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HEALTH & SAFTEY POLICY DOCUMENT- 

Statement of Intent-Local Authority Policy

It is the responsibility of the Local Authority (LA) and School Governors to ensure all schools maintain high health and safety standards in order to protect members of staff, visitors or others who may be affected by school activities. Pendoylan Church in Wales Primary School operates within the overall health and safety policy of the LA ( Refer to LA Website), which specifies required standards of health and safety. 

The Governors and Headteacher of Pendoylan Church in Wales Primary School  recognise and accept their responsibility for ensuring, so far as is reasonably practicable, the health, safety and welfare at work of all employees, pupils and other persons who may be affected by any of the school’s activities.

The Governors’ and Headteacher’s prime objective is to achieve and maintain a high standard of health, safety and welfare throughout the school and to ensure its activities are conducted in a safe manner.   We will ensure that the school complies with the requirements of the Health and Safety at Work etc Act 1974 and associated legislation.

The main school objectives are to:

· operate within the health and safety structure and framework laid down by the Local Authority (LA);

· ensure senior staff develop and maintain a culture within the school supportive of health and safety;

· establish an effective safety management structure and arrangements; 

· ensure a systematic approach to the assessment and control of risks;

· ensure employees are competent in the work that they are doing;

· ensure employees actively participate in identifying hazards;

· monitor work practices and regularly review safety management systems.

The Governors and Headteacher will commit suitable resources (human, time and financial) to the achievement of these objectives. We will seek competent advice from the LA’s Health and Safety Team, Premises and Facilities staff and others as required.

Every employee is responsible for his/her own health and safety, as well as that of colleagues, pupils, and others. Employees must co-operate with the Headteacher and Governors to achieve these objectives.

The important contribution that employees and their representatives can make in improving health and safety is recognised and encouraged.   This policy will be brought to the attention of, and/or issued to, all members of staff.

This health and safety policy will be reviewed on an annual basis by the Chair of the Governing Body and the Headteacher.
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Signed  Headteacher

Signed Chair of Governors-

Date ……Summer 2020                                Review Date –Summer 2022
Introduction
This document reflects the values and philosophy of Pendoylan Church in Wales Primary School in relation to Health and Safety.  
Our policy is to provide and maintain safe and healthy working conditions for our pupils, our staff, Governors, Friends and all other stakeholders or visitors to Pendoylan Church in Wales Primary School.

We also accept our responsibility for the health and safety of other people who may be affected by our activities.

The allocation of duties for safety matters and the arrangements which we make to implement the policy are detailed in this document.

The Policy will be reviewed and amended as necessary as personnel change and new areas of care are found to be necessary.

Areas of Responsibility
The Head Teacher of Pendoylan Church in Wales School acknowledges that they are responsible for the day to day Health and Safety Management of the School.  The responsibility includes ensuring all staff are aware of the applicable health and safety rules and procedures.
The Head teacher has the Responsibility:
· To develop a health and safety culture throughout the school 

· To ensure their own health and safety as well as the health and safety of the staff, pupils and anybody else who might be affected by the schools undertakings

· To ensure that all relevant health and safety information and training is disseminated to relevant parties i.e. staff, Friends (PTA)

· To ensure that health and safety is an agenda item at staff meetings.

· To ensure there is adequate supervision of the pupils

· To ensure any contractors who work on the school site provide a suitable and sufficient risk assessment (s), method statements for the work they will be undertaking and are adequately monitored where required by the school

· To take day to day operational decisions 

· To ensure staff are aware of their responsibilities 

· To update governors 

· To draw up health and safety procedures 

· To monitor effectiveness of procedures
The Deputy Head Teacher has the Responsibility:
· To liaise with the head teacher on a regular basis regarding health and safety

· To take over the responsibilities of the Head Teacher in their absence
All Staff/Employees have the Responsibility:

· To support the implementation of health and safety arrangements 

· To take reasonable care of themselves and others who may be affected by their actions
· To ensure as far as is reasonably practicable that their classroom or 

work area is safe 

· To report shortcomings to the school office so they can be recorded 

in the Site Maintenance Record Book.
· To cooperate with the the school and the LA to enable them to fulfill their legal duties.
The Governing Body has the Responsibility :

· To ensure a sub committee is appointed to manage health and safety issue in the school.  

