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HEALTH & SAFETY POLICY DOCUMENT- 

Statement of Intent-Local Authority Policy
The Governing body of the school recognises their responsibility under the Health and Safety at work act 1974 to provide a safe and healthy environment for teaching staff, pupils, public and contractors who come onto the premises. 

We are committed to: 

· Preventing accidents, incidents, and work-related ill health. 

· Compliance with statutory requirements as a minimum. 

· Assessing and controlling risks from curriculum and non-curriculum work activities. 

· Providing a safe and healthy working and learning environment. 

· Ensuring safe working methods and providing safe working equipment. 

· Providing effective information, instruction, and training to all staff. 

· Consulting with employees and their representatives on health and safety matters. 

· Monitoring and reviewing our systems and prevention measures to ensure they are effective. 

· Setting targets and objectives to develop a culture of continuous improvement. 

· Ensuring adequate welfare facilities exist throughout the school. 

· Ensuring adequate resources are made available for health and safety issues, so far as is reasonably practicable. 

· Trade Union Safety Representatives play a valuable role, and the Governing Body recognises the mutual benefits that will arise from supporting their work. 

Organisation

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, staff, Governors, parents and all other stakeholders or visitors to Pendoylan Church in Wales Primary School.
The Policy will be reviewed and amended as necessary as personnel change and new areas of care are found to be necessary.

Introduction

To achieve compliance with the Governing Body’s Statement of Intent, the School’s management team will have additional responsibilities assigned to them as detailed in this part of the Policy. 
1. The Governing Body 
     The Governing Body has the responsibility to ensure that: 

· A clear written policy statement is created which promotes the correct attitude towards safety in staff and pupils. 

· Responsibilities for health, safety and welfare are allocated to specific people and that these persons are informed of these responsibilities. 

· Persons have sufficient experience, knowledge, and training to perform the tasks required of them. 

· Clear procedures are created which assess the risk from hazards and produce safe systems of work. 

· Sufficient funds and resources are set aside with which to operate safe systems of work. 

· Health and safety performance is measured both actively and reactively. 

2. The Head teacher:
     The Headteacher supports the Governing Body by ensuring that: 

· This Policy is communicated adequately to all relevant persons. 

· Appropriate information on significant risks is given to visitors and contractors and appropriate consultation arrangements are in place for staff and their Trade Union representatives. 

· All staff are provided with adequate information, instruction and training on health and safety issues. 

· Risk assessments of the premises and working practices are undertaken. 

· Safe systems of work are in place as identified from risk assessments. 

· Ensure appropriate health and safety notices displayed as identified. 

· Emergency procedures are in place. 

· Machinery and equipment are inspected and tested to ensure it remains in a safe condition. 

· Records are kept of all relevant health and safety activities e.g., assessments, inspections, accidents, etc. 

· Arrangements are in place to monitor premises and performance. 

· Accidents are investigated and any remedial actions required are taken or requested. 

· A report to the Governing Body on the health and safety performance of the school is completed annually. 
3. The Deputy Head:
               The Deputy Headteacher supports the Headteacher and Governing Body
               by:               
· Liaising with the head teacher on a regular basis regarding Health and Safety.
· To take over the responsibilities of the Head Teacher in their absence.
4. The School Health and Safety Representative.

     The School Health and Safety Representative is responsible for: 

· Co-ordinating and managing the risk assessment process for the school. 

· Co-ordinating the termly general workplace monitoring inspections and performance monitoring process. 

· Making provision for the inspection and maintenance of work equipment throughout the school. 

· Keeping records of all health and safety activities. 

· Advising the Headteacher of situations or activities which are potentially hazardous to the health and safety of staff, pupils, visitors and contractors.

· Ensuring that staff are adequately instructed in safety and welfare matters in connection with their specific workplace and the school generally. 

· Carrying out any other functions devolved to him/her by the Headteacher or Governing Body. 

· Unsafe conditions being reported and dealt with to agreed timescales. 

· Reporting to the Headteacher/Governing Body Premises Committee operational and strategic issues surrounding health and safety. 

5. Teaching/Support Staff holding Posts/Positions of Additional Responsibility. 

     This includes the Deputy Headteacher, Senior Leaders Team, Site Teachers,       

      Learning Support Assistants and Site Managers/Caretakers. They must: 

· Apply the School’s Health and Safety Policy to their own department or area of work and be directly responsible to the Headteacher for the application of the health and safety procedures and arrangements. 

