[image: image1.png]


ARCHBISHOP RUNCIE CHURCH of ENGLAND (VA) FIRST SCHOOL

HEALTH & SAFETY POLICY

Rationale

The school has a legal and professional duty to safeguard the Health & Safety of pupils, staff and visitors when they are on the school premises and when they are engaged in authorised school activities.

The policy outlines the responsibilities and arrangements for Health & Safety matters in relation to Archbishop Runcie C of E First School. It is in addition to the Local Authority’s Health & Safety Policy and guidance.

Responsibilities for Health & Safety

Governing Body
The Governing Body recognises and accepts its responsibilities under the Health & Safety at work etc Act 1974 and other associated health & safety legislation, to ensure, so far as is reasonably practicable, the health & safety and welfare at work of all employees, pupils and other persons including parents, contractors and the general public who may be affected by the school’s activities.
In order to fulfil its health & safety responsibilities the Governing Body will :-

· Establish and maintain a safe and healthy environment throughout the school (including play equipment);

· Formulate procedures for evacuating the school premises in case of fire or other emergencies;

· Implement procedures to be followed in case of accident or injury;

· Ensure safety and risks to health, in connection with the use and storage of tools, equipment and substances, are minimised and eliminated when possible;
· Establish and maintain safe working procedures among staff and pupils;

· Ensure the provision of sufficient information, instruction and supervision to enable people working at the school to avoid hazards and contribute positively to their own health & safety at work;

· Maintain a safe and healthy place of work for staff, pupils, parents and contractors and other visitors including safe access to and exit from the school;

· Consult with staff on matters regarding their health & safety.

The Governing Body has named Mr Andy McCabe as the governor to take a special interest in Health & Safety.

The Governing Body, primarily through the Headteacher, shall ensure that all employees are effectively consulted on Health & Safety.

The Governing Body, by means of the Finance, Resources and Staffing Committee and the Headteacher, shall ensure that risk assessments on all activities associated with the school, both on and off site, are carried out, recorded and implemented so as to protect the health & safety of employees, pupils and others involved in these activities. 

The Headteacher

The Headteacher, who has been delegated responsibility for the day to day management of the school by the Governing Body, has a particular role in seeing that the school Health & Safety policies and procedures are carried out. 
It is the Headteacher’s responsibility to:-

· inform the Governing Body of matters relating to Health & Safety;

· report all known hazards to the LA / Diocese and stop any practices considered to be unsafe;

· ensure that staff have access to relevant training;

·  co-ordinate the implementation of agreed safety procedures within the school;
· ensure that any recommendations concerning Health &Safety  are notified to the appropriate persons and acted upon;

· review annually arrangements which relate to fire and the emergency evacuation of the building and modify, if necessary.

Teaching and Non- Teaching Staff 
They shall:

· have a general responsibility for the application of the LA’s safety policy to their own area of work. They are directly responsible to the Headteacher for ensuring that existing Health & Safety measures are observed;

· carry out regular safety inspections of their area of work and, where necessary, submit a report to the staff Health & Safety representative;

· establish safe working procedures  including the handling, storage and movement of substances or articles;

· seek advice where necessary to ensure that they carry out their responsibilities;
· deal with Health & Safety problems and propose to the staff H & S representative any improvements that they see as beneficial to the school.

Any member of staff may refer to and consult the Headteacher, if appropriate.

Class Teachers

The Health & Safety of pupils in classrooms and other working areas, including the outdoor areas, is the responsibility of the class teacher when the pupils are in their care. Class teachers are expected to exercise effective supervision of pupils and follow safe working procedures.