· It should meet in line with statutory requirements and should report back to the Head Teacher any areas of concern.

· To arrange a health and safety inspection of the school on an annual basis.

· To review the school’s health and safety policy on an annual basis and present to the school governing body for approval.

The Teachers and Learning Support Assistants (LSA’s) have a responsibility:

· To report any health and safety concerns to the head or deputy head.

· To check and use any access equipment (e.g. step ladders) provided when working at height (e.g. wall displays)
· To ensure all significant and sufficient risks are managed in the lesson through the lesson plan and complete a suitable and sufficient risk assessment (s) for school trips (in line with the LA and Evolve)

· To report any incidents and/or accidents of pupils or staff to the head teacher.

· To be aware of fire risk and to ensure the pupils are familiar with the emergency evacuation procedure.

The School Caretaker has the responsibility:
· To keep the caretakers store room/area tidy and ensure that any hazardous substances are appropriately stored. 

· To report any health and safety concerns to the Head Teacher

· The check and use appropriate access equipment (e.g. steps, trolleys for heavy lifting etc.).
· To test the fire alarm on a regular basis (i.e. once per week and keep a record in the fire log book)

· To test the emergency lighting on a regular basis i.e. monthly and keep a record in the fire log book.
· To carry out the weekly running/purging of taps and monthly water temperature recordings in line with the LA legionella guidlines
· To undertake a weekly and half termly written school maintenance check and report any concerns to the head teacher.
External Area of School Premises
Approach:  The main gates are to be kept clear to allow full opening of gates to enable ready access to any emergency vehicles. School Gates are to be kept closed and locked from 9.00am. The front reception pedestrian gate will be open until 9.30 to allow late comer/ parental access and re-opened at 2.50 for Nursey parents. All gates are locked with a key code padlock to ensure visitors use the front entrance. Whilst on the premises, the caretaker has the main responsibility for ensuring gates are kept shut. At other times all staff will be asked to be vigilant and adhere to the policy.

Any vehicle parking on the yellow lines outside the school gates will be reported to the police. Our local PCSO works alongside our Junior Road Safety officers to highlight issues for parents in an attempt to eradicate parking on zig zag lines.

Yard:  Any objects such as skips, bins etc. must be stored on the periphery of the yard.

Assembly Areas:  Staff should be aware of the emergency assembly points in the Junior playground.

Yard Maintenance:  Paving slabs, concrete areas and tarmac area to be in good repair.  Steps should be unbroken and not worn unevenly.  Grids should be clear.  Downpipes unbroken and secured to the wall.  Roof guttering to be secure as far as visible checks will allow.

Entrance and Exits:  Building entrance door should open outwards and not jam in any position.  Any steps must be well maintained.

All corridors and foyers to entrance and exits must always be well lit and not obstructed.

Exits must never be obstructed.

Drains:  All drains must be cleaned regularly, to allow water to flow away freely.  Any blockages are to be reported to the headteacher immediately.

Internal Areas of School Premises
Outdoor ‘Corridor’:  Children should walk at all times, using the left-hand rule of travel, this rule should apply at all times, and emphasised by all staff. Remind the children that they must not run when moving around the school premises.

Doors:  Any defective doors must be corrected immediately.  Cracked or broken glass is to be replaced as a matter of urgency.  Door handles must be secure and in good working order.  Doors should swing freely when unrestrained. Any doors which are self closing should have finger trapping guards applied.

Carpets and Mats:  Carpets must be secure all around by proper metal edging.  Damaged sections be repaired or replaced as a matter of urgency.

Windows:  Broken or cracked glass is to be replaced.  Window operating cords or levers are to be in free working order.  Windows meant to be opened or closed to be in condition to do so.

Pin Boards:  These must be at the recommended height for safety when displaying work.  If reaching above hand height is required, a stepladder or ‘elephant step’ equipment must be used.  Standing on chairs, tables etc. is dangerous and must not be used under any circumstances.
Heating:  Regular checks must be made on all electric storage heaters to ensure they are working properly, and present no danger to anyone in the school.  Any faults must be reported for urgent repair.

No material, which is liable to ignite, is to be placed on the heaters.  Extremes of temperature are to be reported to the headteacher immediately, and then the necessary agencies notified to get the system working properly again.

