HEALTH AND SAFETY POLICY

This policy statement is intended to be comprehensive.  It will explain as simply as possible areas of Health and Safety that could affect employees, students and visitors.

This document must implement what law requires.

The policy will deal with the following areas of School life.

1. Visitors Policy

2. Contractors

3. Safety within the building

4. Cleaning and Maintenance

5. Hazardous Substances

6. Equipment safety

7. Fire prevention

8. Bomb threat procedures

9. Electrical Equipment

10. First Aid arrangements

11. Accident Reporting

12. Smoking Policy

13. Offsite Visits
14. Purchasing Policy

AIMS OF THE HEALTH AND SAFETY POLICY

1. To safeguard the Health and Safety of all employees, students and visitors at the school while on the premises, and students of the school whilst they are the responsibility of the school.

2. To raise awareness among employees of Health and Safety issues as they relate to themselves, their colleagues and the pupils in their care.

3. To ensure that all services provided are carefully selected with Health and Safety in mind.

4. To ensure that all products and equipment used in the school are considered safe by British and European standards.

5. To ensure that health and safety standards are regularly monitored and reviewed and that improvements are implemented where necessary.

6. To ensure that all procedures for the health and safety of the school community are correctly carried out.

RESPONSIBILITIES

1. The Governors and Headmaster take responsibility for formulating policy.

2. The Headmaster has overall responsibility for Health & Safety and delegates the day to day responsibilities of overseeing procedures are followed and checks are carried out to the Bursar. 
3. The Site Manager will keep a close watch on the building, both internally and externally looking out for damage and will inform the Bursar of any problem.

4. The First Aiders will keep a watchful eye to maintain agreed procedures for First Aid and inform the Headmaster and/or Bursar of any problem.

5. It is the responsibility of all those within the school community to be vigilant and to report any problems directly to the Headmaster and/or Bursar.
The implementation of the policy will be monitored closely by the Bursar and reviewed regularly by the Headmaster. It will be audited annually by the Governors.

The purpose of this amended review is to see that the objectives of the policy are assessed for efficiency, reliability and performance. Efforts will be made to improve any areas, which are found to be ineffective.

1. Visitor’s Policy

1.i
All visitors should report to the security hut at the entrance to the school 

premises before going into the main building.

1.ii
If visitors are known and their reason for visiting (e.g. parents, support teachers), they will be permitted to enter the school and go wherever necessary to the building.

1.iii
If the visitor is not known a member of staff or a member of the security team will escort them to their destination.  Such visitors will also be required to be escorted off the premises at the conclusion of their business.

1.iv
The Bursar/Site Manager will be called to attend the coming and going of builders and other contractors.

1.v
Suppliers will be allowed to enter the premises when their company has been checked with School Office.

1.vi.
No sales people will be admitted without a prior appointment.

2. Contractors

2.i
All contractors called in must report to the School Office with documentation of the task they have been instructed to carry out.

2.ii
All visitors should be informed that it is forbidden to smoke on school premises. Smoking is not allowed on any part of the premises at any time, even when the school is not in session.

2.iii
All contractors should be made aware of the Health and Safety Policy and whilst they are on the premises they should know that they are expected to comply with Health and Safety requirements.

2.iv
All contractors should sign in with the Site Manager at the begging of the day and sign out again when they leave.

3. Safety within the Building
The following safeguards should be implemented.

3.i
Each classroom teacher is responsible for his/her own classroom.

3.ii
The Gym area is the responsibility of the P.E. co-ordinator

3.iii
The Medical room is the responsibility of the Bursar.
3iv
The School office is the responsibility of the School Secretary.

3.v.
The corridors and general areas around the school are the responsibility of the Site Manager.
3.vi.
The Art room is the responsibility of the Art Subject Leader. 



4. Cleaning and Maintenance of the Building

4.i
The headmaster delegates the responsibility for the cleaning of the School to the Bursar who liases with the Site Manager.
4.ii
The school employs its own cleaning staff

4.iii
Any problems are dealt with by the Bursar.
5. Hazardous Substances

5.i 
All substances are to be kept locked up at all times

5.ii
All substances should be accompanied by Manufacturers instructions and 

CoHSE information.

6. Maintenance of Equipment

6.i
The Bursar is responsible for the maintenance of the equipment inside the school building, including arranging annual checks on all PE and playground equipment.

6.ii
The boilers are to be serviced twice a year.

6.iii
Staff are to report the need for repairs to the Bursar and Site Manager who will take the appropriate action.

6.iv
The Site Manager will deal with minor repairs up to a cost of £500 with the approval of the Headmaster and Bursar, all other works having financial implications must be approved by the Finance Governor and the Honorary Principal.

7.
Fire Prevention and General Procedures – More detailed procedures are found in the separate ‘Fire Drill Procedures’ document.
7.i
Staff and pupils must be made aware of the fire drill procedures and regular drills should be held.  Particular care must be taken in briefing new members of staff.

7.ii
The new boiler room has an electrical board, which displays the area of the fire to enable the Bursar and Site Manager to act appropriately.  Their job is to assess the fire and either deal with it or call the Fire Brigade.

7.iii
The Headmaster and the rest of the school are responsible for the safety of each child.  The School Secretary will bring the class register to the assembly point (car park of Torridon House) to facilitate this check.

7.iv
All classrooms, toilets and corridors will be checked by members of the non-teaching staff before leaving the building themselves.

7.v
The Bursar will arrange a twice-yearly inspection of fire fighting equipment, together with training for staff on how to operate fire extinguishers.

