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This document will be kept at Elm Park Primary School main office and is on the school website. 
AMENDMENT RECORD
Amendments to the Health & Safety Policy of Elm Park Primary School will be issued following any review of the Policy where significant changes are required. Their incorporation should be recorded above.
[bookmark: _Hlk532385848]We are a responsible employer and take our duties under the Health and Safety at Work Act 1974 seriously; we have therefore formulated this policy to help us comply with our legal duties. These include providing a safe place and a safe system of work for our staff and others who may be affected by our activities.
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Groups that may be affected: N/A
	Are there any concerns that the policy could have a different impact on any of the following groups? (please tick the relevant boxes)
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	Age (young people, the elderly: issues surrounding protection and welfare, recruitment, training, pay, promotion)
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	Gender Reassignment (transsexual)
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Any adverse impacts are explored in a Full Impact Assessment.
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Part A - General Statement of Policy

[bookmark: _Toc427238571][bookmark: _Toc507749729]This policy is produced in respect of Elm Park Primary School only.

At Elm Park Primary School, we recognise our duties under current health and safety law and will endeavour to meet the requirements of this legislation and maintain a safe and healthy working environment. 
The school considers the health, safety and welfare of staff and pupils to be important; and achieving a safe and healthy working environment essential to the school’s goal to promote excellence in teaching and learning.
Our staff are informed of their responsibilities to ensure they take all reasonable precautions, to ensure the safety, health and welfare of all those that are likely to be affected by our undertakings.
	
Elm Park Primary School recognises its duty to make regular assessment of the hazards and risks created in the course of our endeavours.

We also recognise our duty, so far as is reasonably practicable:
· to meet our legal obligations to maintain safe and healthy working conditions;
· to provide adequate control of the health and safety risks so identified;
· to consult with our employees on matters affecting their health and safety;
· to ensure the safe handling and use of substances;
· to ensure that all employees are competent to do their work, and to give them appropriate health and safety training;
· to provide information, instruction, training where necessary for our workforce, in an appropriate format for their needs;
· to prevent accidents and cases of work-related ill health;
· to actively manage and supervise health and safety at work;
· to have access to competent advice;
· to seek continuous improvement in our health and safety performance and management through regular (at least annual) review and revision of this policy; and
· to provide the resource required to make this policy and our Health and Safety arrangements effective.
We also recognise:
· our duty to co-operate and work with other employers when we work at premises or sites under their control to ensure the continued health and safety of all those at work; and
· our duty to co-operate and work with other employers and their employees, when their employees come onto our premises or sites to do work for us, to ensure the health and safety of everyone at work.

To help achieve our objectives and ensure our employees recognise their duties under health and safety legislation whilst at work, we will also inform them of their duty to take reasonable care for themselves and for others who might be affected by their activities. The school recognises its responsibility to promote a culture where H&S issues are discussed in an open and positive way to achieve improved standards and safe methods of work.

In support of this policy responsibilities and more detailed arrangements have been prepared.


Signature: ...........................................  Date: ...................................


Position:    Head Teacher

Part B - Organisation



Governors
The School governors will:
· Promote a sensible approach to health and safety and ensure competent health and safety advice is obtained; 
· Ensure a health and safety policy is in place and regularly reviewed.
· Take reasonable steps to ensure that the school is following the employer’s policy and procedures e.g. through regular discussions at governance meetings;
· Ensure staff receive adequate training to enable them to carry out their responsibilities;
· Work in close partnership with the head teacher and senior management team to support sensible health and safety management and to challenge as appropriate;
· Ensure risk assessments of work activities are undertaken and recorded;
· Provide sufficient funding for health and safety;
· Ensure regular safety inspections, at least three a year, are undertaken and that findings are recorded and progressed;
· Establish and maintain a positive health and safety culture.

Head Teacher
The Head teacher will:
· Ensure that the school is following the employer’s health and safety policy and has effective arrangements for managing the real health and safety risks at school;
· Maintain effective communications with employers, governors, and the school workforce, and give clear information to students and visitors, including contractors, regarding the significant risks on site;
· Make sure that staff have the appropriate training and competencies to deal with risks in their areas of responsibility;
· Consult and work with recognised trade union safety representatives/ employee representatives and safety committees;
· Make sure that staff understand their responsibilities and know how to access support and advice to help them manage risks responsibly;
· Obtain competent health and safety advice to properly assist the school management to comply with its health and safety obligations;
· Ensure risk assessments of work activities are undertaken, recorded and regularly reviewed;
· Ensure regular safety inspections, at least three per year, are undertaken and that issues identified are actioned or programmed as necessary;
· If he/she delegates H&S duties to an individual, referred to as the H&S Coordinator, he/she ensures that the duties are clearly defined, the person is competent to carry them out and that sufficient resources are allocated to enable them to be carried out.

H&S Coordinator
The H&S Coordinator will:
· Be the contact for H&S advice/information provided to the school and will liaise with Head teacher or relevant employees to ensure advice is acted upon or information disseminated as necessary;
· Advise the Head teacher and Governors on action required to comply with relevant H&S Legislation;
· In consultation with Head teacher/Governors, set timescales/ensure work is carried out to meet the requirements of H&S Legislation;
· Carry out the regular safety inspections, at least 3 three annually;
· Receive all accident/incident reports, investigate where necessary and report significant incidents to the HSE under the requirements of RIDDOR supported by the health and safety consultants (HSDept). 


Accredited H&S Representative(s)
· Accredited H&S representatives are trade union representatives, appointed by trade union members working for the Local Authority and formally recognised as employee representatives by the employer.
· The Accredited H&S Representatives’ rights are covered by the Safety Representatives and Safety Committees Regulations 1977. 

Employees (All)
All employees, contractors and volunteer helpers must:
· Take reasonable care for their health and safety at work and that of other people who might be affected by their acts or omissions at work;
· Report immediately, or as soon as practicable, any defects noted with plant, equipment, machinery or the workplace generally to their line manager or other designated person; 
· Not misuse anything provided for health and safety purposes;
· Report any accident, near miss incident, dangerous occurrence or case of ill health arising out of work and cooperate with management in investigating such accidents or incidents;
· Cooperate with management in respect of complying with H&S requirements.
· Ensure that their own vehicle insurance covers them for any use of the vehicle for work purposes. 
· All employees appointed are considered to be competent to perform the tasks they are given.  Specifically, with regards to Health and Safety, competency is viewed as one of the key elements of risk management and is essential in respect of the control of dynamic work situations, e.g. teaching a class of students.  
· For each job/role basic competency requirements are included in the job description but for health and safety there is additionally a competencies list for each role which identifies what H&S Competencies are required. Employees appointed to the roles will be assessed against this list and where competency requirements are not already met, how the person will be made competent must be identified, e.g. work shadowing, reading up of technical manual, attendance on training course.

 NB Staff are advised to ensure that their own vehicle insurance covers them for any use of the vehicle for work purposes.  The Council does not hold insurance to cover use of private vehicles.

Site Staff And Cleaners
Have the responsibilities indicated for all employees together with those indicated in supplemental safety policies.

Volunteer Helpers
Have the same duties as those indicated for employees

Pupils
Pupils are expected to:
· Comply with school rules relating to general behaviour;
· Comply with information and instruction provided for safety reasons; 
· In cases of emergency to remain quiet, listen and obey instructions given by employees; and
· Not to misuse anything provided for H&S reasons.







School Structure and Lines of Communication
 
H&S Leaders within the school:

	Role
	Name
	

	
Named Governor
	Jason Walker
	

	
Headteacher
	Carol Bond
	

	
Caretaker
	Philip Manning
	

	
H&S Coordinator
	Joanne Harris
	






PART C1 – ARRANGEMENTSGOVERNING BODY
GOVERNORS P&F COMMITTEE
HEAD TEACHER

H&S COORDINATOR
VOLUNTEERS
EMPLOYEES
ACCREDITTED HEALTH AND SAFETY REPRESENTATIVE


The following arrangements have either been established through risk assessment at school level or are national standards. This section of the policy is split into two parts, part one is the school wide procedures, general arrangements, and part two is the activity-based specific arrangements.  

GENERAL ARRANGEMENTS

1. ACCIDENTS AND INCIDENTS 
It is our policy that all workplace accidents will be reported in the accident book, this will be kept in the school office.  In addition to fulfilling a legal requirement, this enables us to investigate the more serious accidents to ensure that they do not re-occur; therefore, staff are expected to abide by the following procedures in the event of an accident.  

1.1.1. Legal Requirement 
The law on accident reporting is covered by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). These regulations set down requirements for reporting certain types of accidents to the enforcement authorities and how this is to be done. 

1.1.2. Reporting of accidents 
All accidents will be recorded as soon after the event as possible. This may be done by the injured employee or a colleague. If a pupil or visitor has an accident, then an employee is responsible for ensuring that it is recorded, unless a first aider or appointed person is providing treatment. If this is the situation, the appointed person is responsible for making the report. The school will follow  HSE guidance for incident reporting in schools.

1.1.3. Accidents at other third-party premises
If an employee is working on third party premises, details of any accident should be reported in the accident book there and a copy sent to the H&S Coordinator. This is because host employers have duties under RIDDOR for any reportable accidents which may occur to visitors.

1.1.4. Employee duties 
Employees should not use the accident book/form to report an accident which occurred in their own home or on an activity which is not work-related.
We expect all employees and contractors to assist us in complying with our legal duties under RIDDOR; this means that employees are expected to have due regard for their health and safety and that of their colleagues. All employees are expected to report accidents in a timely manner. In the event that an employee fabricates or exaggerates an accident, we reserve the right to bring disciplinary proceedings which could result in dismissal.

1.1.5. Accident investigation
Unless the accident is trivial, it will be investigated by the relevant line manager to the appropriate extent. This will help us ensure that the accident is not repeated. Where necessary, remedial measures will be introduced and monitored. The completed investigation will be reviewed by the Head Teacher.  Details of such accidents will be discussed at our health and safety meetings.
[bookmark: _Toc18674487]
1.2. GUIDANCE ON RIDDOR
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) requires certain accidents and incidents are reported to the enforcing authorities.  All reports are collated by the HSE who will then forward the details onto the appropriate enforcing authority offices for the particular industry and geographic area.

There are several ways to report an accident dependant on the scale of severity and type of harm suffered.  These are:

Death
All deaths of employees and non-employees, such as pupils, must be reported if they arise from a work-related accident including acts of physical violence to an employee.
You must notify the enforcing authority without delay by telephone on 0845 3009923. You must follow up with a completed online report form.

Specified injuries 
If there is an accident connected with work and:
Your employee, or a self-employed person working on your premises suffers a specified injury (including as a result of physical violence); or
A pupil or member of the public is taken to hospital for treatment to that injury;
You must notify the enforcing authority without delay (e.g. by telephone).  They will ask for brief details about your business, the injured person and the accident; and you must follow this up with a completed accident report form within the allocated timescale. N.B. A specified injury must be reported to the HSE within 10 days of the incident.

Reportable injuries are:
· Fractures, other than to fingers, thumbs and toes;
· Amputations;
· Any injury likely to lead to permanent loss of sight or reduction in sight;
· Any crush injury to the head or torso causing damage to the brain or internal organs;
· Serious burns (including scalding) which:
· covers more than 10% of the body; or
· causes significant damage to the eyes, respiratory system or other vital organs
· Any scalping requiring hospital treatment;
· Any loss of consciousness caused by head injury or asphyxia;
· Any other injury arising from working in an enclosed space which:
· leads to hypothermia or heat-induced illness; or
· requires resuscitation or admittance to hospital for more than 24 hours.

