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St John’s School Health & Safety Policy


1. Policy Statement

	
The principals note the provisions of the Health and Safety at Work Act 1974 (s.3 .1)  which states that it is the duty of every employer to ensure, so far as is reasonably practicable, that persons who are not in his or her employment but who may be affected by it are not exposed to risk in their health and safety, and accepts that it has a responsibility to take all reasonably  practicable steps to secure the health and safety of pupils, staff and others using the school premises or participating in school sponsored activities.  It believes that the prevention of accidents, injuries or loss is essential to the efficient operation of the school and is part of the good education of its pupils.  The Principals are committed to providing working and learning conditions in which the staff, pupils and visitors are not put at risk, acknowledging responsibility for their health and safety.

The Principals, Headteacher and Officers in charge of Health and Safety recognise the value of consultation between the employers and employed on health and safety matters and give assurance that expert advice will be sought when it is felt necessary.  The above mentioned recognise their commitment to, and responsibility in providing a clear Health and Safety management Policy which will be reviewed and monitored at regular intervals with sufficient training and information given to those employed, seeking the support of everyone to achieve this policy.

The Principals. Headteacher and Officer in charge of health and Safety believe that only the adoption of safe methods of work and good practice by every individual can ensure everyone’s personal health and safety, and will take all reasonable steps to identify and reduce hazards to a minimum.  However, all staff and pupils must appreciate that their own safety, and that of others also depends on their individual conduct and vigilance.













2. Aim


To provide and maintain a healthy and safe working and learning environment for staff, pupils and visitors and to ensure that all that is reasonable and practicable is done to prevent personal injury
(See Appendix 2.1)

· The School Principals are conscious of their responsibilities under both common law and statute to provide a clean, healthy and safe working environment.

· To promote a healthy lifestyle for all within the School.

· To ensure the co-operation of management, staff and pupils in carrying out this policy in a vigorous manner.
































3. Objectives of the Health and Safety Policy


3.1 To carry out risk assessment relating to health and safety in order to identify risks in relation to the Management of Health and Safety at Work Regulations 1992  (s 1 1992 No. 2051)

3.2 To identify the scale of risk to health and safety, (high, medium or low)

3.3 To carry out risk control measures relating to health and safety, (making the activity safe, making equipment of facilities safe and hygienic to use, making people work in a safe manner).

3.4 To lay down performance indicators against which progress towards each objective can be assessed.

3.5 To identify the areas which are the collective responsibility of the staff, or the individual responsibility of the officer in charge of Health and Safety, or the Headteacher or the employer.

3.6 To ensure that the management, staff and pupils are aware of their individual and collective responsibility for themselves and others with respect to health and safety.

3.7 To develop emergency plans for health and safety.

3.8 To identify first aid procedures.

3.9 To develop records and procedures for health and safety.



















4  Health and Safety Policy Implementation

Risk Assessments

Risk assessments will be carried out by the relevvant Officer when risks are identified by staff, pupils or others and/or when accidnets occur.

Risk assessment will involve a five-step procedure:

1. Ensure that all the relevant risks or haszards are addressed.  In order to do this:

· Identify the hazards (e.g. substances or equipment use, work processes or work organisation which can potentially cause harm
· Refer to any relevant Acts or regulations as these may help to identify the hazards
· Assess the risks from the identified hazards (if there are no hazards there are no risks) – some risks may be controlled already and effectiveness of those controls need to be taken into account when assessing the residual risk.
· Be systematic when looking at hazards and risks – in some cases it may be necessary to look at hazards or risks in groups such as machinery, transport, substances, electrical etc. while in other cases an operation by operation approach may be required e.g. materials for use in a particular department, office etc.
· Ensure all aspects of the work activity are reviewed

2. Address what actually happens in the workplace or during the work activity, an actual practice may differ from theory.

