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This document was adopted at the Governing Body meeting on 7th February 2012
This document is subject to annual review in February 2013.

1.
STATEMENT OF GENERAL POLICY
The Governors of Franche Community Primary School recognise their responsibility under the Health and Safety at Work etc Act (1974), so far as is reasonably practicable to:

(a)
Provide and maintain safe and healthy working conditions, systems of work and equipment.

(b)
Provide such information, instruction, training and supervision as is necessary for staff and pupils to undertake their work safely.

(c)
Provide for the safe use, handling, storage and transport of articles and substances.

(d)
Provide a safe place of work with safe means of access and exit for all persons using the premises.

(e)
Provide for the health and safety of persons not employed by the school, but who may be affected by its activities.

(f)
Encourage all staff to take reasonable care for their own health and safety and to co-operate with the Governors and Headteacher of the school in carrying out their statutory duty.

(g) Require all staff to report through the appropriate channels, any problem, defect or hazard likely to lead to a lack of safe or healthy conditions for themselves or others.

(h)
Provide for the safe administration of medicines to pupils.

The Governors recognise the need to consult on matters of health and safety and also recognise the right of the staff to appoint Safety representatives through their recognised trade unions or professional associations.
The Governors will support the establishment of a School Safety Committee on which the staff safety representatives, amongst others, may serve should it be requested by staff or their representatives.  No individual member of staff shall be required to undertake specific responsibility for any health and safety function (e.g. School Safety Officer) without having first been consulted.
The Governors recognise the Statement of General Policy of Worcestershire County Council Education Department, together with its organisation and arrangements and undertake to comply with its requirements and procedures in respect of maintaining safe and healthy places of work for the staff and pupils of the school, as laid down in the Department’s Handbook of Safety Information.
The Governors recognise that on occasions it may be necessary to seek advice on specialist matters pertaining to health and safety and will consult the Health and Safety Co-ordinator of Worcestershire Education Department or such other persons as may be necessary.

The Governors recognise the need to ensure that sufficient funds are reserved for the maintenance of those items of premises and equipment where financial responsibility has been delegated to them under the LA’s Scheme for the Local Management of Schools.

The Governors recognise their responsibilities to ensure that any significant risks arising from work activities are assessed (as required under the Management of Health and Safety at Work Regulations 1999, the Control of Substances Hazardous to Health (COSHH) Regulations 2002, the Manual Handling Regulations 1992 and the Display Screen Equipment Regulations 1992).

The Health and Safety Policy of Franche Community Primary School and the way in which it has operated will be reviewed annually.
The policy is kept in the School Office and is freely available for inspection at any time.
Signed  .................................................. (Headteacher)     
Date …………………
Signed ................................................... (Chair of Governors) 
Date …………………
2.
RESPONSIBILITIES
2.1
The Local Authority (LA):
(a)
Has ultimate responsibility as employer for all aspects of health and safety of employees, pupils and other persons at the school (under sections 2 and 3 of the Health and Safety at Work etc. Act 1974).

(b)
Has responsibility for appointing a competent contractor where building or plant maintenance work is done and for overseeing the planning and safe execution of works which are the financial responsibility of the LA under the arrangements for the Local Management of Schools (LMS).
2.2
The Governing Body (through the Headteacher) will:
(a)
Ensure that the school’s safety policy is implemented, monitored and regularly reviewed and revised as necessary.

(b)
Ensure that sufficient funds are reserved for meeting their responsibilities for health and safety, in particular for the inspection and maintenance of those items of premises and equipment for which they have financial responsibility.

(c)
Monitor the ‘health and safety’ need for non-structural maintenance in school and initiating it (informing the Head of Property Services through the school’s allocated liaison officer) as necessary.

(d)
Advise the Head of Property Services (through the school’s allocated liaison officer) of structural defects that could adversely affect the health and safety of staff, pupils and other persons.

(e)
Be responsible for the safe condition, storage and maintenance of equipment, vehicles and plant at the school, and ensure that such equipment can be used safely in the normal running of the school.

(f)
Ensure that the premises, the means of access and exit, and any plant or substance on the premises are safe and without risks to health.

(h) Ensure that safety rules concerning the use of premises and equipment are displayed at appropriate locations in the school and are enforced.

(h)
Ensure the adoption of safe working practices by staff and pupils, and by contractors when on site.

(i)
Act to deal with potential hazards to health and safety, liaising where appropriate with representatives of the County Council and contracting organisations.

