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Chapel-en-le-Frith C of E VC Primary School

Policy Statement

This is the policy statement for the above named school.  The Governors recognise that this is not a replacement for the County Council’s or the Education Departments policy but is in addition to them for the benefit of staff and pupils.  The Education Department Statement appears as Appendix 1.
This statement deals with those aspects over which the Headteacher has control and covers the building structure, plant, fixed equipment and services.  

All those that work on the premises in whatever capacity have a responsibility for their own safety.  Employees or users of the school premises must take all reasonable care to avoid injury to themselves or others and must co-operate with safety requests and advice.

Everyone should be aware of the risks and hazards of the materials and equipment they are working with and be alert to the dangers associated with them.  Risk assessments and safe systems of work must be the main method by which we create a safer working environment.  We should all have knowledge and awareness of the dangers associated with all functions and must be on our guard that simple everyday things can and will bring injury if ignored.

Governors are aware that individuals of that body and senior members of staff, may be guilty of criminal offences if they neglect their obligations under Health & Safety legislation.  They all have significant personal responsibilities for the school’s conduct in relation to health and safety of pupils and staff, as well as contractors and visitors.   

Chapel-en-le-Frith C of E VC Primary School

Statement of Intent

The aim of this statement is to ensure that all reasonably practicable steps are taken to ensure the health, safety and welfare of all persons using the premises.

1. This policy shall aim to establish, develop and maintain safe systems of work, which comply with good health and safety standards throughout the school.  It will also aim to provide safe and healthy working conditions for its employees and pupils.

2. The school shall at all times use the latest legislation to set its health and safety standards and in areas where no specific legal standards apply, the highest reasonable standards shall apply.

3. The school shall seek expert advice whenever it is deemed necessary to determine risks to health and safety within its functions.

4. Consultation will take place between employer and employees on all safety matters through the Governors Finance and General Purposes Committee and individuals will be consulted when any specific areas of risk occur.

5. The school shall give its full commitment to the training of its employees in respect of health and safety.

6. The health and safety of all persons using the premises will be of the utmost priority.

7. The general policy will be under constant review to take into account any new legislation and safety advice.  A full programme of monitoring, evaluation and audit will be carried out to ensure that the school has an effective health and safety policy.

8. Funding to be provided where appropriate.
9. All employees of Chapel-en-le-Frith C of E VC Primary School have a responsibility to look after their own health and safety and that of others.

Signed






Signed

Chair of Governors




Headteacher

Date agreed: 
14 March 2005
Reviewed:  

13 June 2011


Review:  
Term 6  2014
Chapel-en-le-Frith C of E VC Primary School
Responsibility for Health & Safety in school rests with the Governing Body who delegates to officers of the school as is considered necessary.  Regular information must be supplied to the Governing Body on the implementation, enforcement and monitoring of the Health & Safety Policy.
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Chapel-en-le-Frith C of E VC Primary School

MANAGEMENT STRUCTURE

1. See Organisation Flow chart 

2. Every employee has a responsibility for safety, however, any person in charge of a group of people has the overall responsibility for the safe working of those individuals.

3. Employees must:-

· Take reasonable care of their own health and safety and that of others who may be affected by what the employee does or does not do.

· Co-operate with their employer in all health and safety matters.

· Not interfere with, or misuse anything provided in the interests of health, safety or welfare.

· Use equipment, materials etc., safely and in accordance with training and instructions provided by their employer and following their employers’ rules for use.

· Inform their employer of any serious and immediate danger to health and safety and/or shortcomings in protection arrangements.

4. Any health and safety issues will be raised and discussed at the weekly staff briefing meetings.  Staff will be free to raise issues of concern either at these meetings or at any time with either, the Headteacher or the Health and Safety Co-ordinator. The Headteacher or the designated Governor will give regular health and safety reports at Governor’s meeting. Staff will be consulted at a mutually agreed time to discuss any issues that relate to, or affect their specific areas of work.

5. The Health & Safety at Work poster will be displayed in the Business Manager’s Office at all times.

Chapel-en-le-Frith C of E VC Primary School

ALLOCATION OF FUNCTIONS

Level 1 

The Governing Body
· The Resources Management Committee includes health & safety matters in its remit and accords health and safety its highest priority.

· Annual reviews of risk assessments, health and safety policy and audit, and COSHH will be undertaken.

· Monitoring of arrangements as specified in the arrangement section.

· Consideration of health and safety reports from the Headteacher and Staff Governors will be undertaken at each full Governors meeting as necessary.

· To ensure that all non-structural repairs are carried out in accordance with an agreed plan and allocating the necessary funds accordingly.

