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Statement of Intent

. The Policy of Alexander McLeod Primary School aims to provide and maintain a

safe and healthy teaching and learning environment.

Health, Safety and Accident prevention shall be treated as an integral part of all
school activities.

. Thepolicy, riskassessments and procedures will be reviewed yearly. The review

will take into account any changes in working practices and new legislation and
willaim to achieve continual improvementin standards.

Alexander McLeod Primary School will aim for conditions, equipment and
procedures to be of a satisfactory or better standard.

. Alexander McLeod Primary School will provide such information, trainingand

supportforstaffas requiredinordertoundertaketheirdutiesand support
activities safely.

Alexander McLeod Primary School expect that all staff will diligently discharge
their duties and responsibilitiesand take accountofallappropriate risk
assessmentswhileonthe school premisesorwhiletaking partinschool
sponsored activities.

1. Organisation

1.

All staff are responsible for the supervision of children in school, and are
expected to act at all times with common sense and good judgement,
exercisingallreasonable precautionsandadheringtoriskassessments.

All staff are made aware of their responsibilities for maintaining health and safety
through good practice.

. Allemployees of the Authority on the school premises are responsible to the

Headteacher, with the following exceptions:
a. Kitchen staff (responsible to GS+)
b. Cleaningstaff(responsibleto Aqua Blue)
Individual copies of this policy are issued to all staff whose responsibility it is to:
a. Read the policy at least annually
b. Keep the policy in Staff Handbook 1
c. Refer to the policy for guidance

. Copiesofthis policy arealsoissuedto:

a. Governor’s Information file, kept in SLT Room

b. Premises Committee

c. Premises Manager

d. Any other person working for a period of time on the premises (e.g.

students)

The Headteacher has overall responsibility for the health and safety of all
persons on school and centre arranged activities. It is expected that all
persons will adhere to health and safety procedures and expectations.

The school has designated a "*named person” for health and safety matters.
This personisthe Head Teacher, who is supported by the Premises Manager.



8.

Teachers who have responsibility for a curriculum area mustinclude health and
safety withinthesubjectpolicy.

2. Responsibilities

2.1. Governors

The key responsibility for health and safety isthe responsibility of the governing body.
The regular review of the policy and implementation of health and safety is passed to
the Resources Committee. The day to day management of health and safety is the
responsibility ofthe Headteacher.

The main functions of thegovernorsare to:

>
>
>

Support the school in monitoring and reviewing the Health and Safety policy
Ensurethatthereisaclearwritten Statementofintent.

Ensure thatthereisastructure forimplementing the policy and reviewing the
plans

Ensurethattheresponsibilitiesfor planning, measuringandreviewing healthand
safety policy and procedure are allocated to specific people who should
receive specific, relevantinformationand training.

Monitor health and safety performance and procedures via reports from the
Headteacher.

Periodically assess the effectiveness of the system and ensurethatany necessary
changes are made. In order to facilitate this at least a standard agenda item of
‘Health and Safety’ will be on every Governor’s Premises Meeting.

Ensure that the whole governing body has sufficient awareness of the
management of health and safety in order to be able to carry out their role
adequately.

Ensure that school management has identified and evaluated all relevant risks
and that they have put in place appropriate control measures as a means of
minimising risk to staff, pupils and others.

2.2 Head Teacher
The Headteacher and designated Health and Safety representative will:

1. Ensure that there is a health and safety policy for the school, that
implements the Royal Borough of Greenwich policy and is revised as often
annually.

2. Monitor the effectiveness of the policy with the health and safety

representatives.

Specify a structure forimplementing policy and supporting plans

4. Assignresponsibilitiesforplanning, measuringandreviewinghealthand
safety policy and procedure

5. Ensurethatdesignated members of staff are trained in the monitoring and
implementation of the policy.

6. Ensuretheprovisionofthenecessaryresourcesfortheimplementation of
the policy

7. Establish management arrangements, risk control systems and workplace
precautions together with associated procedures

g



8. Ensure participation andinvolvement of allemployees, including ensuring
that all employees receive the training necessary to them to carry out their
work without undue risks to their own health and safety or the health and
safety ofothers.

9. Ensure that all staff are trained in the fire, accident and emergency
procedures and are given every assistance to perform their duties in a safe
manner.

10. Receive and review all accident reports and implement any necessary
remedial measures.

11. Reviewtrainingandimplementation withregardtoriskassessmentsand
necessary precautions.

12. Formulate the school policy on medicines in the school (see separate
document)

13. Obtain and co-ordinate specialist advice as necessary.

14. Ensurethereisliaison between all service providers workinginthe school
and centre and that all adhere to the policy.

15. Co-operate with accredited safety representativesin their efforts to carry
outtheirfunctions, including inspections and investigations as the need
arises.