2.3
The Headteacher will:
(a)
Familiarise themselves with the health and safety policy of the directorate of children’s services and ensure that all persons employed within their establishment or section comply with the policy at all times.
(b)
Ensure that health and safety matters are raised at staff meetings and, where appropriate, at meetings of the governing body.
(c)
Ensure that appropriate and adequate risk assessment are undertaken and recorded for all significant risks within their establishment or section.
(d)
Ensure that all accidents are investigated and accident reports are completed promptly.
(e)
Ensure that adequate supervision is available at all times, particularly where children and young persons or inexperienced employees are concerned.
(f)
Where applicable, prepare and from time to time review a written safety policy, with detailed arrangements for the safety of staff and pupils.
(g)
Ensure that only safe working practices are employed by all staff.
(h)
Ensure that health and safety problems brought to their attention are dealt with, in consultation with the health and safety advisor (children’s services) if necessary.
(i)
Monitor safety performance through the authorities surveys and other such inspections and reviews as maybe necessary.
(j)
Facilitate consultation with staff on matters of health and safety, whether through trade union representatives or otherwise, and facilitate health and safety inspection by trade union safety representatives.
2.4
The Health and Safety Governor is responsible for:

Jointly undertaking a co-ordinating role in general health and safety matters with the School Safety Officers.



The Health and Safety Governors’ Duties are:
(a)
Reporting to the Full Governing Body on health and safety matters.

(b)
Reviewing the school safety policy.

(c)
Convening and chairing the school safety policy working party.

2.5
The School Safety Officers will:
(a)
Bring to the attention of the Headteacher and/or relevant person, any problems or defects affecting the health, safety or welfare of employees, pupils or other persons.

(b)
To promote an awareness in staff of their responsibilities for the safety of pupils and other persons in the school.

(c)
To establish and maintain emergency procedures including evacuation in case of fire. 

2.6
Subject Co-ordinators are responsible for:
(a) Ensuring they are familiar with the LA’s policies where applicable (i.e. Art, Technology, Physical Education and Science).

(b) Ensuring that any risks specific to their subject areas are adequately assessed.

(c) Ensuring that all staff are aware of any risks specific to their subject.

2.7 The School Safety Committee should:
(a) Review the measures taken to ensure the health, safety and welfare of employees.
(b) Consider reports submitted by safety representatives or inspectors of enforcing authorities.
(c) Assist in the development of safety rules and safe working practices and review risk assessments and the implementation of control measures or precautions identified by them.

(d) Consider statistics and trends in accidents, near misses and incidents of violence and make recommendations for improvements.

(e) Review the provision and effectiveness of health and safety information to staff, including the safety policy.

(f) Monitor the provision of safety training programmes for staff and assist in identifying areas of training need. 
2.8
All employees:
(a)
Must familiarise themselves with the health and safety policy of the directorate of children’s services and their own establishment, and comply with procedures laid down for their own safety and that of others.
(b)
Must at all times make use of appropriate safety equipment, protective clothing and safety devices provided for their use.
(c)
Must report any accidents, assaults, near misses, unsafe practices or systems or work, possible hazards, damage to buildings, dangerous plant or equipment to their health and safety officers.
(d)
Must take care for their own health and safety and for that of others, particularly that of children and young persons.
(e) Must co-operate with their line managers and with officers of the directorate of children’s services to enable them to carry out their responsibilities.
(f)
Should refer any visitors to the main office.

2.9
Caretaker is responsible for:
(a)
Ensuring he is familiar with and complies with the school safety policy and the LA’s Group Safety Policy Safety of Buildings.

(b)
Bringing to the attention of the Headteacher or the School Safety Officer, any problems or defects affecting the health and safety of any person on the school premises.

(c)
Bringing the school safety policy and risk assessments to the attention of any cleaning or other staff (including contract cleaners or grounds staff) working under his direction, in so far as it affects the work of those persons.

(d)
Ensuring that any staff under his direct control receive adequate training and instruction in the use of equipment or materials that they are expected to use.

(e)
Ensuring that all equipment and materials received have adequate health and safety information.

(f)
Ensuring that safe procedures are laid down and used when work of a potentially hazardous nature is undertaken by him or others working under his direction.

(g)
Ensuring that due warning is given of any caretaking/cleaning operations that could constitute a hazard to other users of the premises.

(h)
Informing the office of the arrival (or expected arrival) of contractors for maintenance work.

(i)
Informing contractors of any hazards that could affect their health and safety whilst working in the school.

(j) The safe use and maintenance of all plant and equipment and the safe use and storage of all materials used for that maintenance.

(k) Informing organisations when letting the premises of any hazards that could affect their health and safety while using school premises.

