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ST EDMUND’S CATHOLIC SCHOOL
HEALTH AND SAFETY POLICY 

”I can do all things with the help of God who strengthens me”

(Philippians 4:13)
PART ONE:
1.
STATEMENT OF INTENT:
The Governing Body believes that ensuring the health and safety of staff, pupils and visitors is essential to the success of the school.

We are committed to:

· Providing a safe and healthy working and learning environment.
· Preventing accidents and work related ill health.
· Assessing and controlling risks from curriculum and non-curriculum work activities.
· Complying with statutory requirements as a minimum.
· Ensuring safe working methods and providing safe equipment.
· Providing effective information, instruction and training.
· Monitoring and reviewing systems to make sure they are effective.
· Developing and maintaining a positive health and safety culture through communication and consultation with employees and their representatives on health and safety matters.
· Setting targets and objectives to develop a culture of continuous improvement.
· Ensuring adequate welfare facilities exist at the school.
· Ensuring adequate resources are made available for health and safety issues, so far as is reasonably practicable.
A health and safety management system has been created to ensure the above    commitments can be met.  All governors, staff and pupils will play their part in its         implementation.
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PART TWO:
2. 
ORGANISATION:
2.1 
Introduction:
To comply with the Governing Body’s Statement of Intent the school’s normal management structure have additional responsibilities, as detailed below.

An organisational chart showing the school’s health and safety management structure is at Appendix 2.

2.1.1 
The Governing Body:

The Governing Body (Duty Holder ‘Controlling Mind’) have the following responsibilities and must ensure that:-
· A clear written policy statement is created which promotes the correct attitude towards safety for staff and pupils.

· Responsibilities for health, safety and welfare are allocated to specific individuals and those 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 are set aside in which to operate safe systems of work.

· Health and safety performance is measured both actively and reactively.
· The Governing Body are responsible for ensuring suitable asbestos and legionella management procedures are implemented and monitored to meet the legislative requirements. 

· The school’s Health and Safety Policy and performance are reviewed annually.

2.1.2
The Head Teacher (Duty Holder ‘Operational’):
The Head Teacher has the following responsibilities and must ensure that:-
· Must fully commit to the Governing Body’s Statement of Intent for Health, Safety and Welfare.

· A clear written local Policy for Health and Safety is produced.

· That the Policy is communicated to staff and others requiring the information.

· Appropriate information on significant risk activities is given to visitors and contractors.

· Appropriate consultation arrangements are in place for staff and their     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 for identified risk factors.

· Emergency procedures are in place.

· Equipment is 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 and investigations.

· Arrangements are in place to monitor premises and performance.
· All accidents are investigated and any remedial actions are implemented.

· Reports to the Governing Body at least annually on the health and safety performance of the school.
· The Head Teacher is responsible for ensuring that the day-to-day asbestos and legionella management procedures are implemented and monitored to meet the legislative requirements. 

2.1.3 
The School Health and Safety Officer (H&S Practitioner):
The School Health and Safety Officer has the following responsibilities:-
· Co-ordinate and manage the annual risk assessment process for the school.

· Co-ordinate the annual general workplace monitoring inspections and performance monitoring process.

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

· Advise the Head Teacher of situations or activities which are potentially hazardous to the health and safety of staff, pupils and visitors.

· Ensure that staff are adequately instructed in safety and welfare matters about their specific work place and the school generally.
· Act as the Investigation Officer and conduct formal investigations when required.  Investigation reports are to be presented to the Head Teacher. 

· Carry out any other health and safety functions required by the Head Teacher or Governing Body.

· Responsible for the annual update and review of the school’s Health and Safety policy.  To be presented annually to the Governors for their approval.
2.1.4
Site Manager/Fire Officer:
The School Site Manager/Fire Officer has the following responsibilities:-

· To monitor buildings and grounds on a daily basis, commissioning minor repairs and improvements. 

· To plan and organise medium term maintenance and improvement programmes. 

· Day-to-day responsibility for site health & safety and school fire safety. 