Lighting:  All lights should work and any defective tubing or bulbs changed immediately.

Broken diffusers are to be replaced.  Light switches to be free of cracks and positive in action.

Defective strip lighting to be changed immediately.

Power Points: Sockets if broken or cracked are to be replaced by an electrician.  Reported heat at a socket to be treated as urgent, and not to be used until corrected by an electrician.  Amp ratings are to be marked on each socket at each inspection by an electrician.

Electric Plugs:  Any loose wires sighted at cable entrance to a plug means that plug is not to be used until corrected.  Cables must be anchored by the cord grip inside the plug.

Reports of heat inside a cable, plug or socket calls for immediate shut down of apparatus and removal of the plug and no further use until checked by an electrician.

Each plug is to have the correct fuse fitted, according to what equipment it is serving.

Room Sinks:  These are to be cleaned on a regular basis.  Overfill exits to be clear.  No solids allowed to block the drain hole.  Care is to be taken when detergents are being used.  These must all be recommended and user friendly.  No detergents are to be stored within the reach of children.

Toilets:  These are to be well ventilated.  The hot and cold taps are to be marked and give a good flow.  The hot tap is to deliver water at a safe temperature.  Sinks are not to be cracked or chipped and securely fixed.  Floors are to be without cracks or broken sections.  Pedestal units and seats in good repair, no cracked or broken porcelain.  Flushes to work properly and refill quickly.

Gents type units to have an automatic flush in working order.  No rubbish is to be allowed to build up around the drain.

Apparatus:  All apparatus, if electrical should be fitted with the correct fuse, decided by an electrician.  Only staff are to put plugs into sockets and the switching on and off of equipment is to be carried out by staff.

If a fire erupts in a piece of electrical equipment, like a television or video recorder the following instructions are to be followed.

· Switch off 

· Pull the plug out

· Remove all pupils from the room, because any smoke from the fire will be very poisonous, due to the burning insulation and varnishes in the unit.

· DO NOT use water type extinguishers on ANY electrical fire.

· A co2 gun extinguisher, which covers the unit in a carbon dioxide gas and will not harm anyone is to be used.  A co2 gun extinguisher is available in the dining area and the utility/kitchen area.  There is also a fire blanket available in the kitchen/utility area where there is an electric cooker in place.

· Call out the fire brigade.

Control of Substances Hazardous to Health

It is recognised that there is a need for risk assessments to be carried out on all substances used at school which could be hazardous to health. The school will provide the necessary information on the correct use, storage, emergency procedures and any additional protective equipment to be used, along with any other findings from the risk assessment, to the relevant persons prior to the product being used. 

An inventory of chemicals will be kept and updated on a regular basis. COSHH risk assessments will be conducted and the outcome will be shared with relevant staff. Any new substances which are proposed to be used on the premises will first need to be approved by the Headteacher prior to use and storage. 

Asbestos Management

In order to manage the risk from asbestos, the LA has undertaken a survey of the school, where it has identified that there are no longer any Asbestos Containing Materials(ACMs) on the school site. As a result, the LA Compliance Department has now removed the asbestos register.
Legionella Management

In order to manage the risks posed by legionella bacteria ‘J & D Water’ has undertaken Legionella risk assessments of the water systems within the school and developed a site specific Legionella Risk Assessment / Site Log Book. The log book is kept in the admin office. It is the responsibility of the Caretaker to keep the log book updated and readily available and to ensure  monthly temperature monitoring and weekly flushing of low use water outlets as specified within the log book is carried out. The Headteacher will ensure that any faults or non-compliances with the required temperatures will be addressed. The School Business Manager will check all systems are being kept up to date on a quarterly basis.
Manual Handling

The school will complete risk assessments for all tasks or processes carried out by staff which involve hazardous manual handling operations and will ensure that any necessary controls identified are implemented. Staff who carry out regular manual handling tasks are encouraged to rotate these tasks. Where it is determined by a risk assessment that lifting or moving aids are required to be used to carry out a task, the school will make this equipment available to staff. All users of this equipment will be given the required information and training before use to ensure they are competent.

All equipment used to aid staff with the lifting or moving of equipment will be checked and maintained to ensure that it remains fit for purpose. Any defective equipment will be taken out of use and be repaired or replaced as necessary.