· Carry out regular health and safety risk assessments of the activities for which they are responsible and submit reports/issues to the Headteacher or the School Health and Safety Co-ordinator. 

· Ensure that all staff under their management are familiar with the health and safety procedures for their area of work. 

· Resolve health, safety, and welfare problems that members of staff refer to them or refer to the Headteacher or Manager any problems to which they cannot achieve a satisfactory solution within the resources available to them. 

· Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture, and activities are safe and record these inspections where required. To the school office so they can be recorded in the Site Maintenance Record Book.
· Ensure, as far as is reasonably practicable, the provision of sufficient information, instruction, training, and supervision to enable other employees and pupils to avoid hazards and contribute positively to their own health and safety. 

· Ensure all accidents are investigated appropriately. 

· Include health and safety in departmental agendas and ensure that this is made available/reported to departmental line managers and the Health & Safety Co-ordinator. 

6. The School Caretaker has the responsibility:

· The caretaker will monitor and maintain health and safety standards within the school and will report matters outside their control to the Head Teacher/ Health and Safety representative 

· Apply the School’s Health and Safety Policy to their own department or area of work and be directly responsible to the Headteacher for the application of the health and safety procedures and arrangements. 

· Follow the health and safety procedures applicable to their area of work. 

· The caretaker will ensure that all areas of inspection and monitoring will be completed in identified area of responsibility such as Legionella, Asbestos and Fire detection and warning systems and lighting.
7. Special Obligations of Class Teachers 

                Class teachers are expected to.

· Exercise effective supervision of their pupils and to know the procedures in respect of fire, first aid and other emergencies, and to carry them out. 

· Follow the health and safety procedures applicable to their area of work. 

· Give clear oral and written health and safety instructions and warnings to pupils as often as necessary. 

· Ensure the use of personal protective equipment and guards where necessary. 

· Make recommendations to the Head Teacher /Health & Safety Co-ordinator on health and safety equipment and on additions or necessary improvements to plant, tools, equipment, or machinery. 

· Integrate all relevant aspects of safety into the teaching process and, where necessary, give special lessons on health and safety in line with National Curriculum requirements for safety education. 

· Ensure that personal items of equipment (electrical or mechanical) or proprietary substances are not brought into the school without prior authorisation. 

· Report all accidents, defects, and dangerous occurrences to the Head Teacher /Health & Safety Co-coordinator. 
· 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.
8. School Health and Safety Representatives 

              The Governing Body and Headteacher recognise the role of Health and               

               Safety Representatives appointed by a recognised trade union. Health and  

               Safety Representatives are entitled by law to investigate accidents and 
               potential hazards, pursue employee complaints, and carry out school 
               inspections within directed time wherever practicable. They are also 
              entitled to certain information, for example about accidents, and to paid 
              time off to train for and carry out their health and safety functions. However, 
              they are not part of the management structure and are not carrying out 
              duties on behalf of the Headteacher or Governing Body.

              Time off for training of safety representatives will be provided in accordance 
              with negotiated agreements. Representatives will be given full access to the 
              information on health and safety, which they have a right to have under the 
              Health and Safety at Work Act 1974. They will also be given appropriate time 
             and facilities to undertake the range of activities of a Safety Representative 
             in order that they can play an effective role, any problems that need further 
             action or a review of procedures.

9. Obligations of all Employees

        Apart from any specific responsibilities which may have been delegated to     

       them, all employees must: 

· Act in the course of their employment with due care for the health, safety and welfare of themselves, other employees, and other persons. 

· Observe all instructions on health and safety issued by the LA, School or any other person delegated to be responsible for a relevant aspect of health and safety. 

· Act in accordance with any specific H&S training received. 

· Report all accidents and near misses in accordance with current procedure. 

· Co-operate with other persons to enable them to carry out their health and safety responsibilities. 

· Inform their Line Manager of all potential hazards to health and safety, those which are of a serious or imminent danger. 

· Inform their Line Manager of any shortcomings they identify in the school’s health and safety arrangements. 

· Exercise good standards of housekeeping and cleanliness. 

· Know and apply the procedures in respect of fire, first aid and other emergencies. 

· Co-operate with the appointed Trade Union Health and Safety Representative and the Enforcement Officers of the Health and Safety Executive. 

· All employees who authorise work to be undertaken or authorise the purchase of equipment will ensure that the health and safety implications of such work or purchases are considered. 

· Employees entrusted with responsibilities for specific aspects of health, safety and welfare must satisfy themselves that those responsibilities as appropriate are reassigned in their absence. Such re-assignments must be approved by the employee’s immediate superior.

