Part 1 Health and Safety Policy Statement

Hepworth J & I School

1. This policy statement complements (and should be read in conjunction with) the
Kirklees Council, Children & Young People Service (ChYPS) Health and Safety Policy
Part 1. It records the school's local organisation and arrangements for implementing
the ChYPS Policy.

2. The requirement fo provide a safe and healthy working environment for all
employees is acknowledged and the Governing Body and those in control of the
school recognise and take responsibility for compliance with the statutory duties
under the Health and Safety at Work etc Act 1974.

3. In compliance with the Health and Safety at Work etc. Act, this schools Governing
Body will ensure so far as is reasonably practicable that:

- all places and premises where staff and pupils are required to work and engage in
school activities are maintained in a condition which is safe and without risk to
health. (This includes the health and safety of persons on school premises or taking
part in school activities elsewhere e.g. work experience and of f-site visits);

- all plant and equipment is safe to use and that arrangements exist for the safe use,
handling and storage of articles and substances at work;

- appropriate safe systems of work exist and are maintained;

- sufficient information, instruction, training and supervision is available and
provided to ensure that staff are competent to do their tasks and pupils can
avoid hazards and contribute in a positive manner towards their own health and
safety and others;

- a healthy working environment is maintained including adequate welfare facilities.

4. In addition fo the above the school will ensure that so far as is reasonably
practicable that the health and safety of non-employees is not adversely affected
by its’ activities.

5. Employee involvement is an important part of managing safely, and consultation on
health and safety with employees and employee representatives forms part of this
policy.

6. To review and revise this policy as necessary at regular intervals. This policy

statement and the accompanying organisational arrangements supersede any
previously issued.



Introduction
At Hepworth Junior and Infant School we follow the Kirklees Health and Safety Policy.
The policy should be read in conjunction with the following existing policies:

e Policy for supporting pupils with medical needs

e The Emergency Plan

o Educational Visits Policy

Aims

Our primary aim is to ensure that all reasonable practical steps are taken to secure the
health, safety and welfare of all employees and the health and safety of all persons using
the premises, in particular:

e To establish and maintain a safe and healthy environment throughout the school

¢ To establish and maintain safe working procedures among staff and pupils

e To make arrangements for ensuring safety and avoiding risks to health in
connection with the use, handling, storage and tfransporting of articles and
substances

e To ensure the provision of sufficient information, instruction and supervision to
enable everyone to avoid hazards and contribute positively to their own health and
safety at work, and to ensure that they have access to health and safety fraining
as and when required

¢ To maintain a safe and healthy place of work with safe access and egress

e To formulate procedures for use in case of fire and other emergencies, including
plans for the safe and effective evacuation of the school premises

e To lay down procedures to be followed in case of accidents

e To provide and maintain adequate welfare facilities

Responsibilities and Duties in Matters Concerned with Safety

The school staff, governing body and the LA to work together to ensure their health,
safety and welfare objectives are achieved.

The Governing Body

The Education Reform Act 1988 (ERA) gives governing bodies important powers and duties
in controlling school premises and managing schools including health, safety and welfare
responsibilities fowards employees, pupils and visitors.

In particular the governing body is responsible for:

e Ensuring that the LA's Health and Safety Policy is implemented and monitored
within the school

e Ensuring that the school has considered its health and safety obligations and has
made provision for meeting these obligations



e Ensuring that the school has a clear written policy statement, that the policy is
appropriate and that it is being implemented as agreed

¢ Receiving health and safety guidance and information distributed by the education
department and ensuring that proper arrangements are made within the school for
complying with the guidance

e Ensuring that regular reports of accidents and dangerous occurrences are
provided by the headteacher and that any necessary alterations to working
practices and procedures decided upon are implemented

e Ensuring that appropriate facilities and opportunities are provided for accredited
safety representatives to perform their duties

e Ensuring that health and safety issues concerning the school are identified,
decisions are taken and that effective action is carried through

e Ensuring that all reasonable inspection facilities and information are provided on
request to appropriate health and safety officers

e Ensuring that school journeys for which they give guidance and approval are
arranged and properly supervised in accordance with the LA’'s own guidance and DfE
guidance

e Ensuring that suitable health and safety provision is made for pupils with special
needs and the staff involved

e Ensuring that, on an annual basis, the governor responsible for health and safety
carries out an audit of the school’s health and safety systems and procedures.

The Governing Body is also responsible for planning and setting standards, which include:

e Identifying hazards, undertaking risk assessments and setting standards
¢ Having clear plans for coping with sudden emergencies
e Developing a positive health and safety culture

Headteacher's responsibilities
The day-to-day responsibility for all school health, safety and welfare organisation and
activity rests with the headteacher, who will:

e Beresponsible for the day-to-day implementation of school safety organisation.

e Develop a culture of safety throughout the school.

e Be the focal point for reference on health safety and welfare matters and give
advice or indicate appropriate source(s) of advice

e Report accidents and incidents of violence to the Learning, Behaviour and Safety
Committee on a termly basis.

o Liaise with outside agencies able to of fer expert advice.

o Ensure that all staff fulfil their duties to co-operate with the policy.

e Formulate and co-ordinate safety procedures.

e Ensure relevant staff have access to appropriate training.

e Report problems in implementing health and safety policy to the LA



e Make or arrange for risk assessments of the premises and working practices to be
undertaken, recorded and reviewed on a regular basis

e Ensure that all electrical equipment used in school is PAT tested and displaying the
green sticker of certification.

