety notice board, the staff intranet and through the Health and Safety Co-ordinator. 
· Return to work interviews take place after periods of sickness absence of one day or more with the School Business Manager.  

· Staff are informed about stress surveys being conducted by SCC.

· Welfare meetings take place during extended periods of sickness absence.

· Work-related stress risk assessments are  carried where appropriate.

· An information booklet about work-related stress is made available to staff via the Health and Safety notice board and the staff intranet.  

28. Supervision [including out of school learning activity/study support]
· Teachers should not leave classes unattended during curriculum time.
· The school employs lunchtime supervisors to supervise students at lunch time and a breakfast supervisor to supervise students during the breakfast club.
· A duty rota is in place for morning break.
· Senior staff undertake lunchtime duty.

· Students are supervised by senior staff at the start and end of the school day.

· A security officer is employed at the main school gate during lunch breaks.
· A minimum staff to pupil ratio of two members of staff for every 20 pupils must be adhered to for educational visits.  However, when there is a mix of male and female pupils there should be an appropriate mix of staff.

· New staff and visitors working regularly with students are required to have Enhanced CRB clearance.    They will not be allowed to work alone with students unless this clearance is in place.
29. Swimming Pool Operating Procedures

· The Premises Team have undergone appropriate training.

· See Swimming Pool Emergency Action Plan.

· For emergencies a telephone is located in the lobby to the pool and  there is a walkie talkie link to the front office during school hours.
· Problems related to pool water quality should be reported to the Premises Team.
· Students in the changing areas should be supervised at all times by PE Staff.
· 20 is the maximum number of swimmers that should be in the pool at one time.
· Conditions of hire to outside organisations are documented in the Lettings Policy.
· Named first aiders are available in school via the front office.
· PE staff have undertaken emergency first aid training.

· Hirers are responsible for making their own first aid arrangements as per

     the Lettings agreement.
· Thermal blankets are available at the poolside.
· The Premises Team have undergone appropriate plant operating training.

30. Use of VDU’s / Display Screens

· DSE risk assessments are carried out on DSE users and are reviewed on an annual basis.
· Staff are responsible for highlighting to the Health and Safety Co-ordinator a need for a DSE risk assessment.

31. Vehicles on Site

· A risk assessment on the segregation of pedestrians and vehicles has been carried out.  

· All vehicles should park in the designated parking bays.

· The school has a speed restriction of 5 mph in place.

· Staff, visitors and students leave their vehicles on the school site at their own risk as the school is not responsible for damage, loss or theft from personal property (see Finance Policy). 

Coaches

· Coaches must  pick up and drop off in a newly designated area in front of the main school building.

· Students will be supervised by senior staff during the transfer process.

· Students should be made to line up in single file on the paved area in front of the pick-up point.
· Coaches should try to be in the pick up point prior to the school bell at 3.30 pm, so that they are not moving when students leave the school buildings. 

· Other vehicles should not enter the coach pick-up area between the hours of 8.15 am to 9.15 am and 3.15 pm to 4.15 pm.

· Only coaches with a reversing alarm will be permitted onto the school site and reversing should be avoided whenever possible.

· If parking is not available for coaches in the pick-up point coaches must remain off site until a space becomes available.

Delivery vehicles

· Delivery vehicles may only enter the school site via the main entrance.
· Deliveries must be avoided between the hours of 8.15 am to 9.15 am and 3.15 pm to 4.15 pm.

· Students are to be discouraged from loitering in the area around the island at the front of the school.
· Only the main gate should be open during the working day to eliminate the danger of through traffic.

32. Violence to Staff / School Security

Cash
· If threatened, cash should be handed over – staff should not try to be a hero/heroine!

· Cash over £10 received from students should be acknowledged with a receipt.

· Finance staff should avoid setting patterns by which potential thieves could plan a theft, e.g. visits to the bank should not be at a regular time.
· No substantial sums should remain on the premises overnight.

· Cash should be retained within the Finance Department and should not be kept, for example, in teachers' desks in classrooms, even if locked.

· Valuable equipment should be properly marked and placed in secure stores or protected by the alarm system.

