POLICY FOR HEALTH AND SAFETY
INTRODUCTION

This policy is in addition to the Neath Port Talbot Corporate Health and Safety Policy.  

Our policy covers safety associated with the school’s building structure, fixed equipment, contents, procedures and traffic management. It describes the roles and responsibilities of those with management responsibility in respect of staff, pupils and visitors.
PURPOSE
The aim of the policy is to:
· Ensure that all reasonably practical steps are taken to ensure the health, safety and welfare of all persons using the premises. 

· Ensure that all reasonably practical steps are taken to ensure the health and safety of staff, pupils and other supervising adults participating in off-site visits. 

· Establish and maintain safe working procedures amongst staff and pupils. 

· Make arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances. 

· Develop safety awareness amongst staff, pupils and other supervising adults. 

· Formulate and implement effective procedures for use in the event of fire and other emergencies. 

RESPONSIBILITIES
The maintenance of a healthy and safe school is the shared responsibility of the whole school community. More specifically: 
The Governing Body will:

· Monitor and review health and safety issues and policy;
· Ensure adequate resources for health and safety are available. 

· Recognise their responsibility under the Health and Safety at Work Act 1974 so far as is reasonably practicable to: 

           a)  Provide equipment and systems of work, which are safe, and

                without risks to health.

   b)  Promote the development and maintenance of sound safety,

        health and welfare practices.

   c)  Maintain the premises in a condition that is safe and without  

        risks to health, and the maintenance of access to and egress 

        from the premises.

   f)   Provide and maintain a working environment that is safe,  

        without risk to health and adequate as regards welfare 

        facilities for staff, pupils and other supervising adults.
   g)  Ensure sufficient funds are available to provide, as necessary, 

        protective clothing/equipment to all staff employed in the school, for

        the safe use of machinery, equipment and substances.
   h)  Maintain a close interest in all the health and safety matters in so 

   far as they affect activities in the premises under the control of the  

   school;

             i)  Appoint a Health & Safety governor representative.

The Headteacher will:

· Be responsible for the day-to-day implementation of school safety organisation; 

· Establish a culture of safety throughout the school;
· Report to Governors on pertinent issues through the Termly Headteacher’s Report or as they occur;
· Report accidents and incidents of violence to the local authority in line with corporate requirements;
· Liaise with outside agencies able to offer expert advice; 

· Ensure that all staff fulfil their duties to co-operate with the policy; 

· Formulate and co-ordinate safety procedures;
· Review first aid, fire evacuation and risk assessment procedures with all staff, on an annual basis, or as and when necessary; 

· Ensure relevant staff have access to appropriate training;
· Meet with the caretaker on a weekly basis to manage site issues;
· Report to the caretaker any defects and hazards that are brought to notice. 

All staff will:

· Ensure that they have read the Health and Safety Policy;
· Fully support all health and safety arrangements;
· Take reasonable care of their own health and safety and that of others who may be affected by their actions; 

· Carry out risk assessments 

· Ensure, as far as is reasonably practicable, that their classroom or office is safe; 

· Use equipment safely, following manufacturer’s instructions; 

· Ensure, as far as is reasonably practicable, that pupils use equipment safely;
· Report situations which may present a serious or imminent danger;
· Report any defects and hazards to the Headteacher or School Clerk for recording in the caretaker’s file in the School Office;
· Report any concerns of abuse to pupils to the Headteacher who is the child protection officer;
· Complete accident/incident forms available from the School Clerk in the School Office; 
· Complete the Needs Folder in the staffroom to inform all staff of any pupils with medical needs or who may need specific handling, to ensure the health and safety of pupils or staff. Supply staff are asked to familiarise themselves with this. 

 The Caretaker will:

· Ensure that he is familiar with the school’s Health and Safety Policy. 
· Meet with the Headteacher on a weekly basis to manage site issues. 

· Ensure that all cleaning staff are aware of any implications of the Health and Safety Policy as it affects their work activities e.g. storage arrangements for materials, equipment, substances etc. 