e Ensure that this test is carried out within the specified time frame

¢ Report all known hazards immediately to the LA and stop any practices or the use
of any plant, fools, equipment etc. That are considered to be unsafe, until satisfied
as to their safety

e Report to the governing body annually on the health and safety performance of the
school

The Law
Obligations under the Health and Safety at Work Act 1974

The basis of British Health and Safety law is the Health and Safety at Work Act 1974
which sets out the general duties which employers and employees have. These duties are
qualified in the Act by the principle of 'so far as is reasonably practicable’. The
Management of Health and Safety at Work Regulations 1999 (the Management
Regulations) generally make more explicit our responsibility to carry out risk assessments.
Health and Safety

All employees have a general responsibility for the application of the school's Health and Safety
policy to their own area of work and are directly responsible to the headteacher for the
application of Health and Safety procedures and arrangements.

In order to facilitate this, all employees are expected:

e To know the health and safety organisation and arrangements to be adopted in
their own working areas and to ensure they are applied

e To observe standards of dress consistent with safety and/or hygiene

e To exercise good standards of housekeeping and cleanliness

e To know and apply the procedures in respect of fire, first aid and other
emergencies

e Touseand not wilfully misuse, neglect or interfere with things provided for his/her
own health and safety and/or the health and safety of others

e To co-operate with other employees in promoting improved health and safety
arrangements in the school

e To co-operate with the appointed health and safety officers



General obligations of classroom teachers

The health and safety of pupils in classrooms is the responsibility of class teachers.
General responsibilities of class teachers:

o Exercise effective supervision of the pupils and know the emergency procedures in
respect of evacuating the grounds and carry them out

e Check equipment used is safe before use

¢ Ensure safe procedures are followed

e Give clear instructions and warnings to pupils, as often as is necessary

e Report defects fo the headteacher and make recommendations on safety
equipment and on additions or improvements to tools, equipment or machinery which
are dangerous or potentially dangerous

e Avoid introducing personal items of equipment (electrical, mechanical) into school
without authorisation from the headteacher

¢ Follow safe working procedures personally

e Report Health &Safety concerns under the standing item on each staff meeting
agenda

Special obligations of class teachers / support staff

e If for any reason, (e.g. The condition or location of equipment, the physical state
of the room or the splitting of the class for practical work), a teacher considers
he/ she cannot accept responsibility for the safety of his/ her children he/ she
should discuss the matter with the headteacher before allowing practical work to
take place

e Any sharp cutting equipment used by children e.g. scissors, is supervised and
children are taught how to use, clear away and store these pieces of equipment
safely. During activities such as technology an adult should always remain in the
room with the children.

e Classrooms are organised so that children are able to move around safely.
Obstacles, such as chairs, are placed under tables or out of walk ways

¢ Running in school is discouraged at all times

e Any experiments involving the use of flame, heat, electricity are fully supervised
by the teacher/ support staff

e Children in KS1/lower KS2 should not be allowed to plug in/ take out plugs on
electrical equipment; in upper KS2 children will, under supervision, be allowed to
plug in laptops. Any fault on school equipment should be notified to the headteacher
immediately, taken out of service or disposed of

¢ Cloakroom areas are small and space is restricted. Coats and bags must be placed
tidily on pegs or under benches. Class teachers must ensure that the children in
their classes follow these guidelines

e Under no circumstances should children or staff be permitted to stand on chairs,
desks, window sills or other high places



Teachers may be required, at the direction of the headteacher, to carry out periodic
risk assessments in their own working areas

Occasional adults in school

All adults working in school for any significant length of time must be made aware of, and
follow the school's health and safety policy and related guidelines. As part of their
induction they will be given an overview to ensure that they understand their health and
safety obligations while they are working in school.

These provisions cover students working in school (professional mentor responsible for
the above), supply teachers (headteacher responsible) and parent helpers (class teachers
responsible).

General responsibilities of the caretaker

General responsibility for the application of the school's health and safety policy
to own area of work (directly responsible to the headteacher and governors)
Particular responsibility for ensuring that the cleaning staff are fully frained in
the use of any heavy/ electrical equipment and maintain safe working practices

To establish and maintain safe working procedures including handling, storage and
transport of articles and substances (e.g. Chemicals, boiling water and sharp
instruments)

To carry out regular health and safety assessments of the activities for which she
is responsible, and report to the headteacher (governors where appropriate) any
defects which need amending

To ensure, as far as is reasonably practicable, the provision of sufficient
information, instruction, training and supervision, to enable other employees and
pupils to avoid hazards and contribute positively to their own health and safety, as
part of the school's health and safety training requirements

To ensure, where appropriate, that relevant advice and guidance on health and
safety matters is sought

To advise the headteacher (governors where appropriate) on requirements for
health and safety equipment and on additions or necessary improvement fo plant,
tools, equipment or machinery

Special responsibilities of the caretaker

Toilet areas to be checked at the beginning and end of the day. Soap, paper towels
and toilet rolls to be replaced as necessary. Floors are swept daily by the
caretaker/ cleaning staff

The caretaker's room is out of bounds for all children and all cleaning materials,
fluids etc. are kept out of reach of the children



¢ No person should attempt to lift furniture or heavy items by themselves. Step
ladders are to be used rather than chairs for reaching displays etc.

e A warning sign should always be displayed where a floor area is wet

e Infrosty/ snowy weather the path and main entrance must be cleared and gritted
before children and staff begin to arrive at school

o Paths to be kept clear of trailing weeds to avoid any slippery areas

e The playgrounds to be checked daily and any hazardous materials e.g. Dog fouling,
glass, stones etc. to be removed.

e Sweeping mops and wet mops and buckets must be made available for use by
members of staff at all times during the school day

School health and safety representative

The governing body and headteacher recognise the role of health and safety
representatives appointed by a recognised trade union.