16. Keep up to date with changes in legislation and good practice.

17. Ensure health and safety objectives are an integral part of the school’s
business plan.

18. Provide periodic feedback to Governors and staff on health and safety
performance.

19. Seta personal example.

2.3 Premises Manager
The Premises Manager will:

1.

2.

Be familiar with the school policy and his responsibilities underthe policy as
Premises manager and a member of staff.

Understand hisresponsibilitiesunderthe Health and Safety at Work Act 1974 and
subsequentamendments. Inline with DCSF regulations and Greenwich Council.
Have knowledge of his responsibilities under the relevant health and safety
legislationand understand how this affects the school activities.

Be familiar with the agreed Education Health and Safety Codes of Practice
relating to premises activities.

. Carryoutsafetyinspectionsandriskassessmentsofalltheactivitieswithinhis

sphere ofresponsibility.
Ensure his knowledge and skills are regularly reviewed and updated.

. ThePremisesManager (orinhisabsencethe Premises Assistant) will play a major

role in health and safety, fire prevention, security and risk assessment. This
includes:
a. Ensuringthatallemergency exits are unblocked while the buildingis
occupied.
b. Ensuringthatall personnel and visitors have due regard to health and
safetyinschool.
c. Ensuringthatthe premises are checked and secured after evening use.
d. Ensuringthatrubbishandcombustiblematerialsarenotstoredunderstairs,
inthe boiler room orin escape routes.
e. Ensuringthat combustible materials are placed in non combustible
containers and properly disposed of as soon as possible.



f. Ensuringsafetyintheuseoftemporaryheaters.
g. Informing the Headteacher of instances where their authority does not
allow them to deal effectively with a hazard.
h. Identifying any training areas within their normal areas.
i. Keeping aregister of all portable electrical equipment.
j. Undertaking orarranging the testing of all portable electrical equipment.
k. Ensuring the assessments as required by the Control of Substances
Hazardous to Health Regulations (COSHH) are undertaken and that the
safety requirements deemed necessary by the assessments are complied
with by allusersofthe substances.
|. Ensuring thatany new substances added to the school inventory are
assessed forCOSHH.
2.4 Health and safety advice
e The school has access to competent health and safety advice from the
Corporate Occupational Health and Safety Service (COHSS)
These advisors provide assistance with:
o Formulating policy
o Promoting a positive health and safety culture
o Planningandimplementing plans
o Risk assessment
o Monitoring and reviewing performance
2.5 TeachersandSubjectLeaders
TeachersandSubjectLeaderswill:
1. Ensure the day to day management of health and safety within their areas of
responsibility in accordance with the health and safety policy
2. Produce any health and safety advice for their areas, taking into account any
keyissues,andincludethiswiththeirsubjectpolicies.
3. Undertake a periodic review of the key issues and monitor safe practice.
4. Liaise with specialist personnel to ensure that they and all staff are aware of
health and safety developments within their area.
5. Ensureactionistaken to rectify health and safety concerns arising from
monitoring.
6. Arrangeforstafftrainingandinformation asnecessary
7. Pass on health and safety information received to the appropriate people.
8. Actonreportsfrom school management, local authority representatives or other
advisors.
9. Meettheirresponsibilitiesas members of staffand seta personal example.
10. Ensure thatfire instructions and procedure are displayed by the classroom door,
that visitors are made aware of these procedures and that all adhere to them.
11. Ensure that parents or other visitors to the class adhere to the school’s health and
safety policy.
12.Report any accident or incident in the Accident and Incident book.

2.6 Staff
Staffwillbeaware oftheirresponsibilitiesand ensurethatthey:

e Comply with the Health and Safety at Work Act.
e Follow school procedures and comply with expectations regarding health
and safety.



Take reasonable care for themselves and other persons who may be
affected by theiracts or omissions

Co-operate with all staff to enable them to achieve a healthy and safe
workplace.

Takecarenottointentionally orrecklesslyinterferewithormisuseanything
that has been provided for the purpose of health, safety and welfare

Use machinery, equipment, substances and any other items provided in
linewithtrainingandinstructionprovided.

Ensure thatany items broughtin from home conform to health and safety
regulations.

Notify the Headteacher or Premises Manager, via the work book, of any
health and safety concerns that they are unable to correct.

Conformto precautionary instructions oradviceincludedinrisk
assessments.

Contact the Head of School or Premises Manager with any suggestions
they may have with regard to improvement of health and safety within the
school.

2.7 Healthand safety committee members
The Headteacher and Premises Manager will undertake to:

Examine accident trends

Examine audit reports

Monitor training

Assistinthe development of procedures and or safe systems of work
Monitor the implementation of risk assessments
Reporttothegovernorsasnecessary.

