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PART 1: HEALTH AND SAFETY POLICY STATEMENT

See below for the current Health and Safety Policy Statement, which has been signed by the Chairman of the Richard Pate School Committee. A copy of the signed statement may be found on the staffroom notice board.
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HEALTH AND SAFETY POLICY STATEMENT

Health and Safety at Work etc. Act 1974

This is the Health and Safety Policy Statement of

PATE’S GRAMMAR SCHOOL FOUNDATION
The Trustees of Pate’s Grammar School Foundation believe that the health and safety of persons within the Charity is of paramount importance.  It is our intention to prevent accidents and occupational ill health and where possible eliminate hazards in the workplace.

It is the intent of Trustees to ensure that a safe and healthy workplace is provided and maintained for all our employees and that this must comply with current health and safety legislation.  This will include the provision of safe systems of work, safe plant and equipment and a safe access and egress to the premises.  We will ensure that adequate information, instruction, training and supervision is provided to ensure that staff can carry out their work safely.

The Trustees will ensure that others who are affected by our activities are not subjected to risks to their health and safety.  This will include pupils, visitors, parents, volunteers and contractors.

These responsibilities will be achieved by the establishment of an effective health and safety management system within the School.  This will involve the implementation of arrangements for the effective Plan, Do, Check, Act of preventative and protective measures.  In addition, the Trustees will undertake to ensure compliance with all policy and guidance available.

The Trustees will ensure that adequate resources are identified for health and safety.

We believe that health and safety standards will be maintained only with the co-operation of all staff, pupils and visitors.  We expect all staff to co-operate fully with this policy.  In addition, we will ensure that all pupils, visitors and contractors are provided with the information they require to enable them to comply with this policy.

It is the intention of the Trustees that procedures to ensure relevant health and safety issues are embedded within the curriculum at all levels where appropriate.

The effectiveness of the policy will be regularly monitored to ensure that health and safety arrangements are being implemented.

The policy will be reviewed annually and revised where necessary.

Signed: …………………………..


 ____________________    



Jane Williams
Chairman Richard Pate School Committee

Date: …………………………..
PART 2: ORGANISATION FOR HEALTH & SAFETY

All Trustees

The Trustees have overall collective responsibility for health and safety within the School. They have a responsibility to ensure that health and safety issues are considered and addressed and that the Health and Safety Policy is implemented throughout the School. They will also make adequate resources available so far as is reasonably practicable, to enable legal obligations in respect of health and safety to be met. Where appropriate, advice from a competent external consultant will be sought to advise the School and tasks will be delegated to suitable employees in order to assist the Trustees in carrying out their duties.
The Trustees ensure effective implementation of the Health and Safety Policy through training, the use of risk assessments, a schedule of monitoring checks, a schedule of maintenance and record keeping. This is achieved via delegation to the Head Master and Bursar.

A subset of Trustees are members of the Richard Pate School Committee. One member of that committee has responsibility for attending the Health & Safety Committee meetings and overseeing the implementation of Health & Safety Policies, and where necessary reporting back to Trustees. 
Head Master

The Head Master assists the Trustees in directing the overall management and development of the Policy, defining the aims of the Policy and communicating the responsibilities associated with the management of health and safety within the School. The Head Master ensures that staff designated with health and safety responsibilities are provided with support to enable health and safety objectives to be met. He also ensures that a positive health and safety culture is promoted and that the senior leadership team develop a proactive safety culture which permeates into all activities undertaken in the School. 
Bursar

The Bursar with the assistance of the Heath & Safety Co-ordinator and the members of the Health & Safety Committee has day to day management responsibility for ensuring that, so far as is reasonably practicable, arrangements are in place for safety and security, fire safety, electrical safety, gas safety, water quality, asbestos, emergencies and staff induction.

The Bursar also advises the Head Master on maintenance requirements, co-ordinates advice from specialist safety advisors, produces associated action plans, monitors health and safety within the School, raises any concerns with the Head Master, and ensures compliance with the Construction (Design and Management ) Regulations.
The Bursar reports to the Trustees on health and safety performance and assists the Trustees in implementing changes in the policy which the Trustees have approved.

All Employees
Every employee is responsible for ensuring the health and safety of staff, pupils and others within the School. They are responsible for completing and reviewing regular risk assessments allocated to them, undergoing health and safety training as instructed and identifying and reporting health and safety matters as they arise. 
The Head Master and Bursar have delegated some of their duties to other members of staff.
Health and Safety Staff

This document uses job titles to describe the responsibilities taken by members of staff within the School. The main Health and Safety roles are currently taken by the following personnel:

RPS Committee H&S Representative
Chris Boulton
Head Master
Robert MacDonald

Bursar
Lucy Cox
Bursary Administrator
Amanda Wray
Health & Safety Coordinator
Duncan Hooper

School Administrator
Clair Hayman
Educational Visits Co-ordinator
Paul Chesworth
Catering Manageress
Lydia James

Network Manager
Duncan Hooper / Mark Scarborough
Site Manager
Tony Beckwith

Groundsman
Pete Rushworth
Heads of PE/Games
Hannah Knight & Paul Edwards
The areas where Health and Safety duties have been delegated by the Head Master are: 

Safety and Security

· Building security (including alarms, locking external doors and windows) – the Bursar, who in turn has delegated day to day management to the Site Manager.

