Mayfield Primary School

Health and Safety Policy

Introduction

This policy is written within the framework of the Health and Safety at Work Act 1974 and its subsequent regulations. It is to be read in conjunction with the Safety Policy of the London Borough of Ealing and the Education Service Policy Statement.

It will be reviewed, added to and modified from time to time and may be supplemented in appropriate cases by further statements related to the work of the school. Copies and subsequent amendments will be made available to all school employees.

Definition of ‘Employee’

The term ‘employee’ includes all paid staff whatever their function in the school. ‘Employee’ does not include contractor’s staff, for whom the contractor is the employer for purposes of health and safety. For practical purposes volunteers, parents, governors and other members of the public are regarded as employees in relation to health and safety if they carry out unpaid work for the school, such as assisting teachers, accompanying children on school trips, carrying out maintenance or decoration, or DIY work etc.

The success of this policy depends on the active support of all employees to achieve its objectives.

Policy Statement

The head teacher will be responsible as site manager to the Director of Education for the implementation, management and monitoring of the Polices and Procedures of the London Borough of Ealing, of the Ealing Education Services and of the school.

The head teacher recognizes and accepts responsibility as site manager, as far as is reasonably practicable, to provide a safe and healthy workplace and working environment for all employees, pupils, visitors and others who may be affected by the work of the school.

In discharging these responsibilities the head teacher will pay due regard to relevant regulations, codes of practice, site ‘permits to work’ for contractors, guidance notes and professional advice agreed by the London Borough of Ealing Principal Safety Officer and the Director of Education.

The head teacher similarly requires all employees of the school and of the London Borough of Ealing to recognize their responsibilities to take care for the safety of themselves, of other workers, pupils, visitors and of others who may be affected by the work of the school and to co-operate fully with the head teacher and the London Borough of Ealing in implementing and fulfilling this policy. 

The head teacher as site manager accepts responsibility as far as is reasonably practicable for the effect of the school’s activities on the safety of contractors and others whilst working on school premises.

The head teacher similarly requires contractors and others when working on school premises to take all reasonable care for the protection of their own employees, school staff, pupils, visitors and others who may be affected by their work.

The head teacher will co-operate fully in the appointment of Safety Representatives by recognized trade unions as set out in the Safety Representatives and Safety Committees Regulations 1978.

The general responsibilities for carrying out this policy are contained in section B3 of this document.

Organization, arrangements and procedures are detailed in Part C.

General Responsibilities

The head teacher will be responsible to the Director of Education for the implementation, management and monitoring of the relevant policies and procedures. The head teacher will co-operate with and maintain appropriate levels of communication with the governing body and caretaker with issues relevant to the site.

The head teacher will liaise with the school’s governing body in matters where its responsibilities relate to the Health and Safety at Work Act 1974.

The head teacher will approve and monitor any arrangements made by school line managers to discharge their responsibilities, as well as monitoring the outcome of any arrangements made.

Those with management responsibilities over other staff (i.e. line managers) will take all reasonable measures to assist the head teacher in implementing the school’s health and safety policy. So far as is reasonably practicable line managers will ensure that those for whom they have management responsibility fulfill their responsibilities and that the areas in which they work are safe.

Employees have the duty to take responsible care for their own health and safety and that others who may be affected by their actions and/or omissions. Employees are to co-operate with the London Borough of Ealing, the head teacher and line managers to enable them to maintain a safe and healthy workplace. Disregard or failure to comply with safety instructions shall be a breach of disciplinary rules and dealt with accordingly.

Governors’ Statement

The governing body of the school will, so far as is reasonably practicable, ensure that all activities under its control are carried out in accordance with the Health and Safety at Work etc Act 1974, relevant regulations, approved codes of practice, guidance notes, the Safety Policy of the London Borough of Ealing and the Education Service and paying due regard to advice and information provided by the advisers of the same.

The governing body will ensure, so far as is reasonably practicable, that all means of entering or leaving the premises available for use are safe, and without risk to health and that any plant, equipment or substances in the premises or provided for use there are similarly safe and without risks  to health. In this respect, the governing body will comply with arrangements and procedures made by the London Borough of Ealing as part of its responsibilities as employer. The governing body will ensure that appropriate health and safety arrangements are in place for any letting for which it is responsible.