2.8 Health and safety representatives

Trade union safety representatives are appointed by the trade unions and are not
responsibleto managerson health and safety issues.

They are allowed reasonable time off with pay to carry out their functions and attend
any necessary training.

Their functions are as follows:

» Investigate hazards, dangerous occurrences and accidents in the workplace
they represent.

o Consultwith managers on health and safety matters

 Makerepresentations on general health and safety matters

o Carry outtermly inspections of the workplace as agreed with Headteacher

o Consult with enforcing inspectors and be made party to any relevant
enforcementrelatedinformation

« Attend Health and Safety Committee meetings



2.9 First aiders
Trained and designated First Aiders will:

Ensurethatthefirstaidfacilitieswithinthe schoolare maintained
efficiently, ensuringthatauthoriseditemsareavailable

Providetheimmediatetreatmentofinjuriesorillnessespriortothearrival
of proper medical assistance.

Ensurethatemergency treatment or assistanceis obtained
where necessary forany personin need.

Ensure that the Head Teacher or Premises Manager are fully informed of
any concern or reported incident.

Ensure that the parent or carerisinformed of a serious accident or
incident to their child or charge.

Take partintheinvestigation and reporting of any accidentorinjury.

Contribute to the analysis of any accident report to help determine if
there are any areas or activities of particular concern.

Prepare thefirst aid risk assessment

First Aid boxes are kept in each class and one is to be taken into each playground.
Boxes should be checked at the beginning of each term by Learning Support Assistants.

The First Aid Post is in the Office.

FirstAiders: Ian Cavanagh, Ausra Matulienne, Gurdip Bhoday, Josephine
Sheridan, Susan Miners, Vanessa Johnson.

Peadiatric Trained: EYFS Support Staff

Emergency Aid: Support Staff

2.10 Fire marshals
The Premises staff are designated Fire marshals. They will:

Check that designated areas have been evacuated and report to the
fire co-ordinator.

Attend regularrefreshersessions.

Follow instructions given in training.

Reportany concerns to the Premises Manager.

2.11 Educational visit co-ordinators
The educational visits co-ordinator will:

Ensure that staff are aware of all current recommendations and
receive training asrequired.

Co-ordinate educational visits and provide advice and support to
those organising such visits.
Ensureriskassessmentsaredonewellinadvance.




e Monitorrisk assessments prepared by teachersin respectof
educational visits.

e Produce risk assessments for regular activities e.g. local walks.

e Ensurethatriskassessmentsforregularactivitiesareadaptedby
class teachers for any specific circumstances e.g. road works.

3. Health and safety arrangements

This section consists of a number of procedures that detail how the health and safety
policy statement will be implemented.

3.1. Procedureforthe control of the health and safety management
system documentation

The preparation of specific documents will be delegated to designated staff as the
need arises. These documents will be controlled by using issue dates and maintaining a
record of whichisthe currentversion.

Alist of all documents in circulation is maintained and kept as appendix 2 in this policy.
When new documents are issued advice will be given to destroy all previous versions.

Certain records such as those relating to accidents or health records must be stored for
specific periods of time see appendix 2.

3.2. Procedure for ensuring co-operation for health and safety within the school

The main formal method of reporting any concerns is via the Premise’s Manager
workbook.

The book will then be monitored by the Governors, the Headteacher or the Deputy as
necessary.

Health and Safety is included as an item on the agenda of the Premises committee. This
committee meets termly and minutes are taken that identify action points and who is to
take action.

The minutes are circulated to all governors and a copy is keptin the Governor’s file in
the Head of School’s office.

3.3. Procedureforcommunicationofhealth and safety withintheschool

Itisimportantthatcommunicationis effective withinthe school. To assist thisthe school
relies on the following sources of information:

e Thelgfl web site provides a resource on a variety of health and safety
items and is updated on a termly basis by the Corporate Occupational
Health and Safety Service.

e Education bulletins that are posted to the school and are also filed on the
Igfl web site



The Igfl site is checked regularly by the Head Teacher and Premises Manager.
Relevant updates are cascaded as required to individual staff, at business meetings,
management meetings and governors meetings. All meetings include Health and
Safety on theagenda.

Premises managersareresponsibleforensuring thatthe poster, *Health and Safety law,
what you should know” is posted at all sites, at a location that ensures that all staff will
seeitinthe normal course of theirwork.

Premises managers are responsible for ensuring that all health and safety notices are
correctly displayed in the classrooms and for maintaining a Health and Safety notice
board in the staff room, displaying any other Health and Safety notices. This notice
board should also include, details of the evacuation procedure, training courses and
the location of accident forms.

The school newsletter includes health and safety information where appropriate.