Visitors and other users of the school

Visitors and other users of the premises will be required to observe the health, safety
and welfare rules of the school. In particular, parents and other volunteers helping out in
school will be made aware of the health and safety policy applicable to them by the teacher
to whom they are assigned. A pack will be provided, containing the most important pieces
of information. More specifically:

¢ Children and parents are to use the pathways and the pedestrian gate.

e Children should not be allowed to cross the school carpark

e All visitors are to enter the school via the main entrance where they will be
welcomed by a member of staff. Visitors are expected to sign in

e Entry from any other exterior door is not permitted

¢ No dogs are allowed on the school premises

Health and Safety Arrangements

Supervision of pupils

In common law, teachers stand "in loco parentis” so far as pupils in their charge are
concerned. If the degree of care exercised by a teacher is at least that which would be
taken by the average, careful parent in the same circumstances, then this legal duty is
discharged. The headteacher is expected to maintain an adequate system of supervision
to protect pupils at all times. Whether a level of supervision is adequate in given
circumstances will depend on a number of factors such as:

e The age, maturity, usual standard of behaviour and number of pupils in question
¢ The nature of the activity and where it is carried out



e The supervisory ability of the staff



Breaktime and lunchtime supervision

There must always be a member of staff out on duty whenever the children go
outside

During playtimes and lunchtimes the playground should always be supervised by at
least two members of staff.

If the adult on duty is not out then the children should remain inside until he/she
arrives

A teacher/TA must meet the children in the playground at the end of a playtime.
Children should walk quietly into school

At wet playtimes designated staff should remain in classrooms with pupils

Movement of children around the building

Children should walk inside school at all times

Contract transport

The teacher in charge of any group of children travelling on contract transport
must have a register of all of the children and must check the numbers at the start
of both the outward and return journeys. All children must remain seated
throughout the journey with seatbelts fastened and should behave in a quiet and
sensible manner. The teacher in charge should check that seatbelts are put on and
adjusted correctly

When taking children on a day visit or a school journey the teacher in charge must
take a suitable first aid kit with him/her. All members of staff should carry a list
of any medical conditions children might have, i.e. asthma, epilepsy etc and have the
green bag containing the medicines required by children in that class.

Health and safety in physical education

At Hepworth Junior & Infant School we follow the guidance set out by the Association of
Physical Education (formally BAALPE). A copy of their guidance, covering all aspects of
physical education, can be found in the school office. Special care must be taken in all
aspects physical education within school, i.e. games, gymnastics, movement, dance,
swimming and all staff ensure the following are in place:

Each teacher must have a strict policy of how the children behave in the gym and
at the swimming baths and the children must be aware of this policy. It must be
strictly adhered to at all times

The teacher must be aware of the children for the entire lesson and know exactly
what he/she wants from the lesson. It is essential that the teacher has control at
all times and stops any potentially dangerous activity before it has a chance to
develop



e Children should practice an ‘emergency stopping procedure’ once each term; so that
they know what to do should there be an accident during a P.E. lesson.

e Earrings should be removed prior to physical activity; if this is not possible then
they should be covered with micro pore tape which must be provided from home

e Swimming lessons are provided by the LA swimming staff; a copy of their risk
assessment is held by the head teacher and is shared with appropriate staff

Outdoor education

The school'’s policy on health and safety in outdoor education is in line with the Kirklees
stated policy outlined in the booklet ‘Outdoor Education Guidelines’, except in the following
situations:

e children do not take part in sailing, climbing or caving, as there is no qualified
teacher on the staff, except when visiting residential centres employing their own
qualified staff

o the headteacher will satisfy himself as to the qualifications of such staff
beforehand.

Outdoor PE and games

Children are encouraged to be aware of the objects they could encounter on the grass or
playground and if the teacher feels it is necessary, a preliminary search to check for
stones, tin, glass etc. should be made. If there are any doubts about the surface for any
reason, including the remains of dog walking, the teacher should cancel the lesson and move
elsewhere.

Dress policy

No jewellery, apart from watches and small earring studs, should be worn in school. If a
child does wear studs then they must take them out for PE and for swimming. Long hair
must be tied back. Swimming caps are to be worn for swimming.

Allergies
It has been well documented that some children suffer fatal anaphylactic shock when
exposed to certain products. Emergency kits are kept in school for individuals with

identified allergies and annual training is provided for staff.

Contractors on the premises

The head will make all staff aware of contractors working on the premises either at a
staff meeting, or by display on the staffroom noticeboard.



Provision of first aid

First aid boxes are located at clearly marked points around the school. These boxes
contain first aid requisites and a list of contents. It is school policy to try to ensure there
are an adequate number of first aiders to meet health and safety requirements. Mrs
Debbie Dixon coordinates first aid and manages medicines in school.

Emergency procedures

Tliness or accident

If anyone should become ill or suffer injury as result of an accident the procedures below
should be followed:

First aid should be administered, but only as far as knowledge and skills allow. The
patient should be given all possible reassurances, and if absolutely necessary,
removed from danger

First aid is carried out by Mrs Dixon, Ms Huntlea, Mrs Brackenbury, Mrs Taylor,
Miss Haigh, Mrs Robery, Mr Crouch or Mr Chapman.