The governing body recognizes that failure to comply with the policy of the London Borough of Ealing and Ealing Education Service on health and safety matters will result in the Education Service arranging for remedial work to be carried out and the costs involved deducted from the school’s budget in accordance with section 11 (H) of the LMS scheme.

The governing body will review this statement regularly and when circumstances change. The governing body will ensure that the school maintains monitors and reviews its health and safety policy including the necessary items of organization, arrangements and procedures.

The GB, through the building and site committee, will ensure the site is secure.

In order to assist in the discharge of its responsibilities the governing body will receive from the head teacher copies of all health and safety reports sent to the Ealing Education Service or the London Borough of Ealing.

The governing body has its own policies for certain areas of health and safety where the governing body (not the Ealing Education Service or London Borough of Ealing) has specific responsibilities.

Advice and Training

The head teacher notes  that the Ealing Education Service and the London Borough of Ealing provide a range of professional advice, information and training in support of health and safety issues and will make available such advice, information and training to appropriate employees. The head will make available to all employees the pamphlet ‘Health and Safety Law: what you should know’ published by the Health and Safety Executive. The head teacher undertakes to make such advice and information available to all appropriate employees. The head teacher will also ensure that all employees receive appropriate health and safety training.

The overall aim of the above is to ensure that all reasonably practical steps are taken to secure the health, safety and welfare of all persons using the premises:

1
a)
to establish and maintain a safe and healthy environment throughout the school

b) to establish and maintain safe working procedures among staff and pupils

c) to make arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances

d) to ensure the provision of sufficient information, instructions and supervision to enable all people working on site and pupils to avoid hazards and contribute positively to their own safety and health at work and to ensure that they have access to health and safety training as and when provided

e) to ensure the provision of sufficient information, instructions and supervision to enable all visitors on the site to avoid hazards and be aware of appropriate health and safety procedures

f) to maintain a safe healthy place of work and safe access and egress from it

g) to formulate effective procedures for use in case of fire and other emergencies and for evacuating the school premises

h) to lay down procedures to be followed in case of accident

i) to provide and maintain adequate welfare facilities

2 Responsibilities and Duties in matters concerned with safety

2.1 The Head

The ultimate responsibility for all school safety organization and activity rests with the head, who shall

a)
be the focal point for day to day references on safety and give advice or indicate sources of advice

b)
co-ordinate the implementation of the approved safety procedures in the school

c) maintain contact with outside agencies able to offer expert advice

d) ensure ongoing risk assessments are carried out regularly for all areas of the school premises and for all activities in which staff, pupils and visitors to the school may be involved

e) report all known hazards immediately to the authority and stop any practices or the use of any plant, tools, equipment, machinery etc she considers to be unsafe until satisfied as to their safety

f) make recommendations to the appropriate authority for additions or improvements to plant, tools, equipment, machinery etc which are dangerous or potentially so, or where conditions change

g) make or arrange investigation of premises, places of work and working practices on a regular basis and ensure that she is kept informed of accidents and hazard situations

h) provide employees with the results of any risk assessments

i) review regularly

the provision of first aid in the school

the emergency regulations and make recommendations for improving the procedures laid down

j) review regularly the dissemination of safety information concerning the school

k) recommend necessary changes and improvements in welfare facilities

l) inform the governors regularly of the Health and Safety arrangements of the school

2.2 Obligations of all Employees

The Management of Health and Safety at Work Regulations 1992 together with the Health and Safety at work etc Act 1974 state

It shall be the duty of every employee while at work

a) to take reasonable care for the health and safety of himself and of any other persons who may be affected by his acts or omissions at work and

b) as regards any duty or requirement imposed on his employer or any of the relevant statutory provisions, to co-operate with him so far as it is necessary to enable that duty or requirement to be performed or complied with.

The Legislation also states:

No person shall intentionally or recklessly interfere with or misuse anything provided in the interest of health, safety or welfare in pursuance of any of the relevant statutory provisions.