3.4. Procedureforensuring the competencefor health and safety

Competence is assured at three levels:
e Recruitment and placement
e Identification of training needs
e Training and instruction

Questions relating to health and safety are included in interview questions and job
descriptions will include health and safety related duties, for all appointments at
appropriate levels.

Health and safety is included on the induction procedure for all new staff. In addition
longer term training needs are identified within induction or performance management
reviews. Theseform partofthetraining planfortheschool.

Temporary and agency staff will be given induction training by an experienced
member of staff, usually the Head of School. The induction should be appropriate to the
work carried out.

Work experience students are also given an induction and careful consideration given
totheirsupervision needs. This induction will usually be given by the Head of School or
student mentor.

Training may take the form of courses, or more informal small group orone to one
sessions.

Those carrying outtraining have the necessary skills to train and are competentin the
subject matter.

Health and safety performance is considered as part of staff performance
management to ensure on going needs are addressed and supervision is used to assess
the effectiveness oftraining provided.

3.5. Procedureforplanningforhealthandsafety

The health and safety function requires planning as with any other business function
and thekey planning forum isthe premises sub committee.



The Head Teacher, Premises Manager and Governors make policy and plan for its
implementation.

The premises committee meets termly, follows an agenda and minutes are taken that
identify action points and who is to take action.

The minutes are circulated to all governors and a copy is held in the governorsfilein
the head’s office.

The committee plans across a wide range of issue including:

e Establishing strategies to implement new policies
Structuresnecessary forimplementing policyand supportingplans
Assigning responsibilities for implementing policy and procedures
Ensuring health and safety performanceisregularly reviewed
Ensuring participationandinvolvement ofallemployees
Obtaining and co-ordinating specialist advice as necessary
Keeping up to date with changes in legislation and good practice
Establishing management arrangements, risk control systems
and workplace precautions together with associated
procedures
e Thecompletionofriskassessmentsandtheirperiodicreview

The planning extends to all aspects of health and safety and is not restricted to
premises issues.

Where appropriate the school improvement plan is used to record planned items.

The maintenance of completed risk assessments and theirregularreview is a key
planning task and the following procedure is followed.

3.6. Procedure for the completion of risk assessments

Risk assessments resultin the detailed control measures needed to be followed to
reduce the chance of accidents and ill health.

Certainriskassessments are completed using specificforms and require specific
training these are:

.ControlofSubstancesHazardousToHealth (COSHH)
-Manual handling
-Display screenequipment

Thegeneralriskassessmentsare completedfollowing stepsoutlined below.

Lookforthehazards
STEP 1:
STEP 2: Decide who might be harmed and how
STEP 3: Evaluate the risks and decide whether the existing precautions are

adequate or whether more should be done

STEP 4: Findings are recorded




STEP 5: Reviewyourassessmentandreviseitifnecessary

STEP 1 Look for the hazards

Decide what could reasonably be expected to cause harm. Ignore the trivial and
focus on the significant hazards that may resultin serious harm or affecta number of
people.

Some examples include:

Slipping/Tripping hazards (e.g. poorly maintained floors or stairs)
Fire (e.g. from flammable materials)
Chemicals(e.g.usedinchemistry)

Moving parts of machinery

Work atheight

Electricity (e.g. poor wiring)

Manual handling

Poor lighting

Use of portable equipment

Sources ofinformation you may wishto useinclude:

Staff who already do the job or who are familiar with it
Manufacturer’s instructions for equipment

Industry or Trade Association guidance

HSE guidance

Accident records

National and Industry standards

Legislation

Approved Codes of Practice

STEP 2 Decide who might be harmed and how

Think about staff who are exposed to hazards whilst at work and others who may be
affected as a result of the school’s activities.

You need to pay particular attention to:

Youngworkers, work experience, trainees, new and expectantmothers, staff with




disabilities, etcwho may be at particularrisk

« Cleaningoperatives, visitors, contractors, maintenance workers, etc who may not
be in the workplace all the time.

o Peripatetic workers
« Members of the publicif there is a chance they could be hurt by your activities

° PupI|S

STEP 3 Decide whether existing precautions are adequate or more should be done
Remembertheriskstohealth aswell as safety
Ask yourself whether the existing precautions:

« Asaminimum meetthe standards set by a legal requirement

o Comply with arecognised industry standard

» Represent good practice

» Reducetherisk as far as reasonably practicable

Askyourselfwhetheryouhave provided:
o Adequate information, instruction, ortraining

« Adequatesystemsorprocedures

If so, then the risks are adequately controlled, but, you need to indicate the
precautions you have in place.

Ifnot, youneedtoaskyourselfthefollowing:
o Can the hazard be eliminated?

« Ifnot, how can the risk be controlled?

