Health and So]:etg Policg
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Inkroduchion

This Policg will ensure compliance with corporake and Ofsked requiremenks eskabhshlng clearlg dej:'med roles, responsibilihes and

orrangements O,k a lOCGl level.

There are three Parts bo this Policg: -

| Skakemenk - Declarahon 0]: inkenk bH H’LC Chair Of Governors/Headteacher

2 Orgo,niso,hon & Responslblllhes - The managemenf skruclure ond dej;ining roles and responsibilihes
wiHlin Hw school
3 Arrongemenks - The sgskems necesso,rg for implemenhng Hle Polch (including monikoring and

manugemenk SHSkemS)

APPFOVG[ Dake: IGI’IUGI"H 2024

Signature:

DQ&G fOI" Review: IGI’IUGI"H 2025




Sl’al’emenf Of lOCOl heull’h und SOJJCI'H ‘ml’ent

GOOC[ healkh and Safehj management will be an integrul Part Of H’le OPCFG[’iOI"L Of H‘LC SChOOl, H’le govern‘mg bOClH, headkeacher, emPlogees,

Partners and dll other People with whom we do business. We will meel all the requlremenks seb oul in the corporate health and saj;ehj
Pollcg

Warstones Primarg school will ensure compliance with legal sfandards/approved codes of prachce, along lem, where relevank health and
soj;ekg guidance Provided bg the Citg of Wolverhampkon Council (CWC). Wherever Possible, and where skakukorﬂ standards and requiremenks

are not in Place, the school will meel best Pruchce standards.

Il’ is J;urthermore H'w, POliCH OJZ H’te SChOOl kO ensure H’Lak

o We will Plan for health and safehj within our school improvemen& Planning achvitg.

o Relevant saj;ehj aclions are included dur'mg the skaff appruisal process.

o We will develop and maintain local arrangemenks and Procedures thal ‘mkerpref health & saj:etg legislahan and guidance that

O’PPlH ka Hlls school.
o We will review with the Governing Bodg all progress aga'mst our Plans and lake appropriate aclion.

o We will provlde an enviranment in which school sfaff can carry ouk their tasks without fear op inhmidahon, harossmen&, violence

or the negaive aspecls of siress.
®  We assess and conlrol risks to all school stagy.
® Al plank, equipment and premises meet appropriale sagely standards.
®  Appropriate health and sagely lraining is in place por all stag.
®  Monilor accident trends throughout the school to purther ingorm the health and sagely aspecks o the school improvement plan.
®  Monitor our perpormance against plans.

o COPH Hﬂs skakemenk kO OH Staﬂi membera

The school will expeck emplogees lo show a proper Personal concern gor their own, Pupi[s’ and others safe&ﬂ, and the safetg of equipmenk,
bH exercismg due care and alfention and observing authorised methods and codes of pro,chce, including those inherent in Prq{:essional or

trade h*aining.

Signed bH
Headleacher: Chair of Governars:
Dale: Dale:



Organisahan & Responsibilihes

This seclion delails the organisahon and responsibilihes required to maintain and conhnuouslg improve our school's health and so,fehj
monagemenk sHskem‘ The responsibilihes and dulies for the monogemen& of health and soj:ehj within the scope of this PolicH are

allocated as follows:
The Governing Bodg

The governing bodg of Warstones Prlmorg School is responsible for the J;ouowing:

o,) A school soj:ekg Pollcg is Produced, o,ncl H1e Pollcg is regularlg reviewed in Hle Governors Moni&oring Commiﬂee, ensuring Hmk
the requirements of health and soj:efg leglslohon are mel, thal corporofe health and soj:ehj standards are mel, where relevant,
and o Promote best Prochce

b) /\Pproprio,ke lnj:ormo,hon, instruchon, kroinlng, o,ncl supervislon ko ossisf all skaﬂ;, Puplls, o,ncl vislkors fo o,void ho,zo,rds o,nd ko
conlribule Poslhvelg to their own health and so,fekg whilst on school premises.

o) The soj:etg of Plonk equlpmenk bulldlngs, and safe sgskems of work.

d) Safe arrangemenfs for the use, hondllng, sforoge, and kronspork of articles and substances.

e) A safe workplace and safe access and egress.

f) A hea”hﬁ worklng environmenl.

g) Procedures for J;ire evo,cuo,hon, J;irsk oid cover ond 0H1er emergencg sifuohons are in Ploce.

h)  The safetg Policies will be broughf bo the notice of all emplogees

i) Ensuring Hld Hte school budgek is managed on a risl( Prloritg basls, SO Hld healHl, so,‘[;ekg o,nd welfare are mointalned

J) Ensurlng Hld effechve heo”h and so‘FekH Plonnlng ond korgek seHing kol(es Ploce letin Hte SCI’IOOI ond H’tot regulor monitoring,

auditing and reviewing of health and sagely perpormance is undertaken.

k) Ensuring that all stagp are pully aware o their dubies and responsibilities and thal they are compelent o meel these expeclations.

) Ensuring eppechive communication with the headleacher, the Children and Young Peaple’s Service, stagy, parents and pupils in
respect of health and sapely malters.

m)  Ensuring thal the qoverning body and headleacher recagnise and sek out the roles of specialists (Health and Sagely Ogicers,
Educalion Advisors, Fire Opsicers elc) and the means of epechively liaising with them.

n)  Health and sagely issues concerning the school are idenlicied and appropriale ackion taken.

o)  Ensuring eppechive communication with the Head Teacher, stags, parents and pupils in respect of health and sagely malters.

p)  Reqular sagely reporls are provided by the Head Teacher so thal sagely arrangements can be monitored and evalualed.

) Appropriale acilities por accredited Union Sagely Representalives are provided to enable them to pulpil their dulies.

r) Al reasonable pacililies and inpormakion are provided fo Inspectors of the Health and Sagely Execulive and any other health
and sagely ofpicial.

In Prachce, Hte 9overn'mg bodg wl” delegoke Hle J;unchons necessorﬂ ko clischorge HICSC resPonsibilihes ko Hle heodkeocher o,nd senior

managemenf teo,m of Hle schooL However, HlCH wi” ensure Hlok Hleﬂ hove odequoke monlkorlng of Hlese J;unchons in Plo,ce.
The Headleacher

The CWC and School Governors Have Placed responslblllkﬂ on Hle Heo,cueo,cher ko ac[nieve H’w objechves of Hte hea”h and safetﬂ Policg.
The headleacher underlakes to ensure thal all necessary health and safehj o,chvlhes, requiremenl’s and standards are underltaken and

met, wthin H’teir area of conh’ol. The Headkeacher wiu ensure Htak:

a) Policies and Procedures WiH‘l regard ko healHL, safekﬂ, and welfare maHers wiHL'Ln Hte school are eskablished in wril’ing, and oPProved
bg the Governing Bodg, and thal the pollcies and Procedures are |<nown, underskood, and fouowed bﬂ all members of skoyf, including
tempororg/supplﬂ stoﬁf.



f)
9)

h)

)
)

k)

1)

/\nH health and safekg mallers raised, and guldo,nce from Wolverhampkon Corporate Health and So,fehj, are broughf to the altenkion
of the Governing Bodg.

Regular reviews of the safe perormance of all deparkments of the school are undertaken with approprio,ke aclion when necessary
and are reporked to the Governing Bodg.

Accidenlts, incidents of aggression, near miss accidents, ill health conditions and dangerous occurrences are ‘aneshgated and reporfed
o,ccorcling to the Local Authorifﬂ as well as lego,l requirements.

Adequake J:irsk aid Provislon is made for skaﬂ: and Pupi[s and other persons, whilst on school premises and when wor|<‘m9 away from
the school, in accordance with relevank guidance.

Tro,inlng needs are ldenhj:iecl, and arrangemenks are made for those needs to be mel.

Necessarg arrangements are made fo ensure that Union Safekﬁ Representahves can eﬂ;echvelg carry out their funchons, and that
considerakion is g‘wen to rePorks on insPechons carried out bﬂ Safehj Represenfo,hves.

All Parks of the Premises, Plant and equipmenk for which the Governors have responsibilihj for Purcho,se and/or repalr, are regularlg
inspected and mainlained in safe working order.

Goods Purchasecl complﬂ with necessary saj;efﬂ standards and that all Purchasecl equipment is safelg installed.

Ang unsage items which are rePorted to the Sile Manager and any item which consilules o health and safehj hazard are taken out
of use.

Sfaﬂ; and volunfeer helpers organlslng and kal(lng Park in vlsits, journeﬁs and halidag excursions have Hle necessarg knowledge,
experience and skills so that H’Lelj will be aware of, and have made arrangements to deal with, any risks involved.

Work‘mg arrangemen[s are agreed with conlraclors worklng on the premises and are closelg monifored to ensure that the working

Pl"GChCGS dO nok endanger Hw hea”h and/or Safehj OJ: emp[ogees, PUPilS or OH’LGT‘ PCT‘SOI'IS working an Hle Premises

m) AWO,FCHCSS o,nd CO-OPCI"O[’iOﬂ amongst Skaff WiHI rego,rd kO heo,lkh and safekg maHers is achvelg encouraged.

n)

p)
a)

Provide an effechve rls|< ossessmenf Process w[uich:
O  Eliminales accident Pofenhal as far as is reasonablg Prachcable‘
O Regularlg reviews and updates risk assessment as appropria&e, 'mclud'mg pos&-accidenf risk assessment.

O Conforms fo sfatuforg regulahons, Local Aukhorifﬂ Policles and Procedures, codes of Prachce and guidance, and lo best

Prachce.

O Takes account of individual persono,l requiremenks, such as disabled people, individuals with poor liferacg skills and those

for whom English is @ second language.
O Pags parhcular alention o pupils, service users, visitors and conlractors who may be unaware of dangers and risks.

Provide the Lnskruchon, 'Lnformo,hon, training and supervislon necessary fo secure the health and safefﬂ of all persons under their

conkrol.

Ensure HIG[' heauh o,nd so,‘[;efﬂ responsibilihes are 'Ldenhj;ied letin Job descrlphans, as requlred

Evaluate, monitor and review health and safekg arrangemenfs and perpormance farma”g once @ year, or where there are slgnlj;ico,nf
changes.

Ensure that the Local Autharlka and school governors are inj;ormed of any breach of health and saj;ekg skahﬁorﬁ requirements or

Loco,l /\quorlkH Policg.

The Monagemenl’ Team

The monogemenk keam wi“ underfake general resPonsibilihj fo ensure Hmk au necessary hea”h and saj:ehj achvihes, requlremenks ancl

standards are underkal(en and mek wthin Hlelr resPechve areas of cankral. Thls wi” be done under HLe direchon of HLe Headkeacher

Managers, deputg headteachers, assistant headleachers and any other members of skaff with supervisorg responsibi[itg will:

a) Ensure thal risk assessments are in Place for all ackivities undertaken in areas under their conlrol and that PrOfesslonal

knowledge and anut are Provided, as required



c)
d)
e)

Ensure that health and so,fekg is considered in roukine meehngs with sfo,ff

Idenhﬂj any emplogee health and saj:ekg kro,‘ming needs and ensure thal these are communicaled o the headleacher

Ensure that any new staﬂ: receive sPechic health and so,fehj induclion fraln‘mg and record thal this has been done

To,|<e immediake aPProPriafe achon in respecf OJ: o,nH wor|< sifuahon (including controckars) wiHlin Hleir control, whlch HmeH
consider to pose a serious and immediale risk lo health and saj:ekﬂ

Ensure H'Lo,k o,H injuries, occupahonal illness, flres, lncidenfs Of aggression ak wor|< and near misses are immedio,felﬂ reporked kc
the headleacher

Ensure that the headleacher is made aware of any breach of stokutorg regulahons or unsage Prachces which cannot be deall
with eﬂ:echvelg bH them

Ensure that all dej:echve equipment or Plant is kaken out of use or disabled or made safe unkil repairecl or replaced

Ensure that Prokechve clokhing or equlpmenk is issued and used where necessary

Ensure that all areas of work are mainlained to o high standard of hausel(eeping

Respond ‘meedlatelg to all hazards broughf to their altention bH emPlogees

Underlake o,PProPrlafe health and so,fekg courses.