All cases of injury and illness must be reported to the headteacher/ deputy to
ensure that the patient receives proper attention and if necessary make
arrangements for hospital freatment. In the case of a pupil every effort is made
to contact the parents or other nominated responsible adult.

If an ambulance is required the emergency 999 service should be used.

Wherever possible patients should be accompanied to hospital and a member of
staff will remain until the parents arrive.

The school follows the 'Health Protection Agency Guidelines on Infection Control
in School and Other Settings.’

An AED can be found in the Staff Room for use in an emergency

Accident books and forms

As soon as possible after the incident every case of injury or accident should be
fully reported on the appropriate forms and detailed statements obtained from
witnesses. The Accident Book is kept in the First Aid box in Class 2.

Accident Forms must be filled in by the relevant member of staff.

Accident forms must be filled in for minor injuries whenever a forceful blow to the
head has been suffered, where there has been a substantial loss of blood or nasty
cut etc. Any accident which might lead to parental enquiries/concerns must have a
completed accident form.

It is essential that accident forms only contain statements of fact and that those
facts are accurate and that witnesses are sought and questioned before an
accident form is filled in.



e Minor incidents to pupils, for example grazed knee from a fall in the playground,
should be recorded as a simple one line entry on Form IP for each incident. The
completed forms are retained by the school as a paper copy.

e Major injuries to pupils, for example broken bones or any incident requiring a child
being taken to hospital from school, should be reported using an Incident Report
Form. This form is then used to submit the details electronically using Claim Control
kirkleeshs.alphatec.net (log in details with the Head Teacher and Office Staff).

e With regard to staff, any injury - minor or major - should be reported on the
Incident Report Form as above.

e Minor violent incidents - staff record these on the Violent Incident Record Log.
More serious violent incidents - headteachers report them using the Incident
Report Form and Claim Control, as for other incidents.

e The KMC Health & Safety Policy online Manual of Guidance for Schools, gives more
detailed advice on accident procedures.

Fire and emergency procedures

It is the duty of all members of staff on discovering FIRE or other emergency to carry
out the procedures as follows:

¢ Raise alarm by using nearest fire raising alarm.
e If emergency alarm is not working use handbell to raise alarm, calling out fire while

patrolling the school.

A fire practice will be held every term. The Headteacher is responsible for arranging
regular fire drills and monitoring the efficiency with which they are carried out.

Nobody must re-enter the building until the all clear is given. School should be clear within
3 minutes in any emergency.

It is the responsibility of the office staff to bring out the evacuation list, the staff
signing in sheet. and the visitors book when a fire practice takes place.

It is important that fire exit points are left clear. Shoes and coats on cloakroom floors
should not hinder progress.

Review of emergency procedures

From time to time it will be necessary for the headteacher to review the provision of first
aid and emergency procedures in school. Where necessary the headteacher will make
recommendations to the governing body for improving the procedures laid down.



Conclusion

e Tt is the responsibility of everyone to make sure that these arrangements work.

e This will ensure, as far as is reasonably practicable, that working conditions are
safe and that the working life of everyone is accident free.

e Suggestions by any member of staff to improve standards of health and safety are
welcomed by the headteacher.

Health & Safety Policy Reviewed: June 2023

Mr Crouch.



Part 2 Organisation and Responsibility

Overall responsibility for health and safety in schools rests with the employer. Who the
employer is, depends upon the type of school.

Type of School

Who is the Employer?

Comments

Community Schools
Community Special Schools

Voluntary Controlled (VC)
Schools

Maintained Nursery Schools
Pupil Referral Units

Kirklees Council as the
Local Authority (LA)

Governors of schools in this category
have an obligation to ensure that the LA
DCYP Health and Safety Policy is
implemented. These schools are
expected to formally adopt/adapt where
necessary and implement this Policy in
the entirety. Schools, however, may

wish to write their own health and safety
policy.

These schools are advised to formally
adopt/adapt where necessary and
implement this Policy. NOTE. Where
LA employed staff are working on these
premises (e.g. cleaning staff) the LA
has responsibility for their health and
safety.

Where the school directly employs staff,
the Governing Body is then responsible
for their health and safety.

This should be explicit in the school
policy and they should be classed as
contractors.

Foundation Schools
Foundation Special Schools The Governing Body
Voluntary Aided (VA) Schools | Or

Academies Academy Trust

Free Schools

Kirklees Council is not
the employer of all staff
e.g. caretaking and
cleaning staff.

PPP Schools

Regardless of anything stated above, all school governing bodies have health and safety
responsibility as the occupier of the premises.

Head Teachers must make arrangements for ensuring the implementation of the health and safety
policies of their employer and/or any Governing Body arrangements arising out of their health and
safety responsibilities.



Who are the Policy-makers, Planners, Implementers, Assisters and Employees in
schools?

Planners

Policy-makers Implementers | Employees

It is recognised
that some

governors are
LA employees

School Governors

Headteacher

School Leadership
Team

Deputy/Assistant
Headteacher

Heads of Dept

Teachers

Managers

Premises Managers

Teaching and
Classroom
Assistants

Learning Support
Staff

Admin Staff

Site Supervisor or
Caretaker




The responsibilities of Policy Makers, Planners, Implementers and Employees within the
Policy

Policy-makers

School Governors Devise and produce policy on health, safety and welfare at a

Headteacher strategic level.
H&S Committee Preserve, develop, promote and maintain the School’s health and

safety management system.