· Preventing unsupervised access by pupils to potentially dangerous areas, such as the pond, kitchen, caretaker’s area etc – The Bursar and Site Manager, working in cooperation with all employees.
· Ensuring that all visitors book in at Reception and wear visitors’ badges – the School Administrator.

Vehicles 

· Car parking on site and vehicles on site – the Bursar.

· Ensuring the School minibus is properly maintained and roadworthy – the Site Manager.

Accidents

· Maintaining an accident book and reporting notifiable accidents to the HSE – the School Administrator, who is also responsible for keeping records of accidents and reporting any trends to the Health and Safety Committee.

· Checking every four months that first aid boxes are kept replenished - the School Administrator.

Fire Prevention

· Keeping fire routes and exits clear – the Site Manager.

· Electrical Safety Testing – the Bursar.

· Regular portable appliance testing – the Bursar.

· Testing all fire alarms weekly (and recording all tests) – the Site Manager.

· Arranging an annual service of smoke detectors, emergency lights and fire extinguishers, and a six monthly service of fire alarms – the Bursar.

· Lightning protection is in place for all buildings, and it is installed for all new buildings – The Bursar.

· All gas appliances (boilers, kitchen equipment etc) are checked and serviced annually by Gas Safe Registered Engineers – The Bursar.

· Ensuring that flammable rubbish and combustible materials are stored away from buildings – the Site Manager
· Termly fire practices (or, as a minimum, twice yearly) – the Head Master

· Inducting new staff with emergency escape procedures – the Bursar or the Health and Safety Coordinator
· Switching off all kitchen equipment at the end of service – the Catering Manageress.

· Securing flammable materials used for grounds maintenance locked in purpose-made, flame-proof containers – the Groundsman. 

Water, Drainage etc

· Maintaining drinking water units – the Bursar

· Ensuring that drains, gutters etc are kept unblocked – the Site Manager
· Testing the water supply to ensure compliance with the Water Quality and Legionella Policy – the Site Manager

Risk Assessments

· Ensuring that up to date risk assessments are maintained for:

· Fire – the Bursar
· Water Quality and Legionella - the Bursar
· Catering and cleaning functions, (including Hazard Analysis Critical Control Points (HACCP) system of food hazard awareness and Control of Substances Hazardous to Health (COSHH) procedures) –the Catering Manageress

· Grounds maintenance (including use of pesticides and COSHH) - the Health and Safety Coordinator together with the Groundsman.

· Maintenance functions, (including working at heights, electricity, manual handling, and building work, use of power tools, COSHH and flammable materials) - the Health and Safety Coordinator together with the Site Manager. 

· Asbestos Register - the Bursar

· Classroom activities – the Classroom Teachers
· Use of playground equipment – Head Master

· Science – Head of Science

· All P.E. and Games – Heads of PE

· All visits and trips, except sports fixtures and other P.E./Games visits - Educational Visits Co-ordinator (EVC)
· Classrooms and all other areas in the School (termly) – the designated member of staff

· COVID-19 – the Bursar
Educational Visits

Responsibility for all aspects of the organisation of all Educational Visits and Trips – the Educational Visits Coordinator (ref. Educational Visits Policy).

Training

Responsibility for organising (and maintaining records of training) is as follows:

· Minibus training – the School Administrator (records held by the Bursar)
· Science-related health and safety training – the Head of Science

· Health and safety training for the Catering staff – the Bursar/Catering Manager

· Briefing new pupils on emergency fire procedures – all classroom teachers.

· Briefing new staff on emergency fire procedures - the Bursar or the Health and Safety Coordinator
· Briefing visitors on emergency fire procedures - the School Administrator

· Inducting new staff in health and safety, including risk assessment – the Bursar or the Health and Safety Coordinator
· Identifying specific health and safety training needs of staff – the Bursar and Health and Safety Coordinator
· First aid training – the School Administrator
· Educational Visits Coordinator – the EVC (records held by the Bursar)
External Advisors for Health and Safety

The Bursar arranges for external consultants to advise once a year on matters of health and safety within the School.

· Structural Surveyors are engaged to give advice on the external fabric of the School as required

· Engineers monitor and service the School’s plant, equipment, including boilers, annually. 

· All gym and fitness equipment is serviced annually. 

· All external play equipment is serviced annually.