Over seven-day incapacitation of an employee    

Accidents must be reported where an employee or self-employed person is away from work, or unable to perform their normal work duties, for more than seven consecutive days as the result of their injury. This seven-day period does not include the day of the accident but does include weekends and rest days. The report must be made within 15 days of the accident.

1.2.1. Over three-day incapacitation  
Accidents must be recorded, but not reported, where they result in an employee being incapacitated for more than three consecutive days. If you are an employer who must keep an accident book under the Social Security (Claims and Payments) Regulations 1979, that record will be enough.

1.2.2. Non-fatal accidents to non-employees      
Accidents to pupils and members of the public or others who are not at work must be reported if they (by way of work activities, the way work was organised, the environment or processes taking place,) result in an injury and the person is taken directly from the scene of the accident to hospital for treatment to that injury. Examinations and diagnostic tests do not constitute ‘treatment’ in such circumstances.
There is no need to report incidents where people are taken to hospital purely as a precaution when no injury is apparent.

1.2.3. Disease
Employers and self-employed persons must report diagnoses of certain occupational diseases where these are likely to have been caused by or made worse by their work. 
You will find a summary of the reportable diseases below.

Reportable diseases include:
· carpal tunnel syndrome;
· severe cramp of the hand or forearm;
· occupational dermatitis;
· hand-arm vibration syndrome;
· occupational asthma;
· tendonitis or tenosynovitis of the hand or forearm;
· other conditions such as occupational cancer, any disease attributed to an occupational exposure to a biological agent and hand-arm vibration syndrome.

1.2.4. Dangerous Occurrences 
If something happens which does not result in a reportable injury, but which clearly could have done, it may be a dangerous occurrence which must be reported using the online system to the enforcing authority Local Authority. Health and Safety Executive (HSE)
For a full list please refer to www.hse.gov.uk/riddor

1.2.5. Reporting to the HSE Incident Control Centre (ICC)
There are a number of ways to report an accident and these are:
Internet: Website: http://www.hse.gov.uk/riddor/report.htm 
Complete the relevant form; you will then be able to download a pdf copy of the form for your records.  
Telephone: Call 0845 300 9923 - only use the telephone contact for Death or Major Incidents.
The operator will ask you appropriate questions about the injured person and the accident. The ICC will then send you a copy of the completed form for you to check and keep for your records. 

1.3.   Near Miss Incidents
For any near miss incident, which is an incident with the potential to have caused injury to a person or damage to property, a record is to be completed and sent to Head Teacher who will then decide if it needs to be reviewed by the schools appointed health and safety advisor. This will be the case for any major structural collapse, any explosion or any fire which causes the closure of a room or more

1.4.   Violent Incidents
For any violent incident involving staff, violence being non-consensual physical violence, i.e. does not include physical interaction during sporting activity, then a school record will be completed and reviewed by Head Teacher Risk assessments relating to that work activity will be reviewed in the light of the incident to ensure that suitable control measures are in place. 

[bookmark: _Toc18674488][bookmark: _Toc18921016]2	ALCOHOL & DRUGS 
We recognise that drinking before, or whilst at work, could have serious health and safety implications.  
[bookmark: _Toc18674489]In addition, we recognise that non-prescribed drugs are widely available that could have health and safety implications. We are also aware that whilst not developing an addiction, some employees may choose to take them recreationally. As a result, this policy states our position on the consumption of alcohol and taking of any non-prescription drugs or other substances that are unlawful under criminal law as well as prescription drugs which may adversely impact on performance.
2.1 Alcohol, Drugs and Health and Safety
Whilst the consumption of alcohol is an integral part of many employees’ lifestyle, its presence in the workplace is often inappropriate. Not only can alcohol, drugs and other substances affect work performance, it can also compromise the individual’s safety and that of others. 
Common side effects include a loss of concentration, impaired judgement, loss of coordination and manual dexterity. This has implications for all staff, but particularly for those working in a safety critical role. These include but are not confined to those operating vehicles and machinery, supervising others, or working at height. 
Any person taking prescription drugs which may affect their ability to carry out their duties should discuss this with the Head Teacher in confidence.
[bookmark: _Toc18674490]2.2	Prohibition on Alcohol, Illegal Drugs and Substance
Staff are not allowed to bring alcohol onto school premises or any premises on which Elm Park Primary School requires them to work.  Alcohol may only be consumed on school premises when provided on fund raising or social occasions authorised by the school.
No illegal drugs or other substances are allowed onto school premises or any site on which Elm Park Primary School requires them to work.  They should not be consumed at any time. The prohibition on illegal drugs and other substances extends to all activities that are connected with staff activities whilst at work. This includes all areas, both internal and external.
Due to the risks involved, staff engaged may not consume any alcohol during the normal working day (even away from the premises): 
Where employees attend overnight conferences/training courses and parties they may consume reasonable amounts of alcohol but must ensure that are within the legal alcohol limit to be able to complete their work on the following day. 
2.3 [bookmark: _Toc18674491]Disciplinary Sanctions
If Elm Park Primary School has reasonable belief that an employee comes to work whilst under the influence of drugs, alcohol or other substances, or otherwise consumes such on the premises in breach of this policy, it may result in disciplinary action up to and including dismissal being taken.
2.4 [bookmark: _Toc18674492]Advice and Counselling
We recognise that there may be circumstances when an employee has an alcohol, drug or substance related problem that requires specialist help; it is our intention to deal with these cases sympathetically. Your General Practitioner will be able to give you advice and guidance on how to obtain help and assistance with any alcohol, drug or other substance related issue. In the event that any member of staff is diagnosed as having a problem, we will treat it as a health matter. However, this does not necessarily mean that the individual concerned will be excused from any consequences of their conduct that would otherwise merit disciplinary action being taken. If a programme of counselling is sought and the individual employee subsequently reverts back to their previous level of dependency, we retain the right to treat any resulting decline in performance or breach of policy as a disciplinary matter.
All requests for help will be treated in the strictest of confidence, please speak to the Head Teacher If the storage of written information becomes necessary, this will be carried out in accordance with the requirements of the Data Protection Act 2018
2.5 [bookmark: _Toc18674493]Continuation in Present Role
For reasons of health and safety of the individual, or of others that may be at risk, we reserve the right to transfer any individual undergoing treatment for drug, substance or alcohol dependency from a safety critical role. In doing so, the needs of the individual will be considered and wherever possible, a suitable alternative post sought. Where an individual’s job role is found to be contributing to a problem, then the school will take all reasonable steps to deal with this.



3. ASBESTOS

Elm Park Primary School acknowledges the health hazards arising from exposure to asbestos and will protect those employees and other persons potentially exposed as far as is reasonably practicable.  
Due to the school being in a new build (Jan 2024) there is no asbestos on the whole of the school site.  
It is noted that when attending third party sites that although it is a possibility, it is highly unlikely that employees will be exposed to, or disturb, asbestos or Asbestos Containing Materials (ACMs) due to the nature of the work or purpose of the visit.

3.1 [bookmark: _Toc18674495]Legal Requirement
The law relating to the importation, supply, use and management of asbestos in commercial properties is the Control of Asbestos Regulations 2012.

3.2 Employee duties
Where an employee believes that they have identified, or disturbed, an ACM at a third party site, they must:
1. 	Stop working immediately.
2.	Contain the area where they have identified the ACM to prevent other persons being affected and coming into contact with the ACM.
3. 	Report their suspicions to the trip leader/ contact immediately.
4.	Not continue working until permission has been granted by the H&S Coordinator.

3.3 Training
All affected employees will receive appropriate information, instruction and training on how to identify, and the procedures to be taken in the event of identifying, ACMs.  This training will be repeated as necessary.



4. COMPUTERS

All computers in use within school, whether PC’s or Laptops, together with associated equipment such as projectors are purchased from reputable suppliers and installed in line with relevant guidance.  

It is our policy that all computer users (display screen users) will be assessed once they commence employment with us. This will help us to determine whether or not they can be classified as “users” for the purposes of current legal requirements. This assessment will be carried out by completing a self-administered Display Screen Equipment (DSE) questionnaire. This will then determine whether or not any further action is required. If so, a further assessment will be carried out by the H&S Coordinator.
[bookmark: _Toc18674503]
4.1. Legal Requirement
The law relating to the use of DSE, such as computers, is covered by the Health and Safety (Display Screen Equipment) Regulations 1992 (the DSE Regulations) as amended. These regulations set down a series of minimum standards for the workstations used by DSE users. This includes seating, lighting levels and workstation layout.

4.1.1. Definition of “user”
The regulations only apply to employees who regularly use DSE as a significant part of their normal work (daily, for continuous periods of an hour or more).

4.1.2. Procedures
In order to comply with the DSE regulations, we have introduced some procedures which are to be followed by all staff. These are as follows:

•	all new employees who are required to use computers as part of their job role will be given a self-assessment DSE questionnaire to complete within 4 weeks of starting work with us. It is the duty of the H&S Coordinator to provide this to all new starters.
•	all existing employees should have completed a questionnaire. However, should a member of staff change workstations or become a DSE user for the first time or believe they are suffering adverse effects from DSE use, then another one should be completed.  Whilst care has been taken to ensure that the questionnaire is self-explanatory any queries can be referred to the H&S Coordinator.
•	where the questionnaire identifies problems, e.g. glare, inappropriate seating etc it is the responsibility of the H&S Coordinator to ensure that these are rectified.
•	staff are actively encouraged to rotate their job tasks in order to spend at least ten minutes in every hour away from the computer screen. This time should be spent engaged in other work duties such as telephone calls and office administration.  If any employee feels that their workload does not permit adequate breaks, this should be brought to the attention of the H&S Coordinator.
•	where necessary, staff will be provided with training and information in order to help them set up their workstation correctly.
· Laptop computers – The school recognises that laptop computers and similar devices such as “tablets” are not designed to be used for extended periods. If staff are likely to spend extended time working on the laptop then the school will consider measures to reduce the possibility of ‘repetitive strain’ type injuries.  Specifically use of a separate keyboard, setting the laptop up on a surface so the top of the screen is at eye level and sitting in a supportive seat are recommended.  

4.1.3. Employee duties
Employees are expected to complete the self-assessment DSE questionnaire in a timely manner. They are also required to set up and operate their workstations correctly. In the unlikely event that any difficulties are experienced with workstations, employees should bring this to the attention of the H&S Coordinator as soon as possible.

4.1.4. Eye tests
Any employee who has been designated as a DSE user has the right to request an eye test funded by the company. This will be organised through an optician of the employee’s choice. However, it is the employee’s responsibility to make arrangements to have the eye test carried out. Following the initial eye test, the frequency of any follow-up tests will be based on the clinical judgment of a competent practitioner.

4.1.5. Supply of glasses 
Where the optician has confirmed, in writing, that glasses are needed exclusively for DSE use, we will contribute towards the cost. This figure is reviewed periodically and has been set to reflect the cost of a basic pair of glasses. Should employees wish to purchase a more expensive pair, then this amount will be made available towards the cost. The balance will need to be funded by the individual employee.

4.2. e-Safety

[bookmark: _Toc18674496][bookmark: _Toc18921018]The school has a separate policy for e-Safety which outlines the permitted activities in relation to ICT, and required controls, security and assurance. A copy of this policy can be found on the school website.  The policy indicates there is a whole school approach to Online safety and details the ways ICT facilities can and cannot be used by the networks users.