· Day-to-day management of Health & Safety, Fire Emergency Evacuation procedures, Control of Substances Hazardous to Health (COSHH), Electricity at Work Act, Asbestos Management regulations, the School Accessibility Plan and any other statutory requirements associated with the buildings and personnel.  To ensure all operational procedures are in place to meet these regulations in consultation with the Business Manager. 

· To organise Health & Safety checks of specialist equipment and facilities by recognised external agencies and act on/implement recommendations in consultation with the Business Manager. 

· Monitor and ensure the recording of regular checks on fire alarms, extinguishers, burglar alarms, residual current devices and visual checks of electrical fittings.

· Ensure that access to fire exits and equipment are free from obstruction.

· Oversee cleaning and maintenance of the swimming pool and associated equipment.  Carry out appropriate water quality checks and store and handle swimming pool chemicals in accordance with COSHH. 

· Carry out Risk Assessments and Audits for all areas of the site and for all working practices of the Site Team.  

· Undertake the ‘competent person’ responsibilities for the prevention of Legionella; monitoring duties, compliance with the Legionella Risk Assessment, etc. 

2.1.5 
Teaching/Support Staff Holding Positions of Special Responsibility:
This includes the Senior Management Team, Directors of Learning, Support Staff managers/supervisors, technicians and caretakers.   
They have the following responsibilities:

· Apply the school’s Health and Safety Policy requirements to their own department or area of work and be directly responsible to the Head Teacher for the application of the health and safety procedures and arrangements

· Carry out health and safety risk assessments of the activities they are responsible for
· Ensure that all staff under their control are familiar with any health and safety procedure for their area of work
· Attempt to resolve health, safety and welfare problems from members of staff or refer them, to the Head Teacher. Any problems that cannot be resolved locally should be forwarded to the PCC Health & Safety Unit for advice

· Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture and activities are safe and make a record of these inspections
· Ensure, so far as is reasonably practicable, the provision of information, instruction, training and supervision to enable employees and pupils to avoid hazards and contribute positively to their own health and safety

· Investigate any accidents that occur within their area of responsibility

· Keeping the Head Teacher informed on the health and safety performance of his/her department or area of responsibility (this could be facilitated by quarterly briefings, an annual report, etc. dependent on direction from the Head Teacher)
2.1.6 
Class Teachers:
Class teachers are expected to:-
· Exercise effective supervision of their pupils, to know the procedures for fire, first aid and other emergencies.

· Follow particular health and safety measures in their own teaching areas as laid down in the relevant Guidance or Procedures.

· Give clear oral and written instructions and warnings to pupils when necessary.

· Follow safe working procedures.

· Require the use of protective clothing and guards where necessary.

· Make recommendations to the Head teacher or Head of Department on health and safety equipment and any improvements to plant, tools, equipment or machinery that may be necessary.

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

· Avoid introducing personal items of equipment (electrical or mechanical) into the school without prior authorisation.

· Complete Risk Assessments when required to do so.

· Report all accidents, defects and dangerous occurrences to the Head of Department. 

2.1.7 
Health and Safety Representatives:
Safety Representatives can either be appointed through their union under the Safety Committees and Safety Representatives Regulations 1977 or volunteer to be a Representative of Employee Safety under The Consultation with Employees Regulations 1996.   The school does not distinguish between union and non-union Safety Representatives.   The two sets of regulations are similar and give the same facility to representatives; however there are some differences with regard to those who are union appointed. 

The Governing Body recognises the role of appointed health and safety                   representatives. Health and safety representatives will be allowed to investigate accidents and potential hazards, pursue employee complaints and carry out school inspections within a directed time limit. The investigation must be undertaken outside contractual working time. They must be consulted on health and safety matters affecting all staff.   They are also entitled to certain information, e.g. about accidents.  They are also to be given time off for health & safety training and to carry out their health and safety functions during their contractual hours. However, they do not undertake health and safety duties on behalf of the Head Teacher or Governing Body.

2.1.8 
All Employees:
All employees have individual legal responsibilities to take reasonable care for the health and safety of themselves and for others who may be affected by their acts or omissions. In particular, employees must:-
· Comply with the school’s Health and Safety Policy and procedures at all times – in particular procedures for fire, first aid and other emergencies.