10. Pupils 

Pupils, in accordance with their age and aptitude, are expected to: 

· Exercise personal responsibility for the health and safety of themselves and others. 

· Observe standards of dress consistent with safety and/or hygiene. 

· Observe all the health and 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 their health and safety. 

10. Contractors

· All contractors under local authority control will be appropriately selected and competent in terms of health and safety. 
· Contractors must be made aware of and abide by the school’s health and safety policy and not endanger pupils, staff, or other visitors to the site. 
· The Head Teacher will be responsible for the coordination of contractors' activities on site assisted by the caretaking staff. 
· The Headteacher must ensure that any temporary rules, such as exclusion from parts of the premises, are made known to all staff, pupils and students and visitors to the premises. This might be achieved by the posting of suitable notices by the Headteacher, or by the contractor, in consultation with the Headteacher. 
· All contractors must report to the Business Manager/Headteacher before any work takes place and prior to each working session. The Business Manager/Headteacher should then inform the contractor of any conditions which may affect his safety and that of others. Supervision of contractors will normally be delegated to the caretaking staff. 

11. Visitors and Other Users of the Premises

Where facilities are shared, ensure that there are suitable and sufficient arrangements for communicating and coordinating health, safety and security policy and procedures with other occupiers, e.g. Catering and Cleaning contractors, outside staff based in school, parent groups.
The Health & Safety at Work Act etc 1974, Management of Health and Safety at Work Regulations 1999, and Occupiers Liability Act 1984, apply to all visitors to school premises / workplaces. 

All visitors must comply with the School and Council’s Health and Safety Policy and procedures. 

All visitors are required to report to the main reception foyer and electronically sign in. Visitors will be required to wear a ‘visitors’ identification lanyard that is supplied by the office staff. Where reasonably practicable, visitors will be always accompanied by a responsible employee. 

Should a fire/emergency occur, or the fire alarm is activated whilst visitors are on the school premises, the person who is accompanying the visitor/s will take him/her to the fire assembly point. 

Should an incident/accident occur involving a visitor this must be reported using the Council’s Accident/Incident Reporting Form, and an investigation undertaken as soon as possible by the relevant Responsible Person. If the incident is of a serious nature or fatal the Headteacher and the Corporate Health and Safety Team must be contacted immediately. 

Person’s ‘hosting’ visitors including meeting convenors must ensure: 

· Visitors are alerted to the establishment’s fire procedures. 

· Visitors adhere to the school’s ‘No Smoking’ Policy. 

· Visitors Park their vehicles in such a way so as not to obstruct fire escape routes, roads, access or other vehicles. 

· Visitors record their presence on the premises in the visitor electronic sign in system. 

· Visitors are provided with and wear an identification lanyard. 

· Visitors are accompanied or authorised to enter the premises. 

· Visitors remain within authorised areas and not enter any restricted area unless permission is granted, and the person is accompanied. 

· Visitors do not take anything with them from the premises or bring anything onto the premises that may create a hazard or risk unless authorised. 

· Visitors report all accidents, incidents and near misses to the host.

· Visitors wear protective clothing that is supplied, when necessary. 

SECTION 3: PROCEDURES AND ARRANGEMENTS

The following procedures and arrangements have been established within our school to eliminate or reduce health and safety risks to an acceptable level and to comply with minimum legal requirements: 

1. Accident, Incidents, Near miss and Occupational disease Reporting. 

        Accidents/incidents will be recorded using an AC1 or INC1 form respectively, and 
        this will be completed as soon as possible after the accident has occurred, 
       preferably by the person who has had the accident but if this is not possible a 
       colleague will complete the form on their behalf. 

       The accident form will then be passed to the Head Teacher ( SLT) who will complete     

       the section for managers before sending the form to the health safety and well-
       being team healthsafetycorporate@valeofglamorgan.gov.uk 

      The school will follow the agreed process flow chart as to which forms need to be 
      sent to the HSW team and which forms remain at the school.

      In summary, minor accidents to pupils such as bumps and bruises will remain in the 
      school records but accidents to staff, accidents where the pupil went from the 
      school to hospital or anything that the school wants the HSW Team to look at will be 
      sent to healthsafetycorporate@valeofglamorgan.gov.uk
The school’s accident book is filled in for minor injuries (including all bumps and grazes, but not minor cuts and grazes).

If a child has a bump on the head the parents/carers must be contacted.

In addition, the school has a separate system for the reporting of behavioural escalations which is via a BE1 form for which the school has been issued with guidance notes.