3. Ensure that all groups of employees and others who might be affected are considered.

4. Identify groups of employees who might be particularly at risk.

5.  Take account of existing preventative or precautionary measure – decide if they 
      work properly. (For further details see “School Health and Safety    
      Management” The Head’s Legal Guide 2-38)

The relevant officer will complete a risk assessment form and copies will be given to the Principal, Headteacher and relevant members of staff.  Form Tutors will be given a risk assessment form to complete for their form room at the beginning of each term.  (See Appendix 4.1)





The Scale of Risk to Health and Safety


Major risks
These are incidents or school related ill-health which results in the death or the sickness or the injury to more than 15 people or the abduction of a pupil, member of staff or other.
In the event of a death or major injury a Riddor ’95 accident report form (F2508) must be completed.  (See Appendix 2.2) along with a risk assessment form.

Significant Risks
These are incidents or school-related to ill-health issues which result in staff or pupils being absent from school for more than three days.
In the event of an over three day injury, a Riddor ’95 accident form (F2508) must be completed.  (See Appendix 2.2), along with a risk assessment form.

Minor Risks
An incident at school related ill-health, which results in staff or pupils being absent from school for less than three days.
In this event the officer in charge of Health and Safety, needs to be notified in order to assess the cause and decide upon the relevant action to be taken.  Where necessary a risk assessment form will be completed.



























Risk Control Measure Relating to Health and Safety

Risk control measures, or the method used to control a risk, will be developed in the following way:

1. Make the activity safe
2. Make the equipment or facilities safe
3. Make people work in a safe manner


The Activity
Making dangerous activities or areas safe might involve

a) Changing the way the activity is carried out
b) Stopping risk creating activity
c) Avoiding the risk creating area

Teachers are responsible for ensuring that their planned activities are safe.

The Equipment
Making the equipment safe might involve:

a) Putting guards on machines before they can be operated (particularly in technology)
b) Monitoring automatic systems e.g. heating
c) Separating the user from the risk creating process e.g. using a fume cupboard
d) Placing restrictions on who may operate equipment


Teachers are responsible for reporting faulty machinery to the Safety Officer.  The Headteacher or Officer in charge of Safety or Health should inform the Caretaker if equipment is faulty or specialists should be called in to fix machinery.

The People
The use of suitable systems of working and the use of personal protective clothing and equipment is an important part of pupil education about risk control.  Pupils should be taught the appropriate and correct way to handle equipment and the importance of wearing correct clothing for activities such as PE or Science.


In the event of heat, water, boiler or electrical failure, or if a fire extinguisher needs charging, tell the Officer in charge of Safety immediately.





Performance Indicators
(To be developed)


The Headteacher and Officer in charge of Health and Safety will carry out performance indicators over the academic year.  These include:

a) Monitoring the standard times for the evacuation of the buildings
b) Regular room spot checks
c) Regular checks on fire extinguishers

































The Duties of the Principals, Headteacher, Officer in Charge of
Health and Safety and Staff
(Take from The Head’s Legal Guide 3-34 to 3-37)

The Duties of the Principals

In the discharge of their duty, the Principals, in consultation with the Headteacher, will:

a) Observe all legal requirements and make themselves familiar with the requirements of the Health and Safety at Work Act 1974 and any other health and safety legislation and codes of practice which are relevant to the work of the School.
b) Ensure that there is an effective and enforceable Policy for the provision of health and safety throughout the School.
c) Periodically assess the effectiveness of this Policy and ensure that any necessary changes are made
d) Identify and evaluate all risks relating to accidents, health and school-sponsored activities (including work-experience)
e) |Identify and evaluate risk control measures in order to select the most appropriate means of minimising risk to staff, pupils and others.
f) Create and monitor management structure.

In particular the Principals undertake to provide:

a) A safe place for staff and pupils to work including safe means of entry and exit
b) Plant equipment and systems of work which are safe
c) Safe arrangements for the handling and transporting of articles and substances
d) Safe and healthy working conditions which take account of all appropriate statutory requirements, codes and practice and guidance.
e) Supervision, training and instruction so that all staff and pupils can perform their school-related activities in a healthy and safe manner.  Wherever training is required by statute or considered necessary for the safety of staff, pupils and others, then the Principals will ensure, within the financial resources available, that such training is provided.  Pupils will receive such training as is considered appropriate to the school related activities, which they are carrying out.  All training will be regularly updated.
f) Necessary safety and protective equipment and clothing together with any necessary guidance, instruction and supervision
g) Adequate welfare facilities.
h) Inform hirers, contractors and others of safe practice and directives as stated in The Head’s Legal Guide 3-37.