Employee Accidents
Any accidents to an employee resulting in a fatal or major injury must be reported to the H&S department of the LA immediately by telephone.  The details must be confirmed on Form HS5(A) within 5 days.

If the accident does not result in a fatal or major injury, but the employee is incapacitated from their normal work for more than three days (excluding the day of the accident) there is no need to telephone, but Form HS5(A) must be completed and sent to the LA within five days of the accident.

Pupil Accidents
Fatal and major injuries to pupils on the school premises, during school hours must be reported in the same way as those of employees.  However, injuries during play activities in playgrounds, arising from collisions, slips and falls are not reportable unless they are attributable to;

· The condition of the premises (for example, potholes, ice, damaged or worn steps etc.)

· Plant or equipment on the school premises.

· The lack of proper supervision.

· Fatal and major injuries to school pupils occurring on school sponsored or controlled activities off the school site (such as field trips, sporting events, holidays in the U.K).  These must be reported if the accident arose out of, or in connection with these activities.

Accidents
Accidents fall into four categories:

1. Fatal

2. Major injury

3. To employees resulting in more than three working days consecutive absence.

4. Other accidents.

Accidents in the first two categories should be reported immediately to;

· The Health and Safety Executive.

· The accident should be reported immediately, and then confirmed in writing on the relevant form.  Find a copy of the form for reporting such injuries and notes on filling the form in are in the appendix.

Reportable Major Injuries include- (Full list given in ‘A guide to reporting Injuries, Diseases and Dangerous Occurrences Regulations 1995’ -RIDDOR and the corresponding HSE publication.) 

Fracture of the skull, spine or pelvis.

Fracture of any bones in the arm other than a bone in the wrist or hand.

Fracture of any bones in the leg other than a bone in the ankle or foot.

Amputation of hand or foot.

The loss of sight of an eye.

Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent.

Any other injury which results in the person being admitted to hospital as an inpatient for more than 24 hours, unless that person is detained only for observation.

Other Accidents
Always fill in the accident book for minor injuries (including all bumps and grazes, but not minor cuts and grazes).

If a child has a bump on the head you must contact the parent/guardian.  

Fill in the accident form, copies of which are kept in the staff room, if the parent has to be sent for to take the child to the family doctor or to the hospital for further treatment.  The form must be signed by the headteacher or deputy headteacher.

The Vale of Glamorgan Health and Safety Team should be contacted for advice and guidance as necessary.
The School Business Manager has the Responsibility:

· To ensure all visitors sign the visitor’s book on arrival

· To ensure all contractors are made aware of the emergency evacuation procedure prior to maintenance/building work commencing.

· To ensure that contractors have been made aware of any significant risks on site.

· To monitor all health and safety records which are stored in the School Office.

· To arrange annual compliance testing and keep all compliance records/certificates up-to date. To liaise with the LA Compliance department as required.
All Lunchtime Supervisors have the Responsibility:

· To adequately supervise pupils in their lunch break.

· To report and record all accidents/incidents to the head teacher or Deputy Head Teacher without delay.

· To report any health and safety concerns to the head teacher or deputy head teacher without delay.

Pupils are expected to:

· Exercise personal responsibility for the safety of themselves and other pupils where possible.

· Follow all the safety rules of the school and in particular the instructions of teaching staff given in an emergency.

Visitors:

All visitors should report to the school secretary on arrival at the school via the intercom system. Visitors are required to sign in and out of the visitor book.  Parents helping in the school are required to sign in and out of the building.
Induction and Training

Each new member of staff will be made aware of the school’s Health and Safety Policy and will be instructed in the school’s fire, first aid and accident reporting procedures.

Health and Safety training will form part of INSET days, this will include risk assessment training. There will be an opportunity to report and Health and Safety issues at every staff meeting.
Risk Assessments and Procedures

The risk assessments with supporting procedures (where applicable) are to be carried out by key members of staff on all significant risks in the school.  They will be reviewed on a regular basis or as and when necessary.  Risk assessments for educational visits will be carried out in line with EVOLVE Guidance.  The school’s EVOLVE coordinator receives regular training from the LA when required to ensure that risk assessments are completed in line with regulations.