· The School’s adherence to health and safety in catering and cleaning is subject to external inspection by the Environmental Health Officer (EHO).  In addition, the Catering Manager arranges for:

· The professional deep cleaning of all equipment, high level cleaning of all cooking, food preparation and storage surfaces, areas etc once a year.

· Appropriate pest control measures to be in place.

· The School has a fire risk assessment which is updated every year by an external advisor.
· In addition to the weekly fire alarm tests, the alarm system, together with all smoke detectors, emergency lighting and fire extinguishers are tested annually by a qualified contractor, with interim checks every 6 months.
· The School has an asbestos register. Some low risk asbestos was found in some original floor tile adhesive which is now beneath a layer of screed in the Reception Office. This will remain safe while it is undisturbed. 
· The School has a risk assessment for water quality and legionella prepared by a qualified contractor, which is updated when changes are made to the water system. 

· The School has current electrical test certificates for all its buildings. It uses NICEIC qualified Electrical Engineers to inspect and maintain its electrical installations. 

· All work on gas boilers and appliances is carried out by registered Gas Safe Engineers

· All lightning protection and earthing conforms to BS 6651-1999 or to BS EN 62305 as it was installed prior to Sept 2008.  It is tested annually by a specialist contractor.

· A qualified Planning Supervisor is used in order to ensure compliance with the Construction (Design and Management) (CDM) Regulations whenever major work is undertaken.

· External health and safety advisors are used to advise the School on any changes required to conform to current health and safety regulations. The School engages advisors specialising in general health & safety, food health & safety and fire safety.
School Health and Safety Coordinator

The Health and Safety Coordinator is responsible for advising the Bursar on any measures that may be needed in order to comply with the health and safety or fire safety policies through the use of external consultants.  He also coordinates the risk assessment activities for the School (except for School trips, which are the responsibility of the EVC).  He has overall responsibility for monitoring health and safety and fire safety within the School and for reporting any breaches to the Head Master.  He is responsible for co-ordinating the termly meetings of the Health and Safety Committee.
School Health and Safety Committee

The Head Master has set up a School Health and Safety Committee which meets termly under the chairmanship of the Health and Safety Coordinator. The Trustee who is responsible for health and safety also attends these meetings.  The members of the Committee are:

· Head Master

· Bursar

· Trustee with Responsibility for Health and Safety 

· Health and Safety Coordinator
· The Bursary Administrator
· Head of Nursery

· Head of Prep

· Deputy Head - Juniors

· EVC
· Representative for PE / Sports

· Catering Manageress

· Site Manager
· Cleaning Supervisor

The role of the Committee is to: 

· Monitor, establish and review measures needed to meet satisfactory Health and Safety standards

· Review the current state of Health and Safety in the School, and to decide on actions to implement any required changes

· Review and decide on actions required for:

· Any changes in regulations
· Effectiveness of health and safety within the School

· Accidents to staff and pupils
· Any training requirements 

· Safe systems of work
· Reports arising from professional advice or audits

· Communication relating to health and safety in the workplace  

· Review health and safety policies and ensure that risk assessments are adequate

· Encourage suggestions and reporting of defects by all members of staff.

Communication with the Trustees
The Trustee (i.e. member of the RPS Committee) who is responsible for health and safety:

· attends the termly health and safety meetings
· reviews the minutes of these meetings
· signs off the Health and Safety Policy annually
· reports to the Board of Trustees on all matters relating to health and safety at the school
· visits the school to review the management and implementation of health and safety
The Bursar reports on health and safety matters at every ordinary full Trustee meeting and every ordinary Richard Pate School Committee meeting. 

PART 3: DIAGRAM SHOWING THE ORGANISATION FOR HEALTH AND SAFETY 
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PART 4: GOOD PRACTICE IN HEALTH & SAFETY

This section is a statement of good practice in Health and Safety at the Richard Pate School. It consists of aims, principles, strategies and, in the following section, procedures.

It provides a framework for the creation of a safe environment in which to work and learn.  It is written for the benefit of all members of the School community to allow each to understand the policy of the School and their own responsibilities within this.

DUTIES
Our duties for health and safety are to ensure, as far as is reasonably practicable:

· the health and safety of pupils in-School and on off-site visits;

· the health, safety and welfare of all staff; 

· the health and safety of visitors to schools, and volunteers involved in any School activity; and
· that all members of the School community understand their own responsibilities in maintaining a healthy and safe environment.

RESPONSIBILITIES

All staff at the School have responsibilities for health and safety. They are:
· to take reasonable care of their own and others’ health and safety;  

· to ensure that the School is safe from fire and its effects;

· to not do anything which would place themselves or other people at risk;

· to co-operate with their employer and anyone with responsibility for health and safety; 

· to carry out activities in accordance with training, instructions and risk assessments; and 

· to inform the employer of any serious health and safety or fire safety risks.
PRINCIPLES

The establishment of a healthy and safe environment is an essential prerequisite for the work of the School.  It is also a statutory requirement.  It depends upon sound management, vigilant supervision and the co-operation of all personnel (children and adults).