· The Resources Management committee will act as the risk management group for the school, receiving reports and ideas from the Headteacher and Health & Safety Co-ordinator.  All members of the school are encouraged to take an active role in this.

Level 2 

Headteacher, Deputy Headteacher and Health & Safety Co-ordinator
· To be responsible for day to day health and safety matters in the school as detailed in the arrangement section.

· To ensure that the Health & Safety Policy is adhered to.

· To liaise with Governors and or the LA on policy issues.

· To ensure that all necessary procedures are in place and to review them annually.

· To ensure that all procedures are being adhered to and that all relevant records are being kept.

· To arrange/deliver as necessary staff training and maintain records of such.

· To ensure that termly fire drills are carried out and periodic lunchtime drills and to record these in the school’s Fire Log.

· To ensure that all visitors - relief staff, helpers, contractors etc., are aware of emergency procedures and carry out safe practice whilst on the premises.

· To carry out risk assessments as and when required in accordance with the LA’s Health & Safety and Risk Assessment Handbook. These should be reviewed annually and all personnel should be informed of the results and any action to be taken.

· To ensure that all COSHH procedures for all relevant substances are implemented.

· To act upon all reports received from all staff, and report these to the premises committee.

· To carry out annual inspections of the premises.

· To ensure that all school trips and outings comply with the school policy.

· To ensure that all contractors on site comply with the LA guidelines.

· To monitor all accidents reported for trends in location/type.

· To ensure that annual testing of all electrical equipment and fire appliances is carried out by approved personnel.

Level 3

Caretaker, Teaching Staff, Support Staff and Designated First Aider

· To comply with the schools Health & Safety Policy and undertake training as required.

· To report any problems to Level 2 as soon as possible.

· To inform all cleaning staff of action to be taken in response to COSHH and risk assessments.

· To carry out, annually, manual handling risk assessments in conjunction with the Headteacher/Health & Safety Co-ordinator.

· To ensure that procedures are followed by site staff, visitors and contractors.

· To review procedures used by site staff annually, and refer any health and safety implications to the Headteacher/Health & Safety Co-ordinator.

·  To inform the Headteacher/Heath & Safety Co-ordinator of any training requirements.

· To be familiar with all emergency procedures.

· To visually check all equipment prior to use. Paying particular care when using electrical equipment.

· To carry out weekly fire alarm tests (from each call point in rotation) and to record this in the Fire Log.

· To ensure that in the event of an accident a named First Aider is called and the necessary documentation completed. (either the accident book or an accident form)

· To ensure that all power tools, hand tools and flammable liquids are stored safely. (in a locked metal storage cabinet)

· To ensure that boiler houses are kept free of all flammable materials and are not used as storage areas.

· To ensure that all faulty equipment is stored safely and details passed to the school office.

· To ensure that all waste is disposed of correctly. (all waste bins are to be secured away from the building)

· To challenge any personnel on site who is not wearing an identification or visitors badge.

Level 4

Assistant Caretaker, Site Staff, School Meals Staff, Lunchtime Assistants and visiting Maintenance Staff

· To check that equipment is safe prior to use.

· To ensure that any instructions regarding procedures are adhered to.

· To check that any area is safe prior to use.

· To report any Health & safety issues to the Headteacher/Health & Safety Co-ordinator.

· To comply with the schools security policy.

All levels should be aware of any pupil or staff whose medical condition may at any time require emergency aid.  They should be able to recognise the onset of symptoms and take the appropriate action ie summon a named First Aider, call an ambulance etc. 

Chapel-en-el-Frith C of E VC Primary School

Allocation of duties

A list of named personnel - see appendix 7
Duties of the admin staff include the following:-

· Tracey Ward, Business Manager to telephone the emergency services as required in the event of injury, fire or other critical incident and to inform the Children’s Centre of any incident where appropriate.
· To liaise with Helen Griffith, the designated First Aider with regard to re-ordering necessary supplies.

· To ensure that all visitors to the site sign the visitor’s book and wear a visitors badge.

· To collect the visitor’s book and any registers held in the office in the event of an evacuation.
As regular users of Display Screen Equipment the school admin staff are entitled to eye and eyesight tests in accordance with the LA guidelines.
Duties of the Caretaker/Assistant Caretaker include the following:-

· To advise and update annually all community user groups of the fire and evacuation procedures. 

Duties of the named First aid Personnel include the following:-

· To take charge of the situation having summoned help as necessary or calling for an ambulance in the event of a serious injury or illness.

· To render emergency first aid.

· To ensure that all accidents and incidents are recorded.

· To inform new employees of the arrangements for first aid in the school.