· Co-operate with school management in complying with relevant health and safety law.

· Use all work equipment and substances in accordance with instruction, training and information received.

· Report to their immediate Line Manager any hazardous situations and defects in equipment found in their work places.

· Report all incidents in line with current incident reporting procedure.

· Act in accordance with any specific health and safety training received.

· Inform their Line Manager of what they consider to be shortcomings in the school’s health and safety arrangements.

· Exercise good standards of housekeeping and cleanliness.

· Co-operate with appointed Safety Representative(s).

2.1.9 
Pupils:
Pupils, allowing for 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.

PART THREE:
3. 
PROCEDURES AND ARRANGEMENTS:
3.1  
Introduction:
The following procedures and arrangements have been adopted to ensure compliance with the Governing Body’s Statement of Intent.

3.2 
Risk Assessments:

(i) 
General site risk assessments are to be completed by Directors of Learning or subject teachers and will be co-ordinated by the Health and Safety Officer.  Risk Assessments are amended when required, i.e. change of; staff/assessor, procedures or machinery.
(ii) 
New and expectant mothers risk assessment - will be carried out by; 

Deputy Head/Assistant Heads (for their respective Departments’ personnel), 
School Business Manager (Site, Finance, and Catering Personnel), Office Manager (Administrative Staff)

(iii) 
Curriculum activities assessment - Risk Assessments for Curriculum activities will be carried out by relevant Heads of Department or subject teachers and submitted to Moira Howorth, Educational Visits Co-ordinator.
Regulations and Guidelines for employees taking parties of pupils off site are as laid down by the Local Authority and are available separately from the nominated Assistant Head, who fulfils the role of Educational Visits Co-ordinator.
(iv)
The Summer School risk assessments are to be undertaken by the organiser and approved by the Assistant Head responsible.

(v) 
Fire Safety Assessment – A site specific fire risk assessment will be carried out by; Mr B Bashford, PCC Fire Safety Advisor.  The last fire risk assessment was completed May 2018, the next fire risk assessment is due May 2020.  
(vi)
Legionella Risk Assessment – The school have commissioned PCC to undertake a site specific Legionella Risk Assessment, conducted by Mr P Hare, Water Quality Risk Engineer.  The last legionella risk assessment was completed March 2019, the next assessment is due March 2022.  
(vii) 
Manual handling assessments - Manual handling risk assessments will be carried out (co-ordinated) by the Site Manager (Site Team, Site work), the Network Manager (IT staff) and the School Business Manager (Other staff).
(viii) 
Computers and Workstation assessments - Workstation DSE assessments will be carried out by the Network Manager.
(ix) 
Hazardous substances – The Site Manager, is responsible for identifying and assessing hazardous substances within the site area of responsibility, for which no generic assessment exists in the ‘Caretaking’ manual.

Directors of Learning are responsible for the use of hazardous substances within their Departments.  CLEAPSS (http://www.cleapss.org.uk/) is to be used to assist in this responsibility. 
(x) 
Violence - Assessment of the risks of violence to staff will be carried out by;
Assistant Heads (for their respective Departments’ personnel), 

School Business Manager (for Site, Finance, Resources and Catering Personnel).

Incidents of violence record and violence incident forms are maintained by Senior First Aider.
(xi)
All risk assessments are to be copied and given to the Health and Safety Officer to compile centrally, with the exception of curriculum activities risk assessments which are held by the Educational Visits Co-ordinator.

3.3 
Emergency Procedures:
3.3.1 
Fire and Evacuation:

(i)
St Edmunds Catholic School manages fire safety in accordance with the Portsmouth City Council fire policy, which is available to view at: https://sites.google.com/a/lea.portsmouth.sch.uk/healthandsafety/corporate-council-health-safety-policies-guides/policies. 
(ii)
Fire safety and Evacuation arrangements specific to St Edmunds Catholic School site are detailed at Appendix 3 of this H&S policy, and are situated in prominent locations around the school site.