· Report to the Headteacher or School Clerk any defects and hazards that are brought to his notice;
· Ensure that everything received from suppliers (for direct school use), machinery, equipment, substances etc. is accompanied by adequate information and instruction prior to use. 

· Test and record the fire alarms, fire doors & emergency lighting as agreed; 

· Maintain a record of hazardous substances used for cleaning and similar purposes. 

Pupils are expected to:

· Exercise personal responsibility for the safety of themselves and classmates;
· Observe standards of dress consistent with safety and/or hygiene; 

· Follow the safety rules of the school in lessons and in particular the instructions of teaching staff given in an emergency; 

· Use and not wilfully misuse, neglect or interfere with things provided for their safety. 

Parents are expected to:

· Support the school in any health and safety matters reported to them directly or through school newsletters.
ARRANGEMENTS
Accidents and Incident Reporting

Any pupil complaining of illness is usually sent to the School Office and parents contacted.  Pupils or staff who have been injured are assessed by the qualified First Aiders or Headteacher and, where appropriate, treated.
All incidents, ailments and treatment are reported in the accident book (except minor scratches & grazes).
More serious accidents or incidents are recorded on NPT Accident/Incident forms obtainable from the School Office.
Parents are contacted if there are any doubts over the health or welfare of a pupil.

In the event of a serious incident an ambulance is called and a member of staff

accompanies the pupil to hospital. Parents are asked to go immediately to the

hospital. It may be appropriate to transport a pupil to hospital without using an 

ambulance. This should be on a voluntary basis. In such cases staff should

ensure they have specific cover from their insurance company.

If staff are concerned about the welfare of a pupil they should contact the School Office immediately. If an injury has been sustained, the pupil should not be moved.

Staff should complete the accident book for employees if they sustain an injury at work. The book can be obtained from the School Office. An injured member of staff or other supervising adult should not continue to work if there is any possibility that further medical treatment is needed. The member of staff or other supervising adult concerned should seek medical advice without delay.

 

Parents are notified of head injury either usually by telephone and letter.

Certain accidents arising out of, or in connection with, work have to be reported to the Health and Safety Executive, under the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).  The Headteacher is responsible for reporting these.

Administration of Medicines

Trained First Aiders/Headteacher administer medicines for chronic or long-term conditions. 
Medicines are stored securely and a signed record kept. 

Parents give written consent to authorise staff to administer medication. 
Medication for asthma is stored in an unlocked cupboard in the School Office or classrooms. Pupils are supervised when taking their asthma medication.

Cooking

Cookers should not be used without essential fire precautions being immediately available e.g. fire blanket, fire extinguisher.
Staff should ensure pupils receive instructions and on the job training to enable them to be safe during a cooking activity.
Educational Visits

The Deputy Headteacher is the Education Visits Co-ordinator (EVC) and has responsibility for ensuring staff have adhered to the school’s ‘Educational Visits Procedures’ when organising a visit. All staff have a copy.

See also The Health and safety of Pupils on Educational Visits: A Good Practice Guide, Neath Port Talbot CBC

 

Evacuation of the Building

Fire exits are clearly labelled.
Fire bells and fire doors are tested weekly by the caretaker.
A fire drill is practised once a term and reported by the Headteacher to the Governing Body.
Fire appliances are checked annually.

In the event of vacating the school building for any emergency, the red EMERGENCY BOX must be taken. The box is located on the shelf in the School Office during the day and is locked in the cupboard during the night and school holidays.

The box contains:

· Pupil contact details

· Up to date registers

· Emergency telephone numbers

· Emergency Management Plan

· Plan of the School

The EMERGENCY BOX is replaced immediately after the incident.

The box is updated every half term or as appropriate by the School Clerk.