So far as is reasonable practicable, the principals through the Headteacher will make arrangements for all staff, including temporary and staff and helpers, and those on fixed term contracts to receive comprehensive information on:

a) This Policy
b) All other relevant health and safety matters
c) The instruction and training will be given to all employees so that they may carry out their duties in a safe manner without placing themselves or others at risk.

The Duties of the Headteacher

As well as the general duties which all members of staff have (see below), the Headteacher has the responsibility for the day-to-day maintenance and development of safe working practices and conditions for the teaching staff, ancillary staff, pupils, visitors and any other person using the premises or engaged in activities sponsored by the School.  The Headteacher will take all reasonably practicable steps to fulfil this responsibility through the head of appropriate departments, senior members of staff, teachers and others as appropriate.
The Headteacher is required to take all necessary and appropriate action to ensure that the requirements of all relevant legislation, codes of practice and guidelines are met in full and at all times.
In particular the Headteacher will:

a) Be aware of the basic requirements of the Health and Safety at Work Act 1974 and any other health and safety legislation and codes of practice relevant to the work of the School.
b) Ensure at all times the health, safety and welfare of staff, pupils and others using the School premises, facilities or services or attending or taking part in school – sponsored activities.
c) Ensure safe working conditions for the health, safety and welfare of staff, pupils and others using the school premises and facilities.
d) Ensure safe working practices and procedures throughout the School including those relating to the provision and use of machinery and other apparatus so that all risks are controlled.
e) Consult with members of staff, including the Health and Safety Officer on health and safety issues.
f) Arrange systems of risk assessment to allow the prompt identification of potential hazards
g) Carry out periodic reviews and safety audits on the findings of the risk assessment
h) Identify the training needs of staff and pupils and ensure within the financial resources available, that all members of staff and pupils who have identified training needs receive adequate and appropriate training and instruction in health and safety matters.
i) Encourage staff, pupils and others to promote health and safety.
j) Ensure that any defects in the premises, it’s plant, equipment or facilities which relate to or may affect the health and safety of staff, pupils and others are made safe without delay.  Encourage all employees to suggest ways and means of reducing risks
k) Collate accident and incident information and where necessary, carry out accident and incident investigations
l) Monitoring the standard of health and safety throughout the School, including all school-based activities.  Encourage staff, pupils and others to achieve the highest possible standards and discipline those who consistently fail to consider their well-being or the health and safety of others
m) Monitor first aid and welfare provision
n) Monitor the management structure, along with the Principals


Duties of the Officer in Charge of Safety

The Officer in charge of safety, in a supervisory capacity, will:
Make himself-herself familiar with the requirements of the Health and safety at Work Act 1974 and any other safety legislation and codes of practice which are relevant to safety within the School.
In addition to the general duties which all members of staff have (see below), they will be directly responsible to the Headteacher for the implementation and operation of the School’s Health and Safety Policy with issues relating the safety.  They will take a direct interest in the Health and Safety Policy of the school and in helping others to comply with it’s requirements regarding safety issues.
As part of their day to day responsibilities, they will ensure that:
a) Sage methods of working exist and are implemented throughout the school.
b) Safety regulations, rules, procedures and codes of practice are being applied effectively
c) Staff, pupils and others under their jurisdiction are instructed in safe working practices
d) New employees are given instruction in safe working practices
e) Regular safety inspections are made as required by the Headteacher, or as necessary, ensuring that all rooms are in an acceptable state of repair, and decoration and to maintain high standards with regard to safety
f) Positive, correct action is taken where necessary to ensure the safety of all staff, pupils and others
g) All plant machinery and equipment is in good and safe working order and adequately guarded with regular checks of fittings, furnishings and services and ensuring that essential repairs are dealt with expeditiously
h) All reasonably practicable steps are taken to prevent the unauthorised or improper use of all plant, machinery and equipment in School
i) Toxic, hazardous and highly flammable substances are correctly used, stored and labelled
j) They monitor the standard of safety throughout the School, encourage staff, pupils and others to achieve the highest possible standards of safety and inform the Headteacher of those who consistently fail to consider their own well-being or the health and safety of others
k) All signs used meet the statutory requirements
l) All safety information is communicated to the relevant persons
m) Carry out risk assessment to allow the prompt identification of any hazards and ensure an effective system for dealing with fault reports
n) They ensure that injury accidents are investigated to establish the cause and to prevent recurrence
o) They report, as appropriate, any safety concerns to the Headteacher
p) To liaise with the Headteacher in taking adequate steps for fire prevention and to ensure that staff, pupils and others are aware of the fire procedures as they apply to them.  The Officer in charge of Safety will co-operate with the local Fire Authorities and ensuring with the Headteachers, that all staff, pupils and others are safeguarded in the event of fire
q) To carry out reporting procedures required by statute, safety and other authorities

