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POLICY FOR

HEALTH AND SAFETY
The Oval Primary School

Policy for Health and Safety

Aims

· To establish and maintain a safety and healthy environment throughout the school.

· To establish and maintain safe working procedures among staff and pupils.

· To ensure the provision of sufficient information, instruction and supervision to enable all people working on site and pupils to avoid hazards and contribute positively to their own safety and health at work and to ensure that they have access to health and safety training as and when provided.

· To maintain safe access and egress from the building and site.

· To provide effective procedures for use in the event of fire or any other emergency and for the evacuation of the premises.

· To provide procedures to be followed in case of accident.

Organisation and Responsibilities

Governing Body

Governors are responsible for the strategic overview of health and safety including that of ensuring full implementation of the school’s health and safety at work policy.  This will be achieved by monitoring performance against specifically determined targets.

The Governors consider the best means of driving and continuously developing this policy, thus providing effective management of health and safety, is to establish a safety group.  The role of the group will be to act as a communication link between the Governing Body, headteacher, trade union appointed safety representatives and members of staff generally.  Its terms of reference are to:

· identify and develop practicable arrangements for health and safety

· develop strategies / arrangements to actively monitor their enforcement

· identify opportunities for further improvement to safety arrangements

· carry out a review of the policy and its arrangements annually and recommend necessary improvements on general strategic matters of health and safety

· draft a brief status report to the full Governing Body each year

· bring any matter of concern relating to health and safety, that cannot be resolved through the school’s management structures or by the headteacher, to the immediate attention of the Chair of Governors

Members of the group shall include the following:

Rachel Chahal:
Headteacher

Clive Murphy:

BSS

Clare Dovey:

) staff members of

Claire Rughoobeer:
) Health and Safety Group
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Each group member will be confirmed annually by their respective bodies as appropriate and endorsed by a full Governing Body at its AGM.  The group will meet every half-term or at least each term and more often at the request of two group members, the headteacher or the Governing Body.

School Staff

Members of staff who manage, supervise employees / trainees or are responsible for pupils / members of the public who may be affected by work activities have a particular responsibility for the health and safety of those under their charge.

They will carry out and / or assist in the process of undertaking a suitable assessment of the risks to health and safety arising out of, or in connection with, their undertakings.  The assessments shall be reviewed periodically, following accidents and in the light of improved knowledge or technical change.  This is the principal cornerstone of The Oval Primary School’s health and safety management.

Supervisory staff will instruct those under their control precisely and clearly on their duties with regard to the health and safety of themselves and others and will inspect their designated area of responsibility at periodic intervals.

Teachers

· The safety of pupils in classrooms, other work areas and play areas is the responsibility of teachers.  Teachers are ‘in loco parentis’ and need to exercise a duty of care which involves looking after the safety of pupils in their charge.

· Teachers are expected to:

-
exercise effective supervision of pupils and to know the emergency procedures in respect of fire, bomb scare and first aid and then carry them out

-
know the special safety measures to be adopted in their own special teaching areas and to ensure that they are applied

-
give clear instructions and warnings as often as is necessary

-
follow safe working procedures personally

-
call for protective clothings, guards, special safe working procedures etc where necessary

-
make recommendations to the headteacher eg on safety equipment and on additions or improvements to tools, equipment or machinery which are dangerous or potentially so

Lunchtime Supervisors

· During dinner times the lunchtime supervisors are responsible for the good order and behaviour of the pupils.  Ultimate responsibility for the safety of pupils rests with the headteacher to whom the supervisors are responsible.

· The supervision of pupils is the responsibility of the lunchtime supervisors.  If teachers require pupils for a lunchtime activity they must advise the senior supervisor, Mrs Lynock.

· CHILDREN MUST ON NO ACOUNT BE LEFT UNSUPERVISED IN ANY PART OF THE BUILDING ESPECIALLY CLASSROOMS.

continued . . .

Pupils

Pupils are expected to:

· exercise personal responsibility for the safety of themselves and other children

· observe all the safety rules of the school and in particular the instructions of staff given in an emergency

· use and not wilfully misuse, neglect or interfere with things provided for his / her safety

Visitors

· Regular visitors and other users of the premises eg dinner delivery staff are required to observe the safety rules of the school.