In order that the laws be observed and responsibilities to pupils and other visitors to the school are carried out all employees are expected

a) to know the special safety measures and arrangements to be adopted in their own working areas and to ensure they are applied

b) to follow instructions related to health and safety procedures

c) to observe standards of dress consistent with safety and/or hygiene

d) to exercise good standards of housekeeping and cleanliness

e) to know and apply the emergency procedures in respect of fire and first aid

f) to use and not willfully misuse, neglect or interfere with things provided for his own safety and/or the safety of others

g) to inform the head and governing body health and safety working party/committee of any potential hazards (but only within their own knowledge and experience)

h) to co-operate with other employees in promoting improved safety measures in their school

i) to co-operate with the appointed safety representative and the enforcement officer of the Health and Safety Executive or the Public Health Authority.

2.3 Teaching and non-teaching staff holding posts/positions of special responsibility

These staff:

a) have a general responsibility for the application of the authority’s safety policy to their own area of work and are directly responsible to the head for the application of existing safety measures and procedures within that area. Advice or instructions given by the authority and the head, including the relevant parts of this statement, shall be observed

b) shall, where necessary, establish and maintain safe working procedures including arrangements for ensuring, as far as is reasonably practicable, safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances (e.g. chemicals, boiling water, duplicating fluid, guillotines)

c) shall resolve any health and safety problem any member of staff may refer to them and refer to the head any of these problems for which they cannot achieve a satisfactory solution within the resources available to them

d) shall carry out regular safety inspection of the activities for which they are responsible and where necessary, submit a report to the head

e) shall ensure, as far as is reasonably practicable, the provision of sufficient information, instruction, training and supervision to enable other employees and pupils to avoid hazards and to contribute positively to their own safety and health at work

f) shall, where appropriate, seek the advice and guidance of the relevant advisor or officer of the authority

g) shall propose to the head requirements for safety equipment and additions or improvements to plant, tools, equipment or machinery which are dangerous or potentially so.

2.4 Special obligations of class teachers

The safety of pupils in classrooms is the responsibility of class teachers: teachers have traditionally carried a responsibility for the safety of pupils when they are in their charge and this is further defined in the School Teachers Pay and Conditions Act of 1991, as amended.

If for any reason e.g. the condition or location of equipment, the physical state of the room or the splitting of a class for practical work, the teacher considers s/he cannot accept this responsibility, s/he should discuss the matter with the head before allowing practical work to take place. Class teachers are expected:

a) to exercise effective supervision of the pupils and to know the emergency procedures in respect of fire, bomb scare and first aid an  to carry them out

b) to know the special safety measures to be adopted in their own special teaching areas and to ensure that they are applied

c) to give clear instructions and warning as often as necessary

d) to follow safe working procedures personally

e) to call for protective clothing, guards, special safe working procedures etc where necessary

f) to make recommendations to the head of department, e.g. on safety equipment and on additions or improvements to plant, tools, equipment or machinery which are dangerous or potentially so

g) follow Child Protection and Safeguarding procedures

2.5 The pupil

 All staff shall work with pupils to establish, at whatever level is appropriate, an ability

a) to exercise personal responsibility for the safety of self and classmates

b) to observe standards of dress consistent with safety and/or hygiene (this would preclude unsuitable foot-wear, knives and other items considered dangerous)

c) to observe all the safety rules of the school and in particular the instructions of teaching staff given in an emergency

d) to use and not willfully misuse, neglect or interfere with things provided for his/her safety

2.6 Supervision of pupils

The school day hours are as follows:

Infants






Juniors
8.55 am – 12.00 noon




8.55 am – 12.30 pm

1.15 pm – 3.15 pm




1.15 pm – 3.15 pm

Responsibility for pupils on the premises is accepted for 10 minutes on either side of these hours.

3 Visitors and Volunteers

All visitors will sign in at the Administrator’s office and will wear a “Visitor” badge.  Regular visitors and other users of the premises (e.g. delivery men from specific companies) should be required to observe the safety rules of the school. In particular parents helping out in school should be made aware of the health and safety arrangements applicable to them through the staff they are with. (See Safeguarding Policy)

Conclusion
It is the responsibility of everyone to make these arrangements work. This will ensure, as far as is reasonably practicable, that working conditions are safe and that working life of everyone is accident free.

