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Our school vision is
Learning from Jesus Christ, the Prince of Peace, to work diligently, act generously and live at peace with everyone. 

Psalm 34:14 - Seek peace and pursue it.








How our vision applies to this policy
This policy assists those charged with Health and Safety to act diligently in exercising their important duties that keep us all safe.  At William Ford it is expected that everybody works diligently yet such are policies are necessary to provide guidance and to outline statutory responsibilities.








































Rationale
The ultimate responsibility for Health and Safety rests with the school employers, the Governing Body.

The Headteacher carries overall day to day responsibility for the school site, its occupants and their health and safety so far as it is reasonably practicable.  The Governing Body is committed to ensuring that all legal and moral responsibilities relating to the health and safety of all children, staff, subcontractors and visitors to school are carried out effectively.

The deputising teacher automatically assumes these responsibilities in the absence of the Headteacher.

Our statement of general policy is:
· To provide adequate control of the health and safety risks arising out of our work activities
· To consult with our employees on matters affecting their health and safety
· To provide and maintain safe plant and equipment
· To ensure safe handling and use of substances
· To provide information, instruction and supervision for employees
· To ensure all employees are competent to do their tasks, and to give them adequate training
· To prevent accidents and cases of work-related ill health
· To maintain safe and healthy working conditions
· To review and revise this policy as necessary at regular intervals


General Guidelines
It is the policy of the Governing Body, so far as is reasonably practicable, to:

1. Establish and maintain a safe and healthy environment throughout the school
2. Establish and maintain safe working procedures among staff and pupils
3. Make arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances
4. Ensure the provision of sufficient information, instruction and supervision to enable all employees and pupils to avoid hazards and contribute positively to their own health and safety and to ensure that they have access to health and safety training as appropriate or as and when provided
5. Maintain all areas under their control in a condition that is safe and without risk to health and to provide and maintain means of access to and egress from that place of work that are safe and without risk
6. Formulate effective procedures for use in case of fire and for evacuating the school premises [Appendix 1]
7. Lay down procedures to be followed in case of accident
8. Teach safety as part of pupils’ duties where appropriate
9. Provide and maintain adequate welfare facilities and to make recommendations to the Local Authority as appropriate
10. Ensure risk assessments are carried out by and advice is taken from people with relevant and specific qualifications.

[bookmark: _Hlk60751692]Responsibility of the Governors and Headteacher
The Governors and Headteacher are responsible for implementing this policy within the school.   The Governor responsible for Health and Safety is Judith Bilson. In particular they will:

1. Monitor the effectiveness of the safety policy and the safe working practices described within it and shall revise and amend it, as necessary, on a regular basis
2. Prepare an emergency evacuation procedure and arrange for periodic practice evacuation drills [normally at least once a term] to take place and for the results of these to be recorded
3. Make arrangements to draw the attention of all staff employed at the school, to the school and departmental safety policies and procedures and of any relevant safety guidelines and information issued by the Local Authority
4. Draw accident reporting procedure to the attention of all staff at the school as necessary
5. Make arrangements for informing staff and pupils, of relevant safety procedures.  Other users of the school will be appropriately informed
6. Ensure that regular safety inspections are undertaken.  [A Health and Safety team will inspect all school premises and property once a term]
7. Arrange for the withdrawal, repair or replacement of any item of furniture, fitting or equipment identified as being unsafe by the Health and Safety inspection team
8. Report to the L.A./appropriate authority any defect in the state of repair of the buildings or their surrounds which is identified as being unsafe and make such interim arrangements as are reasonable to limit the risk entailed
9. Monitor, within the limits of their expertise, the activities of contractors, in liaison with the staff of the L.A., hirers and other organisations present on site, as far as is reasonably practicable
10. Identify any member of staff having direct responsibility for particular safety matters and any member of staff who is specifically delegated to assist the Governors and Headteacher in the management of health and safety at the school.  Such delegated responsibility must be defined as appropriate

Duties of the Person Delegated to Assist in the Management of Health and Safety
The delegated person, (Site supervisor) shall have day-to-day responsibility for health and safety and will:

1. Assist the Headteacher in the implementation, monitoring and development of the health and safety policy within the school
2. Monitor general advice on safety matters given by the Local Authority and other relevant bodies and advise on its application to the school
3. Co-ordinate arrangements for the design and implementation of safe working practices within the school
4. Investigate any specific health and safety problem identified within the school and take or recommend [as appropriate] remedial action
5. Where a working practice is found to be unsafe on health and safety grounds it is temporarily suspended pending further consideration by the Governors and Headteacher
6. Assist in carrying out regular safety inspections of the school and its activities and make recommendations on methods of resolving any problems identified
7. Ensure that staff with control of resources [both financial and other] give due regard to safety
8. Co-ordinate arrangements for the dissemination of information and for the instruction of employees, students, pupils and visitors on safety matters and to make recommendations on the extent to which staff are trained.

N.B. the above role must not be confused with that of the Health and Safety Representative which is a trade union appointment to enable the representation of staff interests in health and safety matters.

To ensure health and safety standards are maintained/improved the following employees have responsibilities in the following areas:


	NAME
	RESPONSIBILITY

	David Huntingford
	Headteacher

	Lee Buckingham
	Deputy Headteacher

	Louise Legg
	Educational visits co-ordinator

	Kevin Young
	Site Manager

	Sarah Gladden
	School Business Manager

	Eunice Karongo
	Governor



Health & Safety risks arising from work activities
[bookmark: _Hlk60753694]
· Risk assessments will be undertaken by the appropriate member of staff under the supervision of the School Business Manager and Site Supervisor.
· Educational visits’ risk assessments will be undertaken by the appropriate member of staff under the supervision of Louise Legg [educational visits co-ordinator]
· The findings of any risk assessment will be reported to the Headteacher
· Any action required to remove/control risks will be approved by the Headteacher
· Sarah Gladden and Kevin Young will be responsible for ensuring any action required is implemented
· Sarah Gladden and Kevin Young will check that the implemented actions have removed/reduced the risks
· Assessments will be reviewed every 2 years or when the work activity changes, whichever is the soonest

Consultation with employees
· Consultation with employees is provided by David Huntingford

Safe plant and equipment
· Kevin Young [site manager] will be responsible for identifying all equipment/plant needing maintenance
· Kevin Young will be responsible for ensuring effective maintenance procedures are drawn up
· Kevin Young will be responsible for ensuring that all identified maintenance is implemented
· Any problems found with plant/equipment should be reported to Sarah Gladden
· Kevin Young will check that new plant and equipment meets health and safety standards before it is purchased

Safe handling and use of substances
· Kevin Young will be responsible for identifying all substances which need COSHH assessment
· Kevin Young will be responsible for undertaking COSHH assessments
· Kevin Young will be responsible for ensuring that all actions identified in the assessments are implemented
· Kevin Young will be responsible for ensuring that all relevant employees are informed about the COSHH assessments
· Kevin Young will check that new substances can be used safely before they are purchased
· Assessments will be reviewed every 2 years or when the work activity changes whichever is soonest

Information, instruction and supervision
· The Health and Safety Law poster is displayed in the staffroom
· Health and Safety advice is available from:
· Sarah Gladden
· Kevin Young
· Supervision of young workers/trainees will be arranged/undertaken/ monitored by Lee Buckingham
· The Headteacher is responsible for ensuring that employees working at locations under the control of other employers are given relevant health and safety information

Competency for tasks and training
· Induction training will be provided for all employees by David Huntingford
· Job specific training will be provided by the Headteacher
· Specific jobs requiring special training are:
· Site management
· Fire warden
· First aid at work
· Legionella – running water
· Training records are kept in the school office by Kerry Noakes
· Training will be identified, arranged and monitored by the Office Manager and Site Supervisor.