All staff have access to the Local Authority Health & Safety Management website on the extranet using the schools username and password.
Each member of staff has been issued with a copy of the Newcastle City Council Corporate Health & Safety at Work Policy (2007). This replaces the ‘Corporate Policy of Newcastle upon Tyne on Health & Safety at Work (1993)’. Although the Governing Body is the employer of the staff in this school we still follow the guidance in the LA documents.
Health & Safety Issues Relating to Specific Curriculum Areas

Science

· recognition of the importance of following instructions with regard to Health & Safety;

· appropriate handling of equipment and materials;

· appropriate storage of equipment and materials;

· teaching pupils to recognise hazards and to take action to control risks to themselves and to others;

· drawing up activity based risk assessments and referring to LA core risk assessment and the Supplementary Risk Assessment 1 on Science.

Design Technology & Art

· use of materials, tools and techniques in accordance with Health & Safety requirements;

· appropriate storage of tools and materials;

· drawing up activity based risk assessments and referring to the LA core risk assessment and Supplementary Risk assessments 2B, 3 and 4 on compliant materials, resistant materials and art and graphic design.

PE
· use of equipment, apparatus and techniques in accordance with Health & Safety requirements;

· appropriate storage of equipment and apparatus;

· appropriate handling and moving of apparatus and equipment;

· teaching pupils to understand the need for safe practice in physical activities and how to achieve this. [See afPE ‘Safe Practice in Physical Education and Sport’ 8th edition]
ICT

· safe storage and use of plugs and of cables;

· correct posture at computers;

· time working at computers to be limited to one hour with a break after 30 minutes;

· correct procedure for setting up and shutting down computers;

· appropriate handling, moving and storage of the iPads;

· correct use of Interactive Whiteboards (IWB), with regard to lighting, projectors, height and posture.

Children with Special Educational Needs

Some children with Special Educational Needs (particularly physical impairment or emotional / behavioural needs) have their own Risk Assessment.
First Aid Provision

Designated First Aider and Named Person

The following staff will be designated First Aiders:
· Nikki Marshal (EYFS)

· Janet Ramsey (EYFS*)

· Lynne Norman (KS1*

· Andrea Armstrong (KS2)

*Part time staff- when not present full time staff have responsibility

Training for these members of staff is updated every three years.

First Aid Boxes

First Aid Boxes are stored in the First Aid cabinet in the Disabled Toilet and contain the specified First Aid supplies. It is the duty of the appointed First Aider (Andrea Armstrong) to check the contents of each box, weekly.

Travel First Aid Kits are provided for visits out of school and are the responsibility of the named person for First Aid, identified in the visit planning.

Procedures for Dealing with Illness or Accidents to Pupils
· a designated First Aider should be informed of the incident immediately;

· the patient should be  reassured and treated at the scene of the incident, if necessary, or brought to the School Office;

· yellow bags should be used to dispose of soiled waste;

· if treatment other than First Aid is required the following action will be taken:

a) If an ambulance is required the emergency 999 service should be called. The parent/guardian will be contacted. A member of staff (if possible Headteacher or First Aider) will accompany the child to hospital if it is not possible for the parent / guardian to be there.

b) In a non-emergency situation the child’s parent or emergency contact will be informed. The school will request that the child is taken for further medical advice.

All accidents or injuries must be accurately reported in the accident book and if necessary on the appropriate accident form as soon as possible after the incident. Completed forms are sent to the LA H&S department.
Procedures for Dealing with Illness or Accidents to Employees

·  a designated First Aider should be informed of the incident immediately;

· the patient should be  reassured and treated at the scene of the incident, if necessary, or brought to the School Office or Staffroom;

· yellow bags should be used to dispose of soiled waste;

· if treatment other than First Aid is required the following action will be taken:

a) If an ambulance is required the emergency 999 service should be called. The employee’s emergency contact will be informed. If required, another member of staff will accompany the staff member to hospital if it is not possible for the emergency contact to be there.

b) In a non-emergency situation the employee will be sent or taken home.

All accidents or injuries must be accurately reported on the appropriate accident form as soon as possible after the incident. Completed forms are sent to the LA H&S department. In addition to this an Accident Record Form from the Health & Safety Executive Accident Book BI 510 must be completed (in file in Staffroom) and given to the Headteacher.