The Officer in Charge of Safety will be required to hold a valid certificatre for “First Aid in the Work Place”

The duties of the Officer in Charge of Health

The Officer in Charge of Health, in a supervisory capacity, will make him/herself familiar with the requirements of the Health and Safety at Work Act 1974 and any other health legislation and codes of practice which are relevant to health and hygiene within the school.
In addition to the general duties which all members of staff have, (see below), they will be directly responsible to the Head for the implementation and operation of the School’s Health and Safety Policy with issues relating to health.  They will take a direct interest in the health and safety policy of the school and in helping others comply with its requirements, regarding health issues.
As part of their day-to-day responsibilities, they will ensure that:
a) Safe methods of working exist and are implemented throughout the school
b) Health regulations, rules, procedures and codes of practice are being applied effectively
c) Staff, pupils and others under their jurisdiction are instructed in hygiene working practices
d) New employees are given instruction in hygienic working practices
e) Regular health inspections are made as required by the Headteacher or as necessary
f) Positive, correct action is taken where necessary to ensure the health of all staff, pupils and others
g) They monitor the standard of health throughout the school, encourage staff, pupils and others to achieve the highest possible standards of hygiene and inform the Headteacher of those who consistently fail to consider their own well-being or the health and safety of others
h) All signs used meet the statutory requirements
i) All health information is communicated to the relevant persons
j) Carry out risk assessment to allow the prompt identification of any health issues
k) They report, as appropriate, any health concerns to the Headteacher
l) They ensure that all staff and pupils are made aware of the procedures relating to accidents and sickness
m) They provide adequate first aid facilities so that all injuries receive treatment
n) They provide facilities for the recording of accidents
o) They maintain records of accidents
p) They carry out reporting procedures by statute, health and other authorities

The officer in Charge of Health will be required to hold valid certificates for “First Aid in the Work Place”.

The Duties of all Members of Staff

All staff will make themselves familiar with the requirements of the Health and Safety at Work Act 1974, and any other health and safety legislation and codes of practice, which are relevant to their department.
They should:
a) Take responsible care of their own health and safety and any other persons who may be affected by their acts or omissions at work
b) As regards any duty or requirements imposed on their employer or any other person by any relevant statutory provision, co-operation with him or her to enable that duty or requirement to be performed or complied with

All staff are expected to familiarise themselves with the health and safety aspects of their work and to avoid conduct which will put them or anyone else at risk. In particular all members of staff will aquaint themselves and comply with the following:
a) Be familiar with the safety policy and any and all safety regulations as alid down by the Principal
b) Ensure health and safety regulations, rules, routines and procedures are being applied effectively by both staff and pupils
c) See that all plant, machinery and equipment is in good safe working order and adequately guarded
d) Not make unauthorised and improper use of plant, machinery and equipment and not attempt to fix faulty equipment
e) Switch off all electrical equipment before leaving the room
f) Keep all emergency exits stairs and corridors free of obstruction
g) Ensure that their working area is kept as clean and tidy as possible
h) Use the correct equipment and tools for the job and any protective equipment or safety devices which may be supplied
i) Ensure that toxic, hazardous and highly flammable substances are correctly used, stored and marked
j) Report any fault or hazardous fixtures, fittings, furniture or equipment, defects in the premises plant equipment and facilities which they observe to the appropriate officer
k) Record all accidents involving injuring in the First Aid Book and follow appropriate accident procedures
l) Take an active interest in promoting health and safety and suggest ways of reducing risks





Notification of Responsibilities

At the beginning of each school year, staff will receive written confirmation of their responsibilities with respect to health and safety.  A copy of the Health and Safety policy will be kept in the staffroom for free access by all members of staff.  Whilst the Principals, Headteacher, Officer in Charge of Health and Officer in Charge of Safety recognise their responsibilities as stated in this document, good communication between staff is necessary in order to avoid unsafe practices.