If an improvement or prohibition notice is served by an enforcement officer (e.g. Factories Inspector or Environmental Health Inspector), the head should immediately advise the Director of Education.

Accident Reporting
It is our aim at Mayfield to minimize accidents. We do this by:

1
Where any new equipment is bought staff are given training on how to use it

2
Through regular assemblies and in lessons children are reminded of school rules regarding the health and safety of themselves and others, and of the constant need for self discipline to minimize the harming of themselves and their peers.

It is an aspect of school life that accidents will happen, and when these do they are logged

immediately usually by our welfare assistant Mrs. Jane Parker or our senior SMSA Mrs. Iris Curd. 

If these staff members are not available then all members of staff are aware of our accident logging procedure. This is done via the accident book kept in the welfare room. Our procedure is as follows:

Date

Name

Time

Reason for accident

Signature of  

Person attending accident

More serious accidents are entered following the procedures in the yellow folder on form F2508 which is in turn sent to the borough safety officer.

If an ambulance is called the school logs the time it is phoned and the time of arrival. The school’s welfare assistant, or in her absence the administrator will be in the main entrance door waiting to guide the ambulance crew to the injured party.

Animals

If  teachers wish to bring an animal on site then the permission of the head teacher must be sought. A written statement outlining the reasons for the above is to be given to the head, outlining hygiene arrangements prior to the visit.

Where farm visits take place teachers ensure adequate facilities for washing hands are available on the site. Teachers remind children of the need for washing hands after stroking animals and supervise this activity particularly before food is eaten.

The school currently has African snails on site in the Nursery and Reception, and fish in Year 4.

Parents/carers are not allowed to bring dogs on to the school site.

Asbestos

To ensure the health and safety of staff from asbestos contamination whilst on the school site, Mayfield Primary School follows these procedures:

Any member of staff believing they may have discovered asbestos on the school site will immediately vacate the vicinity, evacuating everyone else where this is considered practical.

The concerned member of staff will immediately inform the head teacher of the possible presence of asbestos.

The head teacher will instruct the caretaker to make an initial inspection of the material believed to be asbestos. Contact the asbestos team (Dave Morgan) who will carry out an asbestos survey.

If asbestos is confirmed or if the material cannot definitely be certified as ‘safe’ the caretaker shall request a council-approved specialist contractor to take immediate and appropriate action with the identified material, whether this be a) immediate removal, b) programmed removal, c) encapsulation, d) no action in those cases where detailed examination and testing confirms that it is safe to do so. Where option c) is taken – periodic review of the encapsulated asbestos will be taken by the caretaker (Mr Lea) to ensure its safe condition. (See asbestos report)

Asthma

Inhalers are given out by the welfare assistant (Mrs. Jane Parker/ Mrs L Chard) at lunchtime each day.  Should the children need their inhalers during the day they are easily accessible in the cupboard on the back wall of the medical room, 

The school admission forms have a section whereby parents declare medical conditions their child may have.  This information is relayed to teachers and the welfare assistant. Health Care forms are completed by parents/carers.

Bomb Procedure

The administrator/Head will record the message accurately taking account of background noise.

The following procedure will be followed:

Ring 999

When police arrive they will advise whether 

a) the bomb call is a hoax

b) to conduct a search

c) to evacuate

The fire bell is NOT to be rung unless there is little time to vacate the building

If the school has to be evacuated then the Head will direct teachers and their classes away from the vicinity of the bomb, out on to High Lane, turning right leading to the cycle path to Brent Lodge Park.

After this the fire alarm is set off and a note will be placed at the three school entrances to stop people entering the school.

Building Maintenance

The school uses Approved Contractors as laid down by the LA and the contract the school currently holds with Interserve.

If an area is unsafe it is immediately sectioned off and reported to the Head teacher.

The Head will ring the site surveyor to authorize work to be completed.

The Site Manager always checks the work before signing it has been done.

The site manager does work written in his job description.  The Head will check his work as far as is practicable.

Cleaning

The cleaning for the school currently operates under the control of the Site Manager.

If the Head is not happy with the cleanliness of the site she will speak with the Site Manager who has immediate responsibility for monitoring cleaning standards.  The Building and Site take and active interest in monitoring the standards of cleanliness during the year.