(iii)
Personal Emergency Evacuation Plan’s (PEEP) are to be completed, by DoL’s or Managers, for personnel/students who need assistance during evacuation.

3.3.2 
First aid:
(i)
First aid boxes are provided at the following locations: 
First Aid boxes are situated in the Medical Room, Kitchen, Swimming Pool, Science Prep Rooms, Sports Hall (Corridor and PE Office), and Classrooms (D4, D6, K4), Library, Tech Block, Minibus, Site Workshop; they will be checked by Senior First Aider each term (a check sheet will be completed). The Swimming Pool First Aid box will be additionally checked on an ad hoc basis by the Caretaker (Lettings). 
(ii)
Defibrillator (AED): 

In the event of a cardiac arrest, a defibrillator (Lifepak 500) is located in the main pool entrance lobby.  The HSO conducts AED equipment checks. 
(iii)
The following staff are available to provide first aid:

Certificated First Aiders (3 day initial course, there after an annual refresher (EFAW), and after 3 years a 2 days requalification course): 
Mrs L Halford – Admin (Appointed Person) (Defibrillator Trained)
Mrs C Meades – Science (Defibrillator Trained)
Mrs K Scriven – Patrol Office (Defibrillator Trained)

Emergency First Aiders (1 day course - EFAW):

Mr J Cooper

Ms L Slight

Mrs L Halford

Miss E Johnson

Miss J Bruce

Mr M Potts

Mrs B Meades

Mrs C Axton

Mrs B George

Mrs K Scriven

Mrs E Walker-Powell

Mr A Poxton

Miss M Evans

Miss T Cormican

Mr J Brown

Mr I White

Mr G Burns

Mrs J Edwards

Mr G Frankeiss
First Aid Roles:
Senior First Aider – Mrs N White (statistics/training/training records)

Appointed Person - Mrs L Halford (controls accident/incident reports)
(iv)
In event of needing first aid assistance, either: -

· Locate the nearest first aider (and cover their class if required).

· If an ambulance is required, a First Aider will phone 999. 

· Transport to hospital: No casualty should be allowed to travel to hospital unaccompanied.   A member of the SMT will designate an accompanying adult in emergencies where parents cannot be contacted.

3.3.3 
Incident/accident reporting:
Accidents/Near Misses involving pupils or employees must be notified immediately to the Senior First Aider who will record the details on the accident or near miss form. The Senior First Aider will notify the Health and Safety Officer (HSO) who will directly deal with the immediate risk to prevent further/possible injury or harm, details will be logged and the appropriate follow-up action taken.  Employees are to record the accident/incident and personal details on the accident/near miss form provided.  The Senior First Aider will keep the register of completed accident/incident/near miss forms.  The procedure for the ‘Incident Reporting in Schools’ is attached at Appendix 4.  
Outside normal school hours the School Office, Line Manager and/or Senior Management are to be informed and the details recorded as soon as practicable. 
When required, investigations will be carried out by the HSO.
3.3.4 
Bomb hoaxes and bomb alerts:
The Head Teacher, or in their absence, the most senior member of staff available, will decide on action to be taken in the event of an incident.   The control point from where such an incident will be handled is the Boardroom or SMT Room dependent on possible bomb location.
The signal (alarm) for evacuation of the building (if necessary) will be; the sounding of the Fire Alarm and normal evacuation procedure should be followed. 

3.3.5
Gas leaks:
Any member of staff discovering a suspected gas leak should make an informed    judgement based on how strong the smell is as to whether they immediately evacuate the building and telephone; National Gas Emergency Service – 0800 111 999. If there is a slight smell of gas, the first action should be to check that all gas appliances are switched off. This may clear the smell of gas. Windows should be opened.

3.3.6
 Chemical spills:
(i)
All Science/design and technology/Art teachers and technicians should follow guidance contained in the CLEAPPS Hazards.