Smoking

· Smoking is not permitted anywhere on the school site.

· Staff are not allowed to leave the premises at morning or afternoon break to smoke, unless permission from the Head Teacher is given. 

· School gates must be closed behind them if staff leave the premises during the day

· Smoking is not allowed anywhere within the buildings or the grounds of our school 24 hours a day, 7 days a week.

· Smoking is not permitted in any commercial vehicle transporting 

pupils or staff on journeys to or from out of school events.

· Anyone smoking on school premises will be reminded of the school  

policy and if they refuse to comply will be asked to leave the premises.

 

Curriculum - Use of Resources

We follow the county guidelines with regard to Science, ICT, Technology,  

Art and PE.  A copy of each is kept in the school office and also with the 
subject manager who is responsible for disseminating the information to the staff   and pupils.

In addition the following have higher risk aspects:

· Science reference should be made to the 'Safety in Science' 

document
· Art reference should be made to the 'Safety in Art' document; 

· Technology reference should be made to 'Make it Safe - Safety Guidance for the Teaching of Design and Technology at Foundation Phase and 2' document. 

PE Clothing

· All children will change into suitable clothing for the activity in which they will participate.
· Teachers should, where possible, change into appropriate clothing for outdoor games.  This sets a good example to children and allows a greater degree of maneuverability for demonstrating skills and accessibility to a child should an accident occur.
· Long hair should be tied back in all cookery and PE activities.

Jewellery

· The wearing of jewellery is not permitted.  If ears are pierced, studs only     may be worn.  A watch may be worn if it is named and not of any great value but must be removed for PE.
· It is advisable to collect all such items prior to the lesson and store
 safely.  
Lifting and Moving

· Each child should be taught how to lift and move equipment


appropriately. Techniques should be revised at least each year with 

your new class.
· Children should be stationed at the corners of each piece of 

equipment.
· Children are not permitted to access external storage facilities 

without a member of staff or designated adult being present. 
· Sensible precautions should be taken to prevent accidents at all times.
School Building Access

· In order to improve safety for everyone in school, measure have been taken to restrict access into the school building.
· Children may use the main pedestrian access at the beginning of the day under adult supervision.  
· The vehicular access to the staff car park should not be used by parents and children

· All visitors must report to the school office and sign the visitor's book 
where they will be issued with a visitor's badge. 
· All visitors must sign out when leaving the school building.

· Any adults on site who do not work in the school and who are not 
wearing a visitors badge must be reported to the school office.

· The main entrance is locked, allowing access on request from the 

School office, via an intercom.
Vehicles
· Parents are requested not to bring their cars onto the school site.

· Parents collecting children who are injured or unwell should park on the road outside the school
· Parents and visitors should adhere to road markings and traffic restrictions

· Wherever possible deliveries should be made once the children are safely in the building between 9 and 3.30pm or before 8.30am or after 

3.45pm.

· Other trade vehicles should park safely and not block doorways, disabled     parking or delivery areas.

· Parents and teachers can transport children if they have appropriate insurance and have completed a liability Evolve form including the assurance that appropriate child seats are available for those requiring them.

Contractors and Visitors
· Any visitor or service personnel, legitimately on the premises are in our care as far as our activities affect them.

· Some contractors and service people will be aware of the risks that children can generate through sheer exuberance in their play around tools and equipment, such as scaffolding, wheelbarrows, cement mixers, generators etc.  Every contractor must be reminded before starting any contract of such responsibilities, and a letter will be provided outlining the necessary safety regulations and school protocol. They will also be given the School Asbestos File for additional safety information.

· No contractors vehicles will be allowed access to the school area between 8.30 a.m. and 3.40 p.m., unless specific arrangements have been made with the headteacher.  Any infringement of these regulations must be reported to the headteacher immediately.
· Contractors must always ensure that the children are separated from equipment and the area to be worked in, by adequate provision of necessary barriers.  Work must be suspended for the duration of play/lunch times and the location of work being undertaken is supervised by the contractor.

· Visitors should always be accompanied to the person they have come to see, and then escorted from the building at the end of their visit.  This ensures that all people are accounted for in the event of an emergency.
Lone Working Procedure (see also Lone Worker policy)

Whilst all staff should avoid being alone in a classroom with a pupil, this section applies to staff who, for whatever reason, are working alone on the School premises
· All staff should avoid lone working wherever possible by arranging for a colleague to also be on site.

