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HEALTH & SAFETY POLICY

1. Introduction

1.1 Governors of Bollington St John’s CE Aided Primary School are committed to the promotion of a safe and healthy working environment for staff, pupils, visitors and all other users of the school site
1.2 Governors are committed to working within the framework provided by the

County Council outlined in the ‘Health and Safety: Policy and Guidance’ manual; this can be found on the Cheshire East website
1.3 Governors are committed to the provision of adequate and appropriate safety training for staff
1.4 Governors accept the right of trade union members to be represented on health and safety matters by an appointed safety representative, who will be granted the appropriate time off to carry out their duties
1.5 Governors will review this policy through the Behaviour and Attitudes Committee and this will be ratified every 2 years at a full Governors’ meeting
2. Roles and Responsibilities

2.1 Governors:

The governing board is responsible for:

• ensuring that appropriate documentation is in place
• monitoring its implementation; and reviewing it on an annual basis
This will be achieved:

• by the appointment of a Health and Safety governor
• through the Behaviour and Attitudes Committee
• by governors receiving annual reports from the Health and Safety governor and Headteacher
2.2 Headteacher / Site Manager
The Headteacher is responsible for:

• the day to day management of Health and Safety
• the implementation of the policy
• ensuring that all staff are aware of the information contained in this document
• ensuring that staff comply with the procedures laid down in the document
• reporting to governors on health and safety matters termly
• liaising with contractors to ensure an adequate exchange of health and safety information
• other responsibilities outlined in Section D of ‘Health and Safety: Policy and Guidance’
2.3 Site Manager:

The Site Manager will be responsible for:

• ensuring that all defects in the buildings and grounds are dealt with promptly
• undertaking a regular check of the fire alarm system and recording the result in the Fire Log Book
• carrying out a weekly safety check of the school grounds
2.4 All staff:

2.4.1 It is a requirement of the Health and Safety at Work Act that all staff should be familiar with the Health and Safety arrangements in place and should comply with them

2.4.2 All staff will therefore be issued with a copy of this document and will be expected to comply with the procedures it contains at all times
2.4.3 All staff have a responsibility towards themselves and others for Health and Safety and should report any problems using the procedure outlined in the next section. If necessary, they must be prepared to take appropriate action themselves to remove hazards
2.4.4 Staff should ensure that pupils in their care behave in a safe and proper manner, adhering to proper safety precautions, particularly in the handling of equipment or materials
3 Practical Arrangements

3.1 First Aid

The first aid box is kept in the school office. Travel first Aid kits are kept to take on school trips.  A Teaching Assistant and the School Administrator are responsible for ensuring that the first aid boxes are stocked in accordance with the health and safety manual at all times. Only staff who are currently first aid trained are responsible for first aid.  Only items listed in the Health and Safety manual will be used in administering first aid.

3.2 Accident recording, reporting and investigation

3.2.1 All major accidents will be recorded in the accident folder, which is kept in the School

Office
3.2.2 All serious accidents/incidents to be reported via the PRIME Electronic Reporting System and reported to the Corporate Health and Safety Team
3.2.3 The person completing the accident record or report will be responsible for investigating the causes of the accident and, if necessary, making recommendations to prevent recurrence. The PRIME system to be completed by the relevant nominated member of staff.
4. Issuing Medicines

School staff should not administer any medicines without parental consent including medicines for:

• Asthma

• Diabetes

• Attention Deficit Hyperactive Disorder (ADHD)

• Epilepsy

• Anaphylaxis
4.1 In all cases, the guidance contained in the Health and Safety manual must be strictly adhered to
4.2 For other conditions, parents will be invited to come to school to administer the medicines themselves
5. Fire Safety

There will be a termly evacuation practice, the outcome of which will be recorded in the Fire Log Book. The time of the practices will be varied to cover all times of the school day.
5.1 Fire evacuation procedures are displayed in all rooms. All staff must ensure that they are familiar with them
5.2 The Site Manager is responsible for checking the alarm system from a different call point each week and recording the result in the Fire Log Book
5.3 Fire fighting equipment is serviced annually and the date noted in the Fire Log Book
5.4 In the event that we are unable to reoccupy the building immediately, the pupils will be evacuated to the other school site

6. Hazard and Defect Reporting 

All defects and hazards relating to the building or grounds should be reported immediately in writing using the maintenance book, which is kept in the caretaker’s office.
6.1 The Headteacher is responsible for monitoring the progress on all items reported.

7. Termly Audits

A safety audit of the school will be carried out each term by the caretaker/headteacher using the forms provided in Section F of the Health and Safety manual.

7.1 The outcome and action taken will be reported termly to the Governing Board
7.2 The Health and Safety Report will be returned to the Education Department’s Health and Safety Officer as requested
8. Risk Assessment

The results of the termly audit will help to determine the areas for which a formal Risk Assessment needs to be carried out.
8.1 Areas not related to the building or site will be identified when new materials, equipment or procedures are to be used
8.2 The Headteacher is responsible for allocating the task of undertaking Risk

Assessments to the person best placed to make the assessment
9. Control of Substances Hazardous to Health (COSHH)

The responsibility for carrying out COSHH assessments will rest with the caretaker or catering supervisor depending on the substance concerned.

9.1 COSHH data sheets will be requested from County Supplies and, once the substance has been assessed, will be kept in the Caretaker’s Office
10. Security / Visitors to the Site

The aim is to provide a safe and secure environment for the pupils, staff and resources within the school, without overly restricting school life.

10.1 All visitors will be expected to report to the school office, where they will be asked to sign the visitor’s book and asked to wear an identification badge
10.2 Staff and children are encouraged to challenge politely anyone in school they do not recognise who is not wearing either a visitor or Cheshire East staff badge
To achieve the above we:

• Have a Health and Safety Policy and carry out risk assessments
• Direct visitors to reception area outside the Administrator’s office
• Do not leave unknown visitors alone – wait with them until they are received personally by a member of staff
• Have a signing-in and out procedure
• Provide badges for visitors, contractors etc. to wear
• Report visitors in unusual places e.g. playground or classrooms to head or head of teaching and learning
• Secure doors and windows
• Keep an inventory of equipment
• Store equipment safely and securely at night
• Keep gates and fencing in good order
• Carry out regular fire drills and checks on fire extinguishers
• Attend relevant courses on Safety and Security in Schools
• Encourage vigilance by those within and around school
• Have a main safe for cash and other valuables
• Keep database information and other confidential records secure
• Advise pupils and staff not to bring valuables into school
• Provide a register of key holders, both permanent and temporary
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