7.vi
The Bursar and Site Manager will also monitor and test the fire alarm system during each school holiday.

7.vii
The Site Manger will ensure that all fire doors are secured at night.

7.viii
All staff should be responsible for ensuring that all fire doors are closed at all times.  No fire door may be propped back.

7.ix
All test reports should be kept in the same place in the School Office.

8.
Bomb / Terrorist Threat General Procedures – More detailed procedures are found in the separate ‘Terror Drill Procedures’ document.
8.i
A telephone call will be encouraged to talk as long as possible.  Complete the attached form, which should be pinned on the wall next to each phone extension in the school, as the conversation takes place. The police and security should be called immediately.

8.ii
The alarm will be sounded and everyone will remain on the floor as far away from the window as possible. In classrooms, pupils should go to the Assembly point. 
8.iii
If following the alert, it is necessary to evacuate the building, the children will congregate in the car park of Torridon House.

8.iv
When the police are satisfied that there appears to be no bomb present; the Headteacher will allow children to return to class.

8v
A Bomb threat drill should be held once a term.

9. Electrical Safety
9.i
Each item of electrical equipment is the responsibility of the member of staff using it.

9.ii
If a member of staff finds a piece of equipment to be unsafe for use, it should be reported to the Site Manager immediately.

9.iii
An inspection is to be undertaken every two years by an electrician holding an NICEIC certificate.

9.iv
Staff are not permitted to bring in electrical equipment of any type to school unless they can provide evidence that it has been tested and passed.

10. First Aid Arrangements
10.i
It is the responsibility of the Headmaster to ensure a First Aid qualified person provides First Aid treatment for children and adults.

10.ii
There should be a list in the sick room of all first aid qualified personnel in the order they should be called upon.

10.iii
There is a First Aid box in the sick room. It is the responsibility of the First Aid qualified personnel.

10.iv
Prescribed medicines are dispensed only if parents have sent clear and signed permission to administer the medicine and with explicit instructions. This medicine will be kept in the refrigerator in the sick room. Parents themselves have to dispense none prescribed mediation unless the Headmaster has approved otherwise.
10.v
A First Aid box must be taken on any educational/off site outing including games lessons taking part at Paddington Recreation Ground.

10.vi
Injections will only be administered in life or death situations, by a First Aid qualified person and only if parents have sent clear and signed permission to administer the injection with explicit instruction.

11. Accident reporting procedures
11.i
All accidents are to be reported in the accident book, which will be located in the school office.  The Headmaster must sign these accident reports.

11.ii
All serious accidents should be reported to the Insurers.

12. No Smoking Policy
12.i
It is illegal to smoke on school premises.

12.ii
All visitors should be informed that smoking is prohibited.

12.iii
Smoking is not allowed on any part of the premises at any time even when school is not in session.

13. Educational/Offsite Visits – For further details refer to the school ‘Educational/Offsite Visits Policy’.
13.i
Parents should be given at least two weeks notice in writing of a school outing/journey.

13.ii
Each parent must fill in the reply permission slip. No child may go on an outing unless the permission slip has been returned.

13.iii
The optimum ratio between adult and child should be 1:6:8.  Nursery and Reception might require more assistance.

13.iv
An itinerary should be written for each adult with clear instructions about timings, assembly points and the names of the children in the group.

13.v
No adult helper should be left to supervise the whole group.  The teacher has sole authority and charge.

13.vi
Each infant child must be provided with a name badge, colour-coded


with the school’s telephone number.

13.vii
Each child must wear the school’s baseball hat.

14. Purchasing Policy
14.i
Each Class Teacher/Head of Department orders whatever consumables he/she needs as long as it is within budget.  The Bursar/Site Managerr orders cleaning materials.

14.ii
The Headmaster/Bursar must sign the order form.

14.iii
Every care is taken to ensure purchases are safe and carry a British standard number, are fire and flame retardant where appropriate.

14.iv
Staff will be trained to use equipment that they are unfamiliar with.

14.v
When the goods arrive, whoever has made the order must check that it is complete and in good working order.

14.vi
All invoices must be signed by whoever has made the order and the Headteacher.

HEALTH AND SAFETY TRAINING

The Headmaster will inform staff of training possibilities, whether these relate to induction training or first aid certificates for the appropriate staff or specialist training for the Site Manager.  All staff in school will have

1. Training in Fire Drill and Bomb Threat procedures, covering all times and eventualities during the school day.

2. Be aware of the procedure for reporting accidents.

3. Be informed of an ensure that they are aware of the location of their nearest first aid box, fire extinguisher, panic buttons and any other safety equipment.

PERSONAL PROTECTIVE CLOTHING

Certain tasks require protective clothing.  It will be the responsibility of individuals to discuss their needs with the Bursar, whose responsibility it is to provide such protective clothing as is deemed necessary.

The Site Manager too must ensure that his needs and those of his staff are provided.  Those using items of protective clothing provided by the school must be responsible for maintaining it.

CONCLUSION

It is the responsibility of the Headmaster and Bursar to set targets and time scales for the achievement of objectives, which have to be reached.

The Governors wish above all to provide a safe and secure environment for everyone using the building.  The Governing body is responsible for providing an allocation from the budget so that the policy may be implemented.

This can be done initially by ensuring that all services and purchases are checked for safety and that they are regularly inspected maintained and replaced when necessary.

The main people in these processes are the Headmaster, Bursar, the Site Manager and the Governors.
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