Accident Investigation ( Second Part of an AC1 or INC1)

The Head Teacher / SLT will conduct an initial investigation to ascertain the cause(s) of the accident. All findings will be recorded along with statements of witnesses, photographs, inspections report etc. which will be attached to the AC1 form

Minor accidents / incidents often don’t need an in-depth investigation, but preventive actions do need to be identified and implemented accordingly.

1. Procedures for Serious and Imminent Danger

Regulation 7 of Management of Health and Safety at Work Regulations 1999 places a duty on employers to have in place effective procedures for serious and imminent danger and for danger areas. It is School Policy that procedures are in place, which are to be followed in the event of any serious incidents occurring such as: 

· Fire. 

· Bomb Threat. 

· Explosion. 

2. Fire Precautions and Emergency Procedures

Under the terms of the Regulatory Reform (Fire Safety)) Order 2005, the school is required to undertake a fire risk assessment to determine all potential fire hazards related to the school premises, the type of work and the way in which this work is performed. We are then required to take action to reduce all risks to a reasonable minimum and to ensure that all employees and pupils are protected from remaining hazards and the dangers associated with fire should one break out for some other reason. We are required to do this by providing: 

· an appropriate fire detection and warning system. 

· safe means of escape. 

· appropriate fire-fighting equipment. 

At Pendoylan Church in Wales Primary School we are also required to devise a means for testing and maintaining the above arrangements. The Order states that we must develop a plan of action to specify exactly what must happen should a fire occur. This plan of action should incorporate relevant details concerning the above points (for example, how the fire warning (alarm) system is activated, the location of emergency exits and what type of fire-fighting equipment is to be used for which types of fire). Employees at the School receive training in respect of this plan and include a fire evacuation procedure practised at regular intervals (once each term). 

Fire Wardens have been appointed to facilitate the implementation of the School Fire Safety Policy; they are trained to help with fire safety inspections and provide assistance during evacuation procedures. A fire safety policy has been prepared detailing the organisation and arrangements for fire management. 

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 and includes evacuation details.

· 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.

· Alarm testing is recorded by the School Caretaker in the fire log book.

· Each classroom will have a visible fire drill notice and assembly point.

· The Governing Body’s Health and Safety Committee will monitor that these drills take place.

· The L.A is responsible for reviewing the school’s fire risk assessment.

3. Asbestos 

The Headteacher is responsible for ensuring that there is an Asbestos Register at the School. Operationally the management of the Asbestos Register has been delegated to the Business Manager. The Asbestos Register gives details of the identification and marking of known Asbestos and its location. The register is kept in the Business Managers office. When asbestos removals are to take place, the school will ensure that: 

· All work is undertaken and carried out by competent persons.

· Using only HSE approved Asbestos Removal Contractors.

· Records of Asbestos to be maintained at the school.

3. Legionella

Duties under the Health and Safety at Work etc Act 1974 (HSWA) extend to risks from legionella bacteria.

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 logbook is kept in the administration 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. 

The Headteacher is responsible for ensuring that a legionella Risk assessment is conducted to determine any legionella associated hazards related to the school premises.

All relevant staff involved with legionella management will have as a minimum undertaken Legionella awareness training.

4. Electrical Equipment 

Inspection and testing of portable electrical appliances is carried out at the school by competent persons or via a qualified contractor. Full records are maintained with all tested electrical equipment given an inspection label. 

Leaders of Departments and Managers are responsible for identifying and recording all pieces of electrical equipment within their departments that require testing, which may not be on the master register. 

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.

5. First Aid 

The school has a duty under the Health and Safety (First Aid) Regulations 1981, to inform staff of the arrangements that have been made in connection with the provision of First Aid including the location of facilities, equipment and trained staff. First Aid duties at the school will be carried out in accordance with the above regulations. First-aid at Work and Emergency First Aid at work training courses will be provided as appropriate and based on the First Aid Risk Assessment. 

The designated First Aid Officers are listed on the staffroom wall and all employees are made aware of them regularly

First Aid boxes/Bags 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 staffroom as well as other

 items required to be on hand during a journey.

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 
carers 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, contact the school nurse.

Head lice
Incidents of head lice are reported to parents of children in the class from where 

an outbreak has occurred.
6. Grounds Maintenance 

All contractors will be appropriately selected and competent in terms of health and safety. Every contractor on school site will be required to sign the Contractors’ Log and instructions will be given in relation to Health and Safety and Safeguarding procedures. 