· Parent helpers and students should be made aware of the health and safety arrangements applicable to them by the class teacher to whom they are assigned.

The final level of responsibility for implementing The Oval Primary School’s policy is on each individual member of staff who has a statutory duty to co-operate with the school’s managers and is required to comply with all arrangements considered necessary for healthy, safety and welfare of pupils, themselves and their work colleagues.

Headteacher

The Governors charge the headteacher, Rachel Chahal, with the day-to-day responsibility for implementing and enforcing The Oval Primary School’s health and safety at work policy.  The headteacher will take appropriate steps and make the final decisions on any safety question where matters are unable to be resolved satisfactorily through delegated responsibility arrangements within this policy.  Notwithstanding this, and in the second instance, responsibility of managing the school’s safety is delegated to a senior member of the school management.  They will deputise in the absence of or on behalf of the headteacher and assume the role of The Oval Primary School’s health and safety appointed person / co-ordinator.

Appointed Person and School’s Health and Safety Co-ordinator

Claire Rughoobeer is appointed by the headteacher to assist in the day-to-day implementation of The Oval Primary School’s safety policy.  As appointed person, her role is to ensure that other members of staff are familiar and clear as to their duties and responsibilities under this health and Safety Policy.  They will also be responsible for convening meetings of the safety group, ensuring that minutes are taken and stored in a place accessible to all interested parties.  The appointed person will also provide / arrange assistance and support to relevant staff to ensure that risk assessments are actually carried out.  They will keep up-to-date with safety regulations and, through the safety group, will initiate steps to ensure that arrangements for health and safety at The Oval Primary School conforms to both current regulations and best known practice.

Heads of Department (or Key Stage Co-ordinators)

The nature of the school’s activities can be diverse from an operational point of view and essential activities and priorities will very between departments / key stages.  The heads of department / key stage co-ordinators will be responsible for undertaking / assisting in the risk assessment process in areas and for tasks relating to members of staff, pupils and others in their sphere of operation.

continued . . .

They will inspect their designated areas regularly to identify hazards and raise any concerns with their immediate line manager or the appointed person / safety co-ordinator.  Where necessary, a formal risk assessment process will be undertaken to determine the risk factor and what measures, if any, are needed to either eliminate or adequately control the risk.  Relevant staff will be informed of any findings that shall also be recorded and filed in the school office for audit inspection.

In the event of a hazard presenting a significant risk to anyone in school, steps will be taken immediately to ensure health and safety is assured.  This may require immediate intervention actions such as restricting access to the hazard before reporting the matter to the headteacher or appointed person / safety co-ordinator.  Heads of department / key stage co-ordinators will also assist in the implementation of other safety arrangements as considered necessary to comply with health and safety regulations and codes of practice as may be determined from time to time and approved by the Governing Body / headteacher:

Key Stage 2 Co-ordinator:
Jo Harris / Sheila Scarrott

Key Stage 1 Co-ordinator:
Susan Millington

Early Years Co-ordinator:
Debbie Jukes

Building Services Supervisor

The BSS has a key role to ensure that the school premises is kept clean, secure and maintained in a safe condition.  This is achieved by undertaking tasks as defined in the job description or additional tasks as determined by arrangement with the headteacher.  The BSS is also responsible for the supervision of cleaning staff, materials and any equipment they sue.  He will be responsible for undertaking / assisting in the risk assessment process in matters relating his work and that of members of staff and others in their sphere of operation.

This will include responsibility as first point of call and active liaison with contractors who are on the school premises – ensuring they are aware of and comply with the school’s Health and Safety Policy and its arrangements.

It is expected that particular work undertaken by the BSS will identify quickly areas that threaten the safety of pupils or any members of staff.

The BSS will inspect their designated areas regularly to identify hazards and will raise any concerns with their line manager and / or the safety co-ordinator.  Where necessary a formal risk assessment process will be undertaken to determine the risk factor and what measures, if any, are needed to either eliminate or adequately control the risk.  Relevant staff will be informed of any findings that will also be recorded and filed in the school office for inspection.

In the event of a hazard presenting a significant risk to anyone in school, steps will be taken immediately to ensure health and safety is assured.  This may require immediate intervention actions such as restricting access to the hazard before reporting the matter to the headteacher or health and safety co-ordinator.  The BSS will also assist in the implementation of other safety regulations and codes of practice as may be determined from time to time and approved by the Governing Body / headteacher.
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Arrangements

The responsibility of the school for its pupils begins five minutes before the start of the school day ie 8.50am and ends ten minutes after the end of the school day ie 3.40pm.  Responsibility for the children outside these hours is the parents except when the child is involved in extra-curricular activities.  Details of the finishing times of such activities will be made known to the parents of the children involved.

The Governing Body will ensure that those appointed and charged with responsibility of implementing the school’s health and safety at work policy and its arrangements will be adequately trained to fulfil their duties.  Where specialist knowledge is required, advice will be sought from Education Safety Services who will either advise / assist directly or, where appropriate, identify other competent persons to provide support.

The specific arrangements for managing health and safety within The Oval Primary School are designed to eliminate or adequately control hazards and risks to staff and pupils are as follows:

‘All staff will have access to and, where appropriate, are expected to consult the safety manual for guidance on safety topics.

Risk Assessments and Inspections

These will be initiated and undertaken by all staff who have line management responsibilities such as heads of departments, key stage co-ordinators, BSS and office manager.  Risk assessments will be team driven.

Where necessary the team will be advised and supported by other competent persons.  Assessments will be recorded and findings will be brought to the attention of the headteacher and relevant school staff to ensure awareness of risks and any precautions deemed necessary for health and safety.

Risk assessments will be carried out in accordance with Education Safety Services guidance and relevant statutory provisions that relate to The Oval Primary School activities.  Although certain focused regulations may apply on occasions such as the Control of Asbestos Regulations 1999.  It is expected that the following regulations are likely to be applicable:

· Management of Health, Safety at Work Regulations 1999

· Workplace Health, Safety and Welfare Regulations 1992

· Manual Handling Regulations

· Control of Substances Hazardous to Health Regulations 1999 (COHSE 1999)

· Fire Precautions (Workplace) Regulations 1997

· Provision and Use of Work Equipment Regulations 1998

· Display Screen Equipment Regulations

· Personal Protective Equipment Regulations

· Electricity at Work Regulations

· First Aid Regulations 1981

Further guidance and information on risk assessments or other safety matters can be found in the health and safety manual or by directly contacting Education Safety Services.  The school’s designated Education Safety Officer, Rob Whiskens, can be contacted directly on 0121-303 2303.
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Premises Monitoring

This will be carried out on a continuous basis so that physical hazards are identified as soon as possible.

· Once completed, checklists will be handed to their line manager who will take appropriate action in accordance with their delegated duties to deal with any concerns raised.

· At least one completed checklist covering each of the designated areas will be held in the log in the school office.  Once any matter of concern has been resolved satisfactorily, these particular checklists together with any additional documentation will be retained in a separate file for future audit inspection.

· In the event of a premises related accident, a copy of the most current checklist will be retained along with a copy of the accident A1 and post accident risk assessment for future information.

These arrangements will be closely monitored and checklists inspected each half term by Rachel Chahal, co-ordinator or another member of the safety committee and regular status reports made to the safety group of the Governing Body.

Emergency Evacuation

Procedures will be based on the school’s fire risk assessment and Rachel Chahal and Max Vlahakis will have the responsibility of managing evacuation procedures.  Rachel Chahal and Max Vlahakis will also be responsible for ensuring that the means of escape, fire alarms and fire equipment are fully maintained at all times.  This will include periodic evacuation drills.  All related records will be kept in a log book in the school office.

Fire Procedures

On discovering a fire, sound the alarm at the nearest fire bell.  Leave the building by nearest exit and assemble the children in the playground.  Do not return to the building.  The register will be brought out to you by the secretary.  Take the register and report missing children to the headteacher.  The headteacher will telephone the fire brigade before leaving the building.  In short:

SOUND THE ALARM                                  GET OUT                                  STAY OUT

Staff should acquaint themselves with the alternative routes for evacuating the building.  Staff should familiarise themselves with the location of all fire bells and extinguishers.  Staff must remember that their responsibility is the care of the children not the fighting of the fire.
Fire at Break and Dinner Times

· Staff assemble children in the playground.

· The headteacher will check the school for missing children.
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Hazards

· The width of escape routes should not be reduced by furniture or cupboards.

· Fire doors should be kept closed and NEVER hooked open.

· All fire doors must remain unlocked whilst the building is occupied.

First Aid

Facilities will be provided that at the least comply with the minimum standards required by legislation.  All staff have been trained as first aiders.

First Aid Stations

· There are two in school:

-
in the medical room

-
in the lower kitchen

Each is equipped with basic first aid equipment

· Medi preps should only be used when there is no clean running water ie on trips.  It is the responsibility of the first aider to check these stations and restock items as required.  Dinner staff have access to all first aid stations.

Emergency Accident Procedure

In the event of a serious / potentially serious accident do not move the patient unless there is a greater life threatening danger.  First-aiders will follow danger, response, ABC procedure and summon the necessary assistance.  If staff are unable to deal with the casualty or are uncertain, the first-aider should be summoned immediately.  The patient should be given constant reassurance.

To telephone an ambulance follow the procedure which is posted by all telephones.  A member of staff must remain with the casualty whilst another telephones for the ambulance.  Post an adult by the main entrance on Whittington Oval to guide in the ambulance staff.

Transporting Children in Staff Cars

Occasionally staff may elect to take a child to hospital.  The headteacher will normally do this.  In her absence, the deputy will sanction this.  Staff do not transport children unless they have the appropriate insurance cover.  (This applies to any instance.)  Where a member of staff transports a child to hospital another adult must be in attendance.

Accident Letters

Accidents, injuries and dangerous occurrences will be brought to the attention of the headteacher or deputy at the earliest opportunity with due regard to the severity of the incident.  An investigation will be carried out by the appropriate line manager or other appointed person/s as may be determined to whom such responsibility has been designated.  The headteacher shall in any event be responsible to report and record such incidents in an accident log and complete the accident A1.
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Location of Books and Forms

Yellow accident forms are kept in the secretary’s office filing cabinet under ‘accidents’.  The accident book, home book and a supply of minor accident letters are also kept in the secretary’s office.

Routine Health Checks

The school doctor and nurse will routinely examine the children in school time and they will also have dental checks.  A letter is sent home when this occurs.  In addition, parents are asked to inform us if their child suffers from any condition which may affect his / her progress.

Illness

If a child becomes ill at school, the office is informed who will contact the parents.  If a child has sickness and diarrhoea parents are requested to keep her / him away from school for at least 48 hours after the last bout.

Medicines in School

All staff have a copy of the Birmingham ‘medicines in school’ policy.  We prefer not to give medicine during school hours and it is usually possible for doses to be given at home.  If, however, this is unavoidable the medicine should be left with the headteacher or secretary preferably as a single dose with clearly labelled instructions.

Analgesics

These are not kept in school and are, therefore, not supplied to children or staff.

Recording

All medicines administered should be recorded on the sheet which is kept in the school office.  This includes those administered by a parent coming into school to give the medicine themselves.  If the child suffers later in the day it may be critical information for the hospital.

Giving Food / Drink to Children

As a general rule, staff should not give food or drink to children.  If the class topic involves tasting / preparing and eating food a letter should be sent home describing the nature of the topic and seeking permission for the child to eat / drink the food.  Staff should take care to use non-animal fats and avoid any product which may give offence for cultural or religious reasons.  Similarly school / class visits necessitating food to be given to children should follow the guidance in the school’s ‘visits’ policy.
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Smoking

The Oval Primary School is a no-smoking site.

General Duties of Staff at Work

The Governing Body, headteacher  and other members of the school management team will take steps to remind all members of staff of their duties under the Health and safety at Work etc Act 1974 and to take care of their own safety and that of others.

Staff are required to inform their immediate line manager of any work situation that they consider presents a serious and imminent danger to health and safety or that represents a shortcoming in The Oval Primary School’s arrangements for health and safety.

It is a criminal offence under the Health and Safety at Work Act 1974 to intentionally or recklessly interfere with, or misuse anything, provided for the purposes of health and safety.

Electrical Equipment

The headteacher will ensure that departmental heads, office managers and the BSS are fully aware of relevant guidance set out in the safety manual.  They will also compile and review annually an inventory of all electrical equipment – including electrical extension leads – used or stored in all areas for which they have responsibility:

· the headteacher will make arrangements for all electrical equipment to be tested annually to comply with the Birmingham City Council Policy Guidelines

· all inventory / inspection sheets will be returned to the school office manager

· a member of the safety group will inspect records at least annually to monitor full compliance by all staff

· no member of staff is permitted to introduce personal property such as electrical fires, radios etc onto LEA premises without specific authority of the Headteacher

Equipment and Tools

The headteacher delegates responsibility to the BSS to compile and review annually an inventory of all tools and equipment for which they have responsibility:

· the inventory will identify / specify members of staff authorised to use equipment

· the BSS will make arrangements for all equipment to be inspected on a regular basis appropriate to the nature of the equipment

· all findings will be entered onto an appropriate inventory / inspection sheet by the BSS as appropriate

· all inventory / inspection sheets will be returned to the headteacher

· no member of staff is permitted to introduce personal tools and equipment onto LEA premises without specific authority of the headteacher

· no tools or equipment will be loaned to non-school staff / contractors unless authorised by the headteacher
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Assaults

The procedure in Birmingham LEA’s Health and Safety Manual will be followed.  All assaults will be reported to the headteacher.

Violence and Security

· All reasonable steps will be taken to protect all staff from danger.  The school’s policy on behaviour and discipline remains in force and all attacks on staff whether verbal or physical will be dealt with by the headteacher.

· Staff may initially challenge any person found on the premises whom they believe to be there without good reason.  A polite request to state their business will suffice.

· If the response is unsatisfactory staff should alert another member of staff and get a message to the headteacher so that, if appropriate, the police can be alerted.

· Under no circumstances should staff attempt to remove an intruder by force.

· Security will be regularly monitored following Birmingham LEA’s guidance.  Recommendations will be made to the Governing Body and actions planned to address issues immediately.  The Oval Primary School liaises with community police worker, Kathy Sheehan.

Field Trips

LEA guidance and regulations are strictly adhered to.  Please see LEA policy.

Visitors and Contractors

All visitors and contractors are requested to report to the school office on arrival where they will be asked to sing into the official visitors book which they would then sign out of when they leave the building.  Parents who collect children from school early are asked to collect an authorisation card from the school office where they are also asked to sign out their child in the designated book.  Upon sight of the authorisation card, the teacher will then release the child into the care of the adult.

Parents are asked to complete and return to their child’s teacher a form giving names of adults who they give permission to collect their child at the end of the day.  If a person who is not listed on the contact form comes to collect a child, a phone call is made to the child’s parents to verify this before the child is released to that person.

Accidents, Injuries and Dangerous Occurrences

These will be brought to the attention of the head or deputy at the earliest opportunity with due regard to the severity of the incident.  An investigation will be carried out by the appropriate line manager or other appointed person/s as may be determined to whom such responsibility has been designated.  The head shall, in any event, be responsible to report and record such incidents in an accident log and complete the accident A1.  Once completed, the A1 form will be sent immediately to Education Safety Services who will inform relevant enforcement authorities in compliance with Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 93 (RIDDOR) as appropriate.  Appropriate staff must consult the safety manual for details.
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Accidents, Injuries and Dangerous Occurrences - continued

HSE reportable accidents may also be further investigated by a safety officer from the Education Safety Services.  Any remedial actions recommended will be considered and measures implemented to prevent any re-occurrence.  The safety group will also be asked to consider if changes are necessary to the school’s Health and Safety Policy or its arrangements to prevent any further occurrence.

Manual Handling

· Incorrect handling of loads causes large numbers of injuries resulting in pain, time off work and sometimes permanent disablements.  Manual handling includes lifting of loads, lowering, pushing, pulling, carrying or moving them whether by hand or bodily force.

· Staff should note the following that if a hazardous operation cannot be avoided, stop and consider:

-
the weight involved

-
the shape and size of the load

-
the handling posture

-
the work environment

-
the individual’s capability to complete the task

· This is called a task assessment.  If there is uncertainty do not proceed.  Seek advice from the BSS who is available at certain times of the day to advise on the movement of equipment and is able to organise the movement of loads which are difficult for staff to attempt.

· Children should not be allowed to move equipment from the stock cupboard without adult supervision.  Older children may assist a member of staff to move the TV trolley.

· A task assessment should be done before asking a child to help.  Children should be reminded of safety procedures and shown how to lift and carry.  Staff are reminded to give due consideration to the age and physical capabilities of the child before asking for her/his help.

Highly Flammable Liquids and Petrol

These substances should not be stored on the premises.

Chemicals used for Cleaning Purposes

· Such cleaning materials as would constitute a hazard should be kept under lock and key.

· Cleaning materials should not be left lying around when in use by the cleaning staff.

Stepladders

· Under no circumstances should staff or pupils use substitutes for stepladders.

· Aluminium steps are to be used.

· Steps should be at right angles to the work with the stays being fully extended and locked down.

· Any steps used for access to electrical fittings should have insulated rubber feet.

· Stepladders should only be used on a firm and solid surface.
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Hygiene Precautions

· All staff and pupils are encouraged to maintain a high standard of personal hygiene.  Soap, warm water and paper towels are available in all wash areas.

· When dealing with bleeding or other body fluid spillage use disposable gloves (kept in the office).  The area must be cordoned off until the spillage has been cleared.

· Contaminated towels and gloves must be treated as infected waste.  Hands should be thoroughly washed after cleaning up of body fluids.

· Toilets are cleaned twice a day.

Protective Clothing and Equipment (PPE)

Any provided must be used / worn by members of staff in accordance with school policies.  Records will be kept and signatures to show when and to whom PPE has been issued.  All members of staff will be given relevant instructions on the correct use and storage of PPE.

Vehicle and Pedestrian Access

A risk assessment at The Oval Primary School has been undertaken.  Highways Department and the police have been invited to advise us.  A replan of the main entrance will be considered to reduce congestion.  A car park at the side of the school to remove vehicles from the front of school opened in spring / summer 2001.

Policy Review

This will be undertaken annually.  Should any changes be made to conditions or designated staff with responsibilities this policy will be amended immediately and updated as necessary.  Such changes will be brought to the attention of staff by the headteacher at the earliest possible opportunity.

Review of Procedures

· From time to time it will be necessary to review this policy.

· It is the duty of staff to notify the headteacher of:

-
any health and safety matter referred to in this document which needs to be amended

-
any matter which has been omitted and which they consider should be included
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Governors Curriculum Statement

Job Description

Policy

Family Tree

Roles and Responsibilities
The Oval Primary School

General Governors Statement

The headteacher and governors of The Oval Primary School recognise that, on behalf of the employer – the LEA - they have overall responsibility for the implementation of the health and safety policy.

The governors, headteacher and health and safety co-ordinator and subsequently all staff have responsibility for the health and safety of the children in their care under all curriculum and non-curriculum areas taught.

This responsibility extends to visitors, parents and, in fact, all adults on the school site (see family tree).

The governors will ensure that the health and safety co-ordinator keeps them informed of safe working practises which are to be drawn up, implemented and maintained.

The Oval Primary School recognises the importance of health, safety and welfare in the successful operation of its activities and believes that the active participation of all members of staff is essential to maintain the highest practical standards of accident prevention.

All The Oval Primary School activities will be conducted with due regard to all statutory requirements (including risk assessments) with appropriate safeguards being instituted to minimise the risk to the health and safety of our employees, pupils and all others who may be affected by our activities and operations.

These aims will be achieved as far as is reasonably practicable within the framework of the school’s organisational structure and in accordance with The Oval Primary School’s health and safety policy detailed herein.

This policy will be brought to the attention of all employees and will be subject to review and revision as necessary.
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The Oval Primary School

Job Description for Mrs R L Chahal

Role of Health and Safety Co-ordinator

· To ensure statutory responsibility for health and safety is carried out.

· To adopt and ensure the implementation of the recommended health and safety policy in The Oval Primary School.

· To ensure that all staff are aware of the policy.

· To monitor the implementation of the policy through a termly report on safety and security issues and report to the headteacher.

