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Appendix 1 
School Policy for Health and Safety

Part 3 – Arrangements

The arrangements and procedures laid down in this section of this Safety Policy have been devised in order to assist those responsible to meet their duties as laid down in the preceding section (Part 2 – Responsibilities / Organisation).  
For each of the following sections, a short paragraph should be written to reflect what procedures should be carried out relevant to that activity.  It should be written so that anyone reading the policy can easily understand what is meant. If further guidance needs to be referred to, a sentence advising where this information is kept can be added at the end. For example “please refer to the Local Authority Minibus Policy”.  Where a person is responsible for carrying out an activity, they should be referred to by their job title, not their individual name. All staff should read the complete Health and Safety Policy, and a record must be retained to prove it has been read/ received by the staff. This should include part time staff and volunteers. 

These arrangements are not exhaustive and each premise needs to amend and insert relevant addition arrangements.

For each individual arrangement, you should consider:

· The people involved.

· If risk assessments are to be carried out.

· Any tests / inspections required.
· Pre-use visual checks required.

· Any particular procedures that should be adhered to.

· Any documentation required.

· Any training required.

· Any policies / professional bodies guidelines that should be referred to.

· Competence of people involved.

· Any other relevant information.
Note: Please delete this section on completion of the policy.

3.1
Accident reporting, recording and investigation

All serious accidents that occur on the site should be notified to the Headteacher, Mr. A. Smith, who will record the information on a County Council accident form.  The Headteacher will forward the details immediately or as soon as possible to WES Safety and Premises, 01926 742125 using the WCC Accident / Incident Form.
All minor accidents should be recorded in the Accident book.  Where necessary, parents / guardians or other persons should be notified of the accident.

If the accident is serious, senior management should be made aware and immediate action taken to ensure the location of the accident is still safe to use. Include who is responsible for conducting an investigation following the accident. Necessary action should be taken and where possible details recorded for an accident investigation. If members of the public are involved, names and addresses should be taken (including any witnesses).

Accident reports and investigation records should be kept for three years if the accident involved a member of staff, or if the accident involved a pupil / student until they reach the age of 21.
3.2 
Bullying and Harassment 

Refer to WCC Bullying and Harassment Procedures. 

· Procedures to follow can be obtained from the Headteacher.
3.3 
Child Protection 

Refer to WCC / Lapworth School child protection policy.

· Information about CP can be located in the Headteacher’s office.  The person responsible for CP is the Headteacher and in their absence is the Deputy Headteacher. 
3.4
Contractors (Management of)
The WCC ‘Safe Management of Contractors’ Policy is located in the Headteacher’s office.

· The Headteacher is responsible for the safe management of contractors.  They have completed the WCC Safe Management of Contactors Course.
· Contractors are selected using the criteria designated by the Governing body.
· Safe working arrangements and risk assessments are completed before work commences.
· The Headteacher and nominated H&S governor are responsible for checking method statements and risk assessments.
· Staff should report concerns to the Headteacher. 

3. 5
Contractors (Management of Asbestos)
The WCC Asbestos Policy and Managers Guide to Asbestos are located in the Headteacher’s office. 

· There is no record of asbestos used on the school site.

3.6
Contractors and Visitors on Site
Arrival on site:
· All visitors must sign in and be given a visitor badge / sticker by the admin assistant.

· A leaflet outlining H&S issues for visitors accompanies the signing in book.
3.7
Control of Substances Hazardous to Health (COSHH) –including Radiation and Compressed Gases (if applicable)
The WCC COSHH policy is located in the Headteacher’s office.

Include in statement:

· The purchase of materials is carried out by the Headteacher up to a limit of £1,000.  Above this, requests must go to the GB.
· The Headteacher maintains the COSHH file.

· Copies of the COSHH file are kept in the Headteacher’s office and the caretakers room.
· All COSHH materials have got a data sheet.
· The Headteacher and caretaker are responsible for safe storage of COSHH substances.
3.8
Defect Reporting Procedures

The arrangements for reporting defects on a day-to-day basis are set out in this section.


Staff report any defects to the Headteacher who ensures the problem is resolved as quickly as possible.  
All defective items are taken out of use immediately. An ‘out of use’ label is displayed on any defective item that cannot be removed.

· The Headteacher monitors that the defect has been rectified.  
3.9 Display Screen Equipment (DSE) 
At Lapworth CE Primary school, we follow the WCC DSE Policy.