4.0  CONSULTATION AND COMMUNICATION
It is the school’s policy to ensure that all our employees are consulted whenever adverse health and safety matters arise. In addition, it is also our policy to communicate regularly with our employees on all health and safety matters.  Such consultation and communication with employees on health and safety matters is known to benefit motivation and efficiency whilst reducing work-related ill-health and injurious events.
Where the school employs persons, who do not have adequate literacy or verbal skills in the English language or where English is not their first language, we shall arrange where possible for all communication to be appropriate to the skill level or translated as required.  This will include all work instructions and appropriate training, particularly school inductions.  We may also use a buddy system or vulnerable person risk assessment, if required.
4.3. [bookmark: _Toc18674497]Legal Requirement
The Health and Safety (Consultation with Employees) Regulations 1996 regulates the requirement of employers to consult with employees on matters that may affect their health and safety while at work.  This must allow the employees to express their views, either individually or through elected representatives, and the employer must take these into consideration before making any changes.
4.3.1. Procedures
We will consult with our employees on matters concerning their health, safety and welfare at work, including:
· Any change which may substantially affect their health and safety at work, for example in procedures, equipment or ways of working.
· Our arrangements for getting competent people to advise and help us satisfy health and safety legislation.
· The information that employees must be given on the likely risks and dangers arising from their work, measures to reduce or get rid of these risks and what they should do if they have to deal with a risk or danger.
· The planning of health and safety training.
· The health and safety consequences of introducing new technology.
We will communicate with our employees by:
· Providing a Safety Notice Board where relevant information will be displayed, if appropriate.
· Having H&S as a standard item on the agenda of all staff meetings.
· Providing staff with the results of any inspection or audit undertaken.
· Providing access to the full health and safety policy for employees to read through and discuss with the Head Teacher, Caretaker or H&S Coordinator.
· Consulting with trade union accredited Safety Representatives, where appointed, in good time on all health and safety issues. Accredited Safety Representatives or recognised employee H&S representatives will also be invited to become a member of the school’s Safety Committee.
5. [bookmark: _Toc18674498][bookmark: _Toc18921019]CONTRACTORS
It is our policy to ensure that all contractors that undertake work on our behalf meet the appropriate legislative and industry standards prior to their engagement for works.  We must also ensure that the work they carry out is planned to minimise risks to safety and that contractors are competent and adequately resourced to undertake the work.
5.1. [bookmark: _Toc18674499]Contractor Procedures
The H&S Coordinator will ensure that contractors are competent to undertake works by:

i. Ensures they comply with health and safety legislative requirements.
ii. Ensures that their employees and sub-contractors are adequately trained to carry out the works.
iii. They have competency through trade registration.
iv. Ensures that they have a good health and safety record.

The Caretaker shall also inform the contractor of:
a) The rules of the site where the work is to be completed.
b) Our policies and procedures for the management of health and safety.
c) The risks associated with the work they will be undertaking on our behalf (where applicable).
d) The need for them to assess their contractors where appropriate.

Where contractors are engaged on site, they will be monitored by the Caretaker to ensure that:
a) Work is planned, managed and monitored so that is carried out without risks to health and safety.
b) Contractors undertaking work involving more than one contractor co-ordinate their activities with others in the project team; in particular, comply with directions given to them by the Principal Designer and/or Principal Contractor.
c) Contractors consult with their employees about matters affecting their health, safety and welfare.
The contractor will be expected to provide copies of their safe practice (Risk Assessment and Method Statement) and will cooperate with the emergency procedures in place for the school.

5.2.  Contractors On Site
There are two distinct types of contractors who will have access to site.  These will be service contractors who regularly work on the site and building contractors who work on an ‘as and when’ basis. 
5.2.1. Service Contractors
Service contractors have regular access to site as specified by a contract.  Such contractors’ visits can vary from an annual visit, e.g. to service boilers, check fire extinguishers etc., to those on site daily, e.g. cleaning or catering staff.  The service contract specifies what work is expected of them and what they can expect from the school.

Their personnel will follow their own safe systems of work but their working methods do take into account how they will impact upon staff, students and other visitors on site.  The school has/will provide details of its safe systems of work to the contractors where relevant and in the case of the cleaning/catering contractors they have been consulted over emergency arrangements.  A copy of this policy will/has also been provided to them.
5.2.2. Building contractors
These are contractors who attend site to undertake building works, which can vary from simply replacing a broken window to remodelling a room or building a new block.  The following is the general risk assessment on these activities that identifies the potential hazards and how these will be minimised/eliminated.
Hazards associated with building work relate to personal injury or damage to health caused by:  
a) slips/trips/falls as a result of contamination of surfaces e.g. by spillages, trailing leads or unprotected edges;
b) being hit by falling objects dropped by persons working above head height;
c) inhalation of smoke/fume through heating substances or use of same, i.e. paint/varnish/tar etc.
d) coming into contact with machinery or vehicles.
The above is only a brief outline of the hazards associated with this activity that may occur in areas where staff and students have access.  Such hazards are controlled by the arrangements listed below and by the effective supervision of students.

5.3. Small Scale Building Works 
This will include day-to-day maintenance work and all work undertaken on site where a pre site meeting has not taken place.
a) All contractors must report to the office on their arrival and under no circumstances are they to commence work until given approval to do so by the Headteacher.
b) Before any work is commenced, it is essential that the Headteacher is made aware of:
i. what work is to be undertaken,
ii. where the work is to be carried out,
iii. an indication of the likely timescale, 
iv. what equipment is to be used,
v. what services are required.
c) Before work is to commence, the contractors must be advised by the Headteacher:
i. where they can gain access to services,
ii. what the fire precautions are for the building, i.e. upon hearing the alarm, which is a continuous bell, they must exit the building immediately and report to the KS1 or KS2 playground whichever is nearer,
iii. any particular problems with the work, e.g. access may still be required to the area.
d) The contractors must be issued with a visitor’s pass and advised that it must be worn at all times whilst on site.
e) The contractors must be advised who to contact on site if they have a problem.

5.4. Large Scale Works
This encompasses all work where a pre site meeting is required.  In normal circumstances this will involve work where part of the site is completely handed over to the contractors.  Such work usually coming under the requirements of the Construction Design and Management Regulations and the school must exercise the duties of the Client as contained therein.

For all large scale works a pre meeting will take place and the Headteacher will attend the meeting.  This meeting will identify timescales for work, methodology (e.g. noisy work done when school is unoccupied wherever possible), access requirements, emergency access requirements, etc.



6. [bookmark: _Toc18674500][bookmark: _Toc18921020]CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
It is our policy to ensure that the risks associated with the use or contact with substances hazardous to health on-site is minimised at all times. This will be achieved by implementing a series of risk control measures. Our starting point will be to eliminate the use of hazardous substances wherever possible. If this can’t be done, then we will take all reasonable steps to find less hazardous alternatives. In the event that hazardous products need to be used, control systems will be introduced. Personal Protective Equipment (PPE) will only be issued where hazards cannot be effectively managed by other means. The use of new products will be assessed prior to use and where this expertise is not available in-house, it will be brought in from suitably qualified third parties.
6.1. [bookmark: _Toc18674501]Legal Requirement
The use of products in the workplace is governed by the Control of Substances Hazardous to Health Regulations 2002 (COSHH), as updated. The regulations require us to minimise the risks from contact or use of substances at work and to introduce control measures to manage those which may remain. COSHH also requires us to train employees in the safe use of substances and to monitor the effectiveness of any control measures. In certain circumstances, we are required to conduct health surveillance. This will occur if any employee is exposed to a hazardous substance which is known or is likely to cause a disease or be detrimental to health. COSHH also requires us to store products safely in order to avoid the risks of fire, explosion or environmental damage.
6.1.1. Procedure
It is our policy that this procedure will be followed by all staff with responsibilities for the procurement and safe use of substances whilst on our premises.

The school COSHH assessments are maintained by H&S co-ordinator in the school office and online at Teacher Shared and summary information is kept where substances are stored/used.
6.1.2. Ordering 
The H & S Co-ordinator will ensure that adequate information on each product is obtained prior to its use. This will take the form of a Safety Data Sheet (SDS), where appropriate, which should be provided by the supplier of the substance. If the intention is to use a product for the first time, then the relevant SDS needs to be obtained before ordering.  Where necessary, further information will be obtained from the supplier and other resources, such as the Health & Safety Executive website (http://www.hse.gov.uk).
6.1.3. Storage
We will provide appropriate storage according to the properties of each substance. The type of storage necessary will be determined by reference to the assessment, MSDS or relevant properties. Special consideration will be given to flammable liquids, environmentally hazardous chemicals and oxidising agents (due to the risks of explosion). The suitability of all chemical storage will be reviewed as necessary by Caretaker. 
6.1.4. Employee duties
All employees will be expected to co-operate with us in respect of any controls which have been introduced, to ensure the safe use, contact with and storage of substances. Where PPE has been deemed to be necessary, employees will be expected to wear and maintain it in line with the manufacturers' recommendations. We also expect all employees to report any concerns to the H&S Coordinator including any health concerns. These will be dealt with promptly. Should any further action be required, then the employee raising the concern will be informed as to what form it will take.
6.1.5. Employee training
All employees will receive information, instruction and training on how to use products safely. This will be repeated as necessary, e.g. on the introduction of new substances or processes. Training will be provided in a practical form in which the hazards and controls are clearly understood, e.g. training on operating procedures.
6.1.6. Monitoring
This policy will be monitored through the carrying out of periodic safety audits. These will cover the following: 
•	Use of substances.
•	Maintenance of control systems.
•	Adherence to safe working practices.
•	Provision of information to employees.
•	Appropriate storage.
Where contractors are engaged on site, they will be monitored to ensure that they do not pose a hazard to employees, visitors or themselves.
7. DRIVING FOR WORK 
It is our policy to ensure, as far as is reasonably practical, that employees do not place at risk or harm themselves or any other person through work related driving activities.  This will be achieved by setting standards conforming with current legislative guidance and by the implementation of a series of risk control measures.
7.1. Legal Requirement
The Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 requires employers to provide a safe place of work to assess risks and provide information and training to employees.  In addition, the Provision and Use of Work Equipment Regulations 1998 covers all equipment, which includes vehicles, provided to employees to be able to do their normal work.  The Road Traffic Act, Road Vehicle (Construction and Use) Regulations and the Highway Code place further duties on the employer and road user. 
7.1.1. Code of Conduct
All employees must ensure, when driving on business, that they comply with all road traffic legislation, are conscious of road safety, conditions and other drivers and apply defensive driving techniques at all times. The following non-exhaustive list of actions will constitute gross misconduct and may result in summary dismissal: 
· driving under the influence of drugs (illegal or prescription) or alcohol.
· driving whilst disqualified, or not correctly licensed.
· reckless or dangerous driving causing death or injury
· failing to stop after a collision
· any actions which warrant suspension of a licence. 
7.1.2. Transporting pupils

Use of Employees’ vehicles – Employees can transport students/equipment in their own cars or drive to other venues during the working day.  As per Employees Responsibilities, those employees who use their own cars must confirm that their insurance policy covers them for this purpose and need to hold Business Class insurance for the vehicle they use.

Use of Professional Transport - The school will check that transport and driver are hired in from a reputable source before employing their services for school trips etc.

Parents’ Transport – If needing to use this option the parent(s)/guardian(s) of the students are advised of the venue and time of activity and that their son(s)/daughter(s)/ward(s) are required to be there at that time. If parents transport other students to events during the school day, they will give full details of their driving licence, MOT and insurance to the school.