(ii)
Other areas should follow procedures as identified in relevant COSHH assessments.
3.3.7
Swimming Pool:

(i)
During school hours the Head of PE, is responsible for the pool safety and must refer to the ‘Safe Practice in PE and Sports 2013’ manual and ‘Safe Management of Swimming Pools in Schools’ manual.  The PE Staff are to be First Aid trained and hold a Life Guard Certificate; the Head of PE is responsible for the training of the PE staff.
(ii)
Out of School Hours – Risk Assessments are to be completed by clubs/groups using the pool.  They are to supply their own lifeguards and insurance also they must comply with the School’s Swimming Pool Normal Operating and Emergency Procedures.  After school hours the Letting Officer will ensure the safe use of the pool by participates.  The Letting Officer is the point of contact for emergencies.

(iii)
The Site Manager, is responsible for maintaining the swimming pool area including safety equipment and ensuring chlorine levels are within safety levels by conducting recorded daily checks.  Kingfisher Environmental Services Ltd undertake water quality analysis on a monthly basis, reports are retained by the Health and Safety Officer.   The Site Manager is to refer to the Safe Management of Swimming Pools in Schools’ manual.
(v)
Clubs/groups (Lets) are issued with the ‘normal operating and emergencies procedures’ for the swimming pool before commencing their sessions.   The Assistant Finance Manager, is to ensure that the school receives a copy of the clubs risk assessment, insurance policy and life guard certificates. 
(vi)
Guidance includes the ‘Safe Practice in PE and Sports 2013’ manual and ‘Safe management of swimming pools in schools’ which detail the requirement for a 

Swimming Pool Safety Policy, Risk assessment and Pool Safety Operating 

Procedure (PSOP) thereby enabling schools to fulfil their statutory duties.

4. 
HEALTH AND SAFETY TRAINING:
4.1
Health and safety induction training will be provided for all new employees by the Assistant Head responsible.
Directors of Learning/Support Managers/Line Managers are to ensure their staff receive the appropriate health and safety training for their role.

4.2
Staff health and safety training details are attached at Appendix 1.
5.
 INSPECTION AND TESTING OF PLANT AND EQUIPMENT:
5.1
Statutory inspections: 
All plant and equipment requiring statutory inspection and testing (i.e. steam boilers,   lifting equipment, local exhaust ventilation, pressure cookers etc.) will be inspected by appropriate contractors.  The Site Manager is responsible for maintaining the maintenance and servicing records.   The Property Maintenance Audit was conducted by PCC in April 2018, this is an annual requirement.
5.2 
Electrical:
Portable electrical appliances –
(i)
Portable appliances are to be visually checked by Directors of Learning and Support Managers on an annual basis, details of these checks will be compiled by the Health and Safety Officer and will be presented to the Health & Safety Committee.  Portable appliance testing will be undertaken every 2 years.
(ii)
Inspection and testing of portable electrical appliances have been carried out by Liberty Gas (via PCC SLA), August 2017.  The next PAT testing is due August 2019.
(iii)
Second-hand and Personal Equipment must not be used on the site without the prior approval of the Health and Safety Officer.
(iv)
Earthed equipment (Class 1) i.e. Electric Kettles, floor cleaners, kitchen equipment will be tested every two years.  The frequently used items such as soldering irons, science lamps, water baths, power packs, microscopes, keyboards, etc., are to be PAT tested annually.  The internal PAT tester (Caretaker) will inspect portable appliances that require a more frequent inspection system.
Fixed Wiring –

Fixed Wiring tests are to be carried out by a qualified electrician and is to be tested every 5 years.  The last test was conducted by InterSept, August 2015 (Next test August 2020).  Remedial work was undertaken by A Whitfield Electrical Ltd.
5.3 
Equipment maintenance – curriculum:
Directors of Learning will be responsible for ensuring that maintenance of equipment for their areas of the curriculum is identified and implemented (i.e. Cookers, sewing machines, science electrically and DT equipment etc.).
PE equipment is inspected on an annual basis by Universal Services; last inspection dated August 2018. 
5.4 
Ladders and access equipment:
Caretakers/ICT Team will be responsible for inspection and maintenance of ladders and other access equipment, following guidance contained in the Caretaking Manual section F.
HCL Safety equipment has been installed on the Technology Block and Reception roofs.  The Caretakers will use the Latchways harness system when working on the Reception roof.  The Site Manager is responsible for working at height compliance.  