· To undertake a refresher course every three years.
ARRANGEMENTS SECTION

The LA’s Health & Safety and Risk Management Handbook will form the basis for the arrangements section of the school’s Health & safety Policy with the addition of the details listed below, which are specific to this school.  Unless otherwise stated, in the absence of the Headteacher the Deputy Headteacher will undertake the responsibilities for Health & safety.  Where reference is made to annual frequencies this relates to the academic year.

Specific Arrangements
1. Security

The main entrance doors into the school are fitted with a keypad, and should be kept secured at all times.  All other doors into the premises should be secured during the school day.  Visitors have access to the “Hatch” which should be attended by members of the school staff only, and all visitors should sign in and out using the visitor’s book provided. Visitors badges should be issued to all those visiting the site.  The premises security should be checked termly. Visitors to the Children’s Centre should sign in and out of the visitor’s book provided by them.  The staff at the Children’s Centre will retain full responsibility for their visitors at all times until they have vacated the premises.
2. Accident reporting

The reporting of accidents is the responsibility of all members of staff.  The attending first aid personnel will be responsible for completing accident forms and this procedure will be checked and monitored by Helen Griffith, designated First Aider. The Headteacher and Health & Safety Co-ordinator will periodically check and monitor procedures.  The governors will review the procedure as part of their annual review.
3. The Administration of Medicines in School

The school’s Policy on the administration of drugs is attached. (Appendix 2)
If parents/carers request that drugs be administered to their child during school hours then they must always complete a parental consent form.  All medicines brought into school must be kept in a locked cupboard or fridge, with the exception of inhalers, which will be kept as specified on the consent form. Wherever practicable, medicines are only to be administered by the designated First Aider or other nominated staff.  Only medicines prescribed by a child’s doctor will be given in school.
4. First Aid

The school will at all times provide First Aid cover by qualified personnel.  This will require at least two members of staff holding the relevant First Aid at Work Qualification.  The school’s First Aid Policy is attached.  (Appendix 3)
5. COSHH

COSHH assessments will be carried out on all substances used in school by the Caretaker.  These assessments will be kept in the Risk Assessment file in the school office.  The Caretaker will be responsible for informing the site staff of any issues raised.  The Headteacher/Health & Safety Co-ordinator will be responsible for informing all other staff of these issues and any action to be taken.  

The Headteacher/Deputy Headteacher or Business Manager will arrange for any necessary training to enable staff to carry out these assessments.  
6. Crisis & Security Management Plan

The school’s Critical Incident Management Policy is attached (Appendix 4)
7. Emergency Evacuation Procedures

In the event of an emergency such as fire, gas leak or bomb threat then the procedures laid down in Appendix 5 (Fire Safety and Evacuation Procedures) should be followed.  The Headteacher will be responsible for ensuring that all new members of staff have a copy of this on commencement of their employment.

8. School Trips & Journeys

Trips and journeys arranged by the school for pupils will need to be carefully planned and as much information as is possible gained about the intended destination in order to carry out a realistic and suitable risk assessment.  The risk will also need to be assessed in relation to any specific pupils having any special requirements ie medical/physical conditions.  If first aid cover is not freely available at the intended destination then a qualified member of staff should accompany the children.  All staff must liaise with the School Trips Co-Ordinator and complete the relevant Risk Assessment forms - 6 weeks in advance of the trip date.
9. Physical Intervention

The school’s Restraint and Managing Difficult Behaviour Policy is attached.  Appendix 6.   

10. Manual Handling

The School expects that where any manual handling operation involves a risk of injury it should be if at all possible be avoided.  If however this is not possible then a risk assessment will be carried out by the Headteacher and Health & Safety Co-ordinator, and the findings actioned upon.  Any relevant necessary training will be provided. The assessment shall be reviewed annually by the Headteacher, Deputy Headteacher or nominated person..
11. Premises

The premises must at all times be kept clean and tidy.  Cleaning should be carried out in accordance with the requirements of the Headteacher.  Any cleaning substances must be kept away from pupils in a locked cabinet or cupboard.  Any spills are to be mopped up immediately to prevent slipping and wet areas should be marked with warning signs.  

All waste must be disposed of in a correct manner and in accordance with the guidelines stated within the LA’s Health & Safety and Risk Management Handbook.  This is the responsibility of all staff and will be monitored frequently by the Headteacher and Health & Safety Co-ordinator.

All staff are responsible for ensuring that all escape routes are kept free of obstruction at all times.  It is also the responsibility of all members of staff to ensure that classrooms, storerooms etc are kept tidy and do not pose a fire risk.  All boiler houses must be kept free of flammable materials and must not be used as storage areas.  