7. Hazardous Substances 

Under the Control of Substances Hazardous to Health Regulations 2002, the school is required to assess all substances kept at work to determine what risks there are to employees from their use. 

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. 

No employee shall undertake a procedure involving use of a substance unless trained. 

Further assessments, in full or in part as relevant, will be undertaken: 

· if any process or substance is changed. 

· no later than 12 months after a previous assessment. 

8. Lettings/shared use of premises/use of Premises Outside School Hours

The Governors / Business Managers are responsible for co-ordinating lettings of the school premises in accordance with the Lettings policy and terms and conditions of hire. The Business Managers are responsible for informing users of the school of the presence of any hazards they may encounter including fire evacuation procedures. 

9. Lone Working 

Lone workers are people who work on their own with little or no supervision, thus in the event of an emergency there is no one to give assistance or summon help. There is no law which says that people cannot work on their own, however, the Health and Safety at Work places a duty on the employer to ensure that all work activities are carried out safely. 

The factors that the school take into consideration when assessing lone working situations will include: 

· Who would be contacted in an emergency and how. 

· Provision in the event of an accident or illness. 

· Actions in the event of fire. 

· Workplace conditions e.g., access and egress. 

· Manual handling. 

· Hazardous substances. 

· Is there a risk of violence? 

· 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.

Further risk assessments, in full or in part as relevant, will be undertaken: 

· Should the health or the personal circumstances of the individual change. 

· If any process or procedure is altered. 

· No later than 12 months after a previous assessment.  

13. Managing Medicines & Drugs

· Staff should only administer prescription medication with the agreement of the Headteacher and only when a parental consent form has been completed. The medication should only be administered during school hours where this is unavoidable. 

· Arrangements should be made for the storage of medication in school in a secure cabinet, usually in the main office. 

· Medication should be suitably labelled with details of name and dosage. 

· All staff should know the location of students’ health care plans, where they exist for more serious conditions. The arrangements for updating them should be agreed. First aiders should have a comprehensive list of a student’s medical requirements. Medical input to the individual health care plans should be sought from the School Medical Service. 

· Arrangements are in place to train staff annually, particularly to recognise and deal with anaphylaxis, asthma, and epilepsy via the School Medical Service. 

14. Maintenance and Inspection of Equipment 

Work equipment is generally any equipment used by a person at work, i.e., any machinery, appliance, apparatus, tool or installation for use at work

· Work equipment will be purchased based on its suitability to carry out work safely and effectively, not on a cost only basis. 

· All tools/equipment will be inspected each working day prior to use to determine that they are fit for purpose. Any item found to be faulty will not be used until either repaired by a competent person or replaced. 

· Where specialised equipment is used for maintenance work, only sufficiently trained competent people shall operate such equipment. 

· Employees are NOT permitted to bring in their own Work Equipment for use without first seeking approval from the Head Teacher. 

15. Manual Handling and Lifting 

Under the Manual Handling Operations Regulations 1992, Pendoylan school is required to assess the workplace and identify where manual handling takes place.

 Regulations require the school to ensure, where reasonably practicable, that manual handling is avoided – for example by changing work processes or by the introduction of mechanical aids. Where it is not reasonably practicable to make such changes, we are required to identify the risks associated with a manual handling task and make arrangements to reduce these. 

The school provide employees with instruction in the correct techniques to use when manually handling an object to ensure that, as far as possible, injuries are not sustained. 

The school will ensure that training in correct procedures will be provided to all staff. This training will be provided to relevant employees by competent persons. A training record will be kept and, when the training is complete, the record will be signed by both the trainer and the trainee. The signed record will be placed on the employee's personal file. Further risk assessments, in full or in part as relevant, will be undertaken: 

· on the introduction of new or second-hand machinery and equipment. 

· If the layout of the workplace, or any process, is altered. 

· No later than 12 months after a previous assessment. 

16. Risk Assessments 

Pendoylan Church in Wales Primary School recognises that risk assessments are not only a legal requirement but are fundamental in identifying risk control measures including safe systems of work, training requirements and management controls. 