Insurance – The school will ensure that appropriate insurance arrangements are in place for transporting students where that has been organised by the school.
7.1.3. Employee’s Responsibilities
Drivers of vehicles must:
· ensure they hold a current driving licence for the class of vehicle they are driving and notify management if it has been suspended or cancelled, or had limitations or endorsements placed on it. 
· be responsible and accountable for their actions when driving a vehicle and display the highest level of professional conduct when driving on school business.
· drive in compliance with the Road Traffic Act at all times.
· take regular breaks to reduce the risk of driver fatigue.
· not carry any unauthorised passengers when driving on school business, and under no circumstances may they pick up any hitchhiker.
· have regular eyesight tests and ensure that any glasses or contact lenses required for driving are always worn.
· regularly undertake standard checks e.g. oil, water, brake fluid and tyre pressure of any vehicles they use, particularly before long journeys.
· report any near hits, crashes and scrapes to management, including those which do not result in injury and follow the accident procedure outlined in this policy.
· ensure they have adequate insurance to cover business use within their policy where their own car/vehicle is used.
7.1.4. Mobile Phone use
Mobile phones can cause distractions by causing drivers to take their hands off the wheel and encouraging drivers to concentrate on communication and not the road. 
It is against the law for any driver to use a hand-held mobile phone while driving, which includes when the vehicle is stationary but with the engine still running (except where making a 999 call and it is unsafe to stop). 
Although, it is within the law to make and receive calls where a legally compliant hands-free kit is properly installed, if the police think you’re distracted and not in control of your vehicle, you could still be stopped and penalised.  Elm Park Primary School believes that the use of a hands-free kit remains a distraction whilst driving.  Employees should take care to adhere to the following rules, even where a hands-free kit is installed:
· do not make any calls, dial numbers, text message, surf the internet, or take pictures whilst driving.
· pull over to the side of the road when it is safe and turn off the engine before making or answering a call.
Road Traffic Collision Procedure 

Immediately stop your vehicle at the scene or as close to it as possible, making sure you are not obstructing traffic.
· ensure your own safety first.
· help any injured people and call for assistance if needed.
· try to get the following information:
· details of the other vehicle(s) and registration number(s); 
· name and address of the other vehicle owner(s) and driver(s); 
· name and address of any witness(es); 
· name of insurer(s).
· Give the following information:
· your name and address and company details;
· if you damage another vehicle that is unattended, leave a note on the vehicle with your contact details;
· Contact the police:
· If there are injuries; 
· If there is a disagreement over the cause of the crash; 
· If you damage property other than your own; 
· If damage to the vehicle, report it to the police station nearest to the crash as soon as possible.
· Follow-up.
If there is an injury, or major damage, report the crash to H&S Coordinator as soon as you can and within 24 hours.
8. [bookmark: _Toc18674506][bookmark: _Toc18921023]ELECTRICITY AT WORK 
It is our policy that the risks associated with the use, maintenance and installation of electrical systems and equipment are minimised at all times.  This will be achieved by ensuring that electrical installations and equipment conform with current legislative and industry guidance and by the implementation of a series of risk control measures. 
8.1. [bookmark: _Toc18674507]Electrical Work Competency
Only competent persons will be authorised to carry out work on live electrical equipment and a permit to work will be required before working live.
Elm Park Primary School will ensure the electrical installation is safe by making sure that:
· new electrical systems are installed to a suitable standard, e.g. BS 7671 Requirements for electrical installations, and then maintained in a safe condition.
· existing installations are maintained in a safe condition.
· enough socket outlets are provided.

Elm Park Primary School will provide safe and suitable equipment by:

· choosing equipment that is suitable for its working environment.
· making sure that equipment is safe when supplied and that it is then maintained in a safe condition.
· for portable equipment, use socket outlets which are close by so that equipment can be easily disconnected in an emergency.
· protecting light bulbs and other equipment which could easily be damaged in use.
· Electrical Equipment Testing (EET) Previously known as Portable Appliance Testing (PAT) will be carried out on a regular basis.

Where appropriate Elm Park Primary School will also:

· use reduced voltage equipment.
· provide safety devices e.g. Residual Current Device.
· carry out preventative maintenance.
9. [bookmark: _Toc18674512][bookmark: _Toc18921025]ELECTROMAGNETIC FIELDS AT WORK
1.1	Legal Requirement
The Control of Electromagnetic Fields at Work Regulations 2016 requires all employers to undertake a suitable and sufficient risk assessment of electromagnetism in their workplace.

Elm Park Primary School will:
· assess the levels of EMFs to which employees/ pupils may be exposed;
· ensure that exposure is below exposure limit values (ELVs);
· take action if employees/ Pupils are exposed to EMFs in excess of the ELVs;
· when appropriate, devise and implement an action plan to ensure compliance with the exposure limits;
· when appropriate, assess the risks of employee’s exposure and eliminate or minimise those risks;
· ensure employees/ Pupils at particular risk, such as expectant mothers and employees/ Pupils with active or passive implanted or body worn medical devices, are taken into account.
· provide information and training on the particular risks (if any) posed to employees/ Pupils by EMFs in the workplace and details of any action #CompanyName are taking to remove or control them.
· provide health surveillance or medical examination as appropriate.

1.2	Employees/ Pupils At Particular Risk 
Elm Park Primary School will give special consideration to the safety of employees/ Pupils at particular risk. 

This includes employees/ pupils who have any condition which could mean they are more susceptible to effects from EMF exposure (such as wearing active implanted medical devices (AIMDs), passive implanted medical devices (PIMDs) or body-worn medical devices (BWMDs) or pregnancy) and employees/ Pupils who work in close proximity to electro-explosive devices, explosive materials or flammable atmospheres.
10. FIRE SAFETY 
10.1. [bookmark: _Toc18674513]Legal Requirement
The Regulatory Reform (Fire Safety) Order 2005 is the legislation governing Fire Safety. The order requires any person who has some level of control in premises to take reasonable steps to reduce the risk from fire and make sure people can safely escape if there is a fire.
10.1.1. Procedures
We have introduced the following procedures in order to maintain high standards of fire safety: 
•	A fire risk assessment will be undertaken which will be reviewed annually. However, more frequent reviews will occur if there are changes that will impact on its effectiveness. These may include alterations to the premises or new work processes.
•	Fire Action notices will be displayed at the premises outlining the actions to be taken on discovering a fire or hearing the alarm.
•	Fire drills are required in order to familiarise persons with the systems in place.  Fire drills are carried out a minimum of four times a year, twice in term 1&2, once in terms 3&4 and once in terms 5&6. Planned fire drills may however be cancelled in the event of accidental/malicious sounding of the alarm in order to reduce disruption.
•	Training will be provided, as necessary, to any staff given extra fire safety responsibilities, such as fire marshals.
•	All new members of staff and temporary employees will be provided with induction training on how to raise the alarm and the available escape routes.
•	All escape routes will be clearly signposted and kept free of obstructions at all times.
•	All fire-related equipment e.g. Detection system, emergency lighting etc will be regularly tested, serviced and maintained in line with current regulations.
· Fixed Fire fighting systems, sprinklers have been installed throughout the school. This system is subject to:
· Weekly visual checks: Checks for obvious damage, obstructions, or leaks—often done by the caretaker.
· Annual servicing: Carried out by a competent contractor to inspect all components, test water flow and pressure, clean sprinkler heads, and verify alarm connections.
· After any incident: If a sprinkler activates or there's a suspected fault, the system should be inspected immediately.
· All staff are aware that in the event of a fire the priority is to raise the alarm and evacuate the building.
 •	If any employee notices defective or missing equipment, they must report it to the caretaker via their job list

10.1.2. Emergencies

The school will put in place arrangements for crisis and emergency management to reduce the consequences of major hazards and risks and to action a recovery plan in the event of a serious incident or accident. Schools Critical Incident Plan, including contact details, will be accessible off-site and out of hours and are kept on the i-drive (Governors) and also a paper copy is in the Policies folder in the SBM’s office.
10.1.3. Client and third-party premises 
Where our staff are working at another school or other third party premises, they must ensure that they are familiar with the client’s fire procedures and the actions to take on discovering a fire, on hearing the alarm and the location of the evacuation assembly point.

10.1.4. Communication
We will inform staff of any changes that are made to our fire safety procedures and fire risk assessment. We will also ensure that where appropriate, visitors to and users of our premises are briefed in the evacuation procedures and not left alone unless they are aware of, and familiar with, all available escape routes.
[bookmark: _Toc18674514]PROCEDURES IN THE EVENT OF A FIRE
On discovering a fire:
•	Raise the alarm immediately by operating a break glass unit, mechanical alarm, or by shouting ‘Fire! Fire!’
•   Firefighting fixed systems are provided on all escape routes.
•	Do not attempt to fight the fire unless it is obstructing your exit from the building. 
•	do not stop to collect personal belongings or switch off computers.
· ensure that no-one is left in the room and close the door behind you.
•	ensure that you or the designated person has called the fire brigade.
· report to the assembly point located at – The Key Stage 2 Playground
•	play your part in the roll-call so you are safely accounted for.

If you hear the fire alarm:
•	immediately leave using the nearest available fire exit.
•	report to the assembly point for a roll-call.
•	if you are with a visitor, ensure they accompany you.
The Head Teacher, H&S Coordinator and/or Caretaker are in charge, if on site, otherwise the office staff and fire marshals will take charge.
. Their duties are:
· establishing if it is a genuine fire or false alarm.
· co-ordination of the evacuation of Elm Park Primary School premises.
· liaise with other Elm Park Primary School Fire Marshals at the emergency assembly point, checking for persons not accounted for.
· liaison with company representatives regarding evacuation. 
· liaison with Fire Service on its arrival.

Fire Marshals
Elm Park Primary School representatives will act as Fire Marshals. There are 5 Fire Marshals employed at Elm Park Primary School who will carry out their duties as trained. 



11. [bookmark: _Toc18674515][bookmark: _Toc18921026]FIRST AID AT WORK 
It is our policy to ensure that appropriate first aid arrangements are in place for our staff, pupils and any visitors to our premises. This includes providing sufficiently trained employees for our business needs and maintaining an adequate supply of first aid equipment. It also involves providing enough information to staff to enable first aid assistance to be sought during normal working hours. Where work is regularly undertaken outside these hours, then adequate first aid cover will be provided.
11.1. [bookmark: _Toc18674516]Legal Requirement
Our duty to provide first aid at work is governed by the Health and Safety (First Aid) Regulations 1981. These require us to carry out an assessment in order to determine what first aid facilities and personnel are necessary to meet the needs of our business. We are also required to review this assessment periodically to ensure that current provision is adequate. In order to comply with these regulations, our assessment has considered a number of factors, including the following:
•	size of the business.
•	type of business.
•	building layout.
•	past history of accidents.
•	proximity of business location to emergency medical services.
•	needs of travelling and/or lone workers
•	first aid cover in times of sickness or annual leave.
11.2. Responsibilities of Appointed Persons
Appointed Persons are responsible for:
•	taking charge when a person has been injured or falls ill.
•	calling an ambulance where necessary.
•	looking after the first aid equipment and ensuring that containers are re-stocked when necessary.
11.3. Procedures
The following are general first aid related procedures to be followed by all staff:
•	if you are aware that an employee/pupil has been taken ill, or has had an accident, you should not attempt to give first aid treatment yourself if not trained.
•	if you need to access a first aid kit for personal use, do not remove it from its designated place.
•	any loss or damage to first aid equipment must be reported to an Appointed Person/First Aider.
•	if a first aid kit is poorly stocked, this should be reported to any Appointed Person/First Aider.
11.3.1.  Managing Pupils
Pupils with medical conditions will be properly supported so that wherever possible they have full access to education, including school trips and physical education.
The governing body will ensure that school leaders consult health and social care professionals, pupils and parents, to make sure that the needs of pupils with medical conditions are effectively supported.
11.3.2.  Other third-party premises
Where our staff are working on third-party premises, they must ensure that they are familiar with the site’s reporting procedures and take the name of the trained first aider/appointed person to contact if treatment is required.
11.3.3.  Managing visitors
Should a visitor feel unwell or have an accident, then the employee supervising their visit should call for a First Aider. If the visitor has had an accident, the member of staff notified should report this to the H&S Coordinator to ensure that an entry is made in the accident book.
11.3.4.  Staff training
An Appointed Person does not require First Aid training. The Appointed Person will be trained in house with regards to the responsibilities of the position and locations of equipment.