STRATEGIES

ALL MEMBERS OF THE SCHOOL COMMUNITY (TEACHING AND NON-TEACHING STAFF, PARENTS AND PUPILS) WORK TOWARDS THE SCHOOL’S AIMS BY:

· being fully aware of their own responsibilities for maintaining a safe and healthy environment.

· being familiar with all instructions and guidance on safety within the School
· using common sense at all times to take reasonable care for their own safety and that of others.

· reporting any identified hazards without delay.

THE HEAD AND ALL EMPLOYEES WORK TOWARDS THE SCHOOL’S AIMS BY:

· recognising their corporate responsibility for ensuring that the Health and Safety Policy is implemented in the School
· ensuring that safe working practices and procedures are applied within the School
· making termly inspections to ensure that a safe and healthy environment is maintained. This is performed by the Health and Safety Coordinator and the Site Manager together
· establishing a system for the reporting, recording and investigation of accidents and ensuring that this is applied rigorously

· ensuring that all members of the School community are aware of their own responsibilities

· monitoring and reviewing this policy and ensuring that necessary revisions are undertaken
· attending (or taking on line) health & safety and risk assessment training courses

· taking active steps to ensure that equipment, buildings and grounds are safe, secure and well maintained and that any damage is quickly rectified

· ensuring that there are arrangements for the speedy evacuation of the buildings in case of fire or other emergency and that fire fighting equipment is available and maintained

THE HEAD MASTER WORKS TOWARDS THE SCHOOL’S AIMS BY

· taking responsibility for the day-to-day operation of the Health and Safety Policy

· liaison with the Health and Safety Committee, the Bursar and the Health and Safety Coordinator

TEACHERS AND TEACHING ASSISTANTS WORK TOWARDS THE SCHOOL’S AIMS BY

· promoting a spirit of safety consciousness amongst children, ensuring that they understand the need for codes of practice and are conscious of their responsibilities in taking reasonable care for their own safety and that of others

· being good role models – vigilant and careful

· taking quick, firm action to ensure that children are not allowed to jeopardise their own safety or that of others

· providing opportunities for children to discuss appropriate health and safety issues.

PUPILS WORK TOWARD THE SCHOOL’S AIMS BY

· developing a growing understanding of health and safety issues

· contributing to the development of codes of practice

· conducting themselves in an orderly manner in line with these codes

· taking growing responsibility for maintaining a safe and healthy environment and for their own safe conduct within it.

PARENTS WORK TOWARD THE SCHOOL’S AIMS BY

· ensuring that children attend School in good health

· providing prompt notes to explain all absences

· providing support for the discipline within the School and for the teacher’s role

· ensuring early contact with School to discuss matters concerning the health and safety of their children or of others

· allowing children to take increasing personal and social responsibility as they progress throughout the School
· accepting responsibility for the conduct of their children at all times

· ensuring that the School has up-to-date contact addresses and telephone numbers so that parents may be swiftly contacted in emergencies.

· notifying the School of all allergies, dietary requirements and medication for their children

PART 5: PROCEDURES (ARRANGEMENTS)
INFECTION CONTROL INCLUDING COVID-19
Procedures include:

· the creation of risk assessments to cover all aspects of the school and the implementation of corresponding safety arrangements to keep the staff, pupils and visitors to the school as safe as possible.
· Ensuring that these risk assessments are in line with the latest government guidance in place at that time. 

· Regularly communicating to the staff, parents, pupils and visitors the arrangements in place. 

· Keeping detailed records of cases and reporting as required. 
RISK ASSESSMENTS & WORKPLACE SAFETY

Procedures include:

· the creation of risk assessments for all potentially hazardous activities, including the use of potentially dangerous equipment, and all areas of the School which pose a risk of harm to staff or pupils. Risk assessments include a review of who may be at risk and how they may be harmed, the likelihood of this happening, the severity of the harm and the control measures (or safe systems of work) required to bring the risks down to an acceptable level.

· assessing the health & safety and fire risks for the School to establish the changes required to improve the School and reduce the likelihood of any harm being caused.

· monitoring and implementing the necessary changes.

· using the control measures (or safe systems of work) when involved in hazardous activities, use of equipment, or working in areas which pose a risk of harm.

· ensuring that all new members of staff and work experience students are given health and safety induction, which also include information on fire safety and risk assessments.

FIRE SAFETY & FIRE RISK ASSESSMENT

Procedures include:

· a Fire Safety Policy and Fire Risk Assessment that describes the management of fire safety within the School.