Ensure that health and safety matters are taken into account when
organisational decisions are made.

School Leadership Team

The Policy makers;

o Will be familiar with the overall responsibilities laid down in the DCYP Health and Safety
Policy ;

e Must ensure that the school has a structure in place to manage health and safety which
includes; planning, implementation of these plans, monitoring, reviewing and auditing.
This must be integrated into general day to day management;

¢ Will ensure that plans for continuous improvement in health and safety management are
developed and reviewed regularly;

e Must ensure that all school activities are organised and have sufficient arrangements
and resources; to ensure that health and safety can be managed effectively.

As Policy Makers the Governing Body (GB);

e Must ensure that those who have been assigned specific responsibilities in school for
H&S have been identified, this has been communicated, and adequate training or
instruction has been given;

e Must ensure that sufficient competent persons are in place to advise the school on H&S
issues;

Will set H&S targets (with Planners) to improve H&S performance;

¢ Is required to monitor that the H&S targets are being met and the school is meeting
health and safety obligations by checking that policies and procedures are implemented
in accordance with requirements of health and safety performance on a regular basis.

e Seek advice from the Kirklees Council Group Safety Advisers and their School
Improvement Officer as appropriate and take actions as necessary;

o Ensure that the self-auditing of H&S takes place and that action plans are developed as
a result. This will form part of the school planning process;

e The GB will ensure that all their decisions reflect the commitment of this policy and
promote a positive culture towards health, safety and welfare issues;



Planners

Headteacher Develop the local plans to achieve

Members of the School Leadership Team corporate/school health & safety objectives.
School Governors Develop management arrangements for the

identification of hazards and control of risks within

Governor for Health and Safety _
their area

Deputy/Assistant Headteacher
Health and Safety Coordinator
Heads of Dept

Managers

Premises Manager

The Planners will;

e Be familiar with the overall responsibilities laid down in the DCYP Health and Safety
Palicy;

o Take overall responsibility for the day to day health and safety management of the school
and school activities taking place outside school premises;

¢ Determine the resources and arrangements needed to manage health and safety
effectively as part of the school planning process;

o Delegate duties to other members of staff associated with the management of health and
safety. (It is clearly understood by everyone concerned that the delegation of certain
duties will not relieve the Headteacher from the overall day to day responsibilities for
health and safety within the establishment.)

e As part of their management of health and safety.

- appoint a Premises Manager (see Implementers below);
- identify a member of staff who can act as a Health and Safety Coordinator (see
Assisters below.)

e Ensure that these staff receive appropriate H&S training;

e Ensure that all staff within the school are aware of their responsibilities with regard to
health and safety issues. Where staff have specific duties in health and safety matters
(e.g. First Aid/Fire Marshal), this should be identified clearly to everyone in the premises;

o Keep up to date with changes or updates in health and safety management by using the
Council and other resources and communications;

e Ensure that suitable and sufficient training, instruction and information is provided and
recorded;

Set health and safety objectives as part of the school planning process;

¢ Include health and safety in staff objectives where appropriate and assess their
performance against these objectives regularly;

e Advise governors of the resources and arrangements needed to manage health and
safety effectively as part of the school planning process;

¢ Communicate any health and safety actions outlined in the school planning process to
relevant staff and governors;

¢ Develop management arrangements for the identification of hazards and control of risks
(risk assessments), ensure these take place and that results are communicated to staff
and records kept e.g. staff signatures;

¢ Develop local policies and procedures as necessary for health and safety and ensure they
reflect the overall DCYP Policy;

e Seek help from the Group Safety Adviser or other specialist to ensure that this H&S Policy
can be implemented effectively and advise the GB;



e Ensure that a regular Premises H&S Inspections are carried out, (this duty may be
delegated to other members of school staff) Generic premises inspection checklists are
available on One Hub which can be adapted to be made site specific; Additionally it is
recommended that an annual self-audit is carried out (This duty may be shared with other
staff such as SLT) Self Audit forms are available on One Hub;

e Draw up any Action Plans required from the results of the Premises H&S Inspection and
Annual Self Audit and monitor these regularly;

e Take part in and co-operate with any Internal Health and Safety Audit which may be
carried out by the Council’'s H&S Team;

e Advise the GB and others of the results of any H&S monitoring which takes place and of
any actions required as a result of this;

o Consult with staff as necessary on matters of health and safety which may affect them at
work.

Health and Safety Committee

The school may choose to establish a Health and Safety Committee which should meet
regularly to consider health and safety planning and organisation, the implementation of policies
and to review and monitor performance. Where Health and Safety is integrated into the
strategic planning meetings of the school a separate meeting may not be required. It is
recommended that H&S is a standing agenda item in these meetings.

An annual report to the Governing Body outlining achievements against the H&S plan should
be considered by Planners and Implementers, the school’s Health and Safety Coordinator may
be responsible for collating this information (see Assisters) for their consideration. As a
minimum, the report will contain a summary of accident and ill health statistics for the current
year and will suggest health and safety targets and priorities for the forthcoming year.