· Where lone working is unavoidable staff should ensure that all outside doors are locked and are advised to close curtains/blinds when it is 

dark.

· Fire doors must be unlocked when staff are working on the premises, e.g. out of school hours.

· Anyone lone working on a regular basis should be equipped with a 
personal mobile phone.

· When two or more people work late they should try to leave the 
building together.

· Cars should be parked as close to the access doors as possible.

· Where possible staff should let someone know if they will not be home at their usual time and what time they can be expected.
Key Holder Procedure Safety during Call Outs

· Key holders on call out should be mindful of their own safety. The LA provide a key holder/ alarm call-out service for the school.
· If the police have left the premises a key holder can contact the police and request that they return before entering the building.

· Before leaving the key holder should ensure that the school is secure 
and the alarm re-set.

· If any member of staff is onsite and is concerned about people on or 
about the site they should telephone the police on 999 if concerned

about their own or the school's well being.

Fire Safety (see Emergency procedures policy)

· The school will provide a safe and healthy working environment with

 respect to fire safety. 

· The Fire Policy Statement is detailed within the file. Evacuation details are also detailed.
· Pupils partake in a Fire Drill at least once per term. This will be planned and carried out by the head teacher or deputy head teacher.

· The fire alarm system is tested weekly by the school caretaker and inspected by a qualified person once every six months.

· Fire extinguishers are maintained and inspected on a yearly basis.

· All records of fire drills are kept in the school office and recorded on the Smartlog system
· Alarm testing is recorded by the School Caretaker in the fire log book.

· Each classroom will have a visible “fire drill notice” including the fire escape route.

· The Facilities Management and Health and Safety Committee will monitor that these drills take place.

· The LA is responsible for reviewing the schools fire risk assessment.
Supervision of Children

School Hours

Please refer to the ‘Start and End of Day’ Protocol to ensure that pupils are supervised at all times whilst on the school site and when received from and taken to school buses at the beginning and end of the school day.
School Bus Supervision

· A member of staff supervises pupils arriving by bus into the school yard.

· School Administration Officer has lists of pupils using school transport.
· Pupils are gathered in the School Hall and lined up for different buses( see protocol).

· Member of staff takes the pupils to the bus.
· It is the responsibility of the bus company to chaperone the children from this point.

· If a parent or guardian fails to collect a child, the bus company contact the school and, where necessary, returns the child to the school.  The bus company is responsible for safeguarding pupils and communicating with parents and guardians whilst pupils are in their care. The school does however work closely with the bus company to facilitate communication.








Office Hours

The school office is open during school hours from 8.50am to 3.30pm

Outside this time the school may be contacted by telephone or e mail and 
the school will endeavour to respond during the next working day. 

Supervisory Duties- Break times
At break times two member of staff are on duty in each yard.  Staff should collect their classes from the playground when the bell is               rung.

All members of staff are responsible for making sure that their classroom is 
clear of children at morning and afternoon break and at lunchtime.

All staff should meet their children in the playground when they arrive at     9.00 am and at the end of breaks during the day. Staff on rota will supervise yards at 8.50 prior to children being collected by other staff at 9.00.
The rota for duties is on the staff room notice board.

Lunch-time Supervision
The Head teacher is responsible for the organisation and management of 
lunch times.The Head teacher and Deputy Head teacher also provide support at 
lunchtime.

All lunchtime supervisors have a responsibility:
· To adequately supervise children in their lunch breaks

· To report and record all accidents/incidents to the head teacher or deputy head teacher without delay.

· To report any Health and Safety concerns to the head teacher or deputy head teacher.

All visiting peripatetic teachers must sign in and out when visiting the school 
They must notify Head Teacher if lessons are running during lunchtime and 
must supervise children in and out of the school building during lunch break.