Communicable Diseases

These are detected as soon as possible, with the children being isolated. (Full details of all communicable diseases are available from the Administrator who has a copy of a document from the Health Protection Agency). People are informed in the following order:

The school nurse to seek advice then

The parents.

Parents are asked to take the child to the doctor.

Pupils should not return to school until the incubation period is complete.

If symptoms re-appear all staff inform the Head immediately.

All staff, as part of school procedures observe the above at regular opportunities e.g. children getting changed for PE, or during swimming.

Contractors on Site

The school has adopted the LBE policy “Contractors in Schools” 

All contractors on site will report to the administrator and/or the site manager.  They must sign in using the contractor’s signing in book taking notice of where asbestos is in the school.  Full survey available at the back of the contractor’s file.

All contractors must show their ID and CRB number to the administrator to gain entry to the school.  If this is not available then a member of staff must supervise them as they work.  If a member of staff is not possible the contactor will need to return when the children have gone home.

COSHH

COSHH assessments re compiled by our site manager.  Chemicals used regularly should be sent to the Education Safety Officer once each year.  Assessments for new chemicals can be obtained form the Education Safety Office.

The school only uses substances authorized by the LA.  All reps attempting to sell cleaning materials are refused.

The highest standards of safety regarding COSHH substances are implemented, e.g. locked concrete shed for cleaning fluids away from the main building.

A high shelf in the cleaner’s cupboard is used for cleaning substances.  The cupboard is locked in school hours.

Washing detergent is stored out of children’s reach.

All deliveries are locked away immediately by the site manager.

No staff are allowed to store any chemical that is not used by the school.  The site manager and cleaning staff are the only staff permitted to use cleaning chemicals.

Display Screen Equipment

In Mayfield Primary School a “user” is someone who uses display screen equipment more or less continuously on most days, our user is the Administrator.

The school has adopted the LEA guidelines on the use of display screen equipment.  The administrator is aware of these guidelines.

The office environmental conditions, (space, lighting, heat, humidity) aim to be achieved as far as is reasonably practicable.

Risk Assessment:  is deemed to be minimal in the use of DSE and workstations.

Wires connecting the equipment are secured along the side of the desk where the equipment is kept to eliminate any hazard from the trailing wires.

Electrical equipment forming part of DSE is tested periodically by the “Electrical testing person” - the Site Manager.

The Administrator is aware of the fact that she may exercise her entitlement to any eye test at the occupational health unit and that this should take place at lease once every two years.

Electrical Safety

The Site Manager has attended electrical training at the LA and is the school’s competent person.

All staff are aware that any electrical equipment which is considered unsafe is reported immediately to the Head and recorded in the Site Manager’s “Jobs “file held in the Administrator’s room.

The equipment should not be used until repair has taken place.

Recognized contractors are used for repairs e.g. for computers.

It is school policy not to buy second hand electrical equipment.  

Staff are not permitted to bring any electrical equipment into school without prior permission of the Head.  

Extra Mural Activities

The School has adopted the LBE Extra Mural policy  

Fire Safety

Fire Drills are organized by the Head and held termly.  These are recorded in the Head’s Log book and the Fire Log book. (Health and Safety file)

All fire extinguishers are checked annually by Interserve

· All walk ways and fire doors should not be obstructed.

· Visibility panels on fire doors are always kept clear, display on these is prohibited.

· Fire doors should not be wedged open.

· All fire exits are clearly labeled.

The Head has drawn up fire drill procedures and escape routes after consultation with the LA fire safety officer, Danny Watson.  

The school is a no smoking site.

The Health and safety file contains information about designated staff should a fire occur.  The school’s designated fire officer is the Administrator.

First Aid

First aid boxes are located in the welfare room above the sink, in the nursery next to the coat pegs and in the alcove of class 3/ 4  leading to the new building.

Mrs. Parker & Mrs Chard checks the boxes regularly and replaces used stock.

Appointed first aiders in the school are:

Mrs. Jane Parker

Mrs. Vanessa Brosnan

Mrs Linda Chard

Mrs. Iris Curd

Mrs Jackie Lea

Mr Lea, all SMSAs and NNEB have attended a certificated first aid training course and update their skills regularly. NNEB staff and three other staff are paediatric 1st Aid trained.