In controlling the risks, apply these principles if possible in the following order:
Tryalessrisky option

Prevent access to the hazard e.g. by guarding

Organise work to reduce exposure to the hazard

Issue personal protective equipment - use this only as a last resort

STEP 4 Record yourfindings

Writedown thesignificanthazards and control measures. STEP 5 Review and
Revise if necessary

Setadateforthereview oftheassessment —assessments mustbereviewed:
« Followingaccidents orincidents



« Ifmonitoringshowsthe currentsystemtobeinadequate
 Where working practiceschange

o On atleastan annual basis - the frequency must reflect the extent and nature of
the risk and the consequence of the hazard occurring

When reviewing your assessments, check that the precautions for each hazard still
adequately control the risk. If not, indicate the action needed and who will complete
it.

Risk assessment should be completed by the person responsible for that area of activity.
This would include subject leaders for areas connected with a specific subject, teachers
for educational visits and the premises manager for working procedures and the
environment.

3.7. Procedure forfire

The fire risk assessments can be found in the risk assessment section. These are
produced and maintained by the premises manager.

All staff with specificresponsibilities should receive appropriate training and general fire
awareness training and updates are regularly given to all staff. All support staff are fire
marshals and, if not working with a group of children, should ensure that they check
general areas in the location they are working.

Where there are staff, pupils or visitors with special needs, specific evacuation
procedures should be discussed with the premises manager.

In the event that the school building or site needs to be evacuated due to a fire, all
staff, pupils and visitors will gather at the designated fire points in the school
playgrounds.

Fire Drill

The procedures are laid out clearly in the documents around the building. These
documentis reviewed annually and following any concerns noted during an
evacuation drill.

Theinstruction notices mustbe displayed prominently in each classroom, inthe general
office and in the Training Room and learning centre. It is the responsibility of each
person to be familiar with the instructions and procedures, with particular reference
tothe areain which they are working, and to ensure that these are displayed and
brought to the attentionofvisitorstotheclassroom. The premisesmanageris
responsibleforensuring that any group using the school after hours are aware of the
procedures and that any specific needs are catered for.

Ifthe fire alarm sounds when your class is doing PE in the hall the children should be
takenstraightoutside. DONOT stopforshoes.

Fire regulations

Attentionisdrawntothefollowingpointsinthe Authority’sfireregulations:
» Entrances and exits must be kept clear atall times.
» There must be no display materials:



o Hungfrom the lights

o Within half a metre of an exit door

o Within 300mm of services e.qg.fire alarms, central heating, air vents,
radiators, electric sockets.

o On or abovedoors

o Aboveorwithin 600mm of cookers.

» Fireextinguishersshould be keptclearand unobstructed.

Fire evacuation drills are held at least once a term, a record kept of these and a report
made to governors.
The same evacuation procedure is used in the event of a bomb scare.

3.8. Procedure for Lockdown

If a lockdown situation should occur, all children will be held securely in the safest place
within the school building. Parents will be informed immediately via text of the situation
and updated regularly.

No personnel will be allowed to the leave the premises until it is safe to do so as advised
by the appropriate authorised authorities (police, fire brigade etc)

3.9. Procedure for dealing with contractors and construction activities

Once a decision is made to contract out work it is the responsibility of the premises
manager to carefully consider all the significant risks prior to work being contracted out.
This will include ensuring that a competent contractor is selected from the outset and
monitored throughout the period of the contract. Any concerns should be immediately
reported to the headteacher.

Consideration should be given to selecting from the Council’s approved listin
accordance with Standing Orders.

Thisresponsibility also extendstomonitoringtheactivitiesthroughoutthecontractand
making sure work is carried out according to agreed standards.

Itisimportant that the premises manager or any staff who are appointed to monitoror
assess the competence of contractor’s health and safety arrangements are
adequately trained and competent to do so
When selecting a competent contractor the following must be considered:

e Assessing their Health, Safety and welfare arrangements.

e Obtaininginformationofpreviouswork, includingreferences.

e Requestinginformationregardingqualifications &skillsofemployees
and membership of any relevant trade associations.

e Ensuring that contractor has an effective selection procedure for
appraising the competence of a sub-contractor.

e Arranging for a panel to be set up where appropriate to review and
select candidates for the contract.



Other Considerations

« Making sure that relevant Health and Safety arrangements for the site are
communicated to the contractori.e. permit to work system, accident reporting
etc.

o Set up regular meetings where relevant health and safety information is
exchanged between client and contractor. These meetings should continue until
contract is complete. Accurate records need to be kept of agreed
arrangements.

« Where more than one contractor or sub-contractor is engaged in work on the
samesite, the premises managermustsetupliaisonarrangementswithall parties.

« Develop procedures for continuous pro-active monitoring of work throughout the
contract period, to ensure that work is carried out according to the agreed
standards.

« Ensure adequate systems are in place to rectify any health and safety problems
identified.