ClOSS Teuchers

Sfaﬂ; hmekabled to be in charge of clo,sses have Hle fouowlng responslbilihj fc asslsk Hle Headfeacher:

a) To fcllaw safe warking Pracedures Persona”&

b)  To ensure the so,J;etH of students in classrooms and other areas of the school whilst in their chorge and ensure students are
Provided with health & safekg infarmo,hon during lessons as requlred

o) To assist in develaping risk assessments and ensuring their classrooms J;if for purpose.

d)  To be aware of and fo adopt safehj measures within their keachlng areas.

e) To requesf specia[ safe working Procedures, Profechve cloHling, guords, elc. where necessary and ensure H’ICH are used.

f) To make recommendalions lo the headleacher regardlng the so,fetﬁ of equipmenk or tools, in Parhcular any equlpmenf or
machinerg which is Pokenha”g dangerous.

9) To be aware of emergency Pracedures in respeck of J;ire, bomb o,lerk, flrsf ald, accident elc. and o carry them out.

Sile Monager

The Sile Manager will have responslblhkﬂ for:

a)

b)
c)
d)

e)

Ensurlng securlka of the school site and thal the site is clean and hdg

Ensuring that the school J;ire alarm and equlpmenk are Praperlﬁ maintained and checked regulorlﬂ

Monlkarlng of work bﬂ conbraclors on sile

that hazardous substances are sulfablg stored; the COSHH assessments have been carried out, up to date, and the assessment
sheels available to skaﬂ; who need them;

all staff us'mg chemicals have been lnformed of the do,ngers from the chemicals Hleﬂ use and the conbrol measures that are in
Plo,ce to Prevenk them or others from being harmed;

staff using chemicals are 'mfarmed OJ; Hw J;irst o,id kreatmenk required in Hle evenf af Hlem coming infc confo,cf WlHI Hle chemica[s;
risk assessments have been carried out on all hazardous achivities undertaken bH the deparkmenk ie. using ladclers, entering
boiler rooms elc. Assist in the develoPmenk of other school risk assessments.

Undertake all relevant checks relahng bo the swlmming Pool in accordance with kro,'m'mg underlaken

the fire lag book is up lo date and all fire alarm relaked checks and 'LnsPechons are undertaken and rePorked electronicallg via

Shak Shely

use and malnkaln ina gaad candihon a” Personal Prokechve equlpmenk lssued bH HW. school.



Educalional Visits Coordinator (EVC)

Follow guidance Provided where J:uu responsibi[ihes are oullined:

a)

b)
c)

d)

Ensuring o suitable and suﬂ:lcient risk assessmenl is carried out for all educalional visits carried out bg the schaol.

Altend kralning courses and ensure visit leaders are compekenk and approved bo suppork the planning and running of visits
Undertaking the J:unchons oullined in the DJ;E Publicahon ‘Health and Safekg of Puplls on Educational Visits” and National
Guidance for Educational Visits

The SCl‘LOOl uses EVO[VC recordlng sgskems.

Emplogees general resPonsibilihes

All emplogees are requirecl tO kal(e healkh and SG‘FetH serious[g and Perj:orm Hlelr WOI"I( in SUCl’l a WOH Hw,f dOGS not PlOCC Hlemselves or

OH'lCFS Ql’ l"iSl(. EVCFB emplogee hClS a legal dutg tOI

Take reasonable care or their own health and sagely and that o olher persons who may be agpected by wha they do or do
ot do

Co-operale with their emplayer in allowing the employer to pulpl their health and sagely obligations

Correcty use work iems or anything provided in the inkerests of health and sagely

Nok infergere wilh or misuse anything provided por their health, sagely or welgare.

Pravide sPecialist or PrOfessianal l(nawledge requlred ko an;orm rls|< assessmenks in Hlelr area.

EmPlOHCCS O,k WGFSkOI’ICS PI"mOJ‘H SChOOl musl’:

a)

Report any hazard or malgunchion lo their supervisor. Employees must use all normal lines of inkernal communicalion begore
cantachng CX%CFHG[ en‘[;orcemenk agencies

Follow all wrilten and verbal inslructions they are given lo ensure personal sapely and the sapely of others, particularly pupils
and service users who may not have sugsicient malurily or understanding o have due regard for their own health and saely.
Use their progessional and specialist training to underlake dynamic risk assessmenks in digricult or emergency situalions.

Be sensibly and sagely dressed or their parlicular working environment and conduck themselves ol all limes in an orderly
manner in the workplace and regrain prom any porm of horseplay.

Avoid any improvisalions or shorlculs thak could creake unnecessary risks o health and sagely,

Mainkain tools and equipment in qood condilion, reporting all degecls o a supervisor.

Report o o supervisor all accidenks, incidents of aggression, work-relaled ill-health and near misses.

Altend appropriate health and sapely lraining courses and have knowledge of all relevant processes, malerials and substances
HlCH use

Understand all pire evacuation procedures and the locakion, position and punclion of fire sagely equipment. Understand the risk

ussessments in Hleir areas and complg WlHl Hle conkrol measures arislng from Hlem.



Arrongements ]:or h€0uh ond SOJ:C[B (see lOCGl orrangements secl’ion)

Documenf Control

We will develop and mainlain local dacumentalion. Changes includ‘mg re-issues and delelions to local school documentabion will be

CluHIOl"iS@C[ lJH Hw Head Teo,cher.

Co—operuhon

LOCO[ sgstems and documenhhon will be implemenked J:ollowing consu”ahon leough our SChOOl,S hCGlH’I o,ncl Safehj governance meehngs.

Communicalion

Local sHSfems and documentalion will be held electronica”g ond in a hard copy J:ormaf which will be made accessible o shﬂ; members.

Communicalion channels have been established for the exclwnge of health and saj:etﬁ knowledge and ‘Lnj:ormahon‘ Where necessary, these
communicahons wi[l be recorded, ko include:

® Line management meehngs and staﬂ: meehngs al site;

®  Provision of ‘Lnj:ormahon relahng to safe sgstems of work and risk assessments;

®  Communication of advice from schools Advisors and Educational Oﬂ;icers;

e Communication of health and safekﬁ bullekins or informahon from Wolverhampfon Corporo,[e Health and Safehj;

1
° Communication of Wolverhampkon Corporake Health and Safefﬂ and C‘Lkﬁ Council advice, 9uidance and Policies;
1

° Communications with relevant specialisk advisors.
Where health and safetg issues cannol be resolved at local level, Hmeg will be escalaled Htrough the managemenk struclure as qppropriake.

Financial Resources
The Governors will review the school budgek fo defermine, in the ngM of Pask perpormance, LJ; qdequake resources are being deploged to

ensure adequake healHl and SGfetH and will tGI(C appropriate achon

Compefence
The school has compekenf persons in Place bo provide health and saJ:ekH guldance to cover the areas of ‘Lnduchon, idenhficahon of health

and safetg fra‘ming needs and the Provision and deliverg of health and soj;etg troining.
School stoﬂ; will conhnuaug develop their own competence leough CPD achivilies including health and safekg h‘ain'mg on induchon,

refresher train‘mg and specific kro}ming where necessary, e.g. risk assessment fechniques.

Plonn‘mg & Priorihsing (Seuing Standards)
School Health & Sagety Plans

SChOO[ I’LCO,[H"L and SGfel'H planning wi[l be part Of our SChOOl improvemenk Planning PT‘OCCSS.

Plann‘mg will be carried oub ak regular intervals and will involve objechve seH‘mg, idenhficahon of expecked oulcomes and allocakion of

resgurces.

Risk Assessments
Job and speci‘[:ic risk assessments will be carried oul bg sko,ﬂ; within the school in accordance with the relevant local arrangemenks, eg.

manual handling, fire, hazardous substances, displaﬂ screen equipment elc.

Local Arrongements
We will develop and mainkain o range of local arrcmgemenks to achieve speciJ:Lc aclions requlred for health and Safehj in the school (see

lOCGl arrongemenks sechon)



Measuring H&S Per_[:ormance
Aclive Monil’oring

Our schaol managemenk team will oversee aclive monikor‘mg to include workplace LnsPechons in accordance with our local arrangemenf for

this.

The school will receive monikor‘mg inspechons from the J:ouow‘mg:

e OFSTED
o HCO,[HI & Safekg (Wolverhampkon COI"POFO&G Heauh and SU}:C[’H)

Aclions arising from third Partg oudit/inspechon will be incorporafed within the school ackion Plan with appropriake &arget dales for

comPlehon.

Reackive Moniforing
The school managemenk team will oversee reachive monitoring to include o,ccidenks, near misses, and hazard rePorts in accordance with

our lOCQl arrangements o,nd rePork relevanf flndlngs kO our Governing BOdH

Reviewing Health & Sa_[:efy Performance
Perj;ormance indico,fors used for Hle review of heauh and safehj Perj;ormance le include idenhflcahan of areas where rlsl( contrals are

inadequate or o,bsenl’, Hle extenk OJ; achlevemenk Of sPeclJ;ic healHl and safehj objechves ancl an analgsls 0f accldenk o,nd lu—healH\ daka.
The school health and safetg pergormance will be reviewed bH the school managemenk team quarkerlg and rePorked to schaal Governors.

Audihng/InsPechng Hea”’h & SOfel'H Perfarmonce
Once Hle hea”h and saj;ekﬂ SHSkems have been sef up o,nd infroduced lnko Hle school it is a requirement Hw,k it is regulurlﬁ checked ka
ensure H\d it remains up fo dake and eﬂ;echve. Heauh o,nd saj;etg audihng/ insPecl’ing wiu be co,rried ouf on a regular bo,sis bH H}(’,

GOV@FHGFS and senior managemenlﬁ

The Purpose is lo ensure Hle sgstem remains effechve. Durlng Hle audlk, Hle managemenk Procedures shown in Hte safehj Po[icH are

checked to ensure Hld HIZH are shu Put lnko Pro,chce and Hlak HIC skaﬂ;, are aware of Hlem



LOCQI Arrong ements

Appendix | - Accident & Incident Reporiing Procedures
Appendix 2 - Administralion of Medication
Appendix 3 = Asthma & Auergens
Appendix b - Asbestos

Appendix 5- Audiiing of the Safeiﬂ Sﬂsiem
Appendix 6 — Behaviour

Appendix 7 - Blood, o,voiding coniaminaiion
Appendix 8 - Conlrol of Conlractors
Appendix 9 - COSHH

Appendix |0 — Communication

Appendix Il = Covid 19

Appendix 12 - Curriculum

Appendix 13- Displo,g Screen Equipmeni
Appendix 4 - Driving ak Work & Minibuses
Appendix I5 - Educational Off—Siie Visits
Appendix 6 - Eleciriciig

Appendix [7- Emergencg Managemeni Plan
Appendix 18 - Fire

Appendix 19 - First Aid

Appendix 20 - Flammable Substances
Appendix 2| - Health & Sapeiﬂ Assistance
Appendix 22 - Heallh & Sapeig Inspeciions
Appendix 23 - Health and Sapeiﬂ Inj;ormaiion and Training
Appendix 24 - Legioneuo

Appendix 25 - Leiiings, exiernal agencies and shared users
Appendix 26 - Lone Worl(ing

Appendix 27 - Moving & Handling

Appendix 28 - Missing Pupils

Appendix 29 - New & Expeciani Mothers
Appendix 30 - Noise & Vibralion

Appendix 3l - Premises and Work Equipmeni
Appendix 32 - Personal Protection Equipmeni (PPE)
Appendix 33- Phssical Restraint

Appendix 34 - Risk Assessments

Appendix 35- Securiiﬂ

Appendix 36 - Sun Protection

Appendix 37- Swimming paal

Appendix 38 - Trees

Appendix 39 - Viclence

Appendix 40 - Waste

Appendix 4 - We”being & Slress

Appendix 42 - Work Equipmeni

Appendix 43 - Work ok Heighi

Appendix 4—4— - Worl( Experience/Young Workers/AgencS/TempararH



Accident, Incident & Near Miss Reporhng APPENDIX |

Inkroduchion

This arrangement ouHines responsibilihes J;or Hw reporhng OJ; accidents, near misses, Personal saj:eh.j incidenfs and dangerous

gccurrences across Clhj Of Wolverhampkon Council‘

Under the Reporhng of Injuries Diseases and Dangerous Occurrences Regulahans 2013 (RIDDOR 2013) Citu of Wolverhampton Council

will ensure that all incidents are recorded and reporfed, where aPProPrlafe, to the enforclng au&horih} In addihon, all accidents rePorked

to the health and saj:etu feam will be inveshgo,ked and where o,PProPrlake recommendalions for improvemenks made and Puk in Place to

Prevenk recurrence.