The school has a duty under (Reg. 3) of the Management of Health and Safety at Work Regulations 1999 to make a suitable and sufficient assessment of the risks to Health and Safety to employees and other to which they are exposed whilst they are at work, and to any other person affected by the school’s undertaking. The Head Teacher is responsible for carrying out risk assessments at the school but will be performed in such a way that will encourage staff involvement. The importance of keeping staff informed not only assists in the identification hazards but provides assurance that what we propose to do will not only work in practice but will not introduce any new hazards. 
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.
17. School Transport

All school transport to and from school is contracted by the Vale of Glamorgan Local Authority and Rhondda Cynon Taff Local Authority who perform relevant safety checks. 
18. Site Maintenance
The Headteacher/Caretaker is in charge of the maintenance of the school site and its buildings. The Caretaker has a responsibility for the reporting of building/site defects to the Headteacher, The Caretaker is responsible for liaison with Community and Environmental Services staff and contractors in order to co-ordinate any necessary safety precautions during the progress of any building/site maintenance. 

                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 9.15am 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.

19. Smoking/Vaping

The school site is non-smoking. It is forbidden for staff, visitors, pupils or parent to smoke/Vape anywhere on the school site or within the school buildings.

20. Staff Training & Development 

Pendoylan Church in Wales Primary School recognises its training responsibilities within the remit of Health and Safety legislation and the importance of ensuring continual improvement of health and safety. 

Staff will be provided with appropriate information and training to enable them to undertake and supervise school activities. Examples of such activities include the safe use of substances, machines, and other items of work equipment. Any specialist safety training requirements should be identified through training needs analysis, prioritised and costed to allow appropriate allocation of the school’s training budget. All new staff to the school will receive training as part of their induction to carry out their role and comply with related health & safety policies.

21. Stress 

The Health and Safety Executive (HSE) define stress as “an adverse reaction people have to excessive pressures or other types of demands placed on them”. The school recognises that stress can be a considerable risk to both physical and mental health, so we are committed to promoting a healthy environment and a supportive climate. 

The school will: 

· Undertake regular risk assessments and take action to reduce risks once identified. 

· Raise awareness of stress and mental health issues by improving the quality and accessibility of information. 

· Help staff at all levels develop their knowledge and skills in this area through the provision of appropriate training opportunities. 

· Provide services that support staff with stress-related issues such as Care First.

22. Working at Height 

The Work at Height Regulations 2005 apply to all work undertaken at height wherever there is the potential for a fall to occur which may cause personal injury. No height limits are specified in the Regulations in recognition that all work undertaken at height can result in injury. 

Work at height will range from the routine use of a stepladder to retrieve items on shelving to potentially higher risk activities undertaken such as work on the roofs of buildings. 

The school will make sure that. 

· All work at height is properly planned and organised. 

· Where applicable, all work at height takes account of weather conditions that could endanger health and safety. 

· those involved in work at height are trained and competent to do so. 

· the place where work at height is undertaken is safe. 

· equipment used for work at height is appropriately selected, used, inspected, and maintained. 

The above measures require that the risks arising from such work are risk assessed and that adequate risk control measures are implemented. 

The Head Teacher will ensure that everyone involved in work at height is competent to do so, having received suitable and sufficient information, instruction and training. 

All ladders at the school will be subject to an annual competent person inspection which is recorded.

Curriculum - Use of Resources
                  We follow the county guidelines with regards 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.
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.
Key Holder Procedure Safety during Call Outs

· Key holders on call out should be mindful of their own safety. A key holder should not put themselves at risk at any time.
· A key holder can contact the police and request that they assist before entering the building. 
· If possible, a key holder should not attend school when the alarm is activated by themselves.

· 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.

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 yards or classrooms.
· The school’s Business Manager has lists of pupils using school transport.
· Members of staff collect the pupils from their classes and escort them to the relevant buses.
· 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 contacts the school to seek advice on the next steps. School will try to contact the parents.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/ answering service or email and the school will endeavour to respond during the next working day. 

Lunchtime Supervision
The Head teacher and the Business Manager is responsible for the organisation and management of lunchtimes. 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.

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.

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.

Parental/Carer consent must be given for each child to attend a school trip or sporting activity

Also, at the start of the year parents are asked to give 
emergency contact names and phone numbers to be used in an emergency.  
A 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 and also given to the staff members in charge of the trip/activity.
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.

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 remain in their seats and not distract the driver of the vehicle.
On a visit involving transport the following should be easily accessible:
Plastic gloves; First aid kit, the official list of adults and children in the party plus the contact numbers, drinking water & cup, paper towels and tissues; and 'sick bags'.
NB: Class teachers are responsible for ensuring children have access to 
inhalers and their medication where necessary. 
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


Pendoylan Church in Wales Primary School

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, Business Manager or Caretaker and sign in using our electronic system.
· All asbestos has been removed from the premises and the L.A 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,

E.N Harris
Mrs E.N Harris
Acting Headteacher
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