3.10. Procedure for dealing with enforcing authorities - Health and Safety Executive
(HSE) and London Fire and Emergency Planning Authority (LFEPA)

An HSE or LFEPA inspector can visit at any reasonable time and have right of access. A
visit may be scheduled in which case contact will be made first, or unscheduled.

In either case there is still right of access even if the timing is not convenient.

The Council’s corporate occupational health and safety service should be notified as
soon as you are aware that a visit is going to take place and they will arrange for an
advisor to attend the meeting where possible.

3.11. Procedure for accident reporting

The full Greenwich accidentincident report form is used for reporting all significant
accidents or incidents that affect council staff and pupils that occur on council
premisesor, aredueto council activities.

The form is kept in the School Business Manager’s office and should be completed by
the person reporting the accident or incident and countersigned by the Head of
School.

The only exceptions are the most minor pupil accidents that are not linked to a school
activity or part of the premises. These accidents are recorded in the Accident and



Incident book. This book is kept in the main office and taken out to the playground at
break times.

Once completed, the Greenwich form should be completed online via the iTrent
reporting system:

Where the accidentorincidentis more serious the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations may apply (details are found on the cover of the
Greenwich form). In these casesitis important that the instructions on the cover are
followed and a copy of the form sent to the Health and Safety Executive at:

Incident Contact Centre
Caerphilly Business Park
Caerphilly
CF83 3GG

Facsimile: 0845 3009924

Inthe eventof a fatality, majorinjury or dangerous occurrence, the HSE should be
notified withoutdelay by telephoneon 08453009923

The Corporate Occupational Health and Safety Service should also be informed on 020
89215561

All accidents will require investigation, however for minor accidents this may mean a
simple consideration of what happened and what could be done to prevent a similar
occurrence with a record made on the Greenwich form in the section ‘action taken to
prevent similar incident’.

For more serious accidents a fuller investigation may be required with the need fora
specific accident report.

As the seriousness of the accidentincreases so too should the seniority of the person
carrying out the investigation and as such the head teacher must be notified in order
that a decision can be made as to the extent of the investigation.

Thereportshould containthefollowing:
« A summary of what has happened.
e Anintroductory summary of events prior to the accident.

« Information gained during investigation e.g. from accident site, witness
statements

o Conclusions.
« Recommendations.
o Supporting material (e.g. photographs, diagrams to clarify).

« Thedateandbesigned by the person or persons carrying out the investigation.

3.12 Procedure for defects in fabric and furnishing



Itistheresponsibility of all staffto bring these to theimmediate attention of the premises
manager, by entering them in the premises manager’s book kept in the main office. All
entries should be dated and signed. Any “near misses” should also be entered in the
Accident and Incident book. The premises manager or assistant will deal with any
defects.

There is a duty under the Health and Safety at Work Act for any individual at work to
immediately report any unsafe situation that they recognise, take appropriate action to
remove the danger and to take common sense precautions, such as ensuring that all
persons are kept well away from the area until the dangeris removed.

3.13 Proceduresforusing PE apparatus (seealso PE policy and appendix 10)

All apparatus should be carefully checked when taken out and any defects reported
immediately. If there is a serious defect, the apparatus should not be used. Teachers
should check the apparatus for safety before allowing the children on it. Any faultin the
apparatus must be reported to the premises manager or the deputy head.

Children should be suitably dressed before going on the apparatus and should not be
allowed on wearing shoes, socks or jewellery. Suitable dressis described in the PE policy
and the school prospectus.

No children should be allowed on the apparatus unless a qualified teacher is present.
The teacher should be positioned so that all children can be observed at all times.

Good discipline must be maintained when using the apparatus. Children should not be
allowed to make undue noise, push, rush from piece to piece, cross mats or stand
under the apparatus. The children should be encouraged to respond immediately to
the teacher’s instructions or signal.

3.14 Procedures for educational visits (see also educational visits policy)

There should always be at least two school adults accompanying a full class on an
educational visit. Full details of adult pupil ratio are included in the educational visits
policy. Smaller groups may be supervised by one member of staff with prior agreement
of the headteacher. Good discipline and polite behaviour must be maintained at all
times.

When out of school, close attention should be paid when in the vicinity of close traffic
orotherhazards. Avisitrequestletterandrisk assessmentform mustbe completed and
agreed. At no time should any child be out of sight or calling distance. Children should
always walk on the inside of the pavement, with the accompanying adults on the
outside. Toddlers should notaccompany children on educational visits.

The qualified teacher who arranged the visit should lead the party and take full
responsibility for the whole party.

3.15 Procedure for using electrical equipment

All teachers are responsible for children using any equipment in school. All electrical
equipment used in school must be of a type approved by British Standards and has a
yearly safety check, organised by the premises manager. Teachers should not use their
own electrical equipment unless it has been checked.