Implementers

Headteacher (also Policy maker, Planner) Ensure that workplace precautions and
School Leadership Team (also planners) safe systems of work are developed/
Heads of Department (who may also be planners)  implemented in order to identify hazards

Teaching Staff [Including supply teachers] and control risks. Ensure all the systems
Managers are working effectively

Premises Managers
Teaching Assistants
Learning Support Staff
Admin Staff

Site Supervisor/Caretaker

The Implementers will;

¢ Maintain an understanding of the Health and Safety Policies and Guidance Notes of the
Kirklees Council and DCYP and those developed within school;
e Demonstrate commitment to the management of health and safety by:

- Setting a good example to others
- Promoting good practice
- Identifying H&S problems and rectifying them if possible
- Challenging poor H&S performance or attitudes
- Communicating regularly about H&S
¢ Be responsible for and take the lead on implementation of health and safety policies and



any arrangements which have been developed by the Policy makers and Planners;

¢ Understand and own the plans in place for H&S as part of the overall school planning
process monitor progress in these areas and advise planners of the results or any
deficiencies;

e Ensure than any personal targets set by Planners are achieved, feedback any issues
identified in this process;

o Ensure that individuals have health and safety objectives as part of their annual review
process (as appropriate). These may reflect the overall H&S plans;

e Encourage participation in H&S and ensure that communication about H&S issues takes
place;

e Assess new and existing work activities for hazards, ensuring that risk assessments are
in place, control measures implemented (safe methods of work/Personal Protective
Equipment etc) and the results of risk assessments communicated and recorded;

e Ensure that, where responsibilities for health and safety have been delegated to staff
members, these roles are properly assigned and understood by employees in their
teams/areas;

e Ensure that staff in these roles have received appropriate training and that this is
recorded;

o Ensure that there is sufficient information, instruction and training and resources
available for staff in order for them to do their job;

e Consult with staff as necessary on matters of health and safety which may affect them
at work, responding as necessary;,

e Supervise work adequately to ensure that good health and safety standards are
maintained:;

e Ensure that adequate monitoring of H&S takes place e.g. by taking part in Premises
H&S Inspections and carrying out own inspection of work areas;

o Carry out any reactive monitoring required such as investigation of accidents, near
misses and occupational illness and ensure the information gained is used to improve
H&S in the future;

¢ Avoid allocating “blame” to individuals who report iliness, accidents, or near misses, and
ensure that all reports of this nature are managed effectively;

e Monitor H&S standards at the local level by retaining statistics to identify patterns and
trends in events;

e Seek advice from the Kirklees Council H&S Adviser or other specialist as required.

o Make use of other resources provided by the Kirklees Council to promote H&S at work
(e.g. One Hub and Business Solutions);

¢ In addition to the above, teaching staff are responsible for the health and safety of all
pupils under their control whilst involved in organised work activities both on site e.g.
classrooms, laboratories, workshops etc., and off site e.g. school trips.

Premises Managers

In addition to the responsibilities above Premises Managers have specific duties These are
produced here;

1. To maintain an understanding of DCYP Health and Safety Policy arrangements and
an awareness of relevant premise related health and safety legislation, issues and
procedures and operating within these requirements;

2. To control contractors working on the premises, and ensure that hazard information
has been exchanged and suitable risk control measures implemented,;

3. Ensuring adequate security arrangements are maintained;

4. Ensuring the general cleanliness of the premises and that adequate welfare facilities
are provided;



5. Arranging for regular inspection of the areas of the premises for which they are
responsible to monitor that workplace health and safety standards are in effective
working order and that a safe means of access and egress is maintained,;

6. Ensuring that adequate fire safety arrangements and emergency procedures are
implemented and maintained,;

7. Ensuring that plant and equipment is adequately maintained;

8. Arranging for the regular testing and maintenance of electrical equipment;

9. Maintaining records of plant and equipment maintenance, tests, fire evacuation drills,
fire officer inspections and fire extinguisher maintenance;

10. Ensuring adequate first aid requirements for the premises are formally assessed and
adequate provision is made;

11. Ensuring that all premise related hazards are adequately identified, assessed and
suitable and sufficient control measures implemented and monitored,;

12. Ensuring the adequate provision of health and safety notices and warning signs are
prominently displayed and comply with the Health and Safety (Safety Signs and
Signals) Regulations;

13. Ensuring that a copy of the current Health and Safety Law Poster is displayed in an
accessible location and the information on the poster kept up to date;

14. Maintaining a health and safety file on the premises in relation to any construction
work covered by the Construction (Design and Maintenance) Regulations and make
this available to contractors upon requests;

15. Ensuring that adequate systems are in place for the management of asbestos through
the ‘Premise Asbestos Management Plan’ and control of legionella and excessive
water temperatures;

16. To respond promptly to any notification of a defect that could affect the health and
safety of building occupants/visitors.

Employees [including temporary & volunteers]

Employees — Irrespective of their position within the Councils structure. All staff are
employees and therefore all the employee responsibilities within the DCYP Health and Safety
Policy apply to everyone. All employees in the establishment are aware of the responsibilities
of Employees laid down in the DCYP Health and Safety Policy.

All employees have general health and safety responsibilities both under criminal and civil law.
Staff must be aware that they are obliged to take care of their own safety and health whilst at
work along with that of others who may be affected by their actions.

Employees must also co-operate with the governing body and senior management of the school
so that they may fulfil any legal requirements placed on them as employers and/or persons in
control of premises.

Staff Safety Representatives

Health and safety at work law provides for the appointment of trade union appointed safety
representatives from amongst the employees. Where the governing body is notified in writing
of such an appointment, the safety representative shall have the following functions:

¢ to investigate potential hazards and to examine the causes of accidents in the
workplace;

e to investigate complaints by any employee they represent relating to that employees
health and safety or welfare at work;



to make representations to the Headteacher via the Deputy Headteacher (if applicable)
on general matters affecting the health, safety and welfare of employees;

to carry out workplace health, safety and welfare inspections;

to attend any safety committee meetings;

to co-operate with employers in promoting health and safety at work.