State: In accordance with the Display Screen Regulations:

· All staff have been trained to use DSE safely and responsibly.  
· The Headteacher will monitor DSE use and arrange for problems in relation to it to be resolved.
3.10 Electricity at Work
· All hardwired equipment is checked by the LA every five years. 
· Portable appliances testing (PAT) takes place annually by the LA. 
· School premises are not let out. 
3.11 Extended Services

No Extended Services take place on the school site out of school hours, other than extra curricular activities which are covered by the extra curricular policy (located in the school office).
3.12 Fire Precautions and Emergency Plans

· The Headteacher is responsible for undertaking and reviewing the fire risk assessment and emergency plans.
· Emergency drills are undertaken at least termly and recorded in a book in the Headteacher’s office.
· The Headteacher and H&S governor are responsible for checking and updating fire escape notices / routes, etc.
· Outside agencies check the fire extinguishers annually.
· The Headteacher is responsible for the regular (weekly) testing of fire alarms and emergency lighting.  Records are kept in the Headteacher’s office.
· The admin assistant is responsible for contacting the emergency services.
· In the event of the Headteacher not being present, the deputy Headteacher will assume responsibility.
3.13
First Aid and Medication


First Aid

· First aider details are displayed in the staff room, main office and kitchen.
· The qualifications held are red cross certified – they last three years.
· First aid kits are kept in the reception practical area cupboard.
· First aiders are responsible for checking the first aid kits.
· The Headteacher restocks the first aid kits.
· There are enough first aiders on site every day to cover absence.

Medication

· Parents can administer medication, not staff.
· Medication is stored in the main office.
· Certain (named) children have special requirements, eg, epipen.  Separate arrangements are made for these children.
3.14
Glass and Glazing Risk Assessment
This Risk Assessment has been carried out by Resources – Property and is kept in the Headteacher’s office.
3.15
Health and Safety Advice

The school makes regular contact with WES H&S / Safety & Premises via email or telephone to clarify any areas of concern.  This is carried out by the Headteacher or admin assistant.  
3.16
 Housekeeping, Cleaning and Waste Disposal

· The caretaker and cleaner are responsible for ensuring the premises are kept clean.
· Class teachers are responsible for tidying their own teaching areas.
· The Headteacher is responsible for snow shifting and icy conditions.
· Fluorescent tubes are disposed of through the LA.
3.17
Information Dissemination Procedure

Information and instructions on health and safety matters are available / given to teachers / non-teaching staff / pupils, governors and visitors as follows:


Employees

· Documents relating to H&S are kept in the Headteacher’s office.
· A précis of H&S procedures is kept in the staff handbook.
· A leaflet is available for visitors / temporary staff outlining H&S procedures.
· Staff meetings are minuted for TAs / records.  These are kept in the staff room.
Pupils 
· It will be the responsibility of teachers to ensure that pupils are made aware of existing and new health and safety information through PSHCE, assemblies, etc.
Visitors / Contractors

· Visitors have access to a H&S leaflet on arrival at the main office when they sign in.  the admin assistant will highlight any special arrangements or procedures planned for the duration of their visit.
Governors

· The Headteacher will liaise with the H&S governor to discuss / disseminate new H&S information as it arises.
· An inspection is carried out by the Headteacher and H&S governor and documented on a termly basis.  
Trade Unions

· The Headteacher will ensure that Trade Union health and safety representatives are informed of new health and safety information (see section on Trade Union).
3.18
Jewellery

See the school policy for wearing jewellery in the PE policy and guidance.  
3.19
Kiln


There is no kiln on the site.
3.20
Lifting Equipment (including lifts and hoists)

There is no lifting equipment on the site.
3.21
Lone Working/ Personal Safety

· WCC guidance for lone working is followed.
· Lone working is limited to the Headteacher and caretaker (except in unusual circumstances).
· Risk assessments for lone working are carried out and shared with staff.  These are kept in the Headteacher’s office.
3.22
Maintenance/Inspection of Equipment

· All electrical equipment is subject to annual testing by the LA.
· PE equipment is inspected annually by an outside agency.
· Outdoor play equipment is inspected termly by the LA.
· Records of inspections are kept in the Headteacher’s office.
3.23
Manual and People Handling

· There are no people who require assistance that involves people handling.