Defects should be reported at once to the premises manager or deputy head and, if
potentially dangerous, should be withdrawn from useimmediately. Particularattention
should be paid to mains leads and plugs. No child should plug in or unplug any
equipment.

3.16 Responsibility for children before and afterschool

Members of the extended leadership team and the premises manager should be in the
playground from 8.45am. Children are the responsibility of their parents both before
and after school. Children should be discouraged from running around in the
playground before school in order to avoid accidents.

Staff are responsible for seeing that the children are safely handed over to a
responsible and authorised adult at the end of the school day. Children in Year 6 may
walk home unaccompanied if written permission has been received from the parent or
carer.

3.17 Procedure for medicineinschool

Where possible, medicine should not be broughtinto or administered in school.
Children should not bein school if they are unwell.

In exceptional circumstances, parents may request that medicineis given in school and
this can only be allowed at the discretion of the headteacher or deputy. In these cases
signed, written instructions must be given by the parent, supporting the prescription
instructions, and the medicine must be kept in the office area. Teachers must not
administer medicines except in the emergency case of an allergic reaction. If a child
requires regular medication, advice will always be sought from the child’s or schools
medical advisors.

Universal asthma inhalers are situated in the main office and personal inhalers in the
child’s classroom. Parents should be asked to complete a medical form when bringing
inhalers, or other regular medication to school. Children’s inhalers are labelled with
theirnameand, where possible, children administertheirown dose. Administration
staff support children if necessary. Adiary is keptin the office for notes and for logging
each dose. Epipens are kept in the child’s classroom and the medical lockers
outside the office. Staff should receive training on the use of epipens as appropriate.
All children with an epipen will bring it with them to lunch and the First Aider on
duty will take control of it for the duration of the lunch time, it will then be handed
back to the teacher to return to class.

If a child experiences an asthma attack or severe allergic reaction, an
ambulance mustbe called immediately.

3.18. Smoking
Thisis a no smoking school and playground and there are notices to this effect. Staff
and visitorsareadvised of this policy.

3.19. Procedureforusingthecarpark
The staff car park is for use by members of staff only. Any vehicle leftin the car park



must be in good condition, have passed the MOT test, not leak oil and have a locking
petrol cap. Children are not normally allowed near the car park but due care and
attention mustbe observed when entering the premises. If a teacher escorting children
encounters a vehicle, the teacher should ask the driver to stop and the children should
be escorted from the car park area.

In exceptional circumstances other vehicles may be allowed into the playground but
this will only be possible when the area in not being used by children or parents before,
during or after school and only if all staff have been alerted to the potential danger of a
vehicle being in the play area. If a vehicle has to remain for a period, it should be
cordoned off with the barriers. Any driver should report to the Premises manager before
coming onto the school property. Itis for the Premises manager to ensure thatitis safe
for the vehicle to enter and to escort it. Forthe safety of all children, neither pupils nor
parents should walk through the car park.

3.20. Dogs

No dogs are allowed on the playground. Dogs should not be tethered so as to block the
school entrance.

3.21. Responsibility for Children during School Time

Classes should be supervised at all times. Groups of children may work in the school
during playtimes, but must be accompanied by the teacher who has kept them in or
given them permission to stay. A restricted number of children may use the areas by the
reception and office area during playtimes. They should ask permission of an adult on
duty and use the card system in operation.

No child should be allowed to leave the school premises during the school day (or from
arrival at Breakfast Club) unless this has been approved by the headteacher or deputy
and the office has been informed. No adult should take a child from a classroom unless
they have first been to the office. If an adult goes straight to a classroom, the class
teacher should send them back to the office to register themselves and the child’s
departure from school. A member of staff will collect the child from class while the adult
waits in the reception area. Except for pre-arranged events, for example parent
reading sessions, no adult should enter a class unless accompanied by a member of
staff.

In the classroom, teachers should take all reasonable precautions one would expect
with young children. Some items in the classroom have the potential to be used in an
inappropriate way so children should be given clear instruction on how to use these
properly, for example tools. All equipment should be kept in good condition and stored
correctly, taking into account health and safety considerations. (See specific
curriculum guidelines in the appendices to this policy or in the separate subject
policies).

Children are given more responsibility when they demonstrate that they can use a
wider range of apparatus and equipment correctly. In particular, as older children
make progress they should be able to use a wider range of equipment, especially in
the areas of science and technology. The following potentially items should pot be used
by children in school. This list may be added to as the need arises:



No use of tippex

Spray mount fixative must not be used by children or when children are around.
Staple guns areforadultuseonly.

No aerosol sprays should be keptin any classroom

Hot glue guns are for adult use only. Low heat guns may be used under

close supervision.