Legal and Regulotorﬂ Contexf

The Primarg aims of these arrangemenks is o ensure that the C‘JH of Wolverhampfon Council J;ulj:ils its legal obligahons for the reporhng

0]2 injuries, diSCGSCS and dangerous gccurrences and J:or each SUCh agccurrence eskabllsh hOW and Wl’LH Hua gccurrence happened o,ncl tO

idenh‘FH Hle correcl’ive measures necessarg to Prevenk reoccurrence of slmllo,r or reloked accidenks

Legal requiremenfs dicfo,fe Hlak emploHers SI’LOUld fal(e Ou Sk@PS FQOSOHQBIH Pl"QChClee tO ensure Hm hea”’h, safel'g o,nd welj;o,re Oji Hleir

emplouees o,nd for HICSE emPlogees ko co—operake wiH1 HlCil" emplogers in Hteir endeavours ko meef Htis requiremenk In H'tis respecf Cttu

of Wolverhampton Council H’Lraugh ifs organiso,honal healHl o,nd saj;ekg o,rro,ngemenks, aims to ensure so J;o,r as is reasonable Hle safehj,

hea”h and we” being of iks emPlogees and OHIQI” People who may be o,ﬂ;ecked bH ifs o,cks or omissions.

Responsibilihes

Role

Responsibilil’g

Headleacher or their nominee

e.g. Business Munager

T/ze designafed 'DZFSOII sha/[,‘

o Nahﬂj the health and su‘[;etg team bg the qulcl(esk means Possible LJ; the accident resulls in a
Fakaliku or there has been o do,ngerous occurance.

® FEnsure all accidents lo skaj;f and Pupils are recorded in the school accident book and nohw the
Health and Saj;efu feam of those accidents, incidents and near misses to sfo,ff and public (which
includes pupi[s, visifors, clienks elc.) where the cause of the accident is relaled o the way we
work, the level of supervision, or the condition of our Premises Accidents arising due lo a
medical condilion, are not rePortuble. This can be done bg emailing the completed E fporm to

healkhandsadpeku@wolverhampkon.gov.uk or submiHlng if via eSo, ek wiHlin 3 doﬁs OJ: Hw

accident occurring Lf there is any injuru or absence or within 7 dugs LJ; there is no injurlj or
absence.

® Ensure thal the health and saj;eku team is advised Lf a member of skaﬂ; is absent for over seven
daHs as a result of o work related incident.

o Inall cases lnveshgate the circumstances surrounding the accident and in aPProPriake cases
carry out o delailed inveshgahon info the accident and its occurrence, PuHing in place
reasonable measures lo Prevenk a recurrence, with the assistance of health and saj;etg team.

® Review eSaJ:ekH records or the IR form, ensuring that all the relevant seclions are complered
appropriatelﬂ o,nd undertake an ‘Lniho,l aneshgahon Lnko Hw incidenk, documenhng Hle
oulcome/ackion laken to Prevent recurrence. The extent of the inveshgo,hon should be
proporhonake to the risk/oulcome of the incident.

L] Ensure Hw inveshgahon and Prevenhon le o,ccldenks is regularlﬂ revlewed bﬂ l’he Sil’e Manager,

Head Teacher and H‘Le HeGlH’t & Safefﬂ GOVCFOOT‘S.
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o SChOOl accidenf reporks Wl” be monlkored fOT' l’rends and a report made kO H’le GOVCI"HOI"S, as

necessarl:j‘

o Ensure H’tal' QH StaﬁF ho,ve been made aware 0]2 Hw arrangements J:Of‘ accidenf / incident and

near miss rePorhng and ho,ve access kO an IR' form or Hle 650}36[’3 sgstem.

o Copies of reporks are maintained in the relevant Personal J:ile of the injurecl.

Emplogee The emplayee sha//,'
o Reporf oll incidents theg are invalved in immediatelﬂ bo their line manager or as soon as
Possible aj:ker the incident has occurred, and in any case bg the end of the worl('mg dag.
L Repork o,H lncidents fo non—emplogees (visifcrs, service users, con[racfors efc) immediatelﬂ to H’seir
line manager ds soon as Possible aj;fer the occurrence.
Health and Safetg Team The Health and Saf:efy team shall:

o Be responsible for nohj:g‘mg the Health and Soj:efg Execulive of all reporkable incidents nohfied
fo them.

® Ensure that an Qppropriate 'mveshgo,hon with recommendalions is undertaken bH the opproprlafe
person, or in appropria&e circumstances, assist the school with the inveshgahon and

recommendalions.

In addihon, incidents of work-relaled violence to s[aff must also be reporked. The H&S Team af CWC is onlﬁ required fo record vidlent

incidents to staff b':J the publtc or bH other members of sfaff where the incident is in conneclion with their work. The J:ouowing are not

reporkable.

Sfaﬂ; on staff incidenks (non—school related) - Htese should be deau wikh using Hle Disclpline, Grievance o,nd Capablllhes Procedures

Sfaﬂ; on Publlc incidenfs - Hlese should be deo,u WlHl using H1e Dlscipllne, Grievance and CaPabilihes Procedures.

Publlc on Publlc (for examPle PuPil on Pupil) incident - HICSE shauld be recarded loca”g as HICH are oufside Hle remlk of heo,lHl

o,nd safefg and dO no[ need tO be reporked kO H’le hea”h and SGJ:@&H &eam.

Troin‘mg Requiremenl’s

Al”’sough there is no specific dukﬂ under RIDDOR to Provide krain‘mg the Health and Safetg aof Work ele. Ak 1974 requires that suitable

informahon and krain‘mg be Provided for the purpose of health and saj;ekg. This includes accident reporhng and inveshgahon.

To give ej:feck lo the above o,rro,ngemenks bwo main levels of awareness and &raining are required.

Firsl’lg, for ol emplogees who will need to know:-

Which incidenks need reParhng

TO whom dO HICH need kG rePork

How o,nd when ko repork Hle incidenfs

The lego,l duhes of emplogees in reporhng accidenfs

The Purpose and benefiks of accidenk rePorhng

Secondlg for Managers and SuPervisors who wiu need l’o hove addihonal I(nowledge in:-

The Procedures fOr‘ nohj;ging H’LC heOlH’l o,nd 50}26&3 feo,nm

The inj:ormo,hon that must be recorded following an incident.

Sfakutory rePorhng and recording requiremenka
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o The need and SCOP@ Of _FO”OW up O,ChOH bH managers, H"LZ health and SG_FE['H team anci H"LG HealHl and SG‘FQEH EXCCU[’W&

New emplogees should receive Lnj:ormahon and instruchion in line with the fraln‘mg Pollcg on induchion. Exishng emplogees should be trained
bH short inj:ormal sessions within each seclion bﬂ the manager responslbl& Managemenk kraining will consist of aj;ormo,l/ inj:ormal briej:ing

on the law, and Council Policg and Procedures in relakion to accident/ incident occurrence.

Guidance and Inj:ormahon

RIDDOR Reporhng — HSE Guidance hHIp://www.hse.gov.uk/riddor/

Associate Documents & Guidance

o eSaJ:efH User Guidance
o Guidance Note: Accident Nohficahon
®  See Hedllh & Saj:ekg Tnkranet site — Health & Saj;ehj Porlal - Home (sharepoinkcom)
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Administralion of Medication APPENDIX 2

I is recognised that teachers do not have any obligahon under their contract to administer medicalion o Pupi[s and thal such

administration is on a volunfarﬂ basis. There is a requirement however under the DJ:E fo assist Pupi[s with medical needs.

The school accepts the need for some Pupi[s fo receive medication during school hours for condilions such as diabeles or epilepsg. To

this exkenk the fouowlng guidelines applg which can be J:ound in the — (Suloporfing Puloils with Medical Condilions Pa/icy':

® Medicine will be administered bH sfcﬂ: who have been lrained in the administration of medicalions.

® Medication should oan be administered ot schoal when it would be delrimental to a childs health or school altendance iJ; it wasn 't

administered.

L Onlg medicalion Prescribed bH a doctor will be accepted for administralion. Non-Prescriphon medicalion may be administered in

excephonal circumstances agreecl leough consullalion with the Head Teacher.
L The medicohon wiu onlg be o,ccepfed WiH’l wriHen aukhorisahon from H’te Parent or guo,rdio,n.
L The wrlHen aukhorlsahon musk conko,ln cleo,r inskruchons o,bouk Hle dosage o,nd hme of Hle deinlsquhon.

L A skandard form wiu be 1ssued bg HIC school for Hlls Permisslon ko be glven. The form includes a skakemenk Hlo,k H1e member of

skaff adminisker'mg the medicalion does not claim o be any gorm of medical prqchhoner.
L Medlcahon wiu be admlnistered in H1e Presence of anoHler member of skuﬂ;.
L4 The medlcahon wiu be skored in a secure Place; and kepk cool 'LJ; it is necessarﬂ.

L] On schaal krips, H1e krlp leo,der wi” o,ccepk responslblllkﬂ for Hle admlnlskrahon le medicahon wiH1 Hle quo,lified firsk aider on Hle

visik.
o Thls medicahon Pollcg wl” be broughk ko Hle aHenhon of all Po,renks on Hle school websike

o Inhalers are normo,uﬂ aukside Of Hlis PFOCCdUFC and OHW.I" o,rro,ngemenks are mo,de such as Hlem being skored in HW. ClOSS room or

cenlral locakion.

The Supporhng Pupi[s with Medical Conditions Policg is based on the following document produced bH Cikﬂ of Wolverhampkon Public
Health team and RoHal Wolverhampkon NHS Trusk:

Supporl’ing children and Young People with their medical condibions in eorly years' sel’h'ngs, schaals, academies and other

educalion establishments

Model Medicines Palicy for Schools
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Asthma & Allergens APPENDIX 3

Some Pupils in the schaal are likelg to have an asthmalic condition and / or allergies‘

Guidelines for cleal'mg with an asthmalic altack or anaphﬁlaxis are J:ound in the Su,oloarhng Pupi/s with Medical Conditions Pa/icy' and
should be made known to all skaff.

Delails of all of the Pupi[s in the school who have an asthmalic or allergic condilion are conlained in the school medical regisker which

oll Sh}ff hQVC access kO.