· annual checks and maintenance of fire alarms and firefighting equipment.
· weekly checks of the fire alarm.
· an annual Fire Risk Assessment by an external qualified professional.
· reviewing the Fire Safety Policy and Fire Risk Assessment whenever there is a significant change to the structure of the School, or every year.
· monitoring and implementing any necessary changes.

EMERGENCY PROCEDURES & FIRE DRILL
Procedures include:

· procedures for emergency fire evacuations, also known as the Fire Drill, including procedures for out of hours evacuation, posted on the staff notice board, in the caretaker’s area, in the Bursary and in the kitchen.

· a practice fire drill each term, with a review of any problems arising and monitoring of actions required to make the necessary improvements.

· a plan of the School in the foyer with location of relevant hazards and cut-off points to assist the emergency services

· list of first aiders posted on the staff notice board

· referral of any health and safety emergencies to the Emergency Services if appropriate, or otherwise to the Head Master or Bursar, who will involve appropriate external agencies as required
· procedures for dealing with other emergencies, known as the Emergency Plan, with an associated set of contact details for all staff.
FIRST AID ARRANGEMENTS

Procedures include:

· the presence of at least five trained first aiders in the School to cover the opening hours of the School plus paediatric first aid cover in the Prep and Nursery.

· emergency first aid training, including how to treat anaphylactic shock, for all teaching and ancillary staff, including the lunch time supervisors.
· provision of stocked and regularly maintained first aid boxes situated around the School.
· provision of a defibrillator.

· summoning of an ambulance where necessary by any responsible adult. If the School is unable to contact a parent (or an alternative, nominated, responsible person) a member of staff will accompany a child to hospital.

· a whole school First Aid Policy which provides more details on the procedures to be used and on the staff training for First Aid.

ACCIDENT PREVENTION, REPORTING AND INVESTIGATION

Procedures include:

· vigilance by all staff and children to spot potential causes of accidents and take action to prevent these where possible.
· promptness in reporting any potential hazards to the Head Master.
· reporting faulty equipment to the Site Manager, Bursar or Network Manager as appropriate.
· timely response to such reports involving investigation and rectification of the hazard.
· reporting all accidents to the Head Master, one of the Deputies or the School Administrator.
· recording all accidents in one of the school’s accident books, and reporting serious accidents to the authorities under the RIDDOR regulations. There are pupil accident books for Nursery, Prep, Juniors and the Sick Room, and there are two adult accident books; one for the catering staff (in the Kitchen Office) and one for all other members of staff and visitors (in the Sick Room).
· notifying parents as soon as possible in the case of accidents to children.
· prompt investigation of all significant accidents by the Head in order to establish cause and adopt remedial measures.

MANAGING CONTRACTORS, BUILDING PROJECT WORK, USE OF PERMITS TO WORK
Procedures include 
· the Selecting and Managing Contractors Policy which outlines all the procedures to be used for contractors.
· completing the Contractor’s Induction pack from the School’s Selecting and Managing Contractors Policy. Completion of the relevant Appendix means that procedures are discussed and agreed, and method statements and risk assessments are requested. 
· ensuring that visitors check in to reception before being allowed access to the School, and that they wear a visitor’s badge.

· ensuring that contractors have the relevant health and safety competence for any work they undertake, and have employers' liability and public liability insurance cover.

· contractors reporting to the Site Manager, who will ensure that they are notified of relevant health and safety information for the premises.

· supervising and monitoring of the work of the contractor by the Site Manager, Bursar, Head Master or other nominated member of staff as appropriate.

· providing permits to work to contractors for jobs which involve a particularly high risk of serious personal injury, e.g. a hot permit to work. This outlines the work to be done, the hazards presented and the precautions to be taken.
INFORMATION, INSTRUCTION & TRAINING

Procedures include:

· induction training on health and safety, fire safety and risk assessment to all new staff, including teachers, support staff, kitchen staff, cleaners, peripatetic music staff, lunchtime supervisors and students, and repetition of this training from time to time.
· providing training where there is a requirement for the work undertaken, such as working at heights, or when new potentially hazardous equipment is introduced.

· providing first aid training as required.
CONSULTATION WITH STAFF
Procedures include:
· consultation with staff over the introduction of any measures which affect health and safety, and any training required by law.

· termly meetings of a Health and Safety Committee, composed of members of the teaching and non-teaching staff, in order to develop and monitor health and safety policy and its implementation. Staff are encouraged to liaise with their health and safety representative over any health and safety issues.
· periodic (at least annually) health and safety briefings to staff, with the opportunity for staff to raise any issues of concern.
· health and safety as an agenda item in staff meetings and senior management meetings.
WORK EQUIPMENT AND PERSONAL PROTECTIVE EQUIPMENT
Procedures include:

· ensuring that appropriate equipment is provided to fulfil the work required.

· providing personal protective equipment (PPE) for hazardous work activities, such as the use of a strimmer.
· creation of a risk assessment for use of any potentially hazardous equipment, and ensuring that staff comply with the control measures (or systems of work) laid down.