Childrenmustnotusescissorsandknivestoremovestaples.

Children must notstand on chairs.

Children must not enter the staffroom

Childrenshould notusethe cookerswithoutclosesupervision.

YV YV VY

YV VY

3.22, Procedure for auditing

Auditing is carried out by the corporate Occupational Health and Safety Service on
an annual basis and audit findings are discussed at the review meeting and at the
health and safetycommittee.

3.23. Procedure for review

The Head and Governors are responsible for reviewing health and safety
performance.

This is done annually and the following information is used as abasis for the
review:

Information from active monitoring

Information from accident reports

Audit reports

Changes in the legislation or guidance

The achievement of objectives or targets

The review takes place termly, follows an agenda and minutes are taken that identify
action points and who is to take action.

The minutes are circulated to all governors and a copy keptin the governor’sfilein
the headteacher’s office.






APPENDICES

Appendix 1

Forms incirculation

Form

Prepared by

Date of Issue

How long to
store completed
forms

Greenwich accident [Royal Borough of 2016 Atleast5years
form - online Greenwich but note that
pupils have until
they are 21 to
make a civil
claim
Risk assessment form | Appropriatestaff 2014 Keep last
member two versions
Induction form Deputy head or As long as member
Mentor of staffemployed
Action to take on Headteacher 2017 Keep withincident
receipt of bomb Premises manager file
threat
Inspection of Premises manager 2016 Keep for two years
playground forms
Accident Books Senior MMS and 2017 Keep for oneyear

review form

reviewed by
headteacher




Copies of forms are attached:
» Action to be taken on receipt of a bomb threat
» Accident and Incident monitoring form



Appendix 2
Action to be Tal Receipt of a Telepl | Bomb Threat

» Tellthe callerwhich organisation you are answering from
= Record the exact wording of the threat

= Ask the following questions:

Where is the bomb right now?

When is it going to explode
Whatdoesitlook like?
What kind of bomb is it?

What will cause it to explode?

Did you place the bomb?
Why?

Whatis your name?

W o N ;R WD

Whatisyouraddress?

—
o

. Whatis yourtelephone number?

= Record the time the call completed

= Whereautomaticnumberreveal equipmentis available record numbershown and
inform the co-ordinator

» Name and telephone number of the person informed
= Contact Police by using the emergency telephone number
= Timeinformed

= This part should be completed once the caller has hung up and the police /
supervisorhavebeeninformed.




= Time, date and length of call.

= Numberatwhich callis received (your extension number)
= Aboutthecaller

» Sexofcaller? Male (] Female [

= Nationality?

= Age

= Threat

* language Well spoken [ [rrational [ Taped [ Foul O
Incoherent [ Message read by threatmaker [
Callers Voice

Calm 0 Crying 0 Clearingthroat 0O
Excited O Angry O Nasal 0
Rapid O Slurred O Stutter O
Disguised (] Slow O Lisp 0
Accent* O Deep O Familiar O
Laughter [ Hoarse O

If the voice sounded familiar, whose did it sound like?

*What accent?

Background sounds

Street noises [ House noises 1  Animal noises 0
Crockery [ Motor O Clear 0
Voice 0 Static 0 PA System 0
Booth O Music O Factory machinery O

Office machinery [

Other (specify)




Signature Date

Print name




Monitoring Carried Out

Appendix 3

Inspection of school

Group consisting of Head
Teacher, governor
representative and premises
manager

Termly

Inspection form
completed

Tourofschool

Premises manager

Daily as part of
opening and
closing of
school

List maintained of
whatwork required

Classroom inspection

Classteachers

Before each day

Work required
reportedtopremises
manager

Equipment Nominated staff Manufacturers Specific forms for

inspections guide frequency each piece of
equipment

Monitoringthe Head teacher or other Termly ReporttoGovernors

completion of delegated manager

objectives /

monitoring

Accident and Senior MMS and reviewed by | Weekly Accident books

Incident headteacher or deputy. review form




Monitoring Frequency Who Monitors | Where To How Long To
For Fire Store store Records For
Records
Smoke alarms As recommended by Premises staff Fire log 2 years
supplier
Heat detectors As recommended by Premises staff Fire log 2 years
supplier
Call points Each call pointevery Premises staff Fire log 2 years
12 weeks
Fire alarm system | As recommended by Fire alarmstaff Fire Log 2 years
supplier
Emergency lighting | Monthly check that Premises staff Fire log 2 years
they work
Emergency lighting | Full check Fire alarmstaff Fire Log 2 years
Extinguishers Annually Service Fire Log 2 years
engineer
Hose reels Annually Service Fire Log 2 years
engineer
Fire doors Monthly Premises staff Fire Log 2 years

Other equipment
e.gevac chairsllist
theseasrequired