All teuchers ShOU[Cl be aware 0}3 H‘le lOCG[’iOﬂ OJ: each PUPLL‘S ‘thaler or epi Pen and where SPGFC ones are skored.

All teachers undertake annual kralnlng in asthma and epi pen administralion.
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Asbestos APPENDIX 4

An USIDGSEOS managemenf SUFVGH hGS been carrled ouk IJH compekenk conkrackors kO ‘Ldenhj:g where OSbCStOS/ ACM)S are Presenf wiHﬂn HIC

schaool.
The signij:icanf J:indings of the survey repork have been shared with all skaﬁf within the schadl.

Contraclors are nat allowed lo start any work (especia”g that which involves disruphng the fabrlc of the bui[d‘mg) withoul Produc‘mg a

melthod statement and ho,ving seen the asbestos survey repork
Regulor formol visual checks are carried out (and recorded) of all Piuors, ceilings etc., where asbestos / ACM's have been idenhfied.

Anﬂ areas of the school that are found to have damage to the fabrlc of the bulld‘mg (where ACM's are idenhfied), are taken oul of use

immediatelﬂ and the area is made secure/inaccessible and sealed off bo all persons.
Access to H’Le ceiling vaids is nat Permiued

CWC are contacted immedia[elg when it is suspecfed that fibres have been liberated and licensed contractors are used to carry oul any

remedial works.
Release of Asbesl’as Canl’aining Mal’erials

In H’Le evenf of accidental releo,se of known or suspected asbestos flbres, Hw area must be evacuated lmmediokelg o,nd lf Posslble sealed

to Prevent unaunrised access. A sign shauld be dlsPlaHed to inform Persons ko staH out of Hw area.

The Head Teacher/Site Monager must be conlacled immediatelﬂ who will conlact the relevant agencies (asbestos reglskered conlractors)

tO arrange fOF a sample tO be ko,l(en o,nd relevanf remedial WOFI(S carrled ouk.

Amj contractor who is suspected to be carrging out uno,ufhorised wor|< on Hte fabric of Hle bullding must be reParted to Hle Heo,cl
Teacher/ Sife Manager.
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Audihng of the Safely SHsl'em APPENDIX 5

Once the health and saj;ekﬂ sHskems have been sel up and introduced into the school it is o requiremenf that it is regularlg checked o
ensure thal it remains up to dake and eﬂ:echva The most common way op cloing this is bﬂ an audit. Health & So,fehj Audits are carried
oul bH a Heallh & Saj;ehj Advisor from the LA. The sHsfem should be audited regular[g and al least once every bwo years. The purpose
is ko ensure the sgskem remains eﬂ:echve. Durlng the audit, the managemenk Procedures shown in the saj:ehj policg are checked lo ensure

thal H‘LeH are shill Pul inko Prachce and that the skaﬂ: are aware of them.
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Behaviour APPENDIX 6

The school Behaviour & Leo,rnlng Manager is Fiona Feeneg The school has a behaviour Pollcg in Place, Hlis is accesslble via Hle school

websile.
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Blood, avoiding contaminahon APPENDIX 7

Al staﬂ: should be J;o,miliar with this Procedure bej:ore ho,vlng to handle blood.

®  Wash hands J:irsk

e Pulon non—PermeaHe disposable gloves.

o (lean any wound as necessary and dress any wound if necessary.

L4 Dispose OJ: Hle gloves o,ncl wipe or contam‘maked mo,kerlo,l ina Plashc bag, seal lf Posslble, and dispose OJ: in Hle main bin.
®  Wash hands eroughlg again.

o Record incident in the accident baok.

For deal'mg with the sP‘LHage of bloocl, urine or vomil — see guidellnes issued bﬂ corporole health and saj:ekg feam or seek J:urHler advice

[;rom Hw, SChOOl nurse.
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Control of Conlractors APPENDIX 8

COI’Lh"O«Cl’Of‘S are appo‘mfcd bH Hw, I_A or direcHH bH Hw SCl‘LOOL MeH‘tOd skakements and rls|< assessments are obka‘med J:rom Hua conh‘acfcrs

in order o assess their obi[itg to undertake work soj:elH before any work commences.

Contraclors are Provided with inj;ormahon on any maler that may aﬂ:ed their health and saj;ehj while worl('mg in the Schaal, including
Fire arrongements and orrongements for responding bo silualions of serious and imminent clcmger such as gas leaks ekc. All conlractors

are reoluirecl fo repork fo schaol ij;ice/recephon where Hleg will be asked to sign the visitors book and wear an idenhflcahon badge.

Contraclors may need lo oblain o 'Permik to work’ bej;ore carrH'mg out some work aclivilies around the school eg. hot work. Permits are

issued bH the Site Monager/ Headleacher with assistance from the Local /\uH’»oriEH.

The Sile Manager is responsible for monikor‘mg the saj:etﬂ perpormance of conlractors while the work al school is in progress. Should

there be Problems with the saj;ekﬂ standards this should be reporked lo the Sile Manager. All work is checked al complehon‘
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Control of Substances Hazardous to Health (COSHH) APPENDIX 9

Prior to new substances being Purchased a check will be made (53 the person requirlng the substance) lo see ‘Lf there if a substance which
is less hazardous. When new substances are Purclwsed, malerial saj:etg dala sheets will be oblained from the suppller and the substance

‘mvenkorﬂ updaked
A substance inventorﬂ is in Place and is mainkained bg the Site Manager.

HOZCH"C[OUS subsfances should be kepf locked OWGH J:rom not in use.

Guidelines:

o Teachers should not I(QQP Hmeir own smau SkGCI(S Of hOZGI’dOUS subsfances e.g. cleaning SO[UhOﬂS. Skaﬂ: room cleaning materials

should be l(ept SCCUFClH in Hw OPPFOPriOkE staﬂ:room cupboard.

® Chemicals and clean‘mg chemicals should ldeaug be stored in their own conlainer and clearlg labelled with warnlngs showing clearlg

on the conlainer.
® Never use food or drink conlainers lo store chemicals.
L KeeP oan small quanhhes of the chemicals.
L AnH sPiuoges should be cleaned up ak once.

L Teach PUPi[S kO recognise H}E wo,rnlng SHmbOlS on PrOdUCkS, which H’I@H mOH come across on household COH%Q‘H’ICI"S, SUCh as bleach,

disinj:ecl’anks, lavatorﬂ cleaners, oven c[eaners, Paink sh‘ipper‘s ekc., and warn of the dangers.
L Ensure Prokechve clokhing is available when using chemicals.

L COSHH assessmen[’s musk hQVE been carried ouk b8f0r8 uslng chemicals and Hw user informed Of Hle dangers o,nd COI’Ih’O[ measures

to be in Place for that chemical. There should also be suitable J:irs& aid arrangements available for h‘eohng chemical splashes.

To be read in conjunchon with CWC corporo,fe COSHH assessment guiclo,nce.
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Communicalion APPENDIX 10

Senior Leadership and the Sile Manager are responslble for dlssemlnahng 'mformahon on health and sa_[:efg issues. S[aff will be made
oware of how Hwﬂ can assess inj;armuhon such as oulcomes of inspechons and risk assessments, and local Procedures for hea”h, safetg

and J;ire during induckions and al regular updake meehngs.
Health and saj;ehj will also be a regular ifem on the o,gendo, of team / commiltee meehngs.
The Health and Saj:etg Law Posker is dlsplaged in the fronk entrance o schodl.

Where oppropriate, the ‘Shared Drive’ will be used to communicale health and soj;etg inj;ormohon in order lo keep the schaol staﬂ; updaked

on the Prevenhve and Prokechve measures faken 53 the School.
A copy op the Health & So,fetg Policg is located on the school website.
The Headleacher ensures that all new emplogees know where o find coPies of the health and saj;etﬂ PolicH.

Skaff are reminded of this dur'mg induchion and during termlg health and safe&g upda&es compleked on INSET daﬂs or sfoﬂ; hfaining.

SEQJ;J:, receive updates aboul Procedures such as manual handllng, worklng ab helghfs elc. and fire Procedures during these meehngs.

Temporarg/agencg/volunl’eer Skaff given inj;ormo,hon about hteHl o,nd Safehj PriGI" l'O commenclng WGI"I( ar on Hle (J,O,H O‘F commencemenk
SkQ‘F‘F are aware OJJ WI’IO H’le competenk Persan is fOl" hteHl o,nd SGfel'H QdVlCC o,nd hOW l'O raise hteHl o,nd SQ‘FCkH concerns (verba”g if

urgent |,’o Hle designaked member of Hle Leadership group or ko Hle Slke Manager)

A”, sfaﬂ; are consulled on new Pracedures in staH meehngs and reminders are 8iven ot the start of each lerm. Representahves from
shared users (co,fering and cleanlng) of Hle site can raise hCQlHl and safehj issues ko Hle Head Teacher or Sike Manager. Skaﬂ;; o,lso

have access fo hEQlH'l and so,fetg documenbhon in Po,Per J;ormo,k lacated in Hle School Office.

The responsibi[itg for Health and Saj:ehj is held bﬂ all Governors (Full) and will be o skqnd'mg ifem on each commillee agenda. The Head

Teacher will report on school build‘mgs and premises ifems each term in their repork to the Full Governing Bodg.
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Covid 19 APPENDIX I

The school has in Place a Covid 19 supplemenlorﬂ Pollcg seHing out the arrangemenks in relakion lo the health and so,fehj of our chi[dren,
staﬂ: and the wider school communitg which has been wrilten in accordance with guidance from the DJ;E and the Local AquorlkH in

relalion lo manag‘mg the risk associated with Covid 19.
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Curriculum APPENDIX 12

Health and saj;eiﬂ arrangemenis for Science, PE, Design & Technclo% and any other curriculum subjecis with increased levels of risks

are delailed in individual curriculum stalements.

Teoching sioff are responsible for the maintenance of safe working condilions. Theg should oniicipoie Poieniiallg dongerous situakions

cmcl CiCl’ tO Preveni Hiem J:rom developing.

Siaﬂ; should sel an example in mainiaining safe working and discipline within the classroom. Work needs to be well Planned in order lo

Preveni accidents.

The school has a subscripiion to CLEAPSS (Consortium of Local Educalion Authorities for the Provision of Science Services), an advisorH
service Providing suppori and documenlalion in science and iechnologg that is recognised bg the Health and Safeiﬁ Executive and the
Deporimeni for Education. Membership benej:iis for the school are:

o CLEAPSS l’elephone und emoil helpline: - ACCCSS H‘LI"OUghOUl’ H’ie HCOJ‘ kO a ieam OJ: dedicaied subjecl’ exPeris for uP-tO-H‘i@-

minule advice and suppori.

L4 Termlg newsleuer for all secondarH schools and Primo,rﬂ science which Provides a range of inj;ormaiion on Pro,ciico,l wor|< in

science and iechno[o% and an curreni healih and SOJ:G&H issues.

® CLEAPSS web sile (www.cleaPss.orgsuk) which mal(es o,dvice o,nd guidance for science, D&T and o,ri & design, availoble to o”
relevant siaﬂ: on demand, subjeci lo annuallﬂ-changed log-in delails. CLEAPSS is committed to regulo,r review and updoiing of

these resources so that Hleg alwags offer members the most relevant advice.
®  Hazcards and ReciPe sheels
® Model Risk Assessmenls for Technologﬂ
®  (PD courses: - Access fo an extensive range of Prachcal science and health and so,feig iro,ining courses al discounled rales.