DISPLAY SCREEN EQUIPMENT

Procedures include:

· assessing the use of display screen equipment (computers) by all staff who use it as a significant part of their normal work and reviewing annually.

· implementing any changes resulting from the assessment
· educating computer users in good practice in display screen equipment usage

ELECTRICAL SAFETY

Procedures include:

· all staff inspecting electrical equipment before use, and using them safely.

· portable appliance testing (PAT) for all electrical equipment performed at least every two years by a fully qualified professional electrician. In fact, this is normally performed every year but at least every 2 years.

· fixed electrical testing performed every five years by a fully qualified professional.

· careful siting of equipment to avoid trailing leads or other hazards.

WORKING AT HEIGHTS

Procedures include:

· risk assessments for all common jobs which involve working at heights, outlining the control measures to be applied.
· tower scaffolding training for staff before they are permitted to use it.
· working at heights training for staff regularly working at heights.
· Planned Preventative Maintenance (PPM) tasks, and roof inspections and repairs, necessitating access to the roof being undertaken by contractors, with appropriate Risk Assessment and Method Statement (RAMS) and insurance checks undertaken.

ON-SITE VEHICLE MOVEMENTS, VEHICLE SAFETY, MINIBUS
Procedures include:

· ensuring that movement of traffic in the car park is as safe as possible, for example by using a one-way system, speed bumps to limit entry speed and improving lighting for the winter months. 
· Having staff on duty during morning drop off to ensure pupils safely exit cars and walk to the relevant playgrounds. 
· instructions which parents are regularly urged to obey, with regard to parking on the School premises.

· cycling proficiency course for year 6, organised in conjunction with Bikeability.

· providing a railing around the Prep and Nursery buildings to provide a barrier between the School and the car park.
· providing pedestrian crossings across the car park to assist adults and pupils to cross safely.

· regular checks on the minibus, being the annual MOT, the 8-10 weekly service and a weekly visual inspection according to the check list provided in the ROSPA Minibus Safety Code of Practice. 
· ensuring that any staff driving the minibus have passed a minibus driving test beforehand.

· encouraging delivery vehicles to visit the School at times which do not coincide with pupil arrival and leaving times.
USE AND CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
Procedures include:

· use of COSHH (Control of Substances Hazardous to Health) data sheets and risk assessments for all hazardous materials, and compliance by staff with the safe handing methods set out for each material.

· storage of hazardous substances, clearly labelled, in locked cupboards which are not accessible to children.

· the wearing of appropriate protective clothing when hazardous substances are used.

· the safe storage of all technology tools.

MANAGEMENT OF ASBESTOS

Procedures include:

· an Asbestos Management Policy and Asbestos Register giving details of the management of asbestos, the locations where it has been found and how it has been made safe.

· the Selecting and Managing Contractors Policy which ensures that any areas of the building being affected by building work must be surveyed for asbestos beforehand, and appropriate action taken. The contractor’s checklist requires contractors to sign to say that they have read the asbestos register if there is any risk that they will come into contact with the asbestos identified on the register. 
OCCUPATIONAL HEALTH, NOISE, VIBRATION, STRESS MANAGEMENT, VIOLENCE TO STAFF
Procedures include:

· an Occupational Health Policy and a Stress Management Policy which describe how the School ensures, as far as is reasonably practicable, the continued well-being of the staff

· assistance with eye tests / spectacles as necessary for Display Screen Equipment users. Other health surveillance is not considered necessary as the workplace does not contain other hazards to health that would require medical examinations.
· use of hearing protection by the Site Manager and Groundsman when using certain items of noisy equipment. There are no items of equipment which have a high level of vibration.
· reducing stress through the provision of a safe place of work, safe systems of work, and the use of risk assessments to eliminate or reduce risks, including stress risks. 

· providing an environment which minimises the possibility of violence towards staff, as described in the Behaviour Policy.
NO SMOKING

Procedures include:

· prohibition on smoking as specified in the Smoke-free (Premises and Enforcement) Regulations 2006.

· a “no smoking” policy in all areas of the School buildings and their immediate vicinity. Smoking is only permitted in areas which are not enclosed or “substantially enclosed”, and are out of sight of the School and Nursery buildings and all children. 

· members of staff wishing to smoke being required to consult with the Bursar to establish the location and conditions under which they may smoke.
MANUAL HANDLING

Procedures include:

· ensuring that any staff involved in significant manual handling have been given guidance on safe handling procedures, or have attended manual handling training courses.

· risk assessments for activities that involve manual handling, which provide specific advice for that hazardous activity.

· use of the HSE document “Manual Handling at Work” to provide guidance.

EMPLOYER’S LIABILITY INSURANCE

· the certificate of Employer’s Liability Insurance is displayed in the reception office and staff notice board.