Nominated staff will be trained in First Aid most appropriate to their role e.g. Breakfast Club Assistants will be trained in Paediatric First Aid, Office staff will be trained in First Aid at Work. The number of First Aid trained staff will be based on risk assessment.
11.3.5.  Information for employees
We acknowledge that first aid arrangements will only operate efficiently where they are understood, both by employees and others who may be working on our premises. These include part-time and temporary staff. For this reason, information on how to summon first aid is provided for all new staff. 
	
[bookmark: _Hlk23851426]First aid boxes will be kept in each classroom as well as the main office.
Number of Paediatric First Aiders: 3
Number of Emergency First Aid at Work First Aiders: 7
Number of Full First Aid at Work: 2

[bookmark: _Toc18674517]Guidance On First Aid Supplies

The HSE Guidance currently states that the minimum stock of first-aid items might be:
(a) a leaflet giving general guidance on first aid (for example, HSE’s leaflet Basic advice on first aid at work);
(b) 20 individually wrapped sterile plasters (assorted sizes), appropriate to the type of work (hypoallergenic plasters can be provided, if necessary);
(c) two sterile eye pads;
(d) four individually wrapped triangular bandages, preferably sterile;
(e) six safety pins;
(f) two large sterile individually wrapped unmedicated wound dressings;
(g) six medium-sized individually wrapped unmedicated wound dressings;
(h) a pair of disposable gloves (see HSE’s guidance Skin at work: Latex allergies). 
The contents of first-aid containers should be examined frequently and restocked soon after use. Sufficient supplies should be held in stock on site. Care should be taken to dispose of items safely once they reach their expiry date.
If mains tap water is not readily available for eye irrigation, at least a litre of sterile water or sterile normal saline (0.9%) in sealed, disposable containers should be provided. Once the seal has been broken, containers should not be kept for reuse. Containers should not be used beyond their expiry date.
First aid at work does not include giving tablets or medicines to treat illness. The only exception to this is where aspirin is used when giving first aid to a casualty with a suspected heart attack in accordance with currently accepted first-aid practice. It is recommended that tablets and medicines should not be kept in the first-aid container. 
Schools may administer their “spare” adrenaline auto-injector (AAI), obtained, without prescription, for use in emergencies, if available, but only to a pupil at risk of anaphylaxis, where both medical authorisation and written parental consent for use of the spare AAI has been provided. 
Some employees carry their own medication that has been prescribed by their doctor (e.g. an inhaler for asthma or an AAI). If an individual needs to take their own prescribed medication, the first aider’s role is generally limited to helping them do so and contacting the emergency services as appropriate. A First Aider can administer an AAI if the casualty is unable to do so and they have received appropriate training in its administration.
11.4	Infectious diseases
The school follows the national guidance produced by  UK Health Security Agency (UKHSA) ‘Health protection in children and young people settings, including education’.


12. [bookmark: _Toc18674520][bookmark: _Toc18921028]LEGIONELLA
Elm Park Primary School acknowledges the health hazards arising from exposure to bacteria in water systems and will protect those employees and other persons potentially exposed as far as is reasonably practicable.
12.1. [bookmark: _Toc18674521]Legal Requirement
The Health and Safety at Work Act 1974 puts a duty of care on controllers of premises to all those that use the premises. The Control of Substances Hazardous to Health Regulations 2002 (COSHH) puts a duty on employers to control the risk from biological agents, including Legionella.
12.1.1. Procedure
A water risk assessment will be completed on behalf of the school and records of this assessment will be retained in the school office by the H&S Coordinator. Any remedial actions required will be arranged by the H&S Coordinator, including any routine testing of water outlets.
12.1.2. Training
All relevant employees will receive training on the risks of Legionella and how to complete any testing and preventative maintenance required.


13. [bookmark: _Toc18674522][bookmark: _Toc18921029]LONE WORKING
We recognise and acknowledge that some of our employees may be required to work alone within the premises and that risks are associated with this.  It shall be our policy to ensure the health, safety and welfare of our employees that work alone, so far as is reasonably practicable.
13.1. [bookmark: _Toc18674523]Legal Requirement
It is a requirement of The Management of Health and Safety at Work Regulations 1999 to ensure that all risks associated with our employees’ work are assessed and controls implemented to reduce those risks.
13.1.1.  Procedures
Where an employee is required to work alone, we shall ensure that:
· a risk assessment is made in respect of lone working, including any interaction they may have with the general public or equipment they are required to use.
· there are methods of communication with the lone worker should an emergency arise. All employees are required to have a mobile phone on their person at all times (except in the event where the risk assessment has identified that this is not permitted, such as when using certain equipment).
· a mobile is required to enable assistance to be summoned in case of attack or incapacitation.
· appropriate and periodic health screening will be provided where this has been identified in the risk assessment to ensure an employee’s fitness to undertake lone working duties.
· all concerns raised by lone working employees are considered seriously and appropriate action taken so far as is reasonably practicable.
· all employees who lone work are consulted and communicated with on a regular basis.
13.1.2.   Employee Duties
All employees who work alone must ensure that they:
· report any concerns that arise out of working on their own.
· follow any training provided.
· carry the appropriate equipment to use in emergency situations at all times.
· attend any health screening appointments and declare all medical conditions to ensure fitness can be assessed effectively and any further provisions can be implemented as required. 
13.1.3.   Training
All employees will receive information, instruction and training on lone working and the systems implemented.

14. MANUAL HANDLING

It is our policy to ensure that the risks associated with the manual handling of items are minimised at all times.  This will be achieved by implementing a series of risk control measures.  Our starting point will be to eliminate the need to manually handle wherever possible.  If this can’t be done then we will take all reasonable steps to reduce the need to manual handle, including use of appropriate mechanical aids, team lifting, improving workplace layout.
14.1.  Legal Requirement
The law on manual handling is covered by the Manual Handling Operations Regulations 1992, as amended. These Regulations set down requirements for the avoidance and assessment of manual handling tasks and precautions to be made. 
14.1.1.   Procedures
It will be our procedure to avoid, wherever possible, the requirement for employees to manually handle loads.  Where this is not possible the following procedure will be followed:
· all tasks that involve manual handling of items will be assessed.
· the assessment shall take into consideration five areas:
· the load.
· individual capability.
· the task.
· the working environment.
· other relevant factors.
· reduce wherever possible the need to manually handle items.
· provide aids to reduce manual handling.
· maintain the aids in good working order.
· train employees in the correct techniques and use of aids.
14.1.2.   Training
All employees will be trained in the correct techniques for manually handling items as part of their induction training.  This training will be refreshed periodically, but no longer than every three years.  Where appropriate, employees will also receive training in the use of the relevant manual handling aids.  This training shall be completed prior to the employee using the aid, and when any new aids are purchased.
14.1.3.  Employee duties 
Employees must ensure that:
· they report to management (in confidence) any personal conditions, which may be detrimentally affected by the manual handling activity.
· they comply with instruction and training, which is provided in safe manual handling activities.
· their own health and safety is not put at risk when carrying out manual handling activities.
· they use equipment, which has been provided to minimise manual handling activities.
· any problems relating to the activity are reported to a responsible person.
 

15. [bookmark: _Toc18674524][bookmark: _Toc22890404]MONITORING

[bookmark: _Toc18674525]To ensure that the preventative and protective measures we have introduced are effective, it will be our policy to monitor and review these measures periodically.  The monitoring systems that we will use shall include audits, workplace and equipment inspections and reviews of adverse events.
15.1. Legal Requirement
The Management of Health and Safety at Work Regulations 1999 governs the legal requirement for the company to monitor and review that their preventative and protective measures are in place and are effective.

15.1.1.   Procedure
To comply with this policy, we will:
1. Ensure regular audits of our health and safety compliance are undertaken; these will be at least annually.  Audits may be carried out by an external organisation on our behalf in order to obtain an objective view.
2. To underpin the audit programme, we shall also undertake regular workplace and equipment inspections.  These will be carried by the operators of equipment and appropriate personnel or, where appropriate, our safety advisor using documented checklists.
3. We shall review our risk assessments regularly to ensure all hazards have been identified and controlled to their lowest possible level.
4. Where there is a need to address an area of non-compliance this will be added to a safety plan and prioritized.
5. All employees will be communicated with where it is identified further control is required to ensure measures are effective and appropriate prior to implementation.
6. The results of inspections will be published for the information of all employees, as appropriate.
7. In addition to the above we will also investigate and review all reported accidents, incidents and near misses, which may identify further issues not identified using the above systems.
8. All employees have a duty to report any shortfalls in protective measures, if identified these must be reported to Head Teacher.
15.1.2. Training
Where required, and appropriate, employees will be trained to enable them to carry out inspections as required.
All manual handling activities in the school will be identified and risk assessed in accordance with the Manual Handling Operations Regulations. The risk assessment will be recorded and reviewed regularly. Measures will be taken to avoid the need for employees to undertake those manual handling activities which involve a risk of being injured. 
16. [bookmark: _Toc18674536][bookmark: _Toc22890411]NEW OR EXPECTANT MOTHERS

Elm Park Primary School is aware of its duty of care regarding expectant mothers, their unborn child and nursing mothers while they are at work. For this reason, the school will take all reasonable steps to ensure that employees are not exposed to hazards that may cause a risk to their or their child’s development.
16.1. [bookmark: _Toc18674537] Legal Requirement
The Management of Health and Safety at Work Regulations 1999 requires the school to assess the risks and take reasonable steps to look after the health of the unborn child, the development of the child, the nursing child and its employees. 
16.1.1.  Procedures
The following procedures have been implemented where an employee believes that they may be pregnant:
· the employee should inform their line manager as soon as possible, if they believe that they may be pregnant, even where the pregnancy has not been confirmed.
· the Head Teacher must complete a Pregnancy risk assessment as soon as possible.
· the findings of the checklist are to be discussed with the employee and, if appropriate, changes made to their role in order to avoid the risks they are exposed to that may be detrimental to their pregnancy.
· where risks cannot be controlled sufficiently the school may provide alternative duties to protect the pregnant/nursing mother.
· the Head Teacher and pregnant employee will periodically, at least monthly, review the work undertaken to ensure that all risks are identified and controlled
· when the pregnant employee returns to work from maternity leave a further assessment shall be made by the Head Teacher.