First Aid Provision

The school has two trained First Aiders.  Their names are displayed in

the School Office, the staff room and in the prospectus.  All staff are trained annually in Emergency First Aid procedures.  Staff are trained in specific First Aid procedures as necessary, e.g. asthma, the use of an epipen.
First Aid is administered in Year 3/4 classroom, the hall or the staff room as appropriate.
There are First Aid kits in every classroom, staff room and office.  Portable First Aid kits are taken on educational visits.
The Assistant Secretary will ensure the maintenance of the contents of the first aid boxes and other supplies.

Dogs

Dogs are not allowed within the area of the school grounds, though exceptions are made for working dogs; namely, guide dogs and hearing dogs.

Should a dog foul an area of the school grounds, the area must be cleared up immediately, as there is a possibility the children could pick up serious infections, e.g. toxocariasis.

Dogs in the area around the school should be with their owners and on a lead at all times. Parents should stay outside the school grounds when they have a dog with them and stand clear of the exit gates.

FURNITURE AND EQUIPMENT

Children Moving Equipment

In the normal day-to-day running of the school, there are times when children might need to move equipment or items of furniture – perhaps chairs and/or tables, sports equipment or other small pieces of equipment.

Children should always be supervised when moving any equipment or piece of furniture. Some items could be heavy or awkward to handle. Children are shown how to lift and carry safely and reminded of this each time.

PE and Sports Equipment

Children are trained to move and use equipment safely.  When using large apparatus, children should be shown how to bend before lifting and moving apparatus. The supervising adult allocates the appropriate number of children to lift heavy items.

Furniture

Chairs should be moved one at a time and children are taught how to carry them correctly. They may carry a single chair on their own. Tables need one child at each end. No child should attempt to lift a table single-handed.

Staging blocks are heavy and need at least two children per block, as they are awkward to handle. Children are shown how to pick them up and put them down, so that they do not trap their fingers or feet.

Small items of equipment – tape players, CD players, PE trolleys – can be moved by the children under adult supervision.

When an item of equipment or furniture is being moved from one room to another, the supervising adult should nominate a child to open and close doors.

All other porterage is carried out by the caretaker.

Items Children Should Not Move

· Computers – wires can get caught and monitors can easily fall off trolleys.

· Televisions and projectors.

· Piano – although on castors, it can tip and trap feet or fingers.

· Cooker – too heavy and awkward.

· Paper cutters – dangerously sharp blade.

Maintenance of Furniture and Equipment

All portable electrical appliances are tested every three years.

P.E. equipment is safety-checked every year.

The school caretaker is responsible for minor repairs and maintenance in line with LEA regulations.  Major or specialist faults are reported to the LEA Building Services Department.

Security of the Premises

The Headteacher, Deputy Headteacher and caretaker are the designated key holders and are responsible for the security of the building. 

It is the responsibility of the class teacher to make sure that all equipment is switched off before they leave the premises.

It is the responsibility of the caretaker to check that all locks and catches are in working order (daily).

Before leaving the premises, the caretaker has a duty to ensure that all the windows are closed, that the doors are locked and secure, that the security alarm is set and that all gates are locked.

The Headteacher or Deputy Headteacher performs the above functions in the absence of the Caretaker.

The Headteacher or Person in Charge is responsible for the security of the premises during the day. The main entrance door and side doors must be closed at all times. 

Any parent or visitor is welcome in school but is asked to report to the office on arrival. Children enter and leave school by different doors, according to their Year Group.  Accompanying adults should walk round the outside of the building at the beginning and end of the school day.

Although these precautions should be observed, they should in no way detract from the welcoming ambience of the school.

CONTRACTORS ON SITE

Contractors should telephone the Headteacher and make appropriate arrangements before commencing work.

When they arrive, all contractors should report to the School Office. 

Any concerns regarding the health and safety of children or staff should be reported to the Headteacher, the contractors and the LEA Building Services Department.

When not in use, any equipment that contractors bring into school should be stored in a safe place.

No repairs or maintenance can be carried out in areas that children or adults are occupying; this includes cloakroom and toilet areas.

No work should be in progress in the playground/dining hall during break times and lunchtime.

All contractors should follow LEA Code of Conduct guidance.
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