L4 [Rudiahon Prolechon service: Access io a Rudiahan Proiechan Adviser (RPA) io meei responsibiliiies under Hie Ionising

Radiation Regulaiions (1999D] **Delete tf not applicable lo Yyour school**

L4 Primurﬂ guides on Pro,ciico,l science o,nd iechnologﬂ.

More informaiion on CLEAPSS services can be J:ound @
CLEAPSS can be accessed @
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Displag Screen Equipmenl APPENDIX I3

Al staﬂ: who habi[ua”g use computers asa signiflco,nk Park of their normal work (significant is kaken o be conkinuous / near conlinuous

SPC”S Of an hour Ql’ a bme) &g. o,dmln SkQﬁF, OﬁFiCE mano,ger o,nd Heo,d Teacher ekc. ShQH CGFFH oul’ a SGI‘F-DSE assessmenk

Al workskahons, chairs, and associaled equlpmenk shall complg with the recluirements of the Health and Safetg (Displag Screen Equipmenw
Regulotions 1992 and current Brilish Standards. School OJ;J:ice stoﬂ; will be responsible for checl(ing this when ordering.

Where H'w, resulks Of an assessmenk indicake a I"lSI( kO Hw user OJ: SU,Ch equipmenk all reasonable SEQPS are undertoken lJH H’te SCl‘LOO[ tO

eliminale these risks or otherwise reduce them o avoid the adverse health eﬂ:ecfs.
Those sfo,ﬂ: iclenhj:ied as DSE users shall be entilled to a pree eHeslgH best for DSE use every 2 years bﬂ a qualified ophcian.
Where necessary o conkribulion towards the total cost of spectocles will be Proviclecl. Delails of this can be oblained from the Head Teacher.

Suitable train‘mg and inj:ormahon is g‘wen fo users of displaﬂ screen equlpmenk to recognlse the hazards associated with non-inferrupfed

use of suc|1 equipmenf and H’IC QPProPrlate Precuuhons ka be token

Kate Harl’shorn (Offlce Manuger) is resPonsible for co—ardinuhng dlsplog screen equipment o,ssessmenks.
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Driving of Work & Minibuses APPENDIX |4

The school will follow the council's updaked driving ot work Policg (daked Februarg 2020).

The Oﬂ;ice Manager will ensure that those persons who drive their own vehicle as Park of school business have the approprlate licence,

insurance, MOT (ij; opplicoble) and tax and will record these checks on a spreadsheek specifica“g designed for this purpose.

The Head Teacher. or designaked representahve, will require Shﬂ: fo access DVLA and give the schaol a code to enable them o view their

licences. Driver's licences will be checked anline annuallg via the Gov.UK website which will be logged in the schaol OﬁFiC&
Anﬂ sfo,ﬂ; member nok Processing the above will not be PermiHed fo drive on schaol business.

Vehicles on the school site - vehicular access to the schadl is reslricted to school skaﬂ: and visitors onlg and not for general use bg

Parents/guordians when bringing children o school or collechng them.

The maximum speed limik enkering the school is 5 miles per hour. The access from the road shall be kept clear for emergency vehicles.

IJ: an evenl is l)eing held outside of normal school achivities Pedesfrian ga&e will olwaﬂs remain open.
Minibusesz

Teaching o,nd OHICF staﬂ; wha drive minibuses as Part of Hlelr war|< must Passess a DP’E Passenger CarrHing Vehlcle (PCV) categorﬂ on

H’Leir driving licence where it isa requiremenf in Hleir job descriphon.
Volunleers and other sfo,ﬂ; members are PermiHed lo drive a minibus under a Seclion 19 Permil.

*IJ; Hou oHained a J;uu car drivlng licence bej;ore |qc|7 Hau le have a D| (|0|) enhHemenk ko drive mlnibuses. However, should Hlls be

Hw case, bej;ore IJOU, can drive a minibus HOU, musk undergo a compekency QSSCSSank organlsed leough Fleef Managemenf Qt Culweu

Shreek
The stagg ot our school that are authorised ko drive o minibus are: Joanne Ellom

Skag responsible por underlaking daily documented checks on the minibus areMaHhew McGregor
Skag responsible por underlaking weekly documented checks an the minibus areMolthew McGregor
All degects are reported koll nebwork schools who are part owners of e minibus.

Where the minibus is J;iﬂed with lij;hng ecluipmenk (kail llfk) aPProPriate fro,ining will have been received (6.34 MIDAS Accessible) and this
must be maintained and inspected in accordance with The Lij;hng Opero,hons and Lij;hng Equipmenf Regulahons (LOLER).
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Educalional Oﬂ: Site Visils APPENDIX I5

The EVC for the school is Ashleg Powell and has altended the Local AuHLorikH &ra‘ming.

The Educalional Visits Coordinalor (EVC) for the school is responsible for:

The school J:ollows LA guidel‘mes for educational visits and has in Place a sepo,ro,fe Educational Visits PolicH.

Risk assessmenks will be compleked and documenled for all oﬂ:—sike visiks using Evolve. Where the visits are regular vislks, such as lo the

Parl( or swimming Paal, Hle rlsl( assessmenk le be compleked Hlen reviewed each kerm or Hear as necessar&

The J;o“owing members of skoﬂ; are kro,ined as Vislk Leaders and have aHended Local /\quorlkH kralning:

Ensurlng all cokegorg visits (/\, B and C visits) are senl lo the Local AunrlkH.
Lials‘mg with the LA o ensure that educational visits meel the emploger's recluiremenfs.

Ensuring a suilable and suﬂ:icient risk assessment is carried oul for all educational visits.

Undertaking the J:unchons oullined in the DJ:E Publlcohon ‘Health and Safefy 9 Pupils on Educalional Visits and the LA Oﬂ:

Siles Visits Manual.

Ensurlng Al Procedures idenhj;ied in the Managemenk of OJ:J; Site Visits guidance are fo”owed includlng submiHing visik forms

to the LA.

Louise Walker

Iames MCNQUght
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Elechricily APPENDIX 16

Skaﬂ; musk not underkal(e ang wor|< on electrical equlpmenf or ‘msfa”ahons, ‘mcludlng reseHing krip fuses, wiHlou,f receiving suﬂ;icienk
h*aining. The Site Manager will ensure thal the skahﬂorg 5 Hearlﬂ check of the electrical sHsfem is carried oul bH a compe&enf person, and

that a record of this lest is kepk Electrical sacket oullels must not be overloaded. The use of extension leads will be minimised.

Bej:ore using any Piece of eleclrical equipmenk staﬂ: must undertake o visual inspechon fo ensure that the Plug kops, leads and ouler
cashngs are pree prom dej;ecfs. Look for signs of burn‘mg, damaged cables, loose covers elc. The eleckrical equipment must be suitable for

the enviranment in which it is to be used. Oan Porkable or low vouage equipmenf should be used in culside areas.

Repairs bo eleckrical equipment will onlg be undertaken bg brained and compekenk persons. Ang member of staﬂ; iclenhfﬁing broken, clamaged
or J:auug eleclrical equipmenf should ensure thal the equipmenf is not used and repork the malter lo their line manager. Records are

refained of keshng, maintenance and repair to equipmenk

The Sile Manager is responsible for ma'mkainlng an ‘anenkorg of Porkable elechrical equipmenk used at school and for keeping this inven&org
up to date and wl'ten new equipment is Procured. Parlable electrical equipment is inspected and fested 53 competenk Persons o,k regular

infervo,ls aPPrOPriate to Hle level of risl( buf at least everH two Hears

Be aware 0}3 Hw dangers Of hfailing CGHCS and dO l’lOt ho,ve frailing cables across WO,”(WO,HS. FOUJ‘ WQH ex&ension blOCI(S ShOU,ld be secured
tO Hw WO” or compufer h"OlleH or Placed Oﬂi Hw flOOl" where POSSible tO Prevenf Htem being ko,ngled in J;eek This Prevenks kripping hQZOI"dS

cmd damage tO equipmenk

The elecfricitg is to be isalated befare any war|< on Hw electrlcal sgskem lncludlng Hle changlng of ltghf bulbs
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Emergencg Managemenl Plan APPCndiX |7

The dej:‘mihon OJ: whak H‘LiS Plan is J:or; bn evenf — or evenfs - usually sudden, w/u‘ch invalve experiencing significanf personal disfress,
lo a level which Pofenh’ally overwhelms normal responses and Procedures and which is likely to have emotional and organisah’onal

conseciuence&

The P[Gn covers:

A deliberale act of violence

A school flre or laborakorg explosion

A Pupil or leacher being taken hoskage

The destruction or serious vandalising or Part of the school

The death or member of staff leough nalural causes or accidents

A trunspork-relofed accident involving Pupi[s and/ or members of sh}ff
A more widespread disaster in the communihj

DCQH'I or lnjuries on school journeﬂs or excursions

® & & & & 6 o o o

Civil dlskurbunces and ferrorlsm

WiH\in H’Le schoal's Plo,n Hlere is o,flaw chark whlch dekalls whom should be conkacfed in an emergencg. This Plan wiu be reviewed annua”g

by the Headleacher.
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Fire APPENDIX 18

Fire saj:eh.j and evacualion Procedures are set oul in the School's Fire Emergencg Evacuation Plan. This Plan also delails the resPonsibilihes

of staﬂ: within the schadl.

In summarﬂ:

® Fire drills will be carried oul ot least once per term. The lime taken to evacuate the school will be recorded. If it takes longer than

the recognised bime lnveshgate and consider co,rrHing out the drill o,go,in. The lime should normallg be less than two minules.

o AHH ‘FOUHS on H’le sgsl’ems kO be reported tG Hle COHETUCEOY‘ immediakelg.

o All checks as clej;'mecl in the Fire Log Book will be undertaken.

Regular reporhng that these measures are in Place isa requlremenk of the |_/°\, whose role is o monitor and assess levels of risk
altached o fire saj:etﬂ in its schools. Schools are requlred to Provlde a bwice fermlg refurn to the Local aquorﬁH bo confirm thal
aPProPriate measures are in Plo,ce‘ The relurn should consist of the complehon ofa Fire Safehj Checks form and a copy op the Fire

Risk Assessment Action Plan and be made using an eleclronic form accessed via Stat She/f'

The PolicH and Pracedure; Fespansibilih’es & Duh’es for Bui/dings Safe/fy in Sc/wa[s‘ gives furHler ln‘[;ormahon abouk Hlls refurn and lks
imporfo,nce (natablg sechon 4 and APPendlx A)

Registers musk be to,ken to Hre assemblg Polnk to CQI"I"H ouk a ro” CQH.

The fire marshals are: Fiona Feeneg (HT), Ashleg Powell (DHT), Gemma Evans (DHT), Sfephonie Tennant (EY Lead), Sarah Wainwright
(TOD), Lgndon WGH, Helen Zollino, Louise Mo,rsden,

At Hle beginning o,f eo,ch schaal Hear, teachers ma|<e Hleir class aware of Hle J;ire Procedures.

A” electrical equipment le need nof be lefk on, such as, Phokacapiers, Printers and |<emes are ko be swlkched OJ:J; Equipment needed ko
be lej;t on should be kept clear of cambushble mo,terio,l in case of a fuu” developlng when unaHended Combushble rubbish is l’a be
regularllj disposed of o,ncl flammable llqulds are ko be skored Properlg in order ko reduce Hle risl( of J;ire

The Local Auﬂwrikg is responslble for ensur'mg the school receives a regular Fire Risk Assessment. The Headleacher is responsible for
ensur‘mg the Fire Risk Assessment is regularlg reviewed and communicaled lo s[aj;f and shared users of the schaol site. The Fire Risk

Assessmenk will be regularlg updated kO reflec& changes WiH’lin H’Le SCI’IOOL
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First Aid APPENDIX 19

The School has a clukﬂ as an emploger fo assess its requlremenks for J;‘Lrsk aid and ensure that there is adequake provision to meel those

reoluiremenks. To make this assessmenk of need a J:‘Lrsk aid assessment has been carried oul.