17. NOISE
Excessive noise levels can cause permanent damage to hearing, which can reduce an individual’s ability to hear normal conversation. This is known as Noise Induced Hearing Loss and can be caused by exposure to excessive noise levels over a period of many years. As a result, we have created a Noise at Work Policy to describe how we approach the issue of noise in the workplace. 
17.1. Definitions
Noise levels are measured in decibels (represented as dB). The most common form of measurement is dB(A) which represents average noise levels. However, the format dB(C) may occasionally be used to measure peak, impact or explosive noises which arise from machinery and equipment which produce short bursts of very loud noise, e.g. cartridge-operated tools. 
17.2. Legal Requirement
The law regarding is covered by the Control of Noise at Work Regulations 2005 (CNWR). Under these regulations we are required to take specific action once noise hits a certain number of decibels. The “lower exposure action value” is 80dB and the “upper exposure action value” is 85dB. If noise emissions reach either of these levels, we are required by law to take specific action, depending on the level reached. It should be noted that the maximum noise level allowed in our workplace will be 87 dB averaged over a day or a week, with a peak sound pressure limit of 140dB (this refers to the absolute maximum noise level allowed).
17.2.1. Employer’s duties 
The CNWR place a number of duties on us as the employer to do the following:
•	assess the risks to our staff and pupils from noise in the workplace
•	to take steps to reduce these noise levels by introducing a variety of control measures (at 85dB)
•	where this isn’t possible, to provide our staff and pupils with hearing protection (at 80dB)
•	to provide employees with enough information, instruction and training to enable them to understand the regulations and their own duties (at 80dB)
•	to provide the necessary health surveillance where there is a risk that employees will be regularly exposed to noise levels above the upper exposure action value of 85dB, or are otherwise at risk, e.g. due to an existing hearing problem.
[bookmark: _Toc18674526][bookmark: _Toc22890405]The school has undertaken a noise review and has not identified any areas or activities likely to exceed the action levels.  If employees have any questions on noise levels, they should initially speak to their line manager. 

18. RISK ASSESSMENT
It is our policy to ensure that the risks associated with work tasks are minimised at all times.  This will be achieved by implementing a series of risk control measures.  Our starting point will be to eliminate the hazard wherever possible.  If this is not possible, we shall reduce the risks to its lowest level where reasonably practicable.
18.1. [bookmark: _Toc18674527]Legal Requirement
The requirement to risk assess is covered by the Management of Health and Safety at Work Regulations 1999. These regulations set down requirements for the assessment of tasks and precautions to be made. 
18.1.1.   Procedure
It will be our procedure that all tasks undertaken by our employees shall be subjected to an assessment to identify the risks associated.  This shall be done by:
· listing all tasks that employees shall undertake.
· identification of the hazards and risks associated with completion of the task.
· identifying who might be harmed.
· evaluation of the risks using a suitable system.
· taking precautions, where reasonably practicable, to control the risk.
· recording the findings of the assessment.
· communicating the risk assessment findings to persons affected by the tasks assessed.
· review the assessments periodically, updating where necessary.  This will include where there is a significant change in the procedure for carrying out the task, introduction of new equipment, accident / incident investigation identifies a need.
18.1.2. Control of risk
Where risks are identified as part of the assessment these shall be controlled, where reasonably practicably. Control measures shall be introduced in the following order:
· elimination of the hazard.
· reduction or substitution of the hazard.
· isolating the hazard or the person at risk.
· use of control systems such as Safe Systems of work, procedures, training, machine guards, safety devices etc.
· if the hazard cannot be fully controlled then the relevant PPE will be issued.
· discipline - make sure all controls are monitored, reviewed and enforced.
Any control measures will be discussed with the affected employees to ensure the correct measure is introduced.
18.1.3. Dynamic risk assessments
It may not always be possible for us to assess all risks if working off-site is required.  Therefore, it is the responsibility of the staff to complete a Point of Work or Dynamic Risk Assessments prior to starting any work.

18.1.4. Training
All employees will be trained to undertake tasks in a safe manner as part of their induction training.  This training will be refreshed periodically, where required.  Employees shall be given information relating to the risks associated with the tasks they will undertake and the safety precautions that have been introduced.  Training will also be given where there is a significant change to procedures or equipment in relation to the task or where a refresher is deemed necessary.
18.1.5. Employee duties 
Employees must ensure that:
· they report to management hazards that have not been identified.
· they, and others in their environment, comply with the laid down method statements/safe systems of work.
· they comply with instruction, information and training, which is provided for the activities.
· any defects to equipment are reported to management immediately.

19. [bookmark: _Toc18674528][bookmark: _Toc22890406]SMOKING AT WORK

The Health Act 2006 came into force in England on 1st July 2007.  From this date, smoking has been prohibited in all work areas, such as offices, workshops and warehouses. Although it is understood that the use of E-Cigarettes (Vaping) does not come under this legislation, it is the policy of Elm Park Primary School that vaping is prohibited on any site/ premises in the same manner as smoking. This will also apply outside normal business hours, such as evenings and weekends.  It will also be extended to include the following common areas:
•	reception areas;
•	meeting rooms;
•	rest/kitchen areas;
•	storeroom;
•	corridors;
•	toilets and washrooms.
19.1. External areas

Smoking/ vaping anywhere on external school premises is not permitted.
19.2. Visitors

This policy extends to all visitors and users of our premises. Whilst signs will be placed at entrances to our building(s), we would ask staff to politely remind their visitors/others if necessary.
19.3. Breach of policy

This policy should initially be enforced by management on an informal basis. However, if an employee continues to breach this policy, we reserve the right to take appropriate disciplinary action.
19.4. Assistance for smokers
We recognise that there may be members of staff who would like to give up smoking but need help in doing so. If this is the case, then please contact your General Practitioner who will provide details of organisations which can help you.

20. [bookmark: _Toc18674529][bookmark: _Toc22890407]  STRESS AT WORK
Elm Park Primary School is aware of our duty of care regarding the mental as well as physical health and welfare of all our staff. For this reason, we will take all reasonable steps to ensure that staff are not placed under excessive stress by their work. 

20.1. [bookmark: _Toc18674530]Legal Requirement
The Health and Safety at Work Act 1974 requires us to take reasonable steps to look after our employees’ mental health and welfare. This means that we need to ensure that staff do not have excessive demands placed on them by their job. As stress is also caused by bullying, harassment and violence, we are required by law to provide a working environment which is, so far as is reasonably practicable, free from these influences. However, we are legally entitled to assume that all staff can cope with the normal day-to-day pressures of their job. If this is not the case, staff have a duty to inform us. 
20.1.2. Definition of stress 
The Health & Safety Executive has defined stress as follows: “The reaction people have to excessive pressures or other types of demands placed on them. It arises when they worry that they cannot cope.” In other words, stress occurs when the pressures on a person exceed their ability to deal with them. This can have both physical and psychological effects on individuals and if suffered for prolonged periods of time then deterioration in sufferer’s health may ensue. Therefore, it is important that stress is recognised early on. 
20.1.3. Procedures
Should any member of staff feel that they are suffering from an unacceptable level of work-related stress, the following procedures should be implemented: 
•	in the first instance, the employee should inform the Head Teacher. They will treat the matter with sympathy and in confidence.;
•	if necessary, we will carry out a stress risk assessment. This will include a review of the employee’s actual duties against those described in their job description;
•	the findings of the risk assessment will be discussed with the employee. If appropriate, changes will be made to their role in order to reduce the levels of stress experienced;
•	if appropriate, the employee may be referred to an external agency for further assessment or counselling.
20.2. Non-work problems
Whilst we are not responsible for causes of stress outside the working environment, we recognise that stress caused by non-work issues can impact on an employee’s attendance and work performance. Therefore, we would encourage employees to make us aware of any problems which are causing them concern. The employee can speak to the Head Teacher in confidence.


21. TRAINING
We are committed to ensuring that all our staff have received adequate training in order to be able to carry out their duties safely and without risk to themselves or others. We aim to achieve this by providing induction training for all new employees. This will also be given to other employees, such as agency temps who may spend time with us. Where necessary, we will provide training for existing staff. The need for training will be determined by the requirements of the individual employee’s job role.
The school will ensure that all employees are competent to perform their roles. Competence is the combination of training, skills, experience and knowledge that a person has and their ability to perform a task safely. If competence falls short of requirements identified in a role profile then the employee will be provided with appropriate information, instruction, training and supervision to enable them to achieve the required level of competency.
Where the school employs persons who do not have adequate literacy or verbal skills in the English Language or where English is not their first language, we shall arrange, where possible, for all communication to be appropriate to the skill level or translated as required.  This will include all work instructions and appropriate training, particularly company and site inductions.  We may also use a buddy system or vulnerable person risk assessment, if required.
21.1. [bookmark: _Toc18674532]Legal Requirement
Providing adequate training to our staff is a requirement of the Health and Safety at Work Act 1974. It is also required by other more specific legislation which relates to the use of machinery, manual handling activities, hazardous substances and the wearing of personal protective equipment. The test of adequacy is based on providing sufficient training to ensure that employees can carry out their duties without jeopardising either their health and safety, or that of their colleagues and visitors.  
21.1.1. Procedures
The following procedures describe the steps that we will take to comply with our obligations to provide adequate training:
•	all new employees will receive induction training from their line manager. This is based around our Health and Safety Induction Checklist which covers key areas such as fire safety, first aid and any workplace hazards. A signature will be required from the employee to confirm that they have understood the contents. A copy of this form will be kept on their personnel file.
•	this training will also be provided to other groups who may be working on our premises. This includes agency temps, work experience students and contractors.
•	some training is a statutory requirement, e.g. for manual handling activities. Where this is not the case, a risk assessment will be used to determine whether any training is necessary in order to carry out the job role safely. The specific needs of the individual will also be considered at this time. Other training needs will be identified during the annual appraisal process.
•	if certain training is needed and it cannot be provided in-house, then the individual employee and the H&S Coordinator will need to identify a suitable course. Staff are expected to find the most cost-effective training available. All reasonable expenses, such as travelling will be reimbursed.
21.1.2. Employee duties
Employees are expected to cooperate with us fully with regard to attending health and safety training courses. We expect that all reasonable effort will be made to attend a course, but if this isn’t possible, that we will be notified well in advance. Should an employee fail to attend a course which is a legal requirement without good reason, we retain the right to treat it as a disciplinary matter.