12. Training

It is the responsibility of the Headteacher to ensure that all necessary training is provided.  A log of all trained First Aid Personnel will be kept in school in the Medical Room.
13. Stress Management

The Headteacher will be aware of any problems encountered by staff and any signs of stress and of any factors contributing towards it.  All possible support will be given to the member of staff by the Headteacher and members of the Governing Body.

14. Use of Premises Outside of School Hours

The Schools Lettings Clerk, Mrs A Jackson, will give notice to the Caretaking Staff, and arrangements made to unlock and lock the premises safely and securely.  The Caretaker/Assistant Caretaker will ensure that the occupiers are aware of the emergency procedures.  

15. Communication of Health & Safety Issues

It is the responsibility of the Headteacher and Health & Safety Co-ordinator to inform and update staff on any health and safety issues at the weekly staff briefing.   Members of staff are free at this briefing to raise any concerns they may have or if they wish they may speak to the Headteacher or the Health & Safety Co-ordinator at a mutually convenient time. 
Interactive Whiteboards (Information from Becta)
Health and safety Advice

Interactive whiteboards are a tool which can assist teachers in delivering exciting and engaging lessons to learners of all ages and abilities.

They enable teachers to deliver lessons interactively using a variety of methods, including video clips, use of the internet, interactive presentations, colour visuals and traditional blackboard skills.

Additionally, they allow for manipulation of text, objects, and calculations by pupils/students as well as teachers.

Safety issues relating to the use of interactive whiteboards are clearly highlighted on both the Becta and DfES websites, based upon HSE guidance. The sites outline simple measures to take to ensure that the equipment is being used appropriately. In addition, guidance material has been distributed to all LAs.

The following guidance on how to use Interactive Whiteboards is available on Becta’s website: http://www.becta.org.uk/leaders/leaders.cfm?section=3_1&id=3173.

Safety Note on Using Interactive Whiteboards in the Classroom

All suppliers of interactive whiteboards are required to provide health and safety advice regarding the safe use of projectors which complies with requirements under section 6 of the

Health and Safety at Work Act.

It is important to be aware of the health and safety implications of using projection equipment, such as interactive whiteboards, in the classroom, particularly if children and teachers might be standing in front of the beam to present to the rest of the class. All projectors, if misused, have the potential to cause eye injury, and hence some simple guidelines should be followed:

• It must be made clear to all users that no one should stare directly into the beam of the projector.

• When entering the beam, users should not look towards the audience for more than a few seconds.

Users should be encouraged to keep their backs to the projector beam when stood in the beam.

• Children should be supervised at all times during the operation of the projector.

It is generally accepted that a maximum of 1500 ANSI lumens is adequate for projection equipment in most classroom environments, except in the most extreme ambient lighting conditions, where it is advised that window blinds are used rather than increasing the brightness of the projector.

When purchasing or using projectors for purposes where there is likely to be a person standing in front of the beam, consideration should be given to the use of a method of brightness reduction, such as a neutral density filter or brightness adjustment facility. These modifications can be removed or adjusted for other purposes such as cinema projections, where there is not an intention that someone will be stood in front of the beam, so allowing the projector to be used to its full image quality potential.

It is recommended that health and safety notices are posted adjacent to interactive whiteboards. Although the content or posting of such notices is not a requirement under law, it should be considered as best practice.

Computer Projectors - Advice from the HSE

Along with the Health and Safety Commission (HSC), the Health and Safety Executive (HSE) is responsible for regulating the risks to people's health and safety in the workplace. This information is also available on the DfES website.

The HSE offers the following guidelines for the safe use of computer projectors in the classroom:

”Computer projectors, which are used to show presentations or to illuminate interactive whiteboards, can expose the eye to levels above one of the exposure limits by which the HSE takes its guidance. Therefore, although such exposure limits are not statutory, the HSE considers the following advice to be good practice in respect of the use of these projectors by employers in the education sector.

Guidelines

Employers should establish work procedures for teachers/lecturers and pupils/students and give instruction on their adoption so that:

• Staring directly into the projector beam is avoided at all times.

• Standing facing into the beam is minimised. Users, especially pupils and students, should try to keep their backs to the beam as much as possible. In this regard, the use of a stick to avoid the need for the user to enter the beam is recommended.

• Pupils and students are adequately supervised when they are asked to point out

something on the screen.

• Employers should also try to ensure that projectors are located out of the sight line from the screen to the audience; this ensures that, when presenters look at the audience, they do not also have to stare at the projector lamp. The best way to achieve this is by ceiling mounting rather than floor— or table-mounting the projector.

• In order to minimise the lamp power needed to project a visible presentation, employers should use room blinds to reduce ambient light levels.”

use of projection equipment must be provided by the suppliers with all installations, especially in relation to beam viewing by teachers and pupils/students etc.
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