Current J:irsk aiders:-

o MsC Penj:olcl
o Mrs S Gill
® Miss N Graham

® TAs and Lunchlime Supervisors

In the event of an ‘Lnjurﬂ or ill healkh, the first-aider in the building should be summoned.
Kate Harkshorn is responsible for ensuring first aid boxes are sufficienHH stocked, as advised bH staﬂ:.
Gemmo, Evo,ns is responsible for ensurlng J;irst o,id tralning is up to dute and refresher tralning is undertoken ina hmelﬂ manner.

A lisf OJ; Hle qualij;ied J;irsf o,iders is availo,ble in stro,fegic Plo,ces fhroughout H’IC school. All staff, including suPPlH keachers are made

aware of Hle firsk alders and Hleir locohon.
Portable J;irst o,id l(ifs must be available, suitablﬂ stocked o,nd fal(en on o,u visits o,waH J;rom H’IC schooL

In the event of a more serious injurg, such as;

® unconsciousness;

® severe bleeding;

L] objeck shuck in leoah

L] deep cuf H}d moH requlre shh;hing;
L] suspecked J;rackure;

® severe asthma oHocl(;

® severe reachon fc bifes or shngs;

o swo,uowlng or suspecked swo,uowing of toxic substo,nce;

Dial 999 and ask por an ambulance. If the pirst aider considers it necessary, the injured person will be sent directly fo hospital (normally
by ambulance). Parents and/or quardians will also be inpormed. No casually should be allowed lo travel to hospital unaccompanied and
an accompanying adull (a first aider) will be designaled in situalions where the parents cannot be conlacted. Health care plans are in
place por those pupils with complex medical needs e.g. chranic or on-going medical conditions (e.q. diabeles, epilepsy, anaphylaxis efc.).
These plans are reviewed annually, and wrilten precautions/procedures made available to stagr. Stagr undergo specific lraining related fo
health conditions of students and administrakion op medicines (e.g. diabeles, epilepsy, anaphylaxis elc) by o health professional as
appropriake.
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Flammable Substances APPENDIX 20

The school do have some flammables, Parhcularlg flammable llqulds. Some cleanlng ikems, Pa'mks and associaled solvents are J:lammable.

Where these items are used, no large quanhhes are stored.
Deliveries and orders will be kept to o minimum.
Where such ikems are recluired in Hw school, H'Leg wiu be skored ina sulkoble, locked mekal cabinek in Hle Sife Manager's oyfice.

Flammoble SUbSthC@S are 0[50 used WiH’fm our Science Departmenk Hlese are skored in Hw YCGI" 6 CUPbOQFd and controued bH Andg

Cook.
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Health and Sagely Assistance APPENDIX 2|

To sohsm its legislahve requirements of having access fo a compekenk person, the schaol seeks the assistance of the Local Aunrifg health
and sqj;efﬂ depurtmenk This cleparhnent will Provicle advice and guiclance on health and safehj law and whal the school needs to do to
complg with that law. Other relevant agencies such as Police, J:ire service elc. will be asked o provide 9uidance, advice or inspechon as

oppropriate.
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Health and Sagely Inspections APPENDIX 22

The SChOO[ are worl(mg fowards deve[oping PrOQChVC management sgstems fOl" recorded slke 'mspechon checl(s kO be underkal(en ancl hOVB

odopfecl and embedded the LA Policg; 'Responsibi/ih‘es and dulies for [Jui[dmgs saf:efy in schools — Pa/icy and Procedures’
Periodic site inspechans are also undertaken bH the LA.

Sfakutorg inspechons such as those for the lij:t, mechanical skage, boiler, venlilakion sHSfem elc. are arrangecl H\rough the Sile Manoger.

Cerh‘[:icates of the conj:ormlkg are relained bH the Site Manager.
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Health & Saj:ely In_[:ormulion & Tro,inirig APPENDIX 23

Heollb ond SQfellj incluclion Wlll be Proviclecl ancl clocumenlecl fOl" Cill new emploHees, lemPOFOI"H WOI"I(CFS ond COﬂerClOl"S. A signed o,nd

daled copy op the induchion for sloﬂ; will be held on their individual personnel J:ile.

Tbe Heod Teocber is responsible J:or ensuring all sloﬂ:, are Provided wilb odequole inj:ormo,lion, inslruclion o,ncl lro,ining o,ncl iclenlij:ging

the health and so,J:elH lroining needs of sloﬁF.

Al emPlogees will be Proviclecl with oppropriole lroining to enable them lo carry out their responsibililies and work in o sape and

eﬂ:icienl manner and in Porliculor:

o Induction lroining in the requiremenls of this Policg.
o Upclole lroining in response bo any signij:iconl cbonge.
o Troining in specij;ic skills needed for cerlain oclivilies, (e.g. use of hazardous subslonces, work ak beigbl elc)

° Refresber lroining where required

Tro,ining recorcls are belcl in Personal folclers, o,ncl ina locl(able cuPboard. Fiona FeeneH, Helen Brown oncl Mollbew McGregor will be
responsible for co—orclino,ling beallb o,ncl sofelﬁ lro,ining neecls oncl for inclucling deloils in llie lroining ond clevelopmenl plon. Tbis includes
a sgslem for ensuring lbal refresber lroining (for exomple in J;irsl oicl) is unclerlol<en wilbin llie Prescribed lime limils Tbe Heo,d Teocber

will be responsible for ossessing lbe effecliveness of lroining received.

Tlie Heod Teo,cber will:

o Ensure that delails of health and soj:elg lroining are relained and will arrange reJ:reslier lroining 0s necessary.
o Assess the eﬂ;ecliveness of lroining received.

L Ensure lbose H&S lraining courses lbol bove been iclenj;ied as rnon(lo,lorH bH lbe LA liove been unclerlo,l(en bH ll'ie relevo,nl slo,ff

members.

o Complele a lroining rno,lrix as necessorij ond rePorls on lro,ining lo lbe Governors moniloring commillee ol leosl onnuallg.

Each member of sloff is also responsible for clrowing the Head Teachers altention o their own Personol needs for lroining and for not

underloking dulies unless ll’iCH are conj;iclenl H"in lbeg l’iGVC lbe necessorg compelence.

Delails of aoll health and sofelﬂ lroining will be recorded in the lroining folcler/dolobose bH the Head Teacher.
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Legionella APPENDIX 24

The SCl‘LOO[ emplogs Hw services Of external conkro,ckors WhO Provlde Hw SChOOl WiH’l assessmenks o,nd monkhlg monifcr‘mg. The Sife Manager

will ensure that the sgsfem is J:lushed ot the approprlate intervals where necessary and this will be recorded in the legione”a log baok.
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Leu‘mgs, external agencies & shared users APPENDIX 25

All external agencies and shared users will be advised of the school's health and saj:ehj Policuj, fire Procedures and accident reporhng
Procedures. Theg should carry oul risk assessmenls for their use of the bulld‘mgs and Provide copies fo the schaal. All staff have a dufﬂ
to monilor the safe use of the bulld‘mgs bH external agencies and should reporf Problems to the leHlngs deparkmenf ot Wolverhampkon Cit}j

Council.
Al leHings will be Provided with specific induclions relahng to the area bein9 Let eg. swimmin9 Pool.

Al cerh‘[;icahon will be oblained from the hirer.  All hirers will be required to Present a minimum of £5m Public Liabi[itﬂ Insurance Prior

to the hlr‘mg.

Lethngs are o,rro,nged thrcugh Wolverhampfon Citﬂ Council.
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Lone Working APPENDIX 26

Lone working can be dej:ined as o wide varietﬂ of situakions lncluding:

. Travelling alone - on paok, by car or public transport

. Peripatefic (mobile) working - visiting peaple in their homes, visiting business premises, altending meetings or even work on the
highway

. Use of inferview rooms - egrectively, working alone.

. Arriving ot or leaving premises - the first person in/last out is in egpect working alone

. Out of hours achivities - cleaning, maintenance, elc

Lone working is undesirable but in some circumstances it cannat reasonablg be avoided. Staﬂ; are encouraged nat ko wark alone in school.
Work carried out unaccompanied or withou} immediale access lo assistance should be risk assessed to delermine 'LJ: the o,chvihj is necessary.
Worl( involving Potenha”g signij;icanf risl(s (J;or example wor|< o,k helght or working in Hle baller room) should nok be undertoken whilst

working alone.

Office Procedure - Where Staﬁf are [one worl('mg in OPfLCCS parhcu[arlg ouk OJ: normul worl('mg hours H’LCH should ensure 0” exfernol dOOI"S
are secured tO Prevenf access bH O,FLH UI’IOUH’lOI"iSCd PGFSONS. :[JS a lone worker CliSCOVCT‘S an inkrucler, HIGH must NOT Put H’»emselves Gl’

Personal risk. Where approprlake, ensure their own securif‘Lj and conlack the Police or raise the alarm.

Worl(ing Oﬂ; Slke - (684 when visihng homes) nohj;g a co“eague of Hleir whereabouks o,nd Hle eshmated hme of rekurn. Skuﬂ; undertaking

home visits fo obfo,in as much bacl(grouncl infarmo,hon as Posslble abouk Hle skudenk/‘[;amilﬂ belng vislked.
Check PVPR register held by the LA

AVOid lone working, 90 in PGiT‘S. Managers musf ensure Hlelj are aware Of where Hleir Staﬂi are working and Hw PT‘GCQCJ,UFGS tO fake should

a Skaff member nok rekurn tO SChOOL
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Mov‘mg ond Handl‘mg APPENDIX 27

Manual handl‘mg is considered ko be au opero,hons requiring lij:hng carrging, Pushing, Puuing.

(eneric risk assessments for regular manual handling operahons are underlaken and skaff Provided with informuhon on sage moving and

handling kechniques.
Slaﬂ: should ensure l’heﬂ are not lij:l’ing heavy items unless HICH have received fraining and/or equipment in order to do so sul:ely.

All manual handling achivities which Present a signij:ico,nt risk to the health and so,J:efH of staﬂ; will be reporked to the Head Teacher and
where such aclivities cannol be avoided, o risk assessment will be conducled to ensure such risks are adequatelﬂ conlrolled. A copy of this

assessment will be relained in the risk assessment J:ile fo be accessed bﬂ all.
Mov'mg and Handling

Al skaﬂ: who move and handle pupi[s have received appropria&e &ro,ining (bath in general mov‘mg and handling People kechniques and

speci‘[;ic fraining on anH lifhng equipmenk hoists, sllngs eko HICH are required to use).
A” moving, o,nd Handling of Puplls ho,s been risl( assessed and recorded bg a compekenk member of skaﬂ;.

Equipment for moving and handl‘mg People is subjeck to ‘Lnspechon on o 6-monHLlH basis bH a compe&en& conlraclor.
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Missing Pupils APPENDIX 28

IJ; a Pupil goes missing and cannot be locaked, the Headleacher or other senior staﬂ: should be inj:ormed immediatelﬂ. The signing-out
book and the secretarg should be consulled and 1‘[: necessary a search of the school and local environments should be made urgenH& IJ:

it appears that the child may have lej;f the school site or have been abducted, Po,rents and Police should be inj;armed immedlatelg.