5.5
Earthing and Lightning Protection:

To comply with the Electricity at Work Regulations 1989 and in accordance with BS6651 and BS EN 62305, Omega Red Group Ltd has been commissioned for 3 years by the school to undertake an annual test and inspection of lightning protection system.  The last test and inspection was completed by SSE (via the PCC SLA) in February 2019.
6. 
HEALTH AND SAFETY MONITORING:



6.1 
Inspection of premises:
(i)
General workplace inspections will be co-ordinated by the HSO.
(ii)
Monitoring inspections of individual departments will be carried out by Directors of Learning/Support Managers.
(iii)
In compliance with the Legionella Risk Assessment, the Legionella prevention monitoring is conducted by the Site Manager. 

7. 
CONSULTATION AND COMMUNICATION OF INFORMATION:
7.1 
Consultation:
(i)
The School Health and Safety Committee meets termly to discuss health, safety and welfare issues affecting staff, pupils or visitors. Minutes from meetings are brought forward for review by the Governors of the Finance & Personnel Committee on a termly basis.   
The School Health & Safety Committee members are: 

Headteacher and Chair of Health & Safety Committee – Mr S Graham

School Business Manager and Health & Safety Officer (HSO) –  Mr J Cooper

Site Manager and Fire Officer – Mr G Burns
Health and Safety Representative (Union/Staff) – Vacant
Health and Safety Representative (Science Dept/CLEAPSS) – Mr Candy and Mrs B Meade
Health and Safety Representative (Practical Subjects) – Mrs V Dale
Health and Safety Representative (ICT Dept/DSE) – Mr I White

Link Governor – Mrs K Moore 

Appointed First Aider – Mrs N White
(ii)
The Trade Unions’ appointed Safety Representatives on the staff is:  Post Vacant.
7.2 
Communication of information:
(i)
The Head teacher will ensure that systems are established so that staff and pupils are familiar with the arrangements set out in this document.

(ii)
New Staff - All staff who are new in post will be issued with the Governors’ Health and Safety Policy as part of the Staff Handbook. This policy will form part of the induction programme organised by the nominated Deputy Assistant Head. Directors of Learning and Line Managers for new teaching staff.  All other staff will follow an induction programme organised by their line managers, who will be responsible for specific training within their subject areas.

(iii)
All Staff – The Governors’ Health and Safety Policy will be issued annually as part of the Staff Handbook. Any interim updates will be issued in writing through pigeonholes and highlighted at formal staff meetings. Appropriate Fire Related Training will be arranged and recorded by the HSO.  Any further subject specific information will be issued by Directors of Learning at Departmental meetings.

(iv) 
Students – Pupils will be made aware of the need for safe and healthy behaviour using the curriculum and pastoral framework.

(v)
Visitors – A copy of this policy and emergency action provisions will be made available at reception

(vi)
Intranet – This policy will be made available on the School Network.
(vii)
The Health and Safety Law poster is displayed at; Reception area, Staff Room, ICT Office, Site Office, Kelly block, B Block, Art Block and the Sport Hall.
(viii)
Health and safety advice is available from the Health and Safety Officer.

8. 
PREMISES MANAGEMENT: 
8.1 
Supervision of pupils:

Arrangements for the supervision of pupils are organised by Heads of Learning.
8.2 
Security and visitors: 
All visitors must report to the Receptionist at the Reception area where they will be asked to sign the Visitors’ Book and wear an identification badge.

8.3 
Vehicles on Site/Parking:
(i)
Cars must be parked in designated areas.

(ii)
The risks of persons and vehicles coming into contact will be controlled by the Site Manager.
(iii)
Delivery/contractor vehicles must park at; Kitchen car park or main car park.
(iv)
Arrangements for disabled persons; if assistance is required this will be arranged by the Receptionist (a disabled persons WC is located by the Library and in the Sports Hall).
8.4 
Building maintenance:
(i)
General building maintenance is carried out by; the school’s preferred contractor.
(ii)
The Site Manager, will be responsible for ensuring that all identified general building maintenance is carried out by either the school’s preferred contractor or other contractors.