It is the responsibility of the Principal to ensure that Sub-contractors on the premises are aware of their responsibilities under the Health and Safety Act 1974.

Form teachers will be expected to inform pupils of new rules that relate to general health sand safety issues around the school and reinforce good practice when necessary.  Specialist teachers will be expected to do likewise with departmental issues relating to health and safety.
































HIRERS, CONTRACTORS AND OTHERS

      When the premises are used for purposes not under the direction of      
       the Head then the principal person in charge of the activities for 
       which the premises are in use will have responsibility for safe practices.

       The Head or the co-ordinator will seek to ensure that hirers, contractors and others who use the school premises conduct themselves and carry out their operations in such a manner that all statutory and advisory safety requirements are met at all times.

      When the school premises or facilities are being used out of normal school hours for a school-sponsored activity then, for the purposes of this policy, the organiser of that activity, even if an employee, will be treated as a hirer and will comply with the requirements of this section.

      When the premises are hired to persons outside the employ of the governing body, it will be a condition for all hirers, contractors and others using the school premises or facilities that they are familiar with this policy, that they comply with all safety directives of the governing body and that they will not without the prior consent of the governing body:
(a) introduce equipment for use on the school premises
(b) alter fixed installations
(c) remove fire and safety notices or equipment
(d) take any action that may create hazards for persons using the premises or the staff or pupils of the school.

      All contractors who work on the school premises are required to ensure safe working practices by their own employees under the provisions of the Health and Safety at Work, etc Act 1974 and must pay due regard to the safety of all persons using the premises in accordance with sS.3-4 of the Health and Safety at Work, etc Act 1974.  All workers present when children are present will be isolated from the children whenever possible by walls or impassable structures, i.e. work necessary in areas where children are should take place outside school hours.  All workers who for any reason are in the same area as children must have been CRB checked previously.

      In instances where the contractor creates hazardous conditions and refuses to eliminate them or to take action to make them safe the Head will take such actions as are necessary to prevent persons in his or her care from risk of injury.

      The governing body draws the attention of all users of the school premises (including hirers and contractors) to s.8 of the Health and Safety at Work, etc Act 1974, which states that no person shall intentionally or recklessly interfere with or misuse anything which is provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory provisions.
Emergency Plans for Health and Safety

Plans to deal with emergencies are a requirement of the Health and Safety at Work Act 1974.  Contingency or emergency planning is the ultimate risk control measure.  Its primary purpose is to ensure personal safety in an emergency.

The priorities are as follows:
1. Save life
2. Prevent or minimise injuries
3. Safeguard property

Fire

A half-termly emergency drill will take place in order to promote a prompt and safe exit from the school buildings.
In the event of a fire the procedure will be as follows:
1. Fire bells to sound in all buildings
2. Buildings to be evacuated and Fire Brigade to be called
3. Staff, pupils and others to assemble at the far end of the field
4. Registers to be taken and Headteacher and Officer in charge of Safety to be informed of any missing persons
5. Return to the building once the “all clear” has been given

If a teacher discovers a fire, it is his or her first responsibility to ensure the safety of the pupils by sounding the fire alarm and evacuating the building.

Teachers should lead their class to a fire exit to ensure that the route is safe.  Upon reaching the fire exit, the teacher should count his or her pupils out of the building to check that they have all evacuated safely.

The pupils should line up in their form at the far end of the field in silence so that registers can be taken and all pupils accounted for.  The Headteacher will be informed once the registers have been taken.

Teachers, office staff, caretakers, kitchen staff and others should also account for any other members of their department at this time.

Office staff should notify the Headteacher if any sub-contractors or visitors are on the school premises.

When practicing emergency drills it is expected that all buildings are vacated within 2 minutes.