Slips Trips and Falls

To minimise the risk of accidents occurring due to slips, trips and falls the following safety rules are adhered to:

· There should be no obvious tripping hazards e.g. trailing cables, obstructions, uneven door mats etc.;
· Children must never be in stocking feet;

· Good, tidy storage arrangements are essential;

· The floor should be clean, dry and not slippery; spillages should be mopped up immediately;

· Wet floors (due to cleaning or spillage) should be identified by yellow warning cones;

· Chairs and other furniture must NEVER be used as a means of access to heights – proper access equipment is provided i.e. stepladders, stored in the Facility Supervisor’s Office, mobile stepstools are provided in all teaching areas and in the stockroom;

· Access routes, steps etc should  be sufficiently lit to minimise risks of misjudgement and consequent stumbles;

· Defects in floors or outer surfaces which are considered to be safety hazards need to be rectified as a matter of priority, and should therefore be reported as such.

Guidelines on classroom Health and Safety should be kept in the front of the class planning file.
Fire and Emergency Evacuation Procedures

In the event of a fire or other emergency which necessitates the evacuation of the building, the following procedures will be carried out immediately after the alarm has sounded:
· Admin Officer will call emergency  services (999); [NB Not in the case of an evacuation drill].

· Leave the classroom or work area by the nearest fire exit or other safe exit (see Fire Action notices displayed around school);
· Try to close doors and windows as you leave;

· Encourage children to move quickly and calmly;

· If available take class register out into the playground;

· Admin Officer to take out any registers including Visitors’ Book as well as Yellow Emergency Contact file;

· Headteacher to take school keys and keys  to the gas meter cupboard;

· School Business Manager to ‘sweep’ the building from Office via Foundation Stage Unit to main cloakroom;

· Facility Supervisor/Support staff to sweep building from Meeting rooms via hall to main cloakroom;

· Headteacher to sweep areas of any absent staff;

· Admin Officer to check Staffroom & Stockroom; 

· Assemble the children in class lines at the west end of the playground (farthest from the building);

· Carry out immediate headcount and then call register to check all children are out of the building;

· Report any missing children to the Headteacher;

· Admin Officer will account for all adults (staff & visitors). 

In the event of any children or adults being reported missing the Headteacher will re-enter the building, if safe to do so.

If it is not possible for the children and staff to re-enter the building, arrangements have been made with the Headteacher of Gosforth Central Middle School for them to be accommodated there until such time as the school building is deemed safe or alternative arrangements can be made.

The Fire Alarm is tested regularly and a fire drill carried out each half term. A record of all tests and repairs to the alarm and extinguishers is recorded in the Fire File, as are Fire Drills.
An annual electrical appliance testing programme is followed by the school.

Visitors (including temporary agency staff)
All visitors are required to report to the School Office on arrival, sign in and wear a visitors’ badge. The time of departure should be recorded upon leaving and the visitors’ badge returned to the office. 

Neighbourhood Services employees, delivery personnel etc are expected to observe the safety rules of the school. Access to the school car park must conform to the instructions displayed at the gate. 

The car park gates are closed between 8.15-9:30am and 3:00-3:45 pm and the pedestrian gates on Christon Road are locked between 9.00 am and 3.10 pm to further ensure the safety of the children. The garden gate is locked between 9.00 am and 11.25 am and again between 11.35 pm  and 3.10 pm.
The school operates a complete No Smoking Policy, in the building (in line with legislation) and in the grounds. 

Dogs on Site
Dogs, other than Working Access Dogs, are not allowed on the site. This removes health risks as well as the risk of dogs being used in a threatening manner. Staff should not be expected to carry out interviews/ meetings with potentially dangerous dogs present. This is in accordance with the LA Code of Practice on General Health & Safety Matters.

Conclusion

At Archbishop Runcie First School we aim to ensure that the working life of the school is as safe as is reasonably practicable. It is the responsibility of everyone concerned to implement effectively the agreed guidelines for Health & Safety.

This policy is to be reviewed annually, or in light of changes to legislation or LA guidance.
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