It is school policy that one of the above named first aiders always accompanies the children on school outings, journeys and to playing fields.

Risk Assessments

General risk assessments:

There are comprehensive risk assessments held on the school intranet.  Staff are required to update these as appropriate and inform the Head so that relevant amendments can be made on the system.

The Site Manager inspects the site daily for potential risks.  The SM makes safe and informs the Head about the risk.  If professional services are required the SM will ring the Help desk.

· Once a term the Head and site manager conduct an inspection of the site

· The Building and Site committee conduct a termly risk assessment and site security inspection of the school site.

· All findings are recorded in the Risk assessment Log book kept with the H&S file in the Head’s office.

· It is the responsibility of all staff, teaching and non-teaching staff to report potential hazards and risks to the site manager/Head.

· Non-urgent works are recorded in the Site Manager’s works file which is located in the administrator’s office.

Food Hygiene

Harrisons catering contractors are responsible for hygiene in the kitchen in the first instance.

Any issues are raised with Alan Rhodes who will liaise with Harrisons

Staff are aware that lunch boxes should be kept away from heated radiators in the winter and stored away from sunlight in the summer.  

Before any activity involving cooking, children are instructed in kitchen safety.

School cookers are not used by children for school functions.

HIV/AIDS and Blood Bourne infections

All staff should follow the following health and safety procedures:

Staff will:

· Wear a pair of gloves when dealing with body fluid

· A new pair of gloves are worn for each new person to prevent infection of others

· Used gloves, soiled dressing and swabs are disposed of separately in the refuse bag marked “Body Fluids” in accordance with council policy.

· Any staff or children who are bitten and the resulting injury breaks the skin will be taken to the A and E unit at Ealing Hospital for advice and possibly post exposure immunization.  Known information about the “biter” will be passed to the A and E unit.

· Members of staff are asked to note that LEA approved training is provided and available to all members of staff.

· See risk assessment

ICT

Wifi use in school

Mayfield Primary school is aware of the recent information about wifi use in school.  The school has taken advice from the LA.  The LA have said that the information is inconclusive and that there is no evidence of risk to health.

We do recognize that wifi presents potential hazards and have issued the following procedures:

Laptops not to be used on laps.  Use laptops on tables.

This statement will be reviewed annually.

Please also see ICT policy.

Intruders on Site

All Staff are advised not to work alone; a minimum of two is the norm.  In occasional circumstances, the deputy/Head/Site Manager is to be present.

The Head will exclude people from the premises if staff or pupils feel threatened.

The school has an alarm system.

The school has adopted the LA policy and procedures on Violence and Aggression against Employees

See risk assessment

Lettings

The school has no regular lets.  However, each request for a let will be looked at on an individual basis.  The Head and Governors will refer to the lettings policy to determine the need for the let.

Should a let take place then:

· The site manager is always on site

· The Head is on site if possible

· There is access to first aid

· There is access to a telephone

Maintenance of Equipment

Electrical:

The site manager is trained in electrical testing.  All electrical appliances and equipment are tested on an annual cycle.

The SM does weekly tests on the alarm system.

See risk assessment

Gas appliances are tested annually by recommended contractors

Under the contract with Interserve the following are tested annually:

· Alarm system

· Fire fighting equipment

· Boiler room settings

· Alarm

Maintenance of school vehicle

Mayfield Primary School does not have a school vehicle

Manual Handling

Children are instructed how to lift P.E. equipment properly, never being allowed to lift it on their own, but sharing the load.

The site manager and colleagues are made aware of courses on manual handling as they are made available by the LA.

See risk assessment

Medical Conditions and Medication

Diabetic: a list of diabetic children is kept by the welfare assistant.  The nurse meets with first aiders to give advice on pupils.

Epilepsy:  as above with emphasis on a daily liaison at the parent’s request.  E.g. an immediate phone call to the parent at the slightest bump on the head.

Asthma:  all inhalers are kept in a cupboard for easy access, against the wall facing the door of the medical room.  

All inhalers are labeled with the name of the child and the dosage.

A list of all pupils who have asthma, epilepsy or diabetes is kept by the welfare assistant.  A Health care plan is completed for all relevant pupils and kept in a file in the welfare room.