22. VIOLENCE AT WORK 
We recognise that both violence at work and threatening behavior can be issues of concern to many staff and this could have health and safety implications for the school. Due to its importance, this violence at work policy also forms part of the school’s overall Health and Safety Policy.
22.1. Definition
Violence at work has been defined as “any incident in which the person is abused, threatened or assaulted in circumstances relating to their work”. Whilst this definition applies to all staff, some may be at more risk than others. In our own workplace, we have identified the following groups of staff as being most at risk:
•	those who deal directly with visitors 
•	lone employees
•	those who work outside of normal business hours, such as cleaners
•	cash handlers
22.2. Legal Requirement
The Health & Safety at Work etc. Act 1974. S2(1) provides that “it shall be the duty of every employer to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all his employees”. We also owe visitors such as parents and contractor’s similar duties. In order for us to fulfil these duties, we will do the following:
•	carry out a risk assessment in order to assess the risks to staff and other visitors
•	decide what control measures, if any, are necessary
•	implement any control measures if the assessment shows that they are necessary
•	monitor any arrangements to ensure that they are effective.
22.2.1. Employees’ duties 
All employees have a responsibility to take reasonable steps to ensure that they do not place themselves, or others, at risk of harm. Employees are also expected to co-operate fully with us in complying with any procedures that we may introduce as a measure to protect the safety and well-being of our staff, pupils and visitors.
22.2.2. Procedures
The following are guidelines on action that we will take to reduce the risk of violence to staff and visitors. They are not exhaustive but are a set of principles to be followed if a risk is perceived.
•	as part of the risk assessment process, we will talk to staff across the school in order to assess what, if any, further measures are required
•	staff are actively encouraged to discuss with their line managers any concerns that they may have and will be treated sympathetically
•	any incidents of violence must be recorded and filed as well as being reported to an individual’s line manager. This includes all incidents of violence, threats and verbal abuse 
•	if an incident causes a member of staff or a visitor to suffer death, major injury or more than three consecutive days off work (including weekends) an accident report will be made under the Reporting of injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR). 
22.3. Dealing with visitors
The safety of our staff is paramount. Should anyone find themselves dealing with rude or aggressive visitors, they must never return aggression as this is how anger can escalate into violence. Try to adopt a calm and reassuring attitude and speak slowly and gently. In the unlikely event that a situation escalates, staff should always withdraw from it. 
22.4. Staff training
Should a risk assessment identify that staff training is necessary in order to reduce the risks, then suitable training will be given.
22.5. Advice and counselling
[bookmark: _Toc18674533][bookmark: _Toc22890409]The school recognises that in the event of an employee being a victim of violence, some counselling or other specialist help may be required. It is our intention to deal with these cases constructively and sympathetically. The Headteacher will be able to give you advice and guidance on how to obtain help and assistance with any workplace violence related issue. All requests for help will be treated in the strictest of confidence.
23. VULNERABLE PERSONS
[bookmark: _Toc18674534]
23.1. Legal Requirement
The law requires that employers provide employees with comprehensible and relevant information about risks and about the procedures they need to follow to ensure they can work safely and without risk to health.
23.1.1. Procedures
Where Elm Park Primary School employ persons, who do not have adequate literacy or verbal skills in the English Language or where English is not their first language, we shall arrange where possible for all communication to be appropriate to the skill level or translated as required.  This will include all work instructions and appropriate training, particularly company and site inductions.  We may also use a buddy system or vulnerable person risk assessment, if required.
Arrangements will be made by the individual's line manager for 'reasonable adjustments' to be made for employees with disabilities or other conditions requiring special consideration, where reasonably practicable e.g. providing a special keyboard if they have arthritis, installing a ramp for a wheelchair user or an audio-visual fire alarm for a deaf person.
24. [bookmark: _Toc18674538][bookmark: _Toc22890412][bookmark: _Toc18674535][bookmark: _Toc22890410]WORK AT HEIGHT POLICY
It is our policy that where an employee is required to work at height a safe working environment is provided.  This will be achieved by the implementation of a series of risk control measures to prevent employees or materials falling.
24.1. [bookmark: _Toc18674539]Legal Requirement
The Working at Height Regulations 2005 regulates the requirement of employees to undertake work where there is a risk that they may fall from a height where there is a likelihood of injury.  This includes work from ladders, MEWPS, scaffolding and workplace transport.
24.1.1. Procedures
Before an employee undertakes any work at height the Caretaker will:
· carry out an assessment of the risks involved in work at height and take steps to eliminate or control them;
· provide all the necessary equipment to allow safe access to and egress from the place of work;
· provide suitable plant to enable the materials used in the course of the work to be safely lifted to and stored, if necessary, at the workplace;
· arrange for the regular inspection by a competent person of all equipment required for working at height, particularly where there is a statutory requirement to do so.
24.1.2. Training
Where employees are required to work at height, they will receive appropriate training in the use and operation of the equipment and protective measures used how to identify failures in this protection.  Records of this training will be kept and maintained on the individual’s personnel file.

25. 	WORK EQUIPMENT
In order to provide a safe working environment for our employees at all times, we have introduced a policy to cover the purchase and safe use of any work equipment that will be used by our employees.  This will apply to existing work equipment, as well as new equipment.

25.1. Legal Requirement

Our legal duties concerning the provision of work equipment are covered by the Provision and Use of Work Equipment Regulations 1998 (PUWER).  These Regulations require that any equipment which we provide for use at work is as follows:
· suitable for its intended use;
· able to be used safely;
· maintained in a safe condition and inspected as necessary;
· only used by operators who have received adequate information, instruction and training;
· contains safety markings as necessary.
25.1.1. Definition of work equipment

Work equipment is defined as any equipment that is used by an employee as part of their normal daily duties whether provided by the company or by the employee.  This includes items such as furniture, vehicles and IT equipment.

25.1.2. Purchasing procedures

In order to achieve these objectives, the following requirements will apply to the purchase of both new and used equipment:

•	a well-known and reputable supplier must always be used;
•	where the same item is available from more than one supplier, quotes must be obtained;
•	if equipment is purchased outside of the UK, written confirmation is required from the supplier that its specification (including any accessories) conforms to the requirements of PUWER;
•	only use a supplier who can provide a full set of operating instructions. If a foreign supplier is to be used, then the instructions must be translated into English;
•	a complete set of basic routine maintenance instructions must be included.

25.1.3.   Safe use of work equipment
Before any item of work equipment is introduced for the first time, we will carry out a risk assessment.  The purpose of this is to identify whether there are any particular hazards associated with its use in our workplace.  For example, these could involve space constraints, weight limits or noise levels.  

If it isn’t reasonably practicable to reduce or eliminate these, then the risk assessment will describe to staff how these hazards will be dealt with, e.g. by the use of hearing protection.  Any risk assessment findings will be communicated to staff.

25.1.4. Employee training
As part of our duty to maintain safe systems of work, only trained employees will be allowed to operate work equipment.  This training may be provided by a number of sources including our suppliers, as well as training on the job by our own staff.  All records of staff training will be kept on individual employees’ personnel files.  In addition, we will maintain a register of trained users, which can be updated as necessary.

25.1.5. Maintenance

All work equipment will be subject to maintenance and inspection, as necessary, for its continued safe operation.  Where appropriate, this will be carried out under a service contract.  Records of any maintenance and routine repairs will be kept for at least three years.  Copies of these records can be found in #schooloffice.
A sufficient budget will be made available to ensure the safe maintenance of any work equipment. Should any employee experience a problem between routine maintenance, they should report it immediately to the H&S Coordinator and ensure that no other person may use it.
26. [bookmark: _Toc18674540][bookmark: _Toc22890413]WORK EQUIPMENT
In order to provide a safe working environment for our employees at all times, we have introduced a policy to cover the purchase and safe use of any work equipment that will be used by our employees.  This will apply to existing work equipment, as well as new equipment.
26.1. [bookmark: _Toc18674541]Legal Requirement
Our legal duties concerning the provision of work equipment are covered by the Provision and Use of Work Equipment Regulations 1998 (PUWER).  These Regulations require that any equipment which we provide for use at work is as follows:
· suitable for its intended use;
· able to be used safely;
· maintained in a safe condition and inspected as necessary;
· only used by operators who have received adequate information, instruction and training;
· contains safety markings as necessary.
26.1.1.  Definition of work equipment
Work equipment is defined as any equipment that is used by an employee as part of their normal daily duties whether provided by the company or by the employee.  This includes items such as furniture, vehicles and IT equipment.
26.1.2.  Purchasing procedures
In order to achieve these objectives, the following requirements will apply to the purchase of both new and used equipment:

· a well-known and reputable supplier must always be used;
· where the same item is available from more than one supplier, quotes must be obtained;
· if equipment is purchased outside of the UK, written confirmation is required from the supplier that its specification (including any accessories) conforms to the requirements of PUWER;
· only use a supplier who can provide a full set of operating instructions. If a foreign supplier is to be used, then the instructions must be translated into English;
· a complete set of basic routine maintenance instructions must be included.
26.1.3.   Safe use of work equipment
Before any item of work equipment is introduced for the first time, we will carry out a risk assessment.  The purpose of this is to identify whether there are any particular hazards associated with its use in our workplace.  For example, these could involve space constraints, weight limits or noise levels.  

If it isn’t reasonably practicable to reduce or eliminate these, then the risk assessment will describe to staff how these hazards will be dealt with, e.g. by the use of hearing protection.  Any risk assessment findings will be communicated to staff.
26.1.4. Employee training
As part of our duty to maintain safe systems of work, only trained employees will be allowed to operate work equipment.  This training may be provided by a number of sources including our suppliers, as well as training on the job by our own staff.  All records of staff training will be kept on individual employees’ personnel files.  In addition, we will maintain a register of trained users, which can be updated as necessary.

26.1.5. Maintenance
All work equipment will be subject to maintenance and inspection, as necessary, for its continued safe operation.  Where appropriate, this will be carried out under a service contract.  Records of any maintenance and routine repairs will be kept for at least three years.  Copies of these records can be found in the school office.
A sufficient budget will be made available to ensure the safe maintenance of any work equipment. Should any employee experience a problem between routine maintenance, they should report it immediately to the H&S Coordinator and ensure that no other person may use it. 
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27. [bookmark: _Toc18674542][bookmark: _Toc22890414]WORKPLACE PROVISIONS
The school is committed to achieving and maintaining the highest possible standards of health, safety and welfare for all employees, pupils and young people, their families and other persons affected by our activities. A key part of this is the provision of a safe workplace – the school will ensure that workplace standards are safe and compliant including a workplace inspection programme and prompt resolution of reported safety issues and defects.
27.1. Legal Requirement
Our legal duties concerning the provision of a safe place of work are covered by the Workplace (Health, Safety and Welfare) Regulations 1992.  These regulations require that we provide:
•	safe access and egress;
•	suitable sanitary, washing and welfare facilities;
•	buildings that are maintained in a safe, clean condition and inspected as necessary;
•	suitable lighting, heating, ventilation, space.
27.1.1. Provisions
To comply with our legal duties, we shall:
· ensure that access to and egress form the workplace is maintained in a safe condition, where this is affected by weather conditions, we shall take appropriate steps;
· provide sufficient toilet facilities for the use of male and female employees with washing facilities and appropriate sanitary disposal units;
· ensure that the building is maintained in good condition, both internally and externally;
· ensure that the workplace temperature is maintained at a minimum temperature of 16oC, or 13oC where manual tasks are undertaken, and that provisions are made to keep the temperature to a reasonable level, where reasonably practicable;
· provide clean drinking water and appropriate facilities for employees to make hot drinks;
· ensure that work areas are cleaned regularly and provide suitable disposal units for waste and rubbish;
· ensure that all corridors, stairways and doors are maintained in a safe condition.
27.1.2. Employee Duties
Employees must ensure that they:
· use the facilities provided for their intended use;
· keep their work area in a clean and tidy condition;
· report any problems to their line manager immediately.
27.1.3. Maintenance
Should there be a requirement for the premises to be repaired this will be arranged by the H&S Coordinator.  Repairs will be undertaken by approved contractors following a screening process, therefore, there may be a short time between reports being made and the repair being made but we shall ensure that this time is kept to a minimum. 
28. YOUNG PERSONS
Elm Park Primary School aims to implement practical measures to minimise the risk to the health, safety and welfare of young person’s working at our locations.

Children and young persons are inherently less aware and less experienced in terms of their understanding of risk. Their physical and psychological immaturity may also be a factor to be considered in what they may be expected to do. All activities involving children or young persons must be formally risk assessed and safeguards or control measures introduced as appropriate. The specific needs of individuals must be taken into consideration when undertaking the risk assessment. Where appropriate individual risk assessments must be formulated for each child or young person.
28.1. Definitions
The term ‘child’ and 'young person' are defined in the Management of Health and Safety at Work Regulations:
· ‘Child’ is defined as a person who is not over compulsory school age. In practice, this is someone who has not attained the minimum school leaving age of 16 years.
· ‘Young person’ is defined as 'any person who has not attained the age of 18 years'.
The Health and Safety (Training for Employment) Regulations have the effect of giving young persons or children on work experience training programmes and trainees on training for employment programmes the status of 'employees'. The immediate provider of their training is treated as the 'employer'.
28.2. Work Placements
Children or young person’s working with the company must:
· be supervised by a responsible competent person.
· undergo induction training.
· be provided with information on risk and any control measures in place.
· be provided with information on Emergency Procedures.

When assessing risks to children or young persons, the school will ensure that they are protected at work from any risk to their health or safety that is a consequence of their lack of experience, absence of awareness of existing or potential risks or the fact that young persons have not yet fully matured.