Violence
· Physically restraining of students should be avoided whenever possible as staff should not expose themselves to significant risk.  If pupils fail to respond to verbal direction staff should assess to what further degree they need to intervene and/or call for assistance.   
· Acts of violence or threatened acts of violence must be reported on a Violence Report Form (available from the Health and Safety Co-ordinator) as soon as possible after the incident so that investigation and appropriate action can take place.
· All acts of violence or threatened acts of violence will be reported to Staffordshire County Council.
· High fidelity C.C.T.V. monitors the site for intrusion, and the cameras' images are recorded on video-tape.
· Staff should meet with parents and other visitors in areas where support is available from others or, at the very least, there is telephone contact.  Two members of staff should be present at the meeting, if this is felt appropriate.

· Staff should avoid going on home visits alone.

Controlling visitor access, signing in arrangements

· Staff are notified of security procedures as part of new staff induction.

· Health and safety information is provided to visitors in Reception (Appendix III)
· Signage directs visitors to Reception.

· Visitors should not be given access to the building by any other entrance.

· All staff of the school should wear a name badge for identification.

· Visitors to the school are given a Visitor's Badge to identify them on the premises. They sign the Visitors book, with times of arrival and departure.

· Without fail and without exception staff should politely challenge unknown visitors e.g. "Can I help you, you seem lost?" and escort them to the Reception area where they can receive proper attention.

· Visitors should be collected from Reception by the appropriate member of staff.

33. Working at Height

· Staff are discouraged from working at height unless they have undergone appropriate training.
· Students are not allowed to climb ladders at any time.

· Information on the safe use of ladders and kick stools is available to staff on the heath and safety noticeboard.

· Staff have undergone instruction on procedures through General Awareness Training.  
· Guidance is also available in the “Golden Rules of Health and Safety” and on the posters displayed on the Staff Room Health and Safety notice board.

· Ladders checks are carried out by the Premises Team on a regular basis and this is recorded.    

34. Work Experience

· The School’s Work Experience Coordinator is required to take all appropriate and practicable measures and retains the necessary documentation.   She attends work experience health and safety update training on an annual basis.
35.
Evacuation of person(s) from lifts (in the event of power failure)

· Staff should not attempt to evacuate the person(s) inside the lift.
· The lift servicing company should be contacted immediately (Lift and Engineering Services Ltd.  Telephone 01384 633115).   This should be done through Howard Smith or other members of the premises team.
APPENDIX I
STAFFORDSHIRE COUNTY COUNCIL

HEALTH AND SAFETY POLICY FOR THE EDUCATION DEPARTMENT

PART 1 OF 3 - GENERAL STATEMENT OF SAFETY POLICY

1. The Education Group Committee on behalf of the County Council recognises and accepts its responsibility for providing and maintaining a safe and healthy working environment and for taking all steps that are reasonably practicable to achieve this.

2.
The Committee, in issuing this Policy Statement, wishes to make it known to all employees that achieving a safe and healthy workplace is an important objective for all concerned.  Managers and supervisors have particularly important roles to play, but safety at work is a shared responsibility and is in everyone’s interest.

3. In recognition of the important role that trade unions can play in achieving safety at the workplace the Education Committee will, as appropriate, consult employee representatives on matters affecting the health, safety and welfare of employees.  Such consultation will take place through Works Committees and where these do not exist through the appropriate Joint Consultative Committee. The Director will promote and encourage the participation of all employees in achieving high standards of health, safety and welfare within the workplace.

4. Our aim is to provide adequate resources for managers to achieve an acceptable standard of health and safety, as far as is reasonably practicable. It is recognised that managers will face many competing claims for the resources at their disposal but they are expected to take account of health and safety issues in their decisions on expenditure. 

5. In situations where the activities of the department affect or are affected by the work of other organisations (e.g. other departments), arrangements will be made to ensure an adequate exchange of information takes place regarding significant hazards.

6. The Committee recognises the importance of employing competent staff and will provide training and information for employees to enable them to work safely and without risk.  Staff are not expected to work beyond their level of competence.

7. A copy of this general statement of policy will be issued to all staff on appointment. This policy statement is supported by organisational structures and  arrangements which are of necessity, prepared locally to ensure relevance to specific workplaces. The head of establishment will provide this supporting information to all new staff on appointment (this must be updated as necessary).

8. Arrangements will be made within the Education Department for monitoring the effectiveness of this policy.  The policy will be kept under constant review and will be revised as and when necessary.