PROVIDING CHILDREN WITH OPPORTUNITIES TO DISCUSS HEALTH AND SAFETY ISSUES 

Procedures include:

· a programme of Personal, Social, Health and Citizenship Education designed to promote mutual respect, self discipline and social responsibility.
SPECIAL MEDICAL CONDITIONS
Procedures include:

· the use of hygienic first aid practices by all staff.
· liaison with parents.
· informing all staff about special medical conditions of all children in the School and about what response may be required in an emergency (including allergies).
· providing the catering team with a list and the names and photographs of children with allergies, and the catering team allocating coloured trays to children with severe allergies requiring auto-injectors. 
· providing information to parents explaining that no child may bring medicines (including inhalers) to School unless parents have consulted the School and given their written permission for the medication to be administered.
· a requirement that all medicines (including inhalers) must be lodged with the School administrator in the container in which they were dispensed and clearly labelled with the child’s name, the dosage and the frequency of dosage.  Older pupils (years 5/6) may keep inhalers with them with written permission form a parent.

· storage of such medicines in the locked medicine cabinet in the Medical Room - which is controlled by the School Administrator. The exceptions to this are individual pupil’s auto-injectors/antihistamine stored either in their classroom or the Kitchen Servery, and the School auto-injectors and antihistamine stored in the Kitchen Servery.  A list of pupils with auto-injectors/antihistamine – including where their medicine is stored - is displayed in the Staff Room, Medical Room, Forum (in a drawer), Kitchen and Nursery.  
PERSONAL AND RESPIRATORY HYGIENE

Procedures include:

· encouraging a high standard of personal and respiratory hygiene for all staff and children. This involves teaching all children to frequently wash their hands including after using the toilet and the provision and maintenance of suitable facilities. It also involves teaching children to use tissues to blow their noses and dispose of used tissues and cover the mouths when coughing. 
· letter to parents of Year 6 girls concerning menstruation.
· stock of sanitary towels available from the School administrator and suitable disposal facilities.

FOOD AND DRINK HYGIENE 

Procedures include:

· regular inspections of drinking fountains

· provision of plastic drinking bottles by the School
· a rigidly enforced code of practice for hygiene in the School kitchen
· a nut-free allergy policy

PROMOTING HEALTHY FOOD CHOICES 

Procedures include:

· provision of School meals which offer a carefully balanced diet.
· Provision of fruit and milk for all children at morning break.
· encouragement to parents to supply healthy well-balanced snacks.
· a programme of Health Education which includes the study of diet.

PLAYGROUND SAFETY 

Procedures include:

· the provision of well-designed playground layouts and equipment, including safety surfaces under climbing apparatus

· conscientious supervision of playgrounds

· regular inspections and maintenance of sports and playground equipment.

SUN PROTECTION

Procedures include:

· children being expected to wear sun hats whilst playing outside in the sun
· parents being expected to apply an all-day high-factor sunscreen to the legs, arms, face and neck of their children before the start of the school day
· children being encouraged to drink plenty of water
· temporary gazebos being erected on the playing field in hot weather
· staff wearing appropriate clothing/sunscreen to protect themselves and act as role models to the children
SAFETY WITHIN THE CURRICULUM

Procedures include:

· training children to use tools, computers, the internet and other equipment safely and properly

· school uniform regulations which prohibit the wearing of jewellery and require that long hair be tied back at all times.

WORKPLACE SAFETY & SLIPS AND TRIPS
Procedures include:

· termly review of the workplace to determine whether any changes are required to improve the health and safety of the working environment, to ensure the school is safe for teachers, support staff, pupils and visitors.
· ensuring that the temperature, ventilation and lighting are all suitable in working areas. During COVID outbreaks it is understood that increased ventilation will reduce the temperature of working spaces so pupils and staff are advised to wear more warm clothing. 
· provision of staffroom, drinking water and toilet facilities sufficient for the staff employed.

· provision of furniture of the appropriate height for each group of children and storage of all items in suitable containers and at a height appropriate to the user

· teaching children to dispose of rubbish appropriately and the prompt collection of any litter.
· prohibition of the use of toxic weed killers except by suitably qualified personnel.
· regular maintenance of intruder alarm and fire alarm systems.
· ensuring that external doors are kept locked to potential intruders when not attended.

· preventing unsupervised access by pupils to potentially dangerous areas, such as the pond, kitchen, caretaker’s area etc.
· regular checks by external contractors on equipment at the School
· ensuring that the areas where people move around are kept free of items which might cause slips and trips. 
· Rules for Children which require them to walk in the school corridors and on the stairs, and to abide by the one-way system on the stairs.
· the work of the Site Manager and Bursar who maintain the premises to a high standard, responding rapidly to rectify any damage.

· using the HSE document “Preventing slips and trips at work” for guidance.