On educational visits it is the responsibilihj of the visit leader and other skaﬂ; to mainkain a check on Pupil numbers and lo be aware of

the location of Pupi[s ot all limes. IJ: a Pupi[ goes misslng, staﬂ: at the venue should be 'mformecl immediatelg, the school and LA conlacled.
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New and Expectant Mothers APPENDIX 29

New or expectanf moH’sers are emplogees Wl‘LO are Pregnanf or WhO have given birH‘L WiH’tin Hw Previous six monHls or Wl’lO are breasf
Feeding. Pregnancg PlGCCS exh*o, strain an new or expecfo,nk moH’sers and closer aHenhon needs tO be glven kO H’seir heGlH‘L and SO:F@['H O,k

work

The SChOO[ is aware H’lQl’ expectank moHlers mag have hea”h and saj:ekg concerns WI’ILCI"L need kO be addressed and a ris|< assessment will

be compleked bH Fiona FCCHCH,

The same general Principles GPPlH in relalion lo students who are expectanf or new mothers and, kugh the emploger's legal dulies do
not specij;icauﬂ O’PPIH in such slkuahons, our Pollcg is Hlo,k ris|<s must be assessed. Parhcipahon bH a Pregnank skudenk in rouhne PE ancl

educahonal visits wiu need ko be revlewed bg Hua school, Hw studenys Parenk/ guardlan o,nd medical o,dviser.

A Pel"SOﬂ SPeCiJ:'LC risk assessment Wl” be conducl’ed WiH’l H’te Staﬁf member concerned and O,nH reasonable achon necessarﬂ SI’LOU[CJ, be
mufuaug agreed o,nd Hua assessmenk retalned an H’te Personnel flle fOI" fukure rej:erence. A generic I"iSl( assessmenk is O,lSO in Place relahng

tO 'new and CXPCCank moHlers'.

Some risks (some chemicals, Phgsical risks and some biological risks) may have more signij;ico,nce very earlg on in the pregnancy. The risk
of damoge to the fcekus and of miscarriage may be 9reaker and it is Hmerefore lmporkant that expeckank mothers in some occupahons

(school lab technicio,ns, for exo,mple) g‘we the school as much notice as possible so that acljustmenk can be made.

The risl( ussessmenf le be regularlg reviewed khroughouk Hle term of Hle Pregnancg o,nd upon return fo work There are foclllhes wiHLln
H’Le school for Pregnant staﬂ; members or ste w|10 I’LO,VC given birH’L wiH’Lin Hle Previous Six monH’Ls to resk or to accommodate nurslng

mOHICI"S WhO are breask J;eeding.
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Noise & Vibralion APPENDIX 30

The school will lake all reasonable measures to Prokect the heorlng of individual emplogees who are required to work in designated noise
areas or exposed bo signlj;ico,nf amaounks of noise. Hearlng Prokechon is Provided. The schaol will also take precauhons bo profecf emPlOHees
from exposure to vibralion bH ensuring equipment is maintained and job rotakion built inko repehhve tasks where this is applicable. When
new equipmenf is Purchased, lk is Hle infenhon Of Hle school fo ensure Hw,f er noise and vibrahon levels are as low as Possible. Noise

and vibrakion will be considered as Part of site maintenance risk assessments.
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Premises & Work Equipmenf APPENDIX 3l

The school have adopked and embedded Hw LA Policg; Pesponsibi/ihes and duh‘es far bui/dings saj:efy in sc/wols - Pa/icy and Procedures'
which aims lo br‘mg kogeﬂler the various reporhng requiremenfs for schaols into one easy fo rerer fo document that clearlH laﬂs oul

responsibi[ihes, Hw legal Posihan, o,nd H'w, Council’s reporhng requirements.

Slaluforg Inspechons
Regular inspechon and keshng of school equipmenf is conducled bH appropriate contractors according fo limescales speclj:iecl 53

regulahons/guldance available. Records of such monlkorlng will be kepk in the Sile manager's OJ:J:ice.

All, StO‘F‘F are rec[uirecl tO repork Gnlj Prob[ems fOUnC[ WiH’l Planf/equipmenk tO Hle Site Manager on a verbal bOSiS or lCGVC messages in Hle

Office. DeJ:echve equipmenk will be clearlg marked and laken oul of service bH stor'mg in a secure localion Pending repair/disposal.

Curriculum Areas

Curriculum coordinalors are responsible for reporhng mainkenance requiremenfs for equipmenf in their areas o the Head Teacher.

GOS Soj:etg

Al gas appliances will be inspected and lested on an annual basis bg o Gas Saj;e reglskered conlraclor.

Elecl’ricul Sufetﬂ
Sfaﬂ; wiu nol underkake 0’”5 war|< on electrical equlpmenk or lnska”ahons, lncluding reseHing krlpped fuses, wiﬂwut receiving suﬂ;iclenk

tra'ming.
PAT teshng is undertaken on a two HearlH basi&
The confractor is responsible for malnkainlng Hle PAT invenkorg o,nd a copy wiu be glven to schooL

The Sife Manager wl” ensure Hmk Hle skahﬂorﬁ flve—Hear checl( of Hte eleckrical insfa”ahon is co,rried ouk bH a compefenk Person A record

of H’LiS fest wiu be kepk, o,nd Hle necessarH achon Plan drawn up in response.

Elecfrico,l sockeks wiu nat be averloaded in Hlls school o,nd, where ik is necessarg ko use an exkenslon lead, Hlese wi” be ol; H’LC J;used and

swifched tﬂpe to Prevenk overloading

Bej;ore using any Piece of electrical equipment staﬂ; wiu canducf a visual mspechan ka ensure Hlak Hle Plug kaps, leads, o,nd oufer co,sings
are J;ree from defects. Where defecfs are defecfed Hw equipment wi“ be immediatelg labeued o,nd isolufed The equipmenk wi” be securellj
locl(ed oway and nok used aguin unhl Hle dej;eck has been rechflecl or dlspased of.

Repairs to any elecfrico,l equipment belonging fo Hle schaal wl” oan be underkoken bH a fro,ined o,nd compekenf Person Records are kepk

of any repair ka electrlcal equlpmenk required.

The elech“ical equipment wl” be suituble for Hle enviranmenk in whlch ik is belng used and Porkable aPPliance feshng wi” be conducfed as

necessarﬂ, depending on Hle kﬂpe of equlpmenk
Welfore

The workplace is cleo,n and hdH; llghhng in Hle warkplace is reasonable and suikable koileks and washlng faclllhes are availoble. Drinl(ing
waler is available and there is an udequake SuPPlH of both hot and cold running waler. Suitable faclllhes are available for rest and for
Pregnant women. Floors and fraffic roules are kept clean, drg and are non—slipperg. Windows can be oPened and lower level windows
can be so,J;elH cleaned. Pedestrians and vehicles are separated ak the main entrance with PaHtwaﬂ leading to the main recephon. Doors

and gakes are suikabllj canskrucked and incorporake aPProPriake safekﬂ devica

Plag Equipmenl'

All Plaﬂ equipmenk will Oan be used when suPervlsed. Equlpmenk will be checked dallﬂ or before use for any aPParenk cle_Fecks.

The PE. equipmenk will be lnsPecked on an annual basis bH an aPProved contraclor.

A visuol inspechon of fixed ouHoor Plaﬂ equlpmenk wl” be carried ouk b.LJ Hle Sike Manager; a kermlg LnsPechon wiu be carrled out bﬂ an
Operahanol Inspector of Plaﬁ and an annual inspechon 53 an Annual Inspector of Plaﬁ (RPID).

Smol(ing

The site is kepk as a non—smol(lng slke Hlls also includes HW. use of o,u forms e[eclronic cigoreues.
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Personal Prolective Equipment APPENDIX 32

Profechive clothlng and equipment will oan be Provlded when an assessed risk cannot be eliminaled or conbrolled bH some beller

means, or where it is required bH law. PPE will be Provided bH the school free of charge J:ollowing o risk assessmenl.

Where Protechve cloH‘t‘mg or equipmenk is Provided, emplogees must make J:ull and proper use of it aball hmes, and as instrucled or

Pollowlng manufo,ckurer's 9uidelines.

Emplogees musk |<eeP Prokechve cloH’sing o,nd equipmenk cleo,n, SO J:o,r as is reasonablﬂ pro,chco,ble, CQFI‘H ouk user checks as requlrecl,

o,nd mo,|<e ik o,vo,llo,ble J}Of‘ mo,inkeno,nc& AnH clo,mo,ged PPE should be reporked tO Hle Oﬁflce Manager (Kake Harkshorn).

Health & Safety Team
February 2018
43



Phgsical Restraint APPENDIX 33

The school has a separole Policg relahng to ‘Phﬂslcal Restraint. Risk Assessmenks will be undertaken should the need arise relahng

to Phﬂslcal inkervention.
Trainlng must be undertaken Prlor to us'mg any inkervenlion strukegies.

Intervention traln'mg is recordecl, and refresher krainlng carried oul in accordance with the &raining provider's recommendalions.

Train‘mg Provlders must be appropriatelg accrediled.

All incidents where a Phgsicol intervention has been used are recorded. Other informahon eg. facfors which may have friggered the

event, musk be used kG review QI’IH ris|< assessmenfs ancl managemenk plans.
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Risk Assessments APPENDIX 34

The SChOOl will see|< tO ensure le no emp[ogee, skudenk visitor, conkrackor or OHICF Person is CXPGSC(J, tO an unaccepl’ablg hlgh level

of risk from any of the Properkg, equipmenk processes or aclivities unclerhken, for which the school has a legal responsibilikﬂ.

School stag (i.e. organisers, teachers and SLT) are responsible for ensuring thal risk assessmenks are carried oul por achvilies with
significant risk and por appointing a supicient number of risk assessors in order fo assisk in carrying oul the assessmenks. Risk
assessmenks should be carried oul by trained, compelent stagr.  Anyone likely to be aggected by a risk assessment must be inpormed
of any risks lo their health and sagely and must be shown lhe risk assessments and any conlrol measures that is considered

necessarg.

RiSI( assessments are reviewed 0[’ least annual[3 bﬂ H‘le relevanf Sh}ﬂ:. When an acciclent/ 'mciclenl’ as OCCUTTBCJ,, Hw rlsl( assessmenl’

will also be reviewed.
Risk assessmenls are shared with staﬂ: as Po,rt of the consullation process and are available fo view on the Learning Plakcorm.

Generic risk assessments may be Produced to assist commonlg occurring hazards and risks. Where generic risk assessmenls are

o,vailo,ble, Sh)ﬂ: mGlj use H’uem as a kemplate fOF a more detalled assessmenf.

Specij:ic risk assessmenks relqhng lo ‘Lnd‘widuals, eg. skaff member or Pupil are held on that Person's file and will be undertaken bg

Hw relevant Staff member (i.e. SENCO, hea”h and safe[g Oﬂ;lcer, eh:.)

The LA approved risk assessmenk pro porma will be ulilised to record risk assessments.

The school has a subscrlphon to CLEAPSS (leough the LA) in science and DT their Publicahons can be used as sources of model

risk assessment.

Health & Safety Team
February 2018

45



Securily APPENDIX 35

The SCl’lOOl is secured ll‘trouglwul H‘Le ClOH DGGI"S Sl’tOU,lCl nol l)e lej}l open where ll’lls WOU,lCl GllOW access lO inlruders

Visilors.

® Visilors lo the school are direcled lo the main receplion l)H signs oulside.

L4 Vlsilors, even regulo,r visilors, conlro,clors elc, shoulcl sign lhe visilor's book / lal)lel o,l receplion. The school issues l)o,clges J;or

all visitors.

L If unknown visitors are encounlered in the SCl’LOOl, or not weo,ring a valid bo,clge, lheH should be challenged PolilelH as reJ;errecl

to in the intruder seclion below.

® Visilors should slgn out af the end of the visik.

Valuable equipmenl.
o All valuable equipmenl should be securilg marked and an 'mvenlorg compilecl and mainlained bH the school secrelarg.