2.91
First Aid Co-ordinator’s responsibilities include:
(a) Maintenance and oversight of first aid equipment and materials, e.g. restocking of first aid boxes.
(b) Keeping of pupil accident book, staff/adult/visitor accident book and reporting of accidents to the LA as appropriate.

(c) Arranging for emergency assistance, e.g. calling an ambulance when necessary.

3. THE ARRANGEMENTS

3.1 Fire Alarm System
Mr. Newton (Caretaker). This is tested monthly and a record kept in logbook. This is kept by the School Safety Officers.
3.2 Conservation Area
Mr. Newton and All Staff.  

The gate to the area is kept locked and warning notices are posted. 
Children are supervised at all times.

3.3 Access and Egress
· Clearance of ice and snow– Mr. Newton.

· Clearance of leaves – County contractors.

· Prevention of obstructions to all fire exits – Mr. Newton and all staff.

· Building repairs and contractors – Mr. Newton and office staff.

Provision for communication and liaison with contractors.  All contractors sign in and wear badges whilst on school premises.  Toilet facilities may not form part of the contract.
3.4 Accident Reporting
For Pupils:
All staff:
Record all pupil accidents in the pupil accident book (kept in the first aid box).

If a child has had a head injury, a ‘bumped head’ letter needs to be filled in and sent home. The class teacher needs to be informed so that they can keep an eye on that child.

For more serious accidents, including:

a) fractures or suspected fractures

b) hospital or other medical treatment (referral to GP)

c) head injuries giving rise to concern

d) defects in premises equipment or furnishing

staff must complete a Pupil Accident Form (PAF01) and send it to the Directorate’s Health and Safety Advisor within 1 week.

Accidents involving death or very serious injury should be notified to the Directorate’s Health and Safety Advisor immediately by telephone.

For Staff and others:


All accidents must be recorded in WCC Staff/adult/visitors accident book 

(BI510 substitute), located in the school offices, and complete an accident form RIDDOR 3 and sent it to Directorate’s Health and Safety Advisor within 2 days. The blue carbon copy should be retained by the school for 5 years.

3.5 Blood Borne Diseases 

Mr. Newton and all staff.

Disposable gloves should be worn by all staff having to deal with all spillages of body fluids, e.g blood, vomit, urine or diarrhoea. Gloves, paper towels and contaminated dressings or other materials should be sealed in a plastic bag and disposed of in the normal school waste.
3.6 Cleaning
Mr. Newton and cleaning staff.
Yellow warning signs are used by cleaning staff to indicate wet and slippery floors.  

All hazardous chemical should be kept in a locked cupboard. 

COSHH data sheets are located in a file in the Lower and Upper school offices.
3.7
Communication 

All staff.

Any queries, concerns or issues related to health and safety should be reported to the School Safety Officers and the Headteacher.

3.8       Educational Visits and Journeys
All staff.  

Any queries, concerns or issues related to educational visits should be directed to the EVC co-ordinator. Further details are found in “Off site visits, field studies and outdoor education guidelines” WCC revised 2005 document, located in the staff rooms.

3.9 Fire Appliances
Mr. Newton.  
Monthly visual inspection by Mr. Newton plus annual examination of all equipment by a competent contractor.  

3.10 Fire Evacuation and Fire Drills
When hearing the fire alarm, all staff and children should assemble at their designated assembly point. (Lower school on the playing fields. Upper school on the far side of the playground.)
Fire drills should be undertaken every half term, recorded in the Fire Drill book and any issues arising to be followed up.
Each central area has its own ‘evacuation box’. Where possible, a teaching assistant is responsible for collecting this box and ‘sweeping’ the communal areas stated within. No member of staff should put themselves at risk collecting this evacuation box and should not re-enter the building once evacuated.
3.11 First Aid
Named First Aid Co-ordinators and qualified first aiders throughout the school. Updated lists to be found in staff rooms and offices.
First Aid Co-ordinators responsibilities include:

a) maintenance and oversight of first aid equipment and materials

b) keeping the pupil accident book, staff/adult/visitor accident book and reporting of accidents to the LA as appropriate

c) arranging for emergency assistance when necessary.

3.12
Flammable Substances


Mr. Newton and all Staff.

All cleaning materials kept locked in Cleaners’ cupboard.  
Any cleaning materials kept in classrooms are to be stored out of the reach of children.
3.13 Medicines
Medicines are administered at the discretion of the Headteacher. These should be stored in a locked cabinet or a staff refrigerator and kept separate from the First Aid box.

There is no legal requirement for staff in schools to administer medicines to pupils, but it is acknowledged that many agree to do so. Headteachers may not require staff to administer medicines unless they have indicated their willingness to do so. If a member of staff does not wish to administer medicine the head teacher will make other arrangements.