9.
All employees are reminded that the Health and Safety at Work Act requires them to take care for their own safety and health, and that of others, and to assist the council in carrying out its responsibilities.  Persistent failure to comply with the requirements of this policy may be pursued through the normal disciplinary procedures


APPENDIX II
GOLDEN RULES OF 

HEALTH, SAFETY AND WELL-BEING 2011/12
In general schools are relatively safe places to work.  Compared with other walks of life hardly any fatalities and relatively few and serious injuries occur in schools.  Inevitably accidents do occur, and cannot be eliminated altogether, but if we follow some simple “Golden Rules” the risks are much reduced.  All staff at Great Wyrley Performing Arts High School have a legal obligation to comply with rules set out by the Local Authority (via the school) with regard to health and safety.

The top 5 causes of injury in schools are:

1. Slips, trips and falls

2. Collisions

3. Working at height

4. Manual Handling

5. Work related violence

We must also consider many other factors when dealing with Health and Safety, these include:

· Fire risks

· Asbestos risks

· Sensible use of computers and visual displays

· Use of chemicals

· Spread of diseases

· Stress and wellbeing

If simple rules are followed the risks from all these can be seriously reduced.  At Great Wyrley Performing Arts High School our rules are:

GENERAL PRINCIPLES

· Everyone is responsible for Health and Safety

· If you see anyone doing something that is unsafe, you must challenge them, no matter who they are.

· All accidents and near misses should be reported.

· Always consult risk assessments before embarking on high risk activities.

· Do not use any equipment which you feel is unsafe. Instead, report this to Mrs D Deeming, H&S Coordinator or Mr H Smith, Assistant Site Manager.

SLIPS, TRIPS AND FALLS

· Do not stand on tables, chairs or other objects to reach heights, if you cannot reach you must either use a ladder or ask someone else to do the job for you.

· Do not place trailing cables or other obstructions where people could trip over them.

· Ensure that spillages or wet floors are cleaned up or are clearly marked as such.

· Consider the type of footwear you are wearing before you embark on an activity.

· Report faulty lighting to Mr H Smith, Assistant Site Manager.

· Ensure that there is adequate lighting by opening blinds and curtains.

COLLISION

· Drive slowly when on site, paying attention to pedestrians.

· Take care when moving around the school site, especially when carrying hot drinks.

· Keep to the left when walking in corridors.

WORKING AT HEIGHT

· Do not work at height unless appropriate training has been received   and you are following the procedures laid out on that training.

MANUAL HANDLING

· Do not attempt to lift very heavy objects unless you have received instruction on how to do so.

· Take care when lifting any objects.

WORK RELATED VIOLENCE

· When dealing with parents, in the case of potentially confrontational situations, another adult should be present.

· Staff should avoid going on home visits alone.

· A Violence Report Form should be completed for all acts of violence or threatened acts of violence must be reported on a Violence Report Form (available from the Health and Safety Co-ordinator). 

FIRE RISKS

· During school holidays you must sign in and out of the building whenever you enter or leave.

· Do not place bins of paper or other combustible materials outside the school building over night.

· Do not store combustibles next to sources of ignition (i.e. near heaters, lights, on windowsills etc)

· Do not block fire exits, fire instruction notices or fire extinguishers.

· Do not obstruct corridors.

· Do not lock fire exits and report any problems with bolts, etc to the Premises Team.

· Let the Health and Safety Co-ordinator know if you have special requirements in a fire evacuation situation.

· All electrical items brought onto the site must be PAT tested before use (see Assistant Site Manager).

ASBESTOS

· Do not drill or affix anything to walls or floors (including staples and drawing pins) without gaining the approval of Assistant Site Manager.

· Do not remove any fixings to walls without gaining approval of Assistant Site Manager (including staples and drawing pins).

· Do not work in an area where you suspect that there is a significant risk of exposure to asbestos.   Evacuate the area, seal it and report to the Premises Team.
· Do not use a blackboard which is cracked and report the damage immediately to the Assistant Site Manager.

DISPLAY SCREEN EQUIPMENT

· Ensure you adjust your position to one of comfort when using a computer, and take regular breaks.

· Let the H&S Coordinator know if you have any special requirements such as a wrist mat, leg raise, gel mouse mat.

CHEMICALS

· Do not use chemicals unless they have been assessed under the Control of Substances Hazardous to Health regulations.

· Do not bring any hazardous substances onto the school site unless there is a legitimate need for the product and a hazard data sheet has been obtained for the product.

DISEASES

· Wash your hands regularly to prevent the spread of disease.

STRESS AND WELLBEING

· Try to maintain a work-life balance, take regular breaks throughout the day and ensure that you eat properly.