None of the above functions given to a safety representative impose any legal duty or liability
whatsoever on that person. A safety representative is in no way obliged to carry out any or all
of the above functions.

Part 3

Detailed Arrangements and Procedures

Hepworth Junior & Infant School

The following procedures and arrangements have been established within our school to
eliminate or reduce health and safety risks to an acceptable level and to comply with minimum
legal requirements of the Children and Young People’s Service Health and Safety Policy:

1.

Accident Reporting, Recording & Investigation
Incident report form to be completed and to be reported via Claim Control by
Head Teacher or Office Staff.

Asbestos
The Headteacher, Mark Crouch, is the responsible person and duty holder

responsible for the premises Asbestos Management Plan (PAMP). The manual is
kept on the shelves in the main school office. Any contractors on site are shown
the PAMP and asked to sign to say that they have read it and understand that
they cannot drill or affix anything to walls without first checking the plan. Any
damage to the site where asbestos is to be found must be reported immediately
to the Headteacher who is responsible for contacting the appropriate services.

Contractors
School will always try to obtain a quote from the LA building services when

beginning a project however this may not always be possible. When managing own
projects, school will consider how contractors are selected (e.g. CHAS),
arrangements for induction of contractors to exchange health and safety
information and agree safe working arrangements, risk assessments, frequency of
liaison meetings, name of person responsible for monitoring contractors working
methods, Permit to Work, and identify the project manager. Staff should report
concerns o the headteacher. When the project is through the LA school should
liaise with ChYPS School Link Asset Management Officer tel. 01484 225249 or
860 5249 or Kirklees Council's Project Manager Resources and Procurement tel.
01484 226081 or 860 6081.



Curriculum Safety [including out of school learning activity/study support]
The school has a folder for risk assessments which is updated annually by the

Headteacher and kept in the staffroom. Prior to undertaking any hazardous
activities or when using specific equipment for curriculum purposes teaching staff
should undertake a suitable written risk assessment.

See Health and Safety in PE, outdoor education etc p.8

Drugs & Medications
Copies of care plans are in the medications file in the school office. These plans

are monitored by the Bursar who is responsible for ensuring they are kept up to
date and that staff are aware of the contents. School follows the LA
Administration of Medications policy and all documentation regarding requests
for administration of medicines, staff training and others records are kept in the
medications file and managed by the school Bursar. Medication is stored in the
staffroom in labelled boxes out of reach of children. Medicines requiring keeping
cool are kept in the fridge in the staffroom.

Electrical Equipment [fixed & portable]
All portable appliances are tested annually by a registered PAT tester. The

record of inspection is kept in the Health & Safety file in the headteacher's
office. Any defects in electrical equipment should be immediately reported to the
Headteacher.

Fire Precautions & Procedures [and other emergencies incl. bomb threats and
lockdowns]

See Fire and Emergency Procedures p.10&11

The Headteacher is responsible for ensuring fire risk assessments are
undertaken and reviewed. These are stored in the fire folder in the school office.
Fire evacuation practice is carried out each term with the outcomes and findings
recorded in the fire folder. The fire evacuation plan is displayed clearly around
school and procedures are included in staff induction and on the information given
to supply staff, students and volunteers. The alarms are tested by the caretaker
each week. The emergency plan is kept in a folder in the headteacher's of fice and
staff with responsibilities are clear about which section they have responsibility
for.



10.

11.

12.

First Aid
First Aid at Work and Paediatric first aid training are updated in line with

statutory time frames. The Bursar coordinates the booking and rebooking of this
training.

Gas Safety
Gas appliances are only located in the boiler house cellar and kitchen cellar and

these are inspected by trained persons in line with statutory requirements with
the record inspection being kept in the Health & Safety file in the headteacher's
office.

Glass & Glazing
All glass in doors and side panels is safety glass and all replacement glass is to be

of safety standard.

Grounds - Safety/Security
See caretaker’s responsibilities p.5& 6 and security policy

The caretaker is responsible for general grounds maintenance. The head and the
caretaker conduct a termly ‘walk round’ to highlight and discuss possible
improvements/developments required in order to ensure safety.

Site security is ensured through the following strategies:

o All gates locked by the headteacher by 9am and unlocked by 3.05pm

e The caretaker to lock the gates again by 6pm.

e Internal doors closed at 9am and kept on security locks during the day so
that the school can be exited but no can enter without a code

e A security door has been installed in the main entrance between the office
and the main school.

e The woodland area is kept locked when not in use

Hazardous Substances (COSHH)

The caretaker is responsible for keeping a record of hazardous substances used
for the cleaning processes. These are kept in a locked cupboard. No hazardous
substances are used by the teaching or support staff.

If schools need to contact the CLEAPSS, the Radiation Protection Supervisor
(RPS) in school should contact Claire Geisler (School Improvement Science). The
Radiation Protection Advisor (RPA) for CLEAPSS is Graham Hart.



13.

14.

15.

16.

17.

18.

19.