A child or young person must not be employed for work:
· that is beyond their physical or psychological capacity.
· that involves harmful exposure to agents which are toxic or carcinogenic, cause heritable genetic damage or harm to the unborn child or which in any other way chronically affects human health.
· that involves harmful exposure to radiation.
· that involves the risk of accidents which it may reasonably be assumed cannot be recognised or avoided by young person’s owing to their insufficient attention to safety or lack of experience or training.
· where there is a risk to health from extreme cold or heat, noise or vibration.

28.3. Risk Assessments
When completing risk assessments, account should be taken of:
· the suitability of the area;
· the suitability of the building (design of stairways, balconies, etc.);
· the level of supervision.
· the activities being undertaken.
Additional measures that may be considered in order to provide adequate protection for children or young persons are:
· not to expose the young person to the risk at all.
· provide close supervision by a competent person.
· provide relevant and comprehensible instruction and training.
  The risk assessment must consider:
· the inexperience, lack of awareness of risks and immaturity of children and young persons.
· the layout of the workplace and workstation.
· the nature, degree and duration of any exposure to physical, biological or chemical agents.
· the form, range, and use of work equipment and the way in which it is handled.
· the organisation of work processes and activities.
· the extent of health and safety training provided or to be provided.
· any risks from agents, processes and work listed in the Annex to Council Directive 94/33/EC on the protection of young people at work.

28.4. Provision of Information to Parents and Schools
There is a requirement to provide information to people with parental responsibility in situations where children are on work experience programmes and this includes part-time or temporary work. They must be informed of the key findings of the risk assessment and the control measures being taken. 

A copy of the risk assessment must be issued to the School Work Experience Placement Organiser who must be instructed to relay this information to the individual people with parental responsibility prior to the commencement of the Work Experience placement.


C2	SPECIFIC ARRANGEMENTS

29. Art

The main hazards for art activities involve the substances used, and the school will include them in the school’s hazardous substances risk assessment where appropriate. Substances selected, particularly solvents and adhesives, will be suitable for intended use and age of pupils, particular attention should be given to the type of adhesives and solvents used. Pupils will be provided with protective aprons etc to prevent damage to clothing where necessary. The guidance available from CLEAPSS will be followed.

NB wallpaper paste containing fungicide is not to be used in school.

30. Food Activities

The school has risk assessed the hazards associated with food activities including use of hot items, electrical appliances, cleanliness, food contamination/allergies, use of sharp objects, and emergency arrangements for fire and first aid. The school will ensure that identified control measures are in place and follow the guidance available from the Association for Science Education (ASE) as described in their “Be Safe” publications. These are controlled by the following:

30.1.  Location 
The risks associated with slips trips and falls are managed by ensuring that:
a. The oven is positioned/used where pupils and staff do not have to pass close by it.  (This will either be in a designated work area or by positioning the mobile unit away from walkways.);
b. The table/tables on which food is to be prepared is/are positioned to allow easy access around it/them;
c. the floor area where food activities are undertaken is level, easily cleanable and is kept free from obstructions;
d. any spillages that occur are to be wiped up immediately.  Pupils have been advised accordingly and will/can assist in mopping them up.

30.2. Equipment
 The risks associated with electric shock and cuts, associated with use of knives and other equipment, are managed by ensuring that:
a. A visual inspection of all electrical equipment is carried out by staff prior to use.  This includes mixers, kettles, ovens, microwaves etc.  All portable electrical equipment is also subject to an annual portable appliance test;
b. Equipment is used in line with manufacturers’ instructions and/or training received;
c. The prohibition on pupils using metal graters, portable electrical equipment and, dependant on age, sharp knives is enforced;
d. All equipment provided for food activities is kept in good condition and only used for food activities.

30.3. Hygiene 
The risks associated with cross contamination are managed by ensuring that:
a. Everyone, the adults in charge, helpers and pupils, wash their hands before and after handling food.  Hands must also be washed after going to the toilet and prior to return if anyone leaves the room/area;
b. The table/(s) on which food is prepared are cleaned prior to and after use or that the table is covered with a cleanable cover that is cleaned prior to and after use;
c. Staff and pupils wear the protective clothing provided and that the protective clothing is only used for food activities.  All staff/pupils will wear aprons and use oven gloves when handling hot dishes.

30.4. Emergency Provision 
 The following are on place to deal with emergency situations:
a. a suitably stocked first aid bag is kept in the KS1 and KS2 cloakrooms and school office and names of appointed persons are displayed 
b. fire extinguishers are kept in the school hall. The fire blanket in the staff kitchen can be used for smothering fires, i.e. burning pans or if clothing is set alight.  The carbon dioxide extinguisher is safe for use with electrical equipment. NB If a carbon dioxide extinguisher is used the room is to be evacuated.


31. Play equipment

All play equipment provided by the school is subject to an ongoing inspection and maintenance programme to ensure that it is fit for purpose. If condition checks indicate defects then the equipment may be taken out of use while repaired or, if beyond economic repair, removed. Accidents and incidents relating to play equipment will be monitored and, if the use of a particular item of play equipment is linked to repeated accidents then its suitability will be reviewed.

32. Pottery

The school has risk assessed the hazards associated with pottery activities including creation of dust, surface cross contamination. The school will ensure that identified control measures are in place and follow the guidance available from CLEAPSS.
These are controlled by the following:

32.2. Clay
The risks associated with creation of dust and cross contamination will partly be managed by ensuring that:
a. Only premixed clay is used by pupils and that the clay is to be cut into workable sizes;
b. Desks are protected from staining by covering with newspaper.  Newspaper is to be disposed of at the end of the lesson;
c. Spillages of clay are cleared up immediately using wet mopping or sponging techniques. NB Brushing of dried clay is prohibited;
d. Only pre mixed ‘paint on’ glazes are used and ONLY by pupils in Key Stage 2, following individual risk assessment.  The risk assessment needs to identify if the pupils are capable of understanding the risks associated with the use of the glazes, whether restrictions are required on the numbers using the glazes at one time and what supervision is felt to be appropriate.


33. Safeguarding

The school has a separate policy dealing with the safeguarding of children and young people and a designated officer has been appointed.  All employees are made aware of the policy, a copy of which is kept in the school office.


34. School trips and off-site visits

The school undertakes a variety of off-site visits and management arrangements are described in the school’s Educational Visits Policy July 2018. The school recognises that duties under the Health and Safety at Work etc Act 1974 apply to the risk management of school trips, and that the employer has the overall legal responsibility and accountability for the health, safety and welfare for the school staff, and for the health and safety of pupils, visitors and volunteers. The school has appointed a competent Educational Visits Coordinator (EVC) to oversee the safety management of off-site visits and use the resources of the Outdoor Education Advisers Panel (OEAP) for supporting advice and information.

Where the off-site visit involves an “adventure activity” (climbing, trekking, caving, water sports) in the UK, the school will ensure that the provider is licensed by the Adventure Activities Licensing Authority (AALA). The school will also, where appropriate, use providers with the Council for Learning Outside the Classroom (LoTC) Quality Badge which recognises providers who offer good quality learning outside the classroom and manage risk effectively.

35. Science

The school has risk assessed the hazards associated with science activities using the guidance from CLEAPSS and ASE as described in the publication “Be Safe”. The school will ensure that identified control measures are in place.

36. Security

There is a security risk assessment for the school site that is regularly reviewed and updated, particularly following any security incidents. The control measures identified on the security risk assessment will be implemented and checked for effectiveness. Management of school security is overseen by caretaker.

37. Sport and PE

The school follows the guidelines contained in ‘Safe Practice in Physical Education’ produced by AfPE and all PE equipment is subject to regular visual inspection, carried out by staff prior to use and an inspection by an independent service contractor/Councils engineering insurers. In either case where equipment is found to be faulty the equipment is put out of use.

The main risks associated with teaching this activity relate to personal injury as a result of falls, collisions and being hit by objects.  These risks are controlled by following the practices indicated in the above standard. 

The general requirements are as follow:
a. Before any lesson pupils will change into appropriate clothing/footwear and remove any jewellery.  
b. Staff will remove jewellery and change into appropriate footwear;
NB It is acceptable for staff to wear watches where necessary to time lessons.
b) pupils assisting in setting out apparatus will be shown correct methods for lifting/moving equipment and the teacher in charge will check equipment prior to its use to ensure correct position/fitment; 
c) staff must undertake a manual handling assessment on behalf of the pupils, i.e. ask themselves CAN THE PUPILS MOVE THE OBJECTS WHERE THEY HAVE BEEN ASKED TO SAFELY AND WITHOUT RISKS TO THEIR HEALTH?, before allowing them to undertake any manual handling task.  In particular staff will ensure that where two or more pupils assist with a task the pupils are roughly similar in stature so that one individual does not carry a disproportionate part of a load;
d) mats are only to be positioned to identify landing areas or routes to be taken.  They are not to be used to try and soften impacts from falls;  
e) staff are only to use equipment they are familiar with.

For specific activities the safety requirements are as contained in the Book ‘Safe Practice in PE’, which is kept in the school office.

38. Swimming

The school has risk assessed the hazards associated with swimming and follows the guidance contained in “Safe Practice in Physical Education” produced by the Association for Physical Education (AfPE). The school will ensure that identified control measures are in place.

38.1. Use of Public Pools e.g. where members of the public use the pool at the same time as the school children 

School will ensure that pupils are supervised in changing areas, that lifeguards are in place and that the capabilities of pupils are communicated to swim teachers.

39. Technology

The school follows the guidance for safe practice in technology contained in “Make It Safe” produced by the National Association of Advisers and Inspectors in Design and Technology (NAAIDT), and guidance available via CLEAPSS. These are controlled by:

LOCATION - Risks associated with personal injury are partly managed by ensuring that work is only to be undertaken on suitable surfaces.  Suitable surfaces are those that are large enough to accommodate the work, and which are flat and stable.

PERSONAL PROTECTIVE EQUIPMENT - Risks associated with damage to clothes and partly those associated with personal injury are partly managed by ensuring that:
a. Where appropriate, staff/pupils wear personal protective equipment in the form of aprons and goggles/spectacles;
b. Personal protective equipment is stored to minimise damage and ensure easy availability.  Aprons are to be hung up and goggles/spectacles stored in cloth pockets.

EQUIPMENT - Risks associated with Personal Injury are partly managed by ensuring that equipment is kept clean and stored so as to minimise damage/help pupils to find the correct tool.  (Shadow boards or tool racks.)  

HAZARDOUS SUBSTANCES - Risks associated with hazardous substances have been addressed as part of the school COSHH assessment.  (See 11 above)

40. Vehicle movement on-site

The school will identify and risk assess on-site vehicle movements and put in place a traffic management plan to manage the risks in line with current workplace transport guidance e.g. segregation, marking and lighting. The plan will consider all aspects of on-site vehicle movements which may affect the safety of staff, pupils and visitors. Any arrangements in place will be effectively communicated and clear signage put in place where required. The school will consider as part of the risk assessment vehicle movements occurring immediately outside the school premises which may be associated with school activities, such as staff arriving and leaving work, school buses delivering pupils and delivery vehicles. The implementation of identified control measures will be overseen by the caretaker.

41. Wellbeing - occupational health services and managing stress

The wellbeing of employees is seen as an integral part of the schools’ health and safety responsibilities.  The Governing Body and Head teacher have statutory obligations under a duty of care but also wish to promote an ethos of mutual respect and support across the workforce.

All employees have the right to a reasonable work life balance and to expect appropriate support or intervention when they experience health or personal difficulties.  Employees are encouraged to raise any concerns with the Head teacher or their line manager but also have access to a confidential counselling service.  Sickness absence or health concerns will be dealt with under the school’s Managing Staff Sickness policy.
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