8.5 
Asbestos management:
(i)
The asbestos register is held in the Site Office.
(ii)
The Site Manager is responsible for ensuring that contractors who may be working in areas of the premises where asbestos materials have been identified sign the register and that any changes to the register are notified to PCC AMS (or the relevant asbestos management team).
(iii)
Staff/Students are not to undertake any building or maintenance work (i.e. drilling holes in walls to hang pictures).  Staff must request the Site Team to complete this type of work.

(iv)
Reporting procedures where asbestos damage is suspected or known: 

a. Any accident or incident (occurrence) that results in damage (and/or release) of known/or suspected asbestos fibres must be reported immediately to the HSO.

b. The immediate area where the incident occurred should be isolated until advised otherwise by the HSO.  This is a precautionary measure and it is important not to create unnecessary risks of panic during the isolation process.

c. An investigation into the incident will be carried out by the HSO, assisted by the PCC Service Asbestos Advisor, and a copy of the investigation report will be forwarded to the PCC H&S Unit.  An accident report form or RIDDOR report form is to be completed.
(v)
The Asbestos Register was last updated August 2018, by the Asset Management Services (PCC).  The original Asbestos Register is located in the Site Office, held by the Site Manager and one e-copy held by the HSO.

8.6 
Control of contractors:
(i)
The Site Manager is responsible to ensure that all contractors report to Reception, where they will be requested to sign the visitors’ book and wear an identification badge.  Contractors will be issued with guidance on fire procedures, local management arrangements and vehicle movement restrictions. 

(ii)
The Site Manager is responsible for monitoring areas where the building contractor’s work that may directly affect staff and pupils, and for keeping records of all contractor work.
8.7 
Lettings management:
Lettings are managed by the Caretaker (Lettings), in adherence with the Lettings policy and procedures.
8.8
DDA Accessibility Audit:
(i)
It is a legal requirement to ensure that the school is accessible for people with disabilities. In order to do that you need guidance to highlight any barriers and disabilities issues and this can only really be done via an Access Audit. The purpose of the Access Audit is to assist your school draw up/update the Access plan.  The frequency of the audit is every 5 years.

(ii)
The DDA Accessibility Audit was undertaken internally by the HSO, on February 2014.  The audit report has been approved by the Headteacher and the Governors.  
8.9
Tree management:

(i)
A survey of all the trees on the site, is conducted every 4 years by a qualified arborist.  The last survey was conducted June 2013, by Greenfellers Ecological Arborists.  The next survey is due June 2018.
(ii)
Richard Moore Tree Surgery are the school’s current tree surgeon.

(iii)
The Site Manager is responsible for ad hoc visual checks of the trees. 

8.10
Workplace H&S Inspection:

The Site Manager is responsible for the daily H&S inspection of the site.  On a Termly basis, the Site Manager is to complete a Workplace H&S Inspection record to formally document the checks.

9. 
OTHER PROCEDURES:
9.1
Emergency response management:
The Local Authority’s ‘Emergency Response’ Guidelines are followed and staff are made aware of the advice given, in conjunction with the school site-specific emergency response procedures.  The HSO holds the main ‘Responding to an Emergency’ guidance document; the relevant ‘Responding to an Emergency’ handbooks are issued to the Chair of Governors, the Headteacher and the Site Manager.  The School Emergency Management Team (SEMT) consists of the following: Chair of Governors, Headteacher, Deputy Headteacher, Health and Safety Officer, and the Site Manager.

9.2 
Managing medicines (for Pupils):
(i)
Prescribed medication will be administered by the pupils under the supervision of a First Aider following guidance contained in the school’s Medication Policy.  The Senior First Aider has been nominated as responsible persons for control of medication for pupils.