CLASSROOM AND OTHER ROOM RISK ASSESSMENTS
· EYFS classrooms – daily risk assessments are completed by staff to identify and report any hazards and control measures covering a list of specific risks of that area, including slips and trips, to minimise the possibility of any harm. Actions identified are reported and managed through School Manager. 
· All other rooms – termly risk assessments are completed by staff to identify and report any hazards and control measures covering a list of specific risks of that area, including slips and trips, to minimise the possibility of any harm. Actions identified are reported and managed through School Manager. 
MAINTENANCE OF PLANT AND EQUIPMENT

Procedures include:

· regular checks by external contractors of plant and equipment, such as glass, boilers, kitchen equipment, gas appliances, playground equipment, lightning conductors, pottery kiln, electrical appliances and fixed electrical systems. 

· fixing any problems that arise from the maintenance checks.

· maintaining checklist of the maintenance checks to be performed, with records of all those that have taken place.
OFF-SITE VISITS

Procedures include:

· a School Visits Policy, providing details of the planning, management and execution of school visits, including residential visits.
· risk assessments carried out before any School trips and residential visits take place. The risk assessment must be approved by the Educational Visits Co-ordinator (EVC) and Head Master before the trip can take place. Approval must also have been received from parents for every pupil on the trip. Dietary and allergy information, and contact details for all pupils must be taken.
· ensuring that all coaches used by the School must have seat belts fitted, and the staff in charge of the trip must ensure that these are worn.

· leaving a written list of all children on a trip with the School office. 

· ensuring that at least one member of staff is carrying a mobile phone to use in the event of an emergency. One member of staff must take and be responsible for a first aid kit.
WALKING CHILDREN TO AND FROM OUT OF SCHOOL VENUES

Procedures include:

· all children should be smartly and appropriately dressed.
· one member of staff should be at the front of the group and another at the rear.
· the children must be made aware of the traffic dangers and behave appropriately.
· the members of staff should carry a mobile phone, to inform the School of any delays or problems and to call the emergency services should the need arise.

SCHOOL SECURITY, VISITORS, GUEST SPEAKERS, VOLUNTEERS
Procedures include:

· key code or key fob controlled access to the main body of the school.

· external doors to the Nursery being kept locked, except to let children, staff or parents into or out of the building.

· controlled access to the school at the main entrance, with all visitors required to sign in and wear an identifying badge around the neck before being allowed access by a member of the school staff.
· ensuring that all external doors are closed and locked when unattended.
· a Visitor’s Agreement to be signed by volunteers who will spend significant time with the pupils. This outlines restrictions on, for example, photo-taking and other recording.

· A Safeguarding Policy which sets out the checks to be made on visiting speakers and restrictions made on them.
NEW AND EXPECTANT MOTHERS

Procedures include:

· the Bursar undertaking a specific risk assessment for new and expectant mothers.

· the risk assessment being carried out with the employee, taking into account any medical advice that has been provided by her doctor. This document is to be reviewed regularly and to be regarded as confidential.

· any required actions or recommendations to be discussed with the Head Master or other relevant heads of department as appropriate.

· the individual being aware that they should: inform their doctor of the nature of their work; follow any arrangements implemented for their protection at work; not act in a manner that could adversely affect their own health and safety, or that of their child; keep the Bursar or Head Master informed of any concerns or difficulties they may have.

RULES FOR CHILDREN, PUPIL ON-SITE MANAGEMENT
Procedures include:

· a Rules for Children document, which sets out the rules for all pupils, including those covering the playground, the pond and the woodland area.
DEPARTMENTAL POLICIES
Procedures include:

· policy documents which cover all departments: Art, Computing, Design & Technology, Drama, English, French, Geography, History, Latin, Library, Maths, Music, PE, PSHCE, RE and Science

· risk assessments which cover Art, Computers, Design & Technology, Music, PE & Games, Science Lab, Shows & Concerts

· a number of policy documents covering different aspects of EYFS.
RADON

Radon is a naturally occurring clear, odourless gas that escapes from rock beneath the earth's surface and can seep out of the ground and build up in houses and indoor workplaces.  The Richard Pate School is located in a Radon affected area, a basic Geo Report from the British Geological Survey suggests that there is an intermediate (5-10% chance) that the property is above the Action Level for Radon.

The Bursar is responsible for undertaking a radon survey though ukradon.org. This took place over the winter period in 2016/2017. Levels recorded were sufficiently low for the School to be advised that no Radon reducing measures were required to be implemented. 

SOURCES OF HEATH AND SAFETY INFORMATION
The following documents provide more information about Health and Safety at School:

1. https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
2. https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
3. https://www.hse.gov.uk/simple-health-safety/risk/steps-needed-to-manage-risk.htm
4. 
5. 
6. 
7. HMG Fire Safety Risk Assessment - Educational Premises (2006)
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