Bomb Scares

In the event of a bomb scare, the fire bell will sound and the emergency drill procedure will be followed.  The police will be informed immediately.

Intruders on the Premises

It is essential that all visitors who are unaccompanied by the Headteacher, wear a ‘Visitor’s Badge/Sticker’.  Badges are stored in the office.  In the event of an intruder on the premises, the main priority is always to ensure the safety of the children, hence on some occasions it may be safer to contain them within the building; on other occasions it may be safer to evacuate the building.  In the event of an intruder on the premises, it is essential that the police are called, and that advise is sought from them.


Crisis Management

Please see the Crisis Management document under separate cover.


Other Incidents Relating to health and Safety

When a major incident arises relating to health and safety, the Principals, Headteacher and the Officer in Charge of Health and Safety will observe the ten phases of a major incident, which are:

Pre-incident
Phase 1  -  Identification and assessment of the risk
Phase 2  -  Selection and implementation of risk control measures

During incident
Phase 3  -  Whole or partial failure or complete absence of risk control measures resulting in an incident
Phase 4  -  Saving life
Phase 5  -  Preventing injury
Phase 6  -  Contain or minimise the immediate hazard

Post incident
Phase 7  -  Eliminate the hazard
Phase 8  -  Minimise property and/or equipment
Phase 9  -  Minimise disruption
Phase 10 – Restoring lost accommodation and/or facilities















Premises Security

The premises shall be fenced off from the public, with access gates closed at all times when not in use.  These gates will be lockable upon closure.  In the case of a coded gate all reasonable precautions should be taken to ensure only staff know the codes.  The codes will be changed if those at risk or if the general public know and are able to use these codes.

The front door to the school house, which is accessible to the public through an open gate, shall be kept locked at all times.  Access through this door is only granted after a visitor rings the bell and identifies himself or herself to the office staff.

Visitors are required to sign in and wear a badge at all times.

There is an alarm system in place on the school house, and false CCTV cameras are positioned around the school, to discourage trespassing outside of school hours.



Smoking

Students are prohibited from smoking at all times.  Smoking off site in uniform is considered an offence.  A student caught smoking may be suspending or expelled at the Head Teacher’s discretion.

Staff are permitted to smoke in the designated smoking area only.  This area is walled off, not accessible by and out of site of students.  It is just through the door to the caretakers’ area by the tree.  All cigarette ends must be disposed of properly in the metal sand bucket provided.  Smoking is only permitted during non-contact time.  This site will move if at any time EYFS classes are moved nearby, as smoking anywhere near these classes is against the law.

All buildings must have an A5 sized sign at their entrances stating in words and showing in the approved symbol that smoking is not allowed within.  


Internet Safety

The Internet Safety Policy is written separately to this policy.  It is written jointly by the ICT department and the Head of Pastoral Care.

This policy is checked annually by the Health and Safety Officer.
First Aid Procedures


Nominated Appointed Person:	Mr J Summers
Other Trained Staff:			Mrs A Sullivan

First Aid Boxes:			First Aid Room
					The Kitchen
					The Staffroom
					The Gym
					Room 1 (Mr Barnard)
					Room 9 (Mrs Godfrey)
					Room 11 (Mrs Hobbs)
					Room 13 (Mrs Griffiths)
					Room 14 (Mrs Bayliss)
					Room 15 (Mr Summers)
					Room 17 (Miss Trevena)
					Room 23 (Mrs Harrison)
					Room 28 (Miss Crosby)
					Room B (Mrs Gregory)
					Room E (Miss Rose)

Action:	In the event of a minor accident, e.g. graze or slight cut:
1) Treat they injury
2) Record all details of how the injury happened and the treatment given in The First Aid Book (held in First Aid Room)

In the event of a serious accident, or if in any doubt:
1) Call appointed person
2) Notify the School Office
3) Office to call ambulance (Headteacher to accompany child)
4) Office to call parent
5) Complete accident form
6) Follow up risk assessment

Do not move anyone who may have a serious neck, spine or leg injury

School Trips:	The trip leader on all school trips should carry a First Aid Kit (including short trips in the minibus).  The First Aid Box and Kit for school trips is kept in the School Office.  
There is a First Aid Box for the minibus which must not be taken out of it.
For trips involving journeys of less than 2 miles, there are two walkie-talkies that are kept in the Office along with a “bum-bag” First Aid Kit.