9.3 
Educational visits:
(i)
Educational visits will be organised following guidance contained in DfE (DCSF) documentation issued by Hampshire Outdoor Education, PT & Sports Service.   The Educational Visits Co-ordinator is; Mrs C Axton, Assistant Head.
9.4 
Management of Minibuses:
(i)
The operation of minibuses will be carried out by the Site Manager, following the guidance contained in the MIDAS Manual.
(ii)
A weekly maintenance log must be completed by the Site Team, the log is to be retained by the Site Manager and checked at the H&S Committee meetings.

9.5
Personal Safety and Security

(i)
It is the responsibility of all staff to ensure that pupils and staff are able to work in a safe environment, and that pupils act in a safe manner appropriate to the activity being undertaken.

(ii)
Measures, including the use of access control systems and closed-circuit television, will be provided and regularly monitored to ensure the integrity of the site and buildings. 

(iii)
All visitors are required to report to Reception on arrival and departure and are required to be suitably identified.

(iv)
Any incidents which pose potential threats to the safety of staff, pupils or visitors must be reported immediately to a member of the Senior Management Team and the assistance of other adults sought. Staff must never attempt to deal with such incidents in isolation.

(v)
New technology such as the Internet introduces additional risks to security and safety and a specific policy will be provided and enforced to protect Users and IT system.  Mr I White, Network Manager, is responsible for updating the school E-Safety policy.

9.6
Swimming Pool Normal Operating and Emergency Procedures.

After school activities – All Clubs/Lets are issued with the ‘Swimming Pool Normal Operating and Emergency Procedures’.  The clubs/lets are to fully adhere to these procedures.   Last reviewed March 2018.
9.7
DSE Related Eye Tests.

(i)
Under the Health and Safety (Display Screen Equipment) Regulations 1992 employees are entitled to an eye test paid for by their employer if the majority of their working time is spent using Display Screen Equipment.    Where there is any doubt Mr J Cooper, HSO, will decide whether the member of staff concerned should be considered a user.

(ii)
The School will meet the cost of an annual eye test at a nominated optician. Vision Express have been appointed as the current provider for employee eye care.    It is the responsibility of the user to ask for and arrange the eye test. The user must apply to the HSO for this support before seeing the Optometrist. Eligible employees will be given a voucher for an eye test only in the first instance.

(iii)
Once the eye test has been completed the employee will be given a certificate by the Optometrist that states the reason for issuing any prescription.  If the certificate states that the employee requires spectacles solely for VDU use or spectacles incorporating a special prescription for VDU use a further voucher for the cost towards the spectacles can be issued.  The employee can then go ahead and order any spectacles from the prescribed VDU range, the extra cost of any higher specification or designer frames that may be chosen is borne by the employee.
9.8
Corporate Legionella Management Policy.

The Corporate Legionella Management Policy details the structure for managing legionella within the School.   The policy details roles and responsibilities for personnel to produce and maintain documented legionella management within the school to facilitate compliance with the requirements of ACOP L8.  
9.9
H&S Policy for the Science Department.

The CLEAPSS G223 ‘H&S Policy for Science Departments’ is a department relevant policy, to be read by all Science Department staff in conjunction with the school’s H&S Policy.  Last reviewed August 2017.
10.
REFERENCE DOCUMENTATION:
10.1
All reference documentation relating to this policy and the School’s H&S management systems can be accessed via; The Health and Safety Officer or electronically via P:\NEW Pool\Health & Safety Policy.

11.
CONSULTATION:
11.1
The development of this policy has been subject to a consultation process as follows; Health & Safety committee meetings, Finance and Personnel committee meetings for ratification and final approval by the meeting of the Full Governing Body.
12.
Communication and dissemination:
12.1
This policy is available; at Reception, the Staff Room and School Website, also emailed to all staff on a yearly basis or when amended.
13.
Policy review:
13.1
The Health & Safety Officer is responsible for maintaining and updating this policy.  This policy will be reviewed annually by the Health & Safety Committee and the Finance & Personnel Committee, and republished on an annual basis or sooner if required.  

13.2
This Policy will be kept under review by the Governing Body.  The last review was in May 2019.
Appendices:

1.
Health & Safety Training Record
2.
Health &Safety Organisation Chart

3.
Fire & Evacuation Procedures

4.
Incident Reporting in Schools
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