Accidents, first aid and work related ill health
· Health surveillance is required for employees carrying out site management position
· Health surveillance will be arranged by the Headteacher
· Health surveillance records will be kept by the Headteacher
· The first aid boxes are kept in the 
· Medical room within the office
· Every year group shared area 
· the Sports Hall
· The following employees are the appointed first aiders:
· Kerry Noakes
· Sandra Duhaney
· Gillian Tull
· Kevin Young
· Stacey Johnson
· Karen Watts
· Stacey Huckle
· Roz Bowles
· Tina Finch
· Susan Finch
· Joanne Avery
· Nicky Young
· Michelle Collins-Greenwood
· Kerry Boylan
· Anne Butler
· Kelly Miller
· Laura Groom
· Nikki Rugg
· Kelly Porter
· Laura Peters
· All accidents and cases of work-related ill health are to be recorded on an accident form.  This is done online and the link is provided by the Office Manager.
· Kerry Noakes is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority

Monitoring

· To check our working conditions, and ensure our safe working practices are being followed, we have appointed the Sarah Gladden and Kevin Young to be responsible for Health and Safety. 
· The Headteacher will provide appropriate time and training to assist Kevin Young in fulfilling his duties
· Sarah Gladden and Kevin Young are responsible for investigating accidents
· The Headteacher is responsible for investigating work-related causes of sickness absences
· The Health and Safety Governor will:
· Report to the Buildings and Finance Committee on a termly basis on any Health and Safety issues.  
· Prepare and present an annual report to the Governing Body.
· The Headteacher is responsible for acting on investigation findings to prevent a recurrence
· Procedures are in place for monitoring health and safety on a weekly basis.  A termly and annual checklist is completed and signed
· Procedures for the testing of fire alarms are in place and weekly tests are carried out and recorded
· A maintenance log is situated in the school office for all members of staff to enter any maintenance issues with verbal communication via the Office Manager or School Business Manager.

Emergency procedures – fire and evacuation
· The School Business Manager and Site Supervisor are responsible for ensuring the fire risk assessment is undertaken and implemented
· Escape routes are checked by the Site Supervisor daily
· Fire extinguishers are maintained and checked annually
· Alarms are tested by Kevin Young weekly and the appropriate log completed.  Any action required will be undertaken.
· Emergency evacuation will be tested every term by the Headteacher

Responsibilities of staff towards pupils and others in their care
All staff are responsible for the health and safety arrangements in relation to staff, students, pupils and volunteer helpers under their supervision.  In particular, they will monitor their own work activities and take all reasonable steps to:

1. Exercise effective supervision over all those for whom they are responsible, including pupils
2. Be aware of and implement safe working practices and to set a good example personally, identify actual and potential hazards and introduce procedures to minimise the possibility of mishap
3. Ensure that any equipment or tools used are appropriate to that use and meet accepted safety standards
4. Provide written job instructions, warning notices and signs as appropriate
5. Provide appropriate protective clothing and safety equipment as necessary and ensure that these are used as required
6. Minimise the occasions when an individual is required to work in isolation, particularly in a hazardous situation or on a hazardous process
7. Evaluate promptly and, where appropriate, take action on health and safety arrangements
8. Provide the opportunity for discussion of health and safety arrangements
9. Investigate any accident [or incident where personal injury could have arisen] and take appropriate corrective action
10. Provide for adequate instruction, information and training in safe working methods and recommend suitable training
11. Where private vehicles are used to transport children to and from school functions, staff should ensure that child restraints and seats appropriate to the age of the children concerned are used.

N.B.  When any member of staff considers that corrective action is necessary but that action lies outside the scope of their authority, they should refer the problem to the Headteacher.

Responsibilities of all Employees
All employees have a responsibility under the Act to:

1. Take reasonable care for the health and safety of themselves and of any person who might be affected by their acts or omissions at work
2. Co-operate in meeting statutory requirements, not interfere with or misuse anything provided in the interests of health, safety and welfare
3. Make themselves aware of all safety rules, procedures and safe working practices applicable to their posts; where in doubt they must seek immediate clarification from the Headteacher
4. Ensure that tools and equipment are in good condition and report any defects to the Headteacher
5. Use protective clothing and safety equipment provided and ensure that these are kept in good condition
6. Ensure that offices and general accommodation are kept tidy
7. Ensure that any accidents, whether or not an injury occurs, and potential hazards are reported to the Headteacher.