Health and Safety Advice

The school seeks competent health and safety advice from Kirklees Council Group
Safety Advisor tel 01484 226475, ChYPS Asset Management Team, Asset
Management Officer tel 01484 221000

Housekeeping — Storage, cleaning & waste disposal
Staff ensure all items are stored safely and securely where necessary. Anything

deemed unsafe is highlighted and safer storage sought. The premises are kept
clean to minimise the accumulation of rubbish. Wet floor cleaning takes place out
of school hours to minimise the risks of slips. When floors are wet yellow signs
are erected to notify users that this is the case. Glass and other sharp objects
are double wrapped in newspaper before disposing and the caretaker alerted.
Medical sharps are disposed on in a medical sharp box which is collected. The
caretaker is responsible for clearing the footpaths around school and applying
grit. External waste bins are at the top of the school carpark. Electrical
appliances are disposed of in accordance with the WEEE regulations]

Handling & Lifting
The caretaker has undergone LA training in Lifting & Handling.

Jewellery
See dress policy p.8/9

Lettings/shared use of premises
There are currently no lettings in school.

For after school events organised by the school Friends group the Headteacher
or another member of staff are always present and are responsible for health and
safety and risk assessments during these events.

Lone Working
See Lone Working Policy

Maintenance / Inspection of Work Equipment (including selection of equipment)
PE equipment is serviced annually by a registered inspector

The water boiler is serviced every 5 years
The water dispensers are serviced under the terms of the contract
The heating system, boilers and electrics are inspected by LA technicians

The fire alarms are tested weekly by the caretaker



20.

21.

22.

24,

25.

26.

27.

users.
28.

29.

30.

31.

Fire extinguishers are tested annually by the appointed service contractor

All records are kept in the Health & Safety file in the headteacher's office.The
Bursar is responsible for ensuring servicing takes place at appropriate intervals.

Monitoring the Policy and results
Health and Safety checks are carried out bi-annually by the Headteacher with
either the caretaker or the H&S Governor.

The Headteacher monitors accident reports and trends reporting findings fo the
Finance & resources committee. The Headteacher carries out the role of person
responsible for H&S and therefore is responsible for ensuring the implementation
of new and updated policies.

New & Expectant Mothers
The Headteacher holds the risk assessments for expectant mothers and is

responsible for making any reasonable adjustments.

Noise
NA

Personal Protective Equipment (PPE)
NA
Reporting Defects

Any hazards or defects should be reported immediately to the Headteacher who
will make the decision on the next course of action.

Risk Assessments
The headteacher is responsible for ensuring risk assessments are carried out and
for ensuring that they are reviewed annually.

Signs and Signals
Appropriate signs are in place around school to inform and alert staff and other

School Trips/ Off-Site Activities see also item 31
See Educational Visits Policy.

Occupational Health - Stress and staff Well-being
See Staff Well Being Policy.

Staff have access to employee healthcare service.

Other School Buildings
NA
School Transport — e.g. minibuses

See Educational Visits policy.



32.

33.

34.

35.

36.

37.

38.

39.

Smoking

The school premises are a no smoking zone.

Staff Consultation and Communication
Health & Safety and Staff Well Being are standing items on the weekly staff

meeting agenda; this is a good opportunity for H&S concerns to be raised and
addressed. Any changes or new information are communicated o staff during
these meetings.

The Finance and Resources Committee of the GB meets termly and Health &
Safety is an item on this agenda.

Supervision [including out of school learning activity/study support]
Children should never be left unsupervised by an adult and should at all times be

under the supervision of an adult. Should a member of staff need to leave a
classroom then it is their responsibility to ensure a suitable adult is left in charge
during their absence. Policies are in place to ensure appropriate supervision at
playtimes and lunchtimes. The Educational Visits policy makes clear the protocols
for supervision on of f site visits.

Swimming Pool Operating Procedures (where applicable)
School follow the policies of Kirklees swimming service staff when taking children

to the Holmfirth pool for a swimming lesson

Training and Development
H&S is part of the new staff induction procedures and is the responsibility of the

mentor to cover with new staff.

Display Screen Equipment (DSE)
All staff have completed the appropriate VDU risk assessment.

Vehicles on Site
Parents and children access the car park before and after school. They are

instructed regularly to take due care and be vigilent with children not running
down the drive and into the road. Road markings indicate where parents/children
are required to walk. Staff are instructed to avoid these busy fimes and drive
with care. Signs alert drivers to the fact that there may be pedestrians & to
drive with caution.

Violence to Staff
All staff know to report any incidents of verbal & physical violence which will be



40.

41.

42.

43.

44,

45,

investigated and dealt with appropriately; this includes contacting the police if
necessary

Vibration
NA

Welfare
The Headteacher is responsible for ensuring that welfare facilities at least meet

the minimum standards for temperature, ventilation, lighting, water supply,
washing facilities, foilets efc as required by the Workplace (Health, Safety and
Welfare) Regulations 1992]

Working at Height
Teaching and support staff may use small step ladders, if supervised by a

colleague, and steps when putting up displays around school. The caretaker has
undertaken ‘Working at Height Training' and is the only member of staff allowed
to work on tall ladders following appropriate guidance. Children are not allowed to
use any of the above equipment.

Waste Management
Sharps and needles are disposed of in the medical sharps box which is collected.

Body fluids are disposed of in the appropriate bin in the disabled toilet. This is
also collected.

Water Quality/Temperature/Hygiene
Water hygiene samples are taken monthly and the results recorded in the

manual which is kept in the main office.

Work Experience
The Headteacher coordinates all work experience placements and carries out the

induction meetings which include H&S. Supervision in school is the responsibility
of the class teacher.