Records and Procedures for Health and Safety

Records for Health and Safety

Accidents/Injuries
A record will be made on each occasion any member of staff, pupil or other person receives first aid treatment either on the school premises or as part of any school-related activity.

The First Aid books are in the First Aid Room, the Technology Room, The Science Prep Room, The Office and Mr Barnard’s room.  All injuries must be recorded.
The First Aid Book should contain:
The date, time and place the injury occurred
The name of the individual and class
Details of illness/injury
Details of the treatment and any follow up (went home/back to class etc)

In more serious situations where the appointed first aider is required, or for injuries involving any bump to the head, an orange medical form must be filled in.  This should then be signed by the Headteacher and photocopied.  The original document should be given to the parent/guardian, the photocopy should be kept with the child’s records.

Accidents involving death, major injury or dangerous occurrence must be reported immediately to H.S.E. using the Riddor form 2508.  Accident records should be kept for three years with adults and indefinitely with children.

Records of Risk Assessment
When a risk assessment is completed by the Officer in Charge of Health or the Officer in Charge of Safety. The Headteacher will be given a copy of the risk assessment in order to decide upon the appropriate action.  Both officers will keep a record of risk assessments completed during the academic year.

Records of Inspection
The Health and Safety Officers will carry out regular termly inspections of all buildings.  Where necessary, records of inspection will be maintained using the Records and Procedure forms in Section 3 of School Health and Safety Guide of the Head’s Legal Guide.  Caretakers will check fire equipment on a weekly basis and record their inspection in the fire equipment inspection book.

Procedures for Health and Safety
Staff will be encouraged to record any issues which relate to health and safety in the relevant record books, which are held in the staff room.  The Officer in Charge of Health or the Officer in Charge of Safety will address these issues and where necessary, a risk assessment form will be completed.

Procedures for Absent Pupils
Staff should record in the register those pupils who are absent from school.  Parents should telephone the school to explain any absences.  The office staff are responsible for telephoning those parents who do not ring to find out the reason for why they are away.

Records of the following will be added to the appendix of this Policy as they are developed:
Staff training
Risk assessments
Performance indicators
Reviews
Accidents or incidents on a major or significant scale.



































5  Monitoring and Reviewing the Health and Safety Policy

The Principal, Headteacher and Officer in Charge of Health and Safety will review 
Policy annually and update, modify or amend it as they consider necessary to ensure 
the welfare of staff and pupils.







6  Appendix

2.1 Definition of “health” – that there are no serious work or school-related illnesses, serious being illnesses which result in more than three days’ absence or hospital treatment.

Definition of “safe” – that there are no serious injuries.  Serious being those 
injuries that result in medical attention from a GP or hospital, and that where 
minor injuries occur, necessary action is taken to avoid any re-occurrence.

4.1 Risk Assessment
The Approved Code of Practice, which relates to the Health and Safety of Work (L Series No.21 Health and Safety Executive, 1992,ISBN 0 11 886335 5), provides some practical guidance about risk assessment, as follows:

Ensure that all the relevant risks or hazards are addressed.  In order to do this:
	Identify the hazards (e.g. substances or equipment use, work processes or work organisation which can potentially cause harm.
· Refer to any relevant Acts or Regulations as these may help to identify the hazards

· Assess the risks from the identified hazards (if there are no hazards there are no risks – some risks may be controlled already and the effectiveness of those controls need to be taken into account when assessing the residual risk.
· Be Systematic when looking at hazards and risk – in some cases it may be necessary to look at hazards or risks in groups, such as machinery, transport, substances, electrical etc., while in other cases an operation by operation approach may be required, e.g.  materials for use in a particular department, office etc.
· Ensure all aspects of the work activity are reviewed

Address what actually happens in the workplace or during the work activity, as actual practice may differ from theory.

Ensure groups of employees and others who might be affected are considered.

Identify groups of employees who might be particularly at risk.

Take account of existing preventative or precautionary measures – decide if they work 
properly.

For further details see “School Health and Safety Management” 
The Head’s Legal Guide 2 – 38
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