No child will be permitted to leave school at breaktime or lunchtime without permission from the Head Teacher.
First Aid at Work
School Staff are expected to take reasonable action, as responsible adults to deal with injuries etc that children sustain, until the child can, if necessary, receive professional medical treatment. 
The First Aid person/s will have a suitable qualification which is updated regularly
The designated First Aid Officers (Samantha Johns and Amanda Baker)

 are listed on the staffroom wall and all employees are made aware of them regularly

First Aid boxes are located throughout the school and a nominated member of staff is responsible for checking and restocking the first aid boxes and bags.
Disposable gloves should always be used when dealing with blood and then be placed in the medical bin.

First aid bags for school journeys are stored in the school staff room as well as other items required to be on hand during a journey.

Lunchtime Supervisors have the responsibility of dealing with minor accidents at 
lunchtime. 
If a child receives a bump to the head which causes concern parents will be 
contacted and given the option of coming to school to check the child themselves or leaving the child to recover and return to class.

A note should be made in the Accident Book, which is kept in the School Office, of all actions taken. Serious accidents will also require an accident 
form to be completed and may require statements from all staff involved. 
Any child that goes home should be recorded as having 

done so and the class teacher informed.

Accidents to staff must also be reported and a record kept in the Accident 
Book, which is kept in the school office. 

Guidelines for Medicines in School( Please refer to Healthcare Policy)
If a child requires prescribed medicines whilst in school, the parent must 
complete an Administration of Medicines/Treatment (Form of Consent) 
which is available from the school office. Once completed these forms 
should be kept in the school office.

All medication should be stored safely either in the fridge in or in the 
medicine box in the school office.

The medicine should be in its correct box with the dosage clearly stated

All medication, except inhalers, must be recorded when taken on the 
appropriate Administration of Medicines/Treatment Form, which is kept in 
the school office.

Regular medication for specific cases (e.g. Epilepsy, Diabetes, the administering of Ritalin) is kept in a locked cupboard within the pupil’s classroom
It is the responsibility of the class teachers to ensure children have access to 

Inhalers/medicines on any off-site visits.

For further information the following link can be referenced:
www.wales.gov.uk/topics/educationandskills/publications/circulars/Medical_Needs

Allergies
Information about children who suffer from an allergy will be published in 
the staff room. 
All staff will be informed of the individuals involved. 
Class teachers are issued with lists informing of any medical issues 
concerning children. 
The school has identified those able to administer adrenaline via an Epi Pen when necessary.  

Contagious Diseases
The school will take sensible precautions to provide timely information to parents and guardians about outbreaks of contagious and notifiable diseases 
for the benefit of all and, in particular, vulnerable persons, who may have 
contact with the school. If in doubt the contact the school nurse.
COVID 19: The school will follow all WAG/LA guidelines in relation to the Coronovirus outbreak to ensure the safety of all it’s pupils, staff and parents. Please see the school Risk Assessments for day to day operations.
Head lice
Incidents of head lice are reported to parents of children in the class where 
an outbreak has occurred.
Staff Health and Welfare
Stress
Any member of staff who feels they may be suffering from stress should 
discuss their concerns with the Head teacher, senior staff or the school's 
health and safety representative as soon as possible. 
The Head teacher will discuss the matter with the person concerned 

within 24 hours of the issue being raised, where physically possible.

A free and confidential counselling service is available to all employees on 01962 646388, and for the Head teacher on 01962 825600.

A list of emergency contact names and phone numbers for all staff is held in 
the school office.

Safety
All staff have a responsibility to be mindful of their own safety when putting 
up displays and moving equipment or furniture.

Staff should not climb on chairs or tables. Small stepladders are kept in the caretakers locked cupboard
Staff should take care when moving or lifting equipment. If in doubt seek 
help. 
Violence
Staff should always take steps to minimise the possibility of violence in 
School.Parents who are known to be violent or aggressive should never 
be seen by staff unless another adult is present.

VDU Operators
Administration staff using VDUs should vary their work routines and follow 
guidance on regular eye tests.

Off Site Activities (see also Educational Visits policy)
For all offsite activities teachers must read the appropriate section for their 
activity:

· 'Off Site Activities'

· 'Hazardous Pursuits'

· 'Open Country'

· 'Farm Visits'

Any visit off site must be approved by the Head teacher.

Only reputable bus companies are to be used for school trips.  Seat belts will always be available and worn by pupils and teachers.