WHENEVER AN EMPLOYEE IS AWARE OF ANY POSSIBLE DEFICIENCIES IN HEALTH AND SAFETY ARRANGEMENTS THEY MUST DRAW THESE TO THE ATTENTION OF THE HEADTEACHER

1. It must be realised that newly appointed employees could be particularly vulnerable to any risk and it must be ensured that all relevant health and safety matters are drawn to their attention at an early stage
2. Whilst it is a management responsibility to instruct all employees in safe working procedures in relation to their posts and work places, employees may from time to time find themselves in unfamiliar environments.  In such cases, the employee concerned should be particularly alert for hazards, and whenever possible, ensure they are accompanied by a person familiar with the environment or that they are advised of specific hazards
3. All volunteer helpers will be expected, as far as reasonably possible, to meet the same standards required of employees

Responsibilities of Pupils
All pupils are expected, within their expertise and ability, to:

1. Exercise personal responsibility for the safety of themselves and their fellow pupils
2. Observe standards of dress consistent with safety and/or hygiene [this would include unsuitable footwear, and items considered dangerous]
3. Observe all the safety rules of the school and in particular the instructions of the teaching staff in the event of an emergency
4. Use and not wilfully misuse, neglect or interfere with things provided for safety purposes

The Governors and Headteacher will make pupils [and where appropriate the parents] aware of these responsibilities through direct instruction, notices the school handbook and the school newsletter.

Visitors
Regular visitors and other users of the premises [e.g. contractors and delivery men] are expected, as far as reasonably possible, to observe the safety rules of the school.
Lettings
The Governors and Headteacher must ensure that:

1. The means of access and egress are safe for the use of hirers, and that all plant and equipment made available to and used by the hirers is safe.  If the Headteacher knows of any hazard associated with the above, she/he should take action to make hirers aware of it
2. Fire escape routes and exits are clearly marked for the benefit of unfamiliar users of the building, particularly during the hours of darkness
3. Hirers of the building are briefed about the location of the telephone, fire escape routes, fire alarms and firefighting equipment.  Notices regarding emergency procedures should be prominently displayed
4. Hirers using any equipment or facility provided by the school are familiar with its safe use and, if necessary, briefed accordingly
5. Arrangements are made for checking the security and condition of the premises and equipment used after vacation by the hirer or his staff

Fire and Emergency Evacuation Procedures
1. The school’s procedures for fire and emergency evacuation are appended.  They are also posted in the school entrance hall and next to each classroom exit, the staffroom and office
2. These procedures will be updated as appropriate
3. The log book for the recording and evaluation of practice and evacuation drills is available

Fire Prevention Equipment
Arrangements are made to regularly monitor the condition of all fire prevention equipment.  This would include the regular visual inspection of fire extinguishers and the fire alarm system.
First Aid and Accident Reporting Procedures
1. All office staff and LSAs are trained in First Aid.
2. There are first aid kits stored securely in the shared area of each year group, as well as the medical room within the front office. Each LSA is also supplied with a small first aid kit which is kept in a small bag that they can keep on their person whilst on duty, to provide treatment to minor injuries.
3. All children who require treatment for minor First Aid should be treated by an LSA within their year group if it occurs during lesson time, or by an on-duty LSA within the playground. Major First Aid should be sent to the office to be treated in the medical room where the relevant treatment can be administered and a risk assessment for the next steps can be made. Children who have any form of head or nose injury must receive immediate medical attention.  Parents will always be informed of such an injury and given the opportunity to visit and collect their child if they feel this necessary.
4. Accident slips will be completed and a copy issued to the child where necessary. Accident forms should be completed for adult injuries on site.
5. Asthma suffers should have their medication readily available in their classrooms.  Pumps should be clearly named.  Children should sign the diary to indicate they have taken their asthma pump.
6. The responsibility for administering medicine lies with parents/carers. Permission for the child to administer their own prescribed medication can be given by parents/carer by way of a permission form which should be discussed with the school office.
7. The wearing of disposable gloves should be common practice for all staff dealing with body fluids.  Swab, cotton wool etc. should be put into the bins for safe disposal

Guidelines for the safety of pupils
The safety of the children in our school is our paramount concern.  Day to day responsibility for classroom safety is vested in the class teacher.