· No activities require manual handling on the site.

· The risk assessment for manual handling is kept in the Headteacher’s office.
3.24 Minibuses

No minibuses are available to the school at present to use.

3.25
Monitoring Arrangements

The Headteacher and H&S governor carry out a termly H&S inspection of the school site.

Full H&S inspections are carried out every three years by WES Safety & Premises.

To help this process, the governors and headteacher will ensure that all reasonable inspection facilities and information are provided on request to officers of the LA, inspectors of the health and safety executive (HSE),Trade Union health and safety representatives  and any other bona fide health and safety officials.

3.26
Noise at Work (Not usually applicable to primary schools)

N/A
3.27 Offsite and Educational Visits

The Offsite Visit Manual is located in the Headteacher’s office. 
· The Headteacher is the school’s Educational Visit Co-ordinator (EVC).
· Risk assessments are required before any visit is undertaken.
· Pre-site visits are recommended where appropriate.
· Approval for residentials are gathered from the LA prior to departure.
3.28 
Outdoor Play Equipment

· Outdoor play equipment has been installed by a number of different providers.
· This equipment is inspected by the LA on a termly basis.
· Risk assessments for using the equipment safely have been completed and are kept in the Headteacher’s office.
3.29
PE Equipment

· Outside agencies inspect and maintain PE equipment annually.
· H&S arrangements are referred to in the school PE Policy.
3.30 Personal Protective Equipment
This is purchased / assessed as required.
3.31
Pond


There is no pond on the school site.
3.32
Risk Assessments

· All risk assessments are kept in a file in the Headteacher’s office.
· Staff are responsible for specific risk assessments, eg, for hazardous activities / off-site visits.
3.33 Security

· The school follows the WES Security Policy (available form WES Safety and Premises).

· Risk management inspections and information are available from WES. 

3.34 Smoking

Smoking is not permitted on the school site.

3.35
Sports Pitches / Playing Fields

· Outside contactors maintain the area.
· Visual inspections are completed weekly by the Headteacher.
3.36
Staff Consultation / Trade Unions


H&S issues are discussed as and when required.

· The H&S law poster is situated in the staffroom.
3.37
Stress and Staff Wellbeing


A copy of the school stress policy is available in the Headteacher’s office..

3.37  
Swimming Lessons (Public Pool)


The Off Site Activities Manual is located in the Headteacher’s office.
· Lessons will take place at Warwick School pool.
· The headteacher and two others will accompany the children to swimming lessons.
· Qualified life guards are on hand as well as fully qualified teachers.
· Life saving equipment is available at the pool if required.
3.38
Swimming Pools / Hydrotherapy Pool (school’s own)

The school does not have its own pool.
3.39
Training and Development related to Health and Safety

· The Headteacher is responsible for establishing competencies of staff.
· The Headteacher is responsible for new staff induction and for ensuring staff undertake refresher training.
· Records of training are kept in the Headteacher’s office.
3.40
Vehicles Onsite/Car Park Arrangements

· Staff are responsible for their own vehicles on site.
· Deliveries are encouraged to be made before 9am.
· There are no restrictions on vehicle movement.
3.41     Violence and Aggression towards Staff 


The school has adopted the WCC guides for Managing Violence and Aggression

· Those working under the heading ‘lone working’ are most at risk.
· Staff are required to report all incidents of verbal and physical violence to the Headteacher.
3.42
Water Hygiene

The school has adopted the WCC Legionnaires and Water Hygiene Policy

· The school outsources water sampling responsibilities to the LA.
· The water hygiene book is kept in the main office.
3.43
Work Experience Pupils

· The Headteacher is responsible for the induction and risk assessment of work experience pupils.
· Class teachers will monitor work experience pupils in class.
3.44
Working at Height

· The LA carry out an inspection of our one stepladder annually.
· There is no need to work at height for staff on site.
· Staff have received training regarding mounting display boards, etc.
Appendix 1
Health and Safety Documents – Guidance and Information Circulation Form

The attached document has been received / issued by the school and must be read by all staff members. The Health and Safety at Work Act 1974, requires staff members to co-operate with the employer and others on safety matters and it is also a policy of the governing body that all health and safety guidance relevant to members of staff will be made available and read by them.

Please sign and date the circulation list to indicate that you have read the attached document.

Name of document:


Location of document:


Date of circulation: 
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