The school has adopted the LA guidelines and code of practice on the administration of medicines and drugs given in schools.

Menstruation

It is school policy to always keep sanitary towels in the medical room, should menstruation begin in school.

No Smoking Policy

There is a no smoking policy in all areas of school. Mayfield is a non-smoking site

Occupational Health Services and work related stress

Stress is defined as “a process that can occur when there is an unresolved mismatch between the perceived pressures of the work situation and the individual’s ability to cope.”

Staff who are showing signs of work related stress – high blood pressure, heart disease, anxiety, depression, ulcers and thyroid disorders, short term memory loss, stomach disorders, low personal esteem etc. – will be referred to the OHS for support and professional advice.

At school level, support for stressed employees include:

· Re-examination of the workload with a vie to making beneficial changes

· Recommend a period of paid absence from school

· Suggesting support from an appropriate counselor

· Recommending consultations with their GP

· Directing the employee to the OH Physician

We buy into the Care First counselling service for all our staff

· See risk assessment

Physical Restraint

The school has adopted the LA guidelines on “positive handling, physical restraint.”

Playground safety

Three members of staff are on duty at break times and cover the junior and infant playgrounds.

Seven SMSAs are on duty during lunch time.

SMSAs are trained by the Deputy on issues such as behaviour management.  They are given annual training on Child Protection by the CP officer, Norma Evans.  SMSAs are made aware of any LA courses they may like to attend.

The Deputy Head meets with the SMSAs on a regular basis. (once each half term)

All play fighting activities are prohibited.  Children are reminded regularly about this.

The site manager conducts a daily check of the playgrounds and apparatus within it before school begins.

The Head should be informed immediately of any potential hazards and the area will be made out of bounds until the area can be made safe.

See risk assessment

Slips and Trips

All slips and trips should be recorded in the Accident book located in the Welfare room

The site manager or the welfare assistant should be informed immediately so that the area can be made safe.

If necessary a warning sign will be placed over the area until the hazard is removed

Road Safety Education

Children are constantly reminded of road safety issues through the curriculum and in assemblies.

Parents and carers are asked to park considerately when dropping off children and collecting at the end of the school day.  Parents and carers are reminded of this responsibility through newsletters.

Safety representatives

All members of staff put health and safety issues on staff meetings, team meetings and SLT meeting agendas.

If emergencies arise, e.g. the pyramid system, all members of staff are informed appropriately.

School Trips

The LA guidelines on out of school activities have been adopted by the school and should be referred to by staff organizing a trip.

Staff completes a risk assessment form and the associated check list for each visit four weeks in advance of the trip.

Children should always wear a seatbelt when traveling by car, coach and minibus.

All volunteers who regularly help in school and on school trips must be CRB checked.  As a basic requirement all volunteer should be police checked and children must not be left soley in their care.

See trip risk assessments.

School Security

All visitors should report to the school office on arrival.  All visitors not known to the school must show their ID and CRB number to the administrator to gain entry to the school.  If this is not available then a member of staff must supervise them as they work in school.  

· All visitors must sign in the visitor’s book and wear a visitor label

· All visitors who are or likely to come into contact with children and work with them in isolation should be asked to produce evidence of ID and CRB numbers.  If the contractor or visitor is unable to produce these documents then they must be accompanied by a member of staff who has been CRB/police checked if pre 2002.

· Exterior doors should be kept closed 

· The main doors in the Junior playground are closed at 09.00

· The outside gates are re-opened at 15.00 

· The Nursery gates are closed automatically after parents have left or entered the school grounds.

· See school security risk assessment.

Sun Care

Pupils are encouraged to wear lose clothing protecting bare skin.  Children are asked to wear a sun hat in warm weather and an appropriate sun factor cream.

Through the curriculum and in assemblies children are continually reminded of the detrimental effects the sun can have on their bodies.

See suncare risk assessment and general suncare advice.

Swimming

Parents will be informed by letter that their child will be attending swimming lessons as part of the PE element of the National Curriculum.  Parents will be informed of:

· The venue – Gurnell swimming pool

· A coach will transport the children to swimming lessons.  Each child will have a seat.

· Children should always wear a seatbelt when traveling by car, coach and minibus.