· If you feel you are becoming stressed, discuss this with your Line Manager.

LONE WORKING

· Avoid working alone if at all possible.
· Inform Reception or the Premises Team if you are going to carry out work in a remote part of school.
· Always sign in and out in the Visitors Book during school holidays.
· Never climb ladders or undertake activities that involve working at height.
· Make sure you are fully aware of evacuation procedures.

APPENDIX III
HEALTH AND SAFETY INFORMATION 

FOR VISITORS AND CONTRACTORS

FIRE EVACUATION PROCEDURES

· On hearing the Fire Alarm leave the building immediately.

· Do not stop to collect personal belongings.

· Leave the building by the nearest safest exit.

· Do not use lifts.

· If you suspect a fire on the other side of a door do not open it.

· As you leave ensure doors are closed behind you.

· When clear of the building proceed to the assembly point. 

· Do not re-enter the building until you are told to do so by an authorised person.
· If you have a condition that might restrict your ability to use the stairs in an emergency please mention this to us.  Arrangements can be put in hand to ensure your speedy and safe evacuation should such an emergency arise.

ON DISCOVERY OF A FIRE

· Break glass call point to sound the alarm.

· Leave the building by the nearest safest exit.

· Proceed to the assembly point.

EMERGENCY EVACUATION ASSEMBLY POINT

· Rear of school building during school hours (8.50 am to 3.35 pm)

· In front of the main school building outside school hours and in holiday times.

HAZARD REPORTING

Safety is everyone’s responsibility and vigilance on the part of the individual is a vital factor in ensuring a safe working environment.  If you spot a hazard please report this to the School Office who will ensure it is reported to the appropriate personnel.

PERSONAL ACCIDENTS

All accident or injuries must be reported via the School Office.

FIRST AID

Please report to the School Office for assistance.

SMOKING

Smoking is not permitted on the school site at any time.

BRINGING VEHICLES ONTO THE SCHOOL SITE
· Movement of vehicles should be avoided at busy times i.e. between 8.15 am and 9.15 am and 3.15 pm and 4.15 pm.

· The speed limit on the school site of 5 mph must be adhered to.

· Parking must be in the designated parking bays.   Parking is not permitted on the grass or in any other area.
· Under no circumstances should vehicles park in the designated coach collection point at any time as access is required for emergency vehicles.

· Vehicles must not enter the designated coach collection point between 8.15 am and 9.15 am and 3.15 pm and 4.15 pm.

· Designated disabled parking bays (immediately to the left of the school main entrance) should not be used by other vehicles at any time.
· Reversing on the school site should be avoided whenever possible.  Coaches can only be permitted on the school site if a reversing alarm is fitted.

· Students are not permitted to park on the school site during the school day.

APPENDIX IV
ACCIDENT REPORTING PROCEDURES

Employees

· Where an employee is injured they should complete the B1510 Accident Book.  If this is not possible (due to their injuries) then someone else may do this on their behalf.

· An Accident Investigation Form (HSF 40) also needs to be completed by the First Aider in attendance for accidents that require reporting to County*.  The completed HSF40 form should be handed to Howard Smith for processing.

School Pupils

· Where a school pupil is injured an entry must be made into the Pupil Accident Book by the First Aider in attendance.  

· Accidents involving injury to children on work experience and work placements must be reported to the school and recorded in the Pupil Accident Book.

· When an ambulance is called to attend a School Pupil the B1510 Accident Book should also be completed by the First Aider in attendance.

· An Accident Investigation Form (HSF 40) also needs to be completed by the First Aider in attendance for accidents that require reporting to County*.   The completed HSF40 form should be handed to Howard Smith for processing.

Contractors/other non-employees

· Where a contractor, member of the public or other non-employee is injured managers must record in the B1510 Accident Book.  

· An Accident Investigation Form (HSF 40) also needs to be completed by the First Aider in attendance for accidents that require reporting to County*.    The completed HSF40 form should be handed to Howard Smith for processing.

*  Accidents that require reporting to County are those considered to be of a more

serious nature such as those caused by a fault in the fabric of the building, fractures, 
head injuries, accidents when ambulances are called).    

Notes

· Both Accidents Books and blank HSF40 forms are kept in the front office.

· Any queries on procedures should be addressed to Debbie Deeming, Howard Smith or Diane Wyatt.

· Employee accident books are retained for at least three years from the date of the last entry.

· Pupil accident books will be retained for at least ten years.
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