PCI"SGan PI"OPCI"lH.

o Slaﬂ: are responsible for the securilg of their own Personal ifems. These can be deposiled in the Office or slo,ff room cluring

the daﬂe Slaff are Provided with lockers and are encouro,ged to store valuables securelH in these.
o Pupils are cliscouragecl from bringing valuables inko school
o Pupils can ask the secrelarﬂ bo look afler small quanlilies of money lheg may bring in to school.

® Parenls are conslo,nllﬂ reminded lo idenlij:g pupils' clolhing bﬂ securing namelags to them.

CQSl'l llan(lllng.

® The school has o safe in which cash should be stored. The largesl amounts of cash are lil(elg fo be the regular colleclions of
dlnner moneg. Provision is mo,cle fora securilﬂ company lo ho,ndle CO,Sll on l)el'w,lf of lhe sclwol. Co,slt slwulcl nol l)e slorecl

on lhe Premises fUl" longer ll'w,n neC@SSOl"H‘

Inlruclers

® I the event o a Polenlial infruder, common sense and a due regard for Persono,l safelﬂ and the safelﬂ of others should be
exercised.

o All legilimule visitors should be idenlifiable from infruders l)g their visitors' badge.

@ Parenls should not enfer the l)uilding without reporling to the oH;ice.

L IJ: appropriale a polenlial infruder may be challenged, ie. Canl help Hou? Are you lool(ing for receplion?"

° If the intruder appears lhrealening or dangerous the Headleacher or andther senior member of slaff should be soughl, If
necessary evacualion Procedures may be called upon lJ: this situation is lil(elﬂ to make the situakion saper. Police should be
called as soon as Posslble. The so,J:elH of Pupils is Paramounl, and lheH should be moved from the presence of the intruder

immedialelg.
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Sun Proteclion APPENDIX 36

Skin cancer is one of the most common cancers in the UK and the number of cases is rising ot an alarmlng rate. The good news is
that the majoritg of these cases could be Prevented. Most skin cancers are caused bH UV radiation from the sun. If we Profect
ourselves from the sun then we can reduce our risk. This is Po,rhculo,rlg imporkank for children and young People whase skin is more

delicake and eo,silg damaged. Sunbum in chlldhood, can double Hw ris|< OJ: s|<in cancer.

This school has used the guidance promo&ed leough Cancer Research and Parhcularlﬂ the Sun-Smart Campaign in order to draw
up this Polic&

Whal is the Sun-Smart Campuign?

Sun-Smart is the national skin cancer Prevenhon campaign run 53 Cancer Research UK. The Sun-Smart schools initiakive encourages
nurseries and Pre—schools bo develop and adopf sun Prokechon Policles. Theg are Park ofa broader camPaign communlcahng eﬂ;echve

skin cancer Prevenhon messages to the genero,l Public.

The J;ive keH Sun-Smart skin cancer Prevenhon messages are:
L Spend time in the shade belween lland 3

e Make sure you never burn

e  Aim lo cover up with o b-shirl, hat and sunglasses

o Remember children burn more easilg

USC fGCkGr |5+ sunscreen

A Warstones Prlmurg. schaol we wank skuﬂ; and Puplls bo enjog the sun safelH We shall work with staﬂ;, Pupi[s and parenfs to achieve
H’liS leough:

Educol’ian:

o We will talk aboul how to be sun smart in assemblies al the stark of the summer lerm.

o Parents and guardlans will be sent a lelter explaln'mg what the schadl is doing aboult sun Profechon and how HICH can help
o,f Hw beginning of Hle summer kerm

Timetobling:

o Where reasonablg pro,chco,ble children will P[GH oulside oul of direct sunlighk

Shade:

o The krees Provide summer shade

o Canoples

Clol’hing:

o Pupi[s are asked lo brlng in appropriake cloHling ie. sun hals.

Sunscreen:
o  Children encouro,ged fo, have sun-cream applied bﬂ Parenfs before school.
o Children allowed fo, brlng sun-cream in but where possible applg it themselves. Staﬂ; will assist where required.

L Sunscreen use Wl” be encouruged an SCl’lOOl h"lPS
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Swimm‘mg Paol

Warstones PrimarH Schaol does not have a swimming Pool‘
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Trees APPENDIX 38

The schaol has in Plo,ce o,rro,ngemenfs fFor the mo,nagemenf of all brees on site. This consists of:

: APPo‘mhng a qualifled arborlsk, who has the necessary compefencles and insurances in Place, bo carry out a2 Hearlﬂ inspechon
of all brees on school properkﬂ.

: Havlng regard bo any brees nok on schaol site bul overhang onlo school Properhj‘

: Keep‘mg a wrilten record of repor&s for each lree.

: Tak‘mg account of advice given and achng upon the J:inclings and recommendalions of the arborist.

: Incorporahng bree managemenk into the schools health and saj:ehj managemenf / improvemenf Plans and associated grounds
inspechon records.

: Provid‘mg assurance lo the LA that appropriole arrangements are in Place
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Violence APPENDIX 39

Violence oi wor|< is dej:ined as o,ng ‘mcldent in whlch an emplogee is o,bused, fhreakenecl or assauued 53 a member Of Hle public,
staﬂ:, Pupil or conlractor while H‘LCH are ab work. Such incidents must be reporfed to the LA using an IRI form. Each incident is

inveshgo,ked bg the Senior Leadershlp Team in order o Prevenk a recurrence of @ similar incident.

Skaﬂ; with responsibi[iﬁes for undertaklng risk assessmenks must consider acivilies that may resull in viclence and ensure measures
are taken lo reduce the likelihood of a violent ack occurrlng. Where it is idenhfiecl that there is o Pokenhul for violence aris'mg from
the ctchvihj the measures taken could include addilional securikﬂ or h’aining for staff ol risk. Skaﬂ; and their represenkahves must be

consu”ed on Gnlj measures inkroduced.
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Waste APPENDIX 40

The arro,ngements for removlng waste from the school are reviewed annuauH fo ensure Hmeﬂ remain so,hsj:o,ckorg,
External repuse bins are chained and stored al least six melres from the bui[ding.

Consideralion is given fo the need for removing clinical waste in gellow bags. Sanitarg bins will be emphecl regular13 bg the contractor

emploged lo do this.
Internal waste bins are emphed dai[g.

Nl waske materia[ H‘lGl’ COUld cause harm kO O,nlj member OJ; Staff, skudenk or oHler PGI"SOHS SHOU’[C[ be PFOPCV‘[H Pacl(aged tO Prevenf

injurg and clisposed of (ie. all glass should be wrapped in newspaper and securelg kaped).

Hazardous malerials such as chemicals are disposed of using a speciahsk conlraclor.
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Wellbeing and Stress APPENDIX 41

The school are committed o Promohng hlgh levels of health and wellbeing and recognise the imporkance of idenh‘[:ging and reduc‘mg
workplo,ce skressors H\rough risk assessment, in line with the HSE managemenf standards. In addihon, the Headleacher oPero,tes an

open door' policy and encourages stagg ko discuss any concerns or issues ey may have vith him / her.
All skagg hove One ko One meekings with SLT, o least annually.

Regular eam meelings are held, where shagg are encouraged ko voice bheir opinions and roise any concerns they may hove.
Skag absence is monitared and the Headbeacher holds back ko wark' inkerviews pollowing skagg absence.

BH its nalure emplogmenk will bring limes of stress and pressure to emplogees. Governors and the Headleacher have a dutg to
minimise levels of skress caused bg work and assist staff in malnkalning work / llj;e balance. L‘Lj;e events can also conlribule o levels

Oji sl’ress and anietﬂ.

Al sfaff are encouro,ged to discuss situalions when H’teﬂ J:eel that the level of shress HW,H are feeling is delrimenlal to their health
and weube'mg. All s[aff should be aware that slress is not a sign of weakness and thal it should be discussed openlg Appropriate
support will be given to skaﬂ: that need it.

Worl( related skress and welu)eing wi” be consldered as Park of Hte rlsl( assessment Process.
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Work Equipment APPENDIX 42

The Sile Mo,no,ger is responsible for ensurlng that all equipmenk supplied for use at work is suitable for its intended purpose and

maintained in good warking order with records of mainkenance being kepk

Manuj;acturer's or supplier's instruclions are relained and where necessary sfaﬂ; are Provided with suﬂ:icien& instruclion and truining

in the safe use of equipmenk

Skaﬂi are responsible fOr'I

L Worl(ing in accordance with safehj Procedures.

e Not famper'mg with any safetg equlpment Provided.

L Reporhng any J:auug equipment to the Sile Manager and clearlg ‘Ldenhj:glng the equipment as be'mg oul of service.
Dej:echve equipmenk will be clearlg marked and laken out of service bg skarlng in a secure localion Pend‘mg repo,ir /

disposal.

Persono,l items of equipment (eleckrlcal or mechanlcul) should nok be broughk inko Hle school wlkhouk Prlor aufhorlso,hon and wi“ be

subjected kG Hw same tests as SChOOl equipmenf.

Heads of deparkmenf are responslble for ensur'mg mainkenance requiremen&s for equipmen& in their areas is idenhfied and

implemenked.
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Working af Height APPENDIX 43

All work ot helghk will be risk o,ssessecl, Planned and carried oul bﬂ competen& persons using the most appropria[e work equipmenf

which is Properlﬂ ‘LnsPecked and mainlained. Work of helghk will wherever possible be avoided.

When worl(mg ot height for short duralions (including accesslng skorage or PuH'mg up displags) appropriate stepladders or kick stools

are ko be used. Skagg must not climb onko chairs or Lables ko do this
Skag will be provided with ingormakion and inshruckion in the use of step lodders o ensure thak they are aware of the correch use,
All equipment.por work ok height will be lagged and an inspechion programme implemented by the Sike Manager and documented.
Work of height will not be undertoken whilst lone working

The J;ollowing skaff members have altended h‘a'ming is Work ot Heighk

The J;o”owing skaff members have oHended krainlng in ‘The Saj;e Use of Steps and Ladders':
e Malthew McGregor

The following skaﬂ; members have altended PASMA kraining:
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Young and Inexperienced Workers (including Work Experience) APPENDIX 44

A ‘Houng Person’ is deflnecl as anyone who is under 18 years old.

The SChOOl wi[l ensure Hwt Houng Persons are Pl"Ol’eCt@d from I"iSl(S kO Hlell" hea”h ancl SQ}:B[’H as a consequence OJ: Hleir lGCl( Of
experience, absence OJ: awareness OJ: exlshng or Pokenl’ial risl( or H’le J;O,Ct Hmt Hleg have not Hel’ fU'HH makured. RiSl( assessments fOl"

work aclivities will be carried oul for every Houng/ inexperlenced person bej;ore HmeH start work.

Young People are lil(elg fo need more suPervis‘Lon than adulls. Good supervislon will help us as a school get a clear idea of the young
Person's capabi[iﬁes and progress in the job and monilor the eﬂ:echveness of their krain'mg. Induckion and fra'ming will be lailored

to the tasks the person will be underkaking.
Work experience:

Our school do have students on work experience and understand we have the Secondarg responslblllkﬂ for the health and safekg of
the student and should be manag'mg any significanf risks. Risk assessmenks, induclion and h‘ain‘mg will be Provided, and o member

Of Skaﬁf asslgned tO Hle WOY‘I( P[acemenk studenf as a Mentor.
Tempararﬂ Workers:

Al agency or kemporarﬁ skaff will be inducted bg appropriake SLT member. A briej; induckion will be given covering J:ire Procedures,
Pirsf aid, accident reporhng and welj;are arrangements. In addition lo this risk assessment that relale to the staj:f members area of

work will be covered.
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