· The day – Wednesday

· The time – afternoon

· What children need to take:

· Swimming costume

· Swimming cap

· Towel

· Suitable bag

· No jewellery

· Medical considerations (asthma, eczema, diabetes etc.) are noted and medicinal requirements are compiled by the welfare assistant.

· If a child fails to provide the necessary medication they will not be  allowed to attend swimming that day.

· Children changing will be supervised by a member of staff

· Children will be supervised by swimming pool instructors during their lessons.  Staff will stay at the pool side in case of emergency

· Staff will check each changing room and the coach as the children leave to ensure no clothing/equipment is left behind.

· Children must go to the toilet in pairs and a member of staff must make their presence known near the entrance by calling and verbally checking on the children at regular intervals.

· See swimming risk assessment with particular attention to safeguarding information when children are changing and going to the toilets.  At all times, pupil safety must not be compromised.

The medical assistant will return the medical box to the Welfare room.

Training and Induction

All new members of staff are immediately made aware of the H&S policy on joining the school.  Training will be given in-house or via LA courses as appropriate.

Outside agencies come in to school to train staff e.g.. The school Nurse on asthma, diabetes, or epilepsy.  

A cascade model exists as children move from class to class, i.e. the teacher will inform the new teacher of the child’s needs.

All staff are made aware of procedures on first aid, accident, fire and emergency form the school handbook.  They are aware that failure to follow the above procedures is a disciplinary offence.

Violence to staff

To ensure the safety of staff from violence the following procedures are followed:

All staff arriving early or leaving the premises late are aware that these are particularly vulnerable times in respect of personal attack; staff therefore, should avoid arriving or leaving alone.

All staff are made aware that parents sometimes may react angrily during a meeting and in extreme cases this may result in a violent attack against them.  To deter this from happening and to protect the member of staff in this event all scheduled meetings are arranged to take place while colleagues are present on the school site, in a room which while ensuring confidentiality of matters being discussed, allow for the situation to be monitored by colleagues.

If parents do become angry, 

· Staff should remain calm and maintain eye contact although not continuous eye contact.

· Diffuse the situation by arranging to meet on another day or suggesting following the meeting up with the Head teacher

· Staff should always sit nearest the door so that they can make an exit should they need to.

· If a member of staff is concerned for the safety of a colleague:

· The concerned member of staff can go into the classroom and ask the person at risk if they can have a word with them, “I’ll just wait outside until you’re finished”

· Send for a member of the SLT to help diffuse the situation.

In the case of an emergency the head can order any person off the school site.  If they fail to go immediately the Police will be called and the person may then be removed.

In the case of assault taking place, (or even where assault appeared imminent) Mayfield Primary School are aware of the traumatic effect it can have on the victim;

In such circumstances a trusted colleague will be released to support and look after the victim, either remaining on site, going to the hospital or police station or taking the member of staff home.

In case of actual assault against a member of staff, the form TC.327 (Notification of assault – LA employees) should be completed. The member of staff will have access to the Care First counseling service.

Waste Disposal

Body Fluids

The site manager or the welfare assistant will clear away any body fluids needing to be cleared up:

· The fluid is covered with disposable paper towels and then put in disposable white plastic bags.  The area is then mopped with an LA approved disinfectant.

· A white plastic apron should be worn and disposable seamless rubber gloves.

Other common body wastes

Soiled bandages, cleaning, and clothing: these are placed in disposable white plastic bags.

Sanitary towels are placed in an incinerator which is checked by an outside firm at regular intervals.

Broken Glass

Broken glass is thoroughly wrapped in newspaper with a large label ‘broken glass’ sellotaped on it to warn others.  As a rule, glass should not be used in school unless it is essential or unavoidable.

Consultation Arrangements

The Head teacher has consulted at length with:

· LA security advisor – Steve Dunham

· LA Fire Officer – Danny Watson

· School Nurse –  Gill Bell

· LA H&S officer – John Boniface, Nadine

Publicizing the policy

The H&S policy and any revisions will be discussed with staff at an annual INSET/staff meeting in the autumn term.

Please also refer to LA policy statements.

Policy is reviewed annually 

Last reviewed November 2009

Next review date November 2010
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