If a member of staff agrees to administer medicine the following procedures should be complied with:-

a) Only medicines prescribed by a doctor should be administered.

b) Medicines should only be administered following a written request from parent/guardian that states the name and class of the pupil, together with the dose and time of the day to be taken. A short or long term medical form (as appropriate) should be completed by a parent/guardian, giving permission for administration of the medication.
c) Medicines should be in the original packaging with the pharmaceutical label visible, clearly stating the name, dose and frequency.

d) Medicines must only be accepted from an adult.

e) Medicines should be kept in a locked medicine cupboard/drawer or staff refrigerator.
f) Exceptions are for emergency treatment such as inhalers, epi-pens, glucose, etc. which should be kept with the class teacher for younger children or with the child themselves when able to responsibly administer the medication themselves.

g) Medicines should only be accepted in small quantities.

UNPRESCRIBED MEDICINES (e.g. calpol, paracetamol) etc MUST NEVER BE ADMINISTERED TO PUPILS, EVEN AT THE REQUEST OF PARENTS.
3.14 Playground Safety and Supervision
Mr. Newton and all staff.

When on duty staff should visually check playground area for potential hazards and deal with them appropriately.  
There is no specific ratio of supervisory staff to pupils. The general rule is that there should always be adequate numbers of staff for all parts of the playground to be visible.

3.15 Portable Appliance Testing
Annual testing by competent person for all equipment used by pupils and staff.
3.16
Record Keeping
Brief statement of arrangements in Health and Safety Policy.  
Copies of service sheets kept in Office files.
3.17
Reporting 
Health and Safety Governor.  It is sensible for the Health and Safety Governor to make an annual health and safety report to the Governing Body at the first meeting during the Autumn Term. This is to include any serious accidents that have happened during the last academic year.

The Governors should make an annual report on Health and Safety to parents.
3.18 Risk Assessment
All staff to write necessary risk assessments and update regularly. 

See Risk Assessment Policy.
3.19 Safety Inspections
Mr. Newton to carry out daily visual safety inspections whilst carrying out daily duties. 

Annual “Safety Audit” to be carried out by County.

3.20
Security
All visitors must report to the main reception in whichever building they are visiting.  They must sign in and be issued with a school badge, to be worn and visible at all time. If a visitor needs to go into the other school building, they must sign in at that Reception too. Visitors must sign out and return badges before they leave the premises.
If a person is seen around school without a visible school badge, it is the responsibility of all staff to stop and question that person as to why they are on the premises. That person then needs to be escorted to the nearest Reception office so that they can get a badge or be escorted off the premises. Any incidences to be reported to the Headteacher.
3.21
No Smoking Policy

The school building and grounds adopt a strict no smoking policy. Signs are clearly displayed at the main school gates. This applies at all times even when the school premises are used out of school hours. 

3.22
Swimming

Children who have not yet been toilet trained or who have a toileting problem are required to wear appropriate swimwear. 
If a child has sickness and diarrhoea they must not swim for the following 2 weeks.

4.
REVIEW
4.1 The Headteacher and Staff will review this policy according to our Policy Review Programme and present any suggested amendments to the Governors for their discussion at their first meeting in the following term.

APPENDIX

LA HEALTH AND SAFETY CO-ORDINATOR
Mrs Christine Birch
HEADTEACHER




Mrs Val Weddell-Hall
CHAIR OF GOVERNORS



Mr Lee Wright
SCHOOL SAFETY COMMITTEE
1. HEALTH AND SAFETY GOVERNOR

?????????????
2. SCHOOL SAFETY OFFICERS


Mrs Sarah Smith and Mrs Stacey Falconer
2. CARETAKER




Mr Tim Newton
3. ASSISTANT CARETAKER


Mr Steve Hooper

4. P.E. CO-ORDINATORS



Miss Emma Running and Mrs Annie Bird
5. SCIENCE CO-ORDINATOR


Mr Graham Shaw
6. TECHNOLOGY CO-ORDINATOR

Mrs Claire Didlick
7. NAMED FIRST AIDERS



Mrs Sarah Phillips and Mrs Katie Roberts
Dear Governors,

Everything in white needs to be in the policy and has been checked against the WCC health and safety folder.
Everything in yellow, I’m unsure of.

I don’t know what the ‘Handbook of Safety Information’ is but it is also mentioned in the WCC health and safety folder.

We need to appoint a H & S Governor.

New ‘No smoking’ signs have been purchased and Tim is in the process of putting them up.
The chemical cupboards are not locked but Tim is in the process of fitting them.
Thank you 

Sarah Smith
Final Health & Safety policy given to the governors
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