Duty teachers need to ensure no child is exposed to avoidable hazards.  Supervision when on duty is for morning break, and at lunch time. The responsible for duty rotas and organising cover for absences belongs to the Assistant Head and then the Deputy Head in their absence.
Children must not be left in classrooms, hall or library without supervision.

Fire/Emergency Procedures
All staff must familiarise themselves with these procedures, make sure children are aware of them and keep them clearly displayed by the classroom door.

On discovering a fire or receiving any emergency warning [gas leak, bomb threat etc.] the alarm should be sounded.

The alarm connects to the local emergency services automatically. 

On hearing the alarm children should be escorted quietly and quickly into the south [upper school] playground.  They should leave via the designated emergency exit for the room in which they are working.

After checking the fire alarm panel to ascertain the location of the fire, the Fire Wardens, will perform a sweep of the school as well as checking all toilets and cloakrooms.

A member of the office staff will unlock the gates and bring the registers and evacuation report of absent pupils into the south playground and distribute them to staff.

Staff will do a head count and then if necessary call the register.  They will inform the Headteacher immediately of the names of any missing children.

Each member of SLT will ensure their reporting staff members are accounted for and the office team will account for any visitors that have signed in.

The Headteacher/Site Supervisor (or any member of SLT in their absence) will liaise with the Fire Brigade on their arrival.

No-one will re-enter the building until the ‘All Clear’ is given.

If there is a risk of explosion staff will escort the children away from the site, to the Sports Hall of Dagenham Park Community School.

Once assembled at the Sports Hall the registers should be called again and the Headteacher informed of the name of any missing child.

Lunch-time Emergency Procedures
In the event of the alarm sounding at lunch-time.

Staff in the playground should escort all children into the south playground and organise them into class lines.  Staff in the dining hall should escort all children from the dining hall, either through the main entrance or the fire exit doors in the closest Year 6 classroom or the closest Year 3 classroom and into the south playground, organising them into class lines.

Any staff running a club at lunch time should escort those children into the south playground via the safest exit.

Kitchen staff should leave by their fire exit door and proceed to the south playground.

The Headteacher/Site Supervisor (or any member of SLT in their absence) will check the fire alarm panel to establish the location of the fire.

A member of the office staff should collect the evacuation report from the school office.  

The Headteacher (or any member of SLT) will perform a sweep of the school. 

A register should be called for each class.  The name of any child who should be on the premises but is not in the class line should be reported to the Headteacher or designated teacher. No-one may re-enter the building until the ‘All Clear’ is given.

Any member of staff leaving the school premises at any time of the day including lunch time must ensure they sign out using the Inventry system.

William Ford C of E Junior School
HEALTH & SAFETY CHECK

       Area			    Hazard/Problem			          Whom to correct


					





























William Ford C of E Junior School
Health and Safety Checklist
   Health & Safety Item                                      Notes                                                     Tick



	Fire extinguishers [not to be used by untrained personnel]

	Location of fire extinguishers
	

	
Call points

	
Location of all call-points and how to activate in the event of a fire

	

	
Fire exits

	
Location of all fire exits
	

	
Fire evacuation procedure

	What to do in the event of the alarm sounding.  Where the fire evacuation procedures are located
	

	

	
Logging in system

	
The signing in/out system and the importance of completing the process
	

	
Fire doors

	
Which doors are fire doors and the importance of not wedging them open
	

	
Accidents

	
What to do in the event of an accident.  The accident book and why we have one
	

	
First Aiders 

	
Who the first aiders are and what they are expected to do
	

	
Employee’s responsibilities

	Explain that ALL employees are responsible for their own and each other’s health and safety at work
	



I confirm that I have been made aware of the procedures set out above and understand them.
New employee/volunteer

Name ……………………………………………..      Signature …………………………………………  

Date ……………………………………………….

I confirm that I have made the above-named person aware of the procedures set out above.
Signed ………………………………………………………. Headteacher   

Date …………………………………………………...
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