· To work with health and safety governor to prepare a statement on health and safety for the governing body.

· To implement the policy.

· To periodically review existing security and safety arrangements against the policy, make changes as necessary and report to health and safety governor regularly.

· To ensure an assessment of risk is carried out on all educational visits by staff involved in and leading the party.

· To ensure senior staff conduct a health and safety audit to inform practises within their classroom twice yearly.

· To work with children on their roles in contributing to theirs and others safety in school.

· To ensure that all security arrangements are consistent with fire safety requirements.  Ensure a termly evacuation procedure is undertaken and inform headteacher of issues arising.

· To liaise with the site manager, delegated governor and deputy headteacher on issues for improving security and safety.
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The Oval Primary School

All Policies Which Feed Into Health And Safety

· Accidents in school procedure

· All curriculum policies eg:

-
design and technology

-
art

-
physical education

· Cascades – working practices

· Child protection

· Contractors

· Drugs education

· Educational visits

· Fire evacuation

· First aid

· Health education

· Medicines in school

· Pupil / staff records

· Risk assessments

· School discipline

· Sex education

· SMCS and equal opportunities
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The Oval Primary School

Family Tree

LEA
Governing Body

       Headteacher and

    Senior Management

       Health and Safety Co-ordinator


      Site Manager



School Secretary

All Staff



Teaching Staff

Non-Teaching Staff

Kitchen Staff
Contractor
Cleaners




Others



Pupils

Parents and Visitors
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The Oval Primary School

Family Tree Explained

Role of LEA

· Delegated enactment of health and safety policy to headteacher.

Role of Governing Body

· Provide a health and safety statement.

· Appoint a health and safety governor.

· Delegate health and safety policy into practice to headteacher and to health and safety committee members in school.

Role of Headteacher

· Appoint a health and safety committee.

· Liaise with site manager on all issues of site security and safety.

· Have responsibility for day-to-day maintenance of safe working practices and conditions for any persons using premises and engaged in activities planned by school.

· Delegate responsibility as described in health and safety committee.

Role of Co-ordinator

· Write the health and safety policy in conjunction with the LEA.

· Twice yearly audit of school site safety.

· Termly evacuation procedure implemented.

· Report to governing body on all issues of health and safety liaising with appointed governor.

· Ensure risk assessment is undertaken prior to planned educational visits.

· Liaise with all staff on health and safety requirements / practices to ensure all staff awareness.

Role of Site Manager

· Ensure site security and report issues to headteacher.

· Have overall responsibility for contractors and cleaning staff.

· Monitor premises and building daily for safety.

· Termly site inspection with health and safety co-ordinator.

· Responsible for access to site after school hours.
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Role of all Staff (Teaching, Non-Teaching and Kitchen Staff)

· Take reasonable care for own health and safety and other people who might be effected by their acts.

· Be familiar with health and safety aspect of their work (see health and safety policy is adopted).

· Carry out daily visual check for a safe working environment.

· Carry out twice yearly room safety audit.

· Carry out risk assessments on educational visits prior to visit with guidance from health and safety co-ordinator.

· Ensure the health and safety of all children and adults working to their direction.

· Ensure health and safety concerns are reported to the next person above them on the hierarchical family tree.

Role of School Secretary

· Responsible for site access during the day.

· Log in all visitors and implement The Oval Primary School’s security system for visitors.

Role of Parents and Visitors

· To participate in role of school in wider community and report any concerns to deputy Headteacher or headteacher to be dealt with.

· To ensure pupils arrive at school safely and in a fit condition to work.

· To be aware of their own health and safety and those who might be also affected by their actions eg:

-
parents smoking on site

-
prams on site

-
bringing large dogs into school yard

· All visitors must report to the school secretary on arrival to state business and to book in.

Role of Pupils

· To conduct themselves with regard to their own health and safety and those of others around them, be it:

-
parents

-
other pupils

-
other adults

-
visitors

· To have an awareness of wider implications of health and safety in school and in the local environment.

Role of Contractors / Cleaners

· Required to report to site manager on arrival and sign in.

· Follow own health and safety policy procedures as set out in LEA and company guidance.

q:healthsafetypolicy