Signed consent forms must be completed for each child who leaves school either on a school trip or sporting activity

For any visit to take place off the school site, a letter home requesting 
permission is required. At the beginning of each school year parents are 
asked to sign a form giving their permission for visits within walking distance of the school.  Also, at the start of the year parents are asked to give 
emergency contact names and phone numbers to be used in an emergency.  
One copy of the official list of the children and adults in the party on a school visit and their contact numbers must be kept in the school office.

The list should also include the registration number of any vehicle(s) involved.

If the party is travelling on two or more coaches it should be clear on the 
official list of children and adults who is travelling on which coach.

Each adult on the visit should have a copy of the list and a copy should also 
be left with the driver at the front of the coach.

The pupil: adult ratio recommended by the authority for the activity must be met.

Where transport is by car (either teacher or parent) a Car Insurance 
Confirmation Form should be completed. These are available from the 
school office. Each adult should also carry an official list with the names of
their passengers, and appropriate emergency contact details. If it is the 
intention to change vehicles for the return journey, school must know that 

car registration too.

Where the visit is in the evening, the leader must hold the home telephone 
numbers of senior members of staff.

All coaches hired by the school will have seat belts fitted and adults should
ensure that they are used.

Adults must base themselves in different parts of the vehicle to minimise the risk of all adults being injured.

Children should not sit in the front seats of the coach.

Children are not allowed to eat or drink on coaches and should sit still not 
distracting the driver or drivers of other vehicles.

On a visit involving transport the following should be easily accessible:

Plastic gloves; First aid kit (containing official list of adults and children in the party plus the school name and tel number); 
Drinking water &cup;  Paper towels and handkerchiefs; and 'Sick bags'.
NB: Class teachers are responsible for ensuring children have access to 
inhalers and their medication where necessary.  
Fire Safety

· Pupils partake in a fire drill at lease once a term.  This will be planned and carried out by the head teacher or deputy head teacher.

· The fire alarm system is tested weekly by the school caretakers and inspected by a competent person at least once every six months.

· Fire extinguishers are maintained and kept in the school office.

· All records of fire drills are kept in the school office. Alarm testing is recorded by the caretaker in the fire log book.

· Each classroom will have posted up a “fire drill notice” including the fire escape route.

· The Health and Safety subcommittee will monitor that these drills take place.

· The LA is responsible for reviewing the school fire risk assessment.

SOME VITAL TELEPHONE NUMBERS:
Fire, Ambulance, Police                     999

Gas Emergency                                   03457 200100
LA Out of Hours Building support    01446 747874
Electricity Emergency                        0800 052 0400

Water Emergency                               0800 052 0130
Cannon Burglar Alarm                       0117974 8999

Tremorfa Fire Alarm                          02920 330030
Health and Safety Executive             029 2026 3000
LOCATION OF ISOLATION POINTS FOR EMERGENCIES.

WATER   The main stopcock to isolate all water supplies to the school is located in flowerbed adjacent to the boiler house 

ELECTRICITY   The main switch to isolate the electricity supply is located in the boiler house
GAS   The isolation point to turn off the gas supply is in the boiler house.

References:

· Vale of Glamorgan Corporate Health and Safety Staffnet pages

· Health and Safety Executive

· Health and Safety at Work Act 1974

· Health and Safety of pupils on educational visits – National Assembly 2010
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SAFETY REGULATIONS

(CONTRACTORS)
Dear Contractor

Thank you for agreeing to come in to the school to perform repairs.

We appreciate that you will have your own safety regulations and that you will abide by them rigorously, but we are also sure that you will appreciate that we too are bound by safety laws.

We would therefore be grateful if you would kindly observe the following practices while you are working on the school premises:

· Always notify your arrival on the premises to the Headteacher, Secretary or Caretaker.

· All asbestos has been removed from the premises and the LA have now removed the Asbestos Register.

· Ascertain whether any alarms have to be deactivated.

· Notify us when you are leaving the premises for the day.

· Park any vehicles in the marked areas in the car park.

· The staff toilets may be used in the Reception building.

· There is a first aid box in the staffroom which may be used.  

· It would be appreciated if noise could be kept to a minimum, as children will be working in their classrooms.

· Children should be supervised at all times and they have been asked to leave any workers alone.  If they do approach you, please do not encourage them and please report any safeguarding issues to a member of staff